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What are the benefits of entering invoices through iSupplier?
Using JLP iSupplier, you can enter invoices directly into the JLP Financial System.

This allows you to track the status of the invoice from the point of entry through to approval
and payment. This also means the day you submit your invoice, is the day we receive it. No
postal delay. No processing delay.

By entering the invoice directly into JLP iSupplier, there is no risk of invoices being lost in the
post or being sent to the wrong address. Invoices submitted successfully via JLP iSupplier are
cleared overnight.

The risk of the invoice being matched to the wrong Purchase Order is reduced. You pick the
Purchase Order you want to invoice against. You decide the lines from the Order you want to
invoice for.

Supplier Invoice / Credit note change announcement

From 20 April 2021 the John Lewis Partnership will update the iSupplier portal for the following
changes when you, the Supplier, submit an invoice or credit note through the portal;

It will be a mandatory obligation for Suppliers to enter the tax point date in addition to the
invoice date that you currently provide.

It will also be mandatory to enter the original invoice number and the corresponding original
invoice date when submitting a credit note.

No future dated invoice dates or tax point dates will be accepted.

If you have any queries regarding these requirements please consult HMRC guidance or your
accountant or tax adviser.

Support

If you require any further support please contact us below:

Email: financialprocessing@johnlewis.co.uk
Phone: 0345 6100 333 (Select option | then option 2)
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Raising An Invoice Using A Purchase Order Number

How to create an invoice with a Purchase Order No.

Log in at http://jlpsuppliers.com/isupplier/

= (Click on ‘JLP iSP GNFR Invoice Entry’

Personalize Full List
& [ 31p isp GFR Inquiry From Type Subject Sent Due
H B 11p isp GER Invoice Entry Therz are no notifications in this view.
® C33ip isp GNER Inauir ¥ TIP Macation Rules - Redirect or auto-respond to notifications.

e = = ¥ TIP Worklist Access - Spacify which users can view and act upon your notifications.
I 2] JLP ISP GMFR Invoice Entry |

= (Click on ‘Invoices & Payments'’

Home I Orders I Receipts | Invoices & Payments ] Your Details I
Create Invoices | View Invoices | Visw Payments
iSupplier Portal

= (Click on | Create Invoice |

Home | orders | Roceips | Tnvces & Payments | vour et |
Create Invoices | View Invoices | View Payments

iSupplier Portal
Saved Invoices
Invoice Number Supplier Operating Unit Amount Currency Last Updated
No saved invoices.
' '
=Y II'h he foll
Oou Wi ave the 1o owing on your screen.
Supplier Name E'gﬁgflsﬁlsﬁME * Invaice Number | * JLP Contact l:l
Supplier Number SUPPLIER NUMBER Invoice Currency  GBP * Nat Amount
* QOperating Unit v * Invaice Date l:l * YAT Amount
" Supplier Site Tax Point Date l:l * Gross Amount
* VAT Reg Number * Dascription Early Settlament Discount
¥ TIP If you are not VAT P
Registerad, enter Not
Reqgistersd * Invoice Type 1
Additional Information [T you've been given a JLP Charge * Processing Team
Account Code, enter it in this field JLP Bill To Address
A
Match To Purchase Orders
PO Number I 2
[(Add PO Line to Invoice || Add All PO Lines to Invoice |
Item Supplier Item Unit Ship  Finally Closed Cancelled
Select PO Line Shipment Dist Item Description Number Ordered ived Invoiced C: lled ilable UOM Price Curr Requester To Flag Flag
No search conducted.




Section 1
= Select the Operating Unit.

