
Electronic Blue Slip Process 

Open electronic blue slip link on: 

Intouch/ My Finance/ Make, process and authorise payments/ Electronic Blue Slip Form 

1. Authenticate User email address  

 

 

 

 

 

 

 

 

 

 

 

Enter your gov.uk email address and 

click ‘start blue slip’. 

Open your Outlook account and 

retrieve the PIN code you have been 

sent from 

‘bluegreensliphelper@cumbria.gov.uk’ 

Enter your 4 digit PIN code from your 

email and click ‘submit’. 

IMPORTANT  

 

You will need to 

complete this step 

every time you wish to 

submit an invoice for 

payment.  

Each time you enter 

your email address, 

you will be sent a new 

PIN code.  

The PIN code must be 

used within 1 hour of 

receivining receiving it 

and can only be used 

once.  



Electronic Blue Slip Process 

2. Basic Details  

You will need the invoice and the supplier list to complete this form. 

 

 

  

 

 

 

 

 

EXAMPLE INVOICE 

Use drop down  

Use drop down  

 

Enter bank details if supplier has provided on invoice  

Link to supplier spreadsheet can be found at Intouch/ My Finance/ 

Make, process and authorise payments/ Supplier Report  

Tap ‘ctrl + F’ to search 

Use ‘ Find All’ when you do the search to 

identify if there is more then one supplier 

containing your search criteria. If there is, 

check the full name and address against 

the invoice to identify the correct 

Supplier.  

If the Supplier is not on the list, they will need to complete a ‘new 

supplier form’ which can be found: GUIDE TO INTRANET 
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3. Line Input  

Please use multiple lines to separate items on the invoice that have:  

• Multiple Cost Centres  

• Different rates of VAT 

• Different nominal/ project codes  

 

 

 

 

 

  

 

Net amount 

This entry 

will show 

on the 

budget line 

therefore 

should be 

descriptive 

enough to 

make it 

clear what 

the invoice 

was for.  

If unknown 

please ask 

the budget 

holder  

Only populate if 

one needs to be 

used, contact 

budget holder if 

unknown. 

 

Required if 

invoice 

relates to:  

Pensions,  

Overpayment 

of Salary, 

Cycle to Work 

scheme or  

Car Loan  

 

Only if 

used. If 

not, leave 

blank  

Line 

total 

before 

vat 

Line 

VAT 
amount 

System 

generated 

line total 

including 

VAT 

Select from 

drop down 

list 



Electronic Blue Slip Process 

4. Confirm Totals 

 

 

If the details match the totals on your invoice select ‘Yes’ and continue. If they do not match select ’no’ and then ‘Edit Line’ to return to the previous screen.  
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5. Document Upload 

Invoices must be valid e.g. the document must say ‘Invoice’. We cannot pay statements or order acknowldgements.  

If the invoice you are paying is in paper format, scan all pages of the invoice as a double sided document and save the scanned document to your 

computer. Documents should be scanned double sided as some suppliers print their bank details on the back of the invoice. 

You must provide email evidance of authorisation at this stage. To convert an email to pdf please click on the ‘Email Conversion Help’. 

 

 

To add a second file click 

+Add another file 

Click ‘Choose a file…’ and attach 

the scanned document from the 

folder you have saved it to.  
Click Continue 

once complete 
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6. Confirmation Page  

Please check all details provided are correct.  
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7. Authorisation  

Once satisfied that all details are correct, please enter authorisation details and tick the box to confirm you agree to the 3 statements shown. Once 

done, click the submit button which will appear to submit this invoice for payment.  

 

8. Confirmation email  

You will receive the below confirmation email to your mailbox.  

 

If the value of the invoice is over £25k an 

additional authorisation user box will 

appear for details of the second 

authoriser to be captured.  

AUTHORISATION MUST BE SOUGHT TO APPROVE 

INVOICES BEFORE SUBMITTING THE BLUE SLIP. 

Queries/ problems/ difficulties 

Contact the Purchase to Pay team on: 

01228 221077 or 

purchasetopay@cumbria.gov.uk 


