Invoicing methods Fact Sheet

ISupplier

What is iSupplier?
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Shared Business Services

iSupplier is a free web portal where suppliers can log on and invoice against their Purchase
Orders for any of the following organisations:
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When can it be used?

This tool is suitable for any supplier who wishes to manage their invoices in a free and
paperless way. It is not touchless like xml (also available to some suppliers), as itrequires
you to log in and select the Purchase Orders (POs) you wish to bill against, but it does mean
you no longer need to print and post invoices to us, cutting costs and reducing the number of
days from invoice to payment.

The only exception to the rule is the limited number of suppliers who are PO exempt;these
suppliers cannot bill via this portal due to the way we have chosen to use the system.




iSupplier overview

What do | need?

iSupplier requires you to have an internet connection and it works with all major browsers.

How easy is it to use?

iSupplier is a straight forward system to use, with key invoicing information highlighted
below. An eLearning guide can be accessed here.
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The screen above is the first invoice creation screen where you view the status of your
current POs and select which of them you wish to bill for. You can select multiple POs atthis
point and see how much has been receipted.

On the next screen you simply add your invoice number, date and confirm a few details
regarding bank accounts and tax and you are done. The end to end process should take
only 2-3 minutes and your payment should be made in alignment with the agreed Contract
terms.

How do | get started and get help?

If you are bidding for business and have a clarification with respect to iSupplierinvoicing
please raise a clarification through the contact route described in the sourcingdocuments.

If you have successfully been awarded work by UK SBS and have committed to register,
contact Finance Contact Centre via finance@uksbs.co.uk or 01793 867000.

Ongoing enquiries from suppliers who have successfully been awarded work by UK SBS
should be directed to the Finance Contact Centre on 01793 867000.
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http://www.ssc.rcuk.ac.uk/documents/playerpackage/toc.html