The Operating Unit will
depend on your Purchase
Order number. This is a very
important step to get correct
first time.
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GNFR Invoice With Purchase

Orders

Always 9 Digits (Numbers)
The first 2 or 3 digits of the PO Number
Determines the Operating Unit

1 2XXXXXXX
2 2XXXXXXX
3 2XXXXXXX
42XXXXXXX
705xxxxxx
706XxxxxxX

Waitrose Division
John Lewis Division
John Lewis Corporate
John Lewis Group
Waitrose (Guernsey)
Waitrose (Jersey)

The chart examples above show you which Operating Unit to use
depending on your PO Number. For example, if your PO starts with a
12 then the Operating Unit is Waitrose Division

= Once you select an Operating Unit, this will populate your Supplier Site

and VAT Reg Number

= |gnore the Additional Information box. If you have JLP Charge Account

Codes, see Page /

Note: If your VAT Reg No. is incorrect, you will need to amend this. For it to
be corrected for future orders, email financialprocessing@johnlewis.co.uk with
"Database” in the subject of your email and advise them of the correct VAT

Reg No.

= Fill in your Invoice Number, Invoice Date, Tax Point Date, a brief
Description of what your invoice covers (e.g Leaders Event on
DD/MM/YYYY), the Invoice Type will be ‘Standard’ and the Processing
Team ‘Accounts Payable’ (unless advised otherwise).

= Enter the name of your contact within JLP (Usually the name on the
order that would have been sent to you)

= Enter your Net, VAT and Gross Amounts
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Note: You can attach a copy of your invoice by clicking on the View
Attachments button at the top of the page. This will assist your buyer in
approving the invoice.

o T oo T T e ot T oo

| Creabe Inwolces | Viow Iovoloes | Veow Paymieets )
Delote || Sawve For Laler | Coandel | Sgbait
Incicates ieguared Reld
Supplie Mame tmekomeer 8 Met arnonst
Suppler Humbsee = Irweis Currency W l:l:lr:: :."::::
= Dperafing Us | Soly L -

* Trvoscs Date Jo3-2u-2007 Earty Setfioment. Descoum

* Supplar Sk =4, Tax P Date G

' |
——e e Mt I
= VAT Reg Mumbsr | [ ription

L

<TI0 I you are not VAT
Fogistired, eetor MoC * Ship-To Locateon |

=  E—
* Demencton Number |

= To add an attachment click in to View Attachments and then into Add
Attachment

Aninchmanin

_ Attachments Table

Soarch

BAE Mgl the amaith m e eseretne
o | 2
= Shomy Mo Seaert Outoos

Title Tiyps Discriptbon Catogory Last Updated By Last Updated Updatn Delete
T reite found

Hatiam Tio Ireeoscs Eniny

= Add your attachment and then click onto
Return To Invoice Entry to complete your e
invoice

Section 2

= After completing the top part of the invoice you need to match these
details to a 9 Digit Purchase Order No.
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= Add your 9 Digit Purchase Match To Purchase Orders
Order No. in the field marked PO Number | 6o |
PO Number and press Go - | : v

When you press Go the line(s) of the Purchase Order will appear on
the screen.

Add PO Line to Invoice || Add All PO Lines to Invoice

Finally
PO Supplier Ttem Unit Closed Cancelled
Select Line Shipment Dist Ttem Ttem Description Number Ordered Received Invoiced Cancelled Available UOM  Price Curr Requester Ship To Flag Flag

1 i 1 PRODUCT © 65566 9823.66 9823.68 9823.68 0 0/Amount  1|GBP LOCATION 123 N N

= |f when you press Go there are no results found, you need to make
sure you have the correct Operating Unit. See Page 4

= |f the ltem Description matches what you are looking to invoice us
for. Click the Add All PO Lines To Invoice
If you have more than one VAT rate then you must create a new PO
line for each rate. Do this by clicking Add All PO Lines To Invoice
again and amending the description, prices and VAT rate as
appropriate. (See VAT Code Section below)

= This will add the Purchase Order line(s) to the invoice. The line(s) now
appear at the bottom of the page for you to review.

Basic Information

Invoice Lines

Remove

Selact All | Select None

cIs Orig
Unit Line PO PO PO Price Inv
Select Line Description Qty UOM  Price Amount VAT Code VAT Amount Type PO Number Line Ship Dist Corr Num

1 |PRODUCT C 9823.€ Amount 1 9,823.68 |STANDARD (20%) Q 1,964.74 120564789 1 1 1
Recalculate | Add Another Row | Total 0,823.68 1,964.74

= Purchase Orders are mainly raised in two ways.

1) If the Unit Price is 1 then the Qty needs to match the Net Amount
of your invoice. Amend the Qty column if it does not match.
You may find the Qty column is for much more money than your
Net Amount. On occasions we raise Purchase Orders for a large
amount of money, in order to reuse the Purchase Order No. for
multiple orders with you.
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2) The Purchase Order will be raised with a Unit Price that matches the
cost of your service/goods and then the Qty will match the number
of services/goods we ordered.

3) VATCode— You will need to enter a VAT code,

even if you are not charging VAT. You can enter the _

. ‘ , EXEMPT (0%)
first letter of the tax code and press the “TAB’ button [ GUERNSEY GST (00s)

on your keyboard, the system will then auto-fill the OSJETRSOE:SGCSCIP(E%%

VAT Code & amount. Alternatively you can select a REDUCED (5%)
: . STANDARD (20%)

VAT code by pressing the magnifying glass. ZERO (0%

FARMING (4%)

For Invoices with multiple VAT rates see below

Basic Information
Invoice Lines
Remove | Copy Line 1 VAT Code to All Lines
Select All | Select None
cIs Orig
Unit Line PO PO PO Price Inv
Select Line Description Qty UOM Price Amount VAT Code VAT Amount Type PO Number Line Ship Dist Corr Num
O 1 |PRODUCI'A 67 Amount 1 67.0 STANDARD (20%) Q 134 WT120644038 1 1 1 O
O 2 |PRODUCI' B 800 Amount 1 800.0 | STANDARD (20%) Q 160.0 WT120644038 2 1 1 O
[J 3 [DELIVERY CHARGE 20 Amount 1 20.0 ZERO (0%) iQ, 0.0 WTi20644038 3 1 1 O

Recalculate | Add Another Row Total 887.0 173.4

= |f the all the figures match your invoice, you can press | Submit | in the
top right hand corner.

= You will now face a warning page confirming if you want to submit the invoice,
click ‘OK’ to agree to submit your invoice.

YOUR INVOICE IS NOW SUBMITTED
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Raising An Invoice Using A Charge Code

How to create an invoice with JLP Charge Account Codes

Log in at http:/jlpsuppliers.com/isupplier/

= (Click on ‘JLP iSP GNFR Invoice Entry’

| Personalize | Full List
& [ 31p isp GFR Inquiry From Type Subject Sent Due
H B 11p isp GER Invoice Entry Therz are no notifications in this view.
ERHE : : ¥ TIP Macation Rules - Redirect or auto-respond to notifications.
e i ?sp Ll Im——”_lw ¥ TIP Worklist Access - Spacify which users can view and act upon your notifications.
H [ JLP iSP GNFR Invoice Entry |

= (Click on ‘Invoices & Payments' then ‘Create Invoice’

i | orders | Recipts [ votces & Payments | ur oot |
Create Invoices | View Invoices | View Payments
iSupplier Portal

' '
=Y II'h he foll
Oou Wi ave the 1o owing on your screen.
[ View Attachments || Delete || Save For Later || Cancel | Submit |
* Indicates required field
Supplier Name ~ SUPPLIER NAME * Invoice Number *ILP Contact | |
supplier Number SURRLIER-NUMBER - Invoice Currency  GBP * Net Amaunt 0.00
* Operating Unit | v * Invoice Date R= « YAT Amaunt 0,00
" Supplier Sit2 L Tax Point Date | @ * Gross Amount 0.00
“ VAT Reg Number | e * Dascription Early Settlement Discount
*TIP If you are not VAT | 4
Registerad, enter Not =
Registered " Invoice Type | b
Additional Information |1 you've basn given 3 JLP Charge * Processing Team | ¥
Account Code, enter it in this field JLP Bill To Address
=l




= Select the Operating Unit.

The Operating Unit will
depend on your Purchase
Order number. This is a very
important step to get correct
first time.
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GNPFR Invoice With Purchase

Orders

Always 9 Digits (Numbers)
The first 2 or 3 digits of the PO Number
Determines the Operating Unit

1 2Xxx XXX
2 2XXXXXXX
3 2XXXXXXX
42XXXXXXX
705xxxxxx
706xxxxXXX

Waitrose Division
John Lewis Division
John Lewis Corporate
John Lewis Group
Waitrose (Guernsey)
Waitrose (|ersey)

The chart examples to the right show you which Operating Unit to use
depending on your PO Number. For example, if your PO starts with a
12 then the Operating Unit is Waitrose Division

= Once you select an Operating Unit, this will populate your Supplier Site

and VAT Reg Number

= |n the Additional Information box, type in your JLP Account Charge

Codes in the format they were given to you.

Note: If your VAT Reg No. is incorrect, you will need to amend this. For it to
be corrected for future orders, email financialprocessing@johnlewis.co.uk with
"Database” in the subject of your email and advise them of the correct VAT

Reg No.

= Fill in your Invoice Number, Invoice Date, Tax Point Date, a brief
Description of what your invoice covers (e.g Leaders Event on
DD/MM/YYYY, the Invoice Type will be ‘Standard’ and the Processing
Team ‘Accounts Payable’ (unless advised otherwise).

* Enter the name of your contact within JLP who made the order with
you, along with the Net, VAT and Gross amounts of your invoice.

Note: You can attach an attachment to this invoice by clicking on the View
Attachments button at the top of the page.

View Attachments |
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Please see Page 5 for further instructions on how to do this.

= At the bottom of the page you will see a section called Basic
Information.

= Click on Add Another Row in order to add lines to your invoice. You
can add as many lines as you need. When you Add Another Row it will
appear as below.

Basic Information

Invoice Lines

Remove
Select All | Select None
C_IS i Orig
Select Line Description Qty UOM Unit Price Amount VAT Code VATAn’nunt'If:fl:;::PONumber Litlgsl:’iﬁ[)gmﬁmlvm
1| | 100.00 Q
Recalculate | Add Another Row Total 100.00 0.00
* Add a Description and Amount to your invoice line.
= VAT Code — You will need to enter a VAT code, EXEMPT (0%)
even if you are not charging VAT. You can enter the GUERNSEY GST (OOS)
. . , JERSEY GST (5%)
first letter of the tax code and press the ‘TAB' button SUT OF SCOPE (0%)
on your keyboard, the system will then auto-fill the REDUCED (5%)
VAT Code & t. Alternativel lect DI ANDARD [0%)
ode & amount. Alternatively you can select a ZERO (0%)

VAT code by pressing the magnifying glass. “,

Basic Information

Select All | Selact None
CIS Orig
Unit Line PO PO POPrice Inv
Select Line Description Qty UOM  Price Amount VAT Code VAT Amount Type PO Number  Line Ship Dist Corr Num

1 [PRODUCTC 9623.€ Amount 1 9,823.68 [STANDARD (20%) Q 1,964.74 120564789 1 i 1

Recalculate || Add Another Row | Total [9,823.68 1,964.74

= Now press the recalculate button (Bottom left hand corner) which will
auto-fill the NET, VAT & GROSS boxes in the top right hand corner.

= |f the all the figures match your invoice, you can press | Submit |in the
top right hand corner.

= You will now face a Confirmation page where you need to click ‘OK'’ to
agree to submit your invoice.

YOUR INVOICE IS NOW SUBMITTED
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Creating An Invoice As A CIS Supplier

How to create an invoice as a CIS Supplier

CIS

The Construction Industry Scheme (CIS) sets out the rules for how
payments to subcontractors for construction work must be handled by
contractors in the construction industry.

The scheme applies mainly to contractors and subcontractors in
mainstream construction work, however, businesses or organisations
whose core activity isn't construction, but have a high annual spend on
construction may also count as contractors and fall under the scheme.

Under the scheme, purchasing organisations ‘withhold’ tax on behalf of
the supplier/subcontractor. This tax is then paid directly to HMRC by the
purchasing organisation on behalf of the supplier/subcontractor. This is
known as ‘Withholding Tax’.

Log in at http:/jlpsuppliers.com/isupplier/

= (Click on ‘JLP iSP GNFR Invoice Entry’

. Main Menu | Worklist
Personalize Full st
& £ 1P isp GFR Inquiry From _ _ Type Subject Sent Due
E131p isp GER Involce Entry There are no notifications in this view.

& TIP Vacation Rules - Redirect or a'utc-mspond' to notifications.

® £ 31p isp GNFR Ingui Vacation Rules . .
- ¥ TIP Worklist Access - Spacify which usars can view and act upon your notifications.
| T LT3LP iSP GNFR Invoics Entry | = =

= (Click on ‘Invoices & Payments' then ‘Create Invoice’

o  orders | Recats [ Trvtce & ayments | Vur o1 |

iSupplier Portal
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" You will have the following on your screen.

* Indicates required field

Supplier Name SUPPLIER NAME * Invgice Number * JLP Contact
Supplier Number S0FT HIER NUMBER Invoice Currency  GBP * Net Amount
* Operating Unit v * Invoice Date | * VAT Amount
|' supplier Site | Tax Point Date =] * Gross Amount
* VAT Reg Number * Description Early Settlement Discount
¥ TIP If you are nat VAT P
Registerad, enter Not

* Invoice Type

Additional Information  |1f you've been given a JLP Charge * Processing Team

Account Code, enter it in this field JLP Bill To Address

4

For CIS invoice entry:

= Supplier Site - as a CIS supplier, it is imperative you select the Supplier
Site which contains the word CIS (an example format for a Supplier
Site would be P123456CIS)

Note: The alternative Supplier Site is for JLP internal use only. Failure
to select the correct site may mean that Withholding Tax is not applied
correctly to your invoice,

= |f you have a Purchase Order No. follow steps on Page 4 to complete
your invoice entry.

= |f you have JLP Charge Account Codes follow steps on Page 8 to
complete your invoice entry.

Important Note: The one key difference when entering invoices as a CIS
supplier is the ‘CIS Line Type’ field. There are two options available in the CIS
Line Type field, they are:

= Materials - Select for Invoice Lines relation to the supply of materials. In
line with HMRC guidelines, where materials are selected, Withholding
Tax will not be deducted by JLP
0 Labour - Select for Invoice Lines relating to the supply of labour.
In line with HMRC guidelines, where labour is selected,
Withholding Tax will be deducted by JLP in accordance with
supplier verification and CIS rates.
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Creating A Credit Note

How to create a Credit Note

Log in at http:/jIpsuppliers.com/isupplier/

= (Click on ‘JLP iSP GNFR Invoice Entry’

Main.Mes Worklist
Personalize Full List
= ?:j_”_p ISP GFR. Inguiry From Type Subject Sent Due
@ O 31p isp GFR Invoice Entry T:_';;f " ”Utgiﬁlatm';{:‘j“_ th‘ts view. o
el e = ‘acation Rules - Redirect or auto-respond to notifications
e il ¥ TIP Worklist Access - Spacify which users can view and act upan your notifications.

| = 1p isP GNFR Invoice Entrv |

= Click on ‘Invoices & Payments’ then ‘Create Invoice’

o  orders | Recats [ Trvtce & ayments | Vur oo |

Create Invoices | View Invoices | View Payments
iSupplier Portal

I Create Invoice I

= You will have the following on your screen.

* Indicates required field

Supplier Mame  SUPPLIER NAME

* Invoice Number * JLP Contact

Supplier Number SUFFLIER NUMBER Invoice Currency  GBP * Net Amount
* Operating Unit v * Invoice Date B + VAT Amount
* Supplier Site Tax Point Date &=l * Gross Amount

* VAT Reg Number * Description Early Settlement Discount
#TIP If you ar2 not VAT P
Registered, enter Not
Registerad I * Invaice Type v |
Additional Information  |1f you've been given a JLP Charge * Processing Team v
Account Code, enter it in this field JLP Bill To Address
i

= Select the same Operating Unit you chose for your original invoice.

" |nvoice Number should be your Credit Note Number (Not the original
invoice number)

" |nvoice Date should be the date in which your original invoice was
submitted

= Description should say “Credit Note for” then a similar description that
you put on your original invoice.

" |nvoice Type should be Credit Memo

" Processing Team should be Accounts Payable, unless otherwise advised.

= Enter your Net, VAT and Gross Amounts (as a minus number)
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Match To Origj i
123456 Go
Invaice Number J\ A 1

Add || Add All
ele nv Line| Inv Dist Item Description Invoiced Unit Price UOM Net Amount Curr PO Number PO Line PO Dis{ Price Hold  Qty Ordered Hold
3 1 1 PRODUCT A 819.7 GBP (] (] 2
2 1 PRODUCT B 111.48 GBP m] m}
Basic Information
Invoice Lines
Remove
Select All | Select None
CIS
5 Unit Line PO PO PO POIPricefOrig Inv
elect Line Description Qty UOM Price Amount VAT Code VAT Amount|Type Number  Line Ship Dist] Corr [Num
1 |Product A -819.70 Q, /2109834
2 |Product B -111.46 Q 5/2109834
Recalculate || Add Another Row Total -931.18 0.00
Section 1

= Here you can match the Credit Note to the relevant invoice:

0 Search for the original invoice by typing in the Invoice Number and
pressing ‘Go’

0 Alternatively you can click this icon i and search for part of the
Invoice Number using % either side (e.g if your invoice number is
INV1234 you could search for 961234%)

» Note: If you use the “4. you will need to ensure your pop up blocker
does not block pop ups from

https:/|Ipisupplier.johnlewispartnership.co.uk

Section 2

= When you have selected the relevant invoice, you can identify if the
original invoice was processed against a Purchase Order. The field,
circled above, will be populated with the Purchase Order details.

It also indicates if the original invoice is on Price Hold (variance

between price and invoice price) or Qty Hold (variance between
Purchase Order Quantity and invoice quantity).
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Section 3

= Select the relevant line to match to the Credit Note then click Add or
Add All depending on whether you are crediting in part or full.

Section 4
= |LP iSupplier assumes Credit Notes matched to Purchase Orders relate
to quantity, but allows you to tick the Price Corr box for unit price
correction.

Section 5

= The Invoice Line details will then appear in the Basic Information
section of the entry screen.

= o complete the entry of the Credit Note line, you will need to enter:
= Qty - credited quantity or unit price,

= VAT Code — You will need to enter a VAT code,

. . STANDARD (20%)
even if you are not charging VAT. You can enter ZERO (0%)

‘ y REDUCED (5%
the first letter of the tax code and press the ‘TAB S <£os)
button on your keyboard, the system will then ST

COMPOSITE

auto-fill the VAT Code & amount. Alternatively you
can select a VAT code by pressing the magnifying glass. <,

= Once you have completed the entry of your Credit Note Lines. You
can press | Submit | in the top right hand corner.

= You will now face a Confirmation page where you need to click ‘OK’ to
agree to submit your Credit Note.

YOUR CREDIT NOTE IS NOW SUBMITTED





