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What are the benefits of managing your account via iSupplier?

Using JLP iSupplier you are able to upload Proof Of Deliveries (PODs),
find out scheduled payment dates, check the status of your invoices and
more.

JLP iSupplier is a user-friendly tool to quickly find out everything you need
to know about your invoices, payments and orders.

NOTE

JLP iSupplier is primarily an invoicing tool. Purchase Orders on JLP
iSupplier should not be considered placed/confirmed Orders. Only orders

received directly from your Buyer/Branch via your normal method, (e.g
EDI, Fax or Email) should be fulfilled.
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Overview Of Process (Invoice on Hold Due to No Receipt)

Receipt (JLP)

Normally when goods are
received they are booked
into our receiving system as
Receipts

Location Accepts
Invoice (JLP)

The location has
reviewed and accepted
the invoice

Goods Receipted —
Invoice Paid (JLP)

The location will receipt the goods
and the invoice will be paid in line
with supplier's payment terms

POD Sent -Awaiting
Location Review Of

POD (JLP)

\ raised by JLP /

Purchase Order
(JLP)

A Purchase Order is

S

Invoice (Supplier)

An Invoice is submitted by
the supplier via JLP
iSupplier

I

Location Rejects
Invoice (JLP)

Awaiting Location
Review Of Invoice

JLP)

If no receipt has been
entered, the invoice will be
placed on hold and the
location will be asked to

review the invoice /

Location Requests
Copy Of POD (JLP)

The location has
reviewed and rejected
the invoice

If the location has
rejected the invoice, the
invoice will remain on
hold and the location will
request a copy of the
signed POD to be
uploaded via JLP iSupplier

Supplier Ignores
Request (Supplier)

The supplier ignores the
notification and fails to

The location has been

asked to review the POD

provided

POD Accepted By
Location — Invoice
Paid (JLP)

The location have reviewed and
accepted the POD provided. The
invoice will be paid within the
supplier's payment terms

upload a POD

Invoice Debited In

POD Rejected By 30 Days (LP)

Location — Debit

Raised (JLP) A debit is raised and will

be deducted on a future
The location have reviewed and payment
rejected the POD provided.
The invoice will be debited on a

future payment
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Upload A POD / Attachment

If JLP needs you to upload a Proof of Delivery (POD) for an invoice,
you will receive this notification:

Subject:
Action Required: John Lewis Partnership is unable to pay inveice XXX as we have no record of delivery

having being made
[where XXX is invoice number]

Body:

We are unable to pay this invoice as we have no record of delivery having been made. Please take one
of the following actions:

1. If you delivered this stock, login to JLP iSupplier, search for the invoice in the Invoices &
Payments tab, then click Upload POD to upload a signed proof of delivery. We recommend
the PDF file format. If you have more than one proof of delivery to uplead for this invoice,
please upload them all at once as only one upload is allowed per invoice at any cne time

OR
2. If you didn't deliver this stock, no action is required. The invoice will be automatically

debited in 30 days

% If you do nothing, the invoice will be automatically debited in 30
days

¢ Alternatively, you may upload a POD via JLP iSupplier which will
be automatically routed to the location to review. We show you
below how to upload the POD.

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

= Select |LP iSP GFR Inquiry’

- Main Menu © | worklist
| Personalize e
From Type Subject Sent Due

(= [ 3Lp 5P GFR Inguiry

| BT Entry There are no notifications in this view.
¥ TIP Vacation Rules - Redirect or auto-respond to notifications.

» TIP Worklist Access - Specify which users can view and act upon your notifications.

= (Click on the ‘Invoices & Payments' tab

Home | Orders I Receipts IIn'miﬂesEParnmnts I Your Details I
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= You can search for Invoices using: Invoice Number, PO
Number, Payment Number etc as criteria. Alternatively click
'‘Go’ with no criteria to view all Invoices

Note: You can also use the Oracle wildcard ‘%’ in any search field
if you do not know the full details you wish to search for. (E.g
searching for invoice number 961234% will search for all invoices
containing 1234)

Viesw Disices View Pavments
Vierw Invosces

Advanced Search

Trwobon Tnvolcon Gross Ship-To n  Paymenl Payment Payment PO Supplicr Synithetic Upload
Numbsr  Date Type  Curroncy Amount Location Duse Giatus  Bold Status  Date Relorence Number Recidpt Reason Site Supplier Image | POD
— ¥ Standad GBP 100 001 Mot Pald

Jur-201 tandand ¢ 48,00 001 Aaing

= Once you have found your invoice, you can upload a POD by

clicking on the green plus sign. ™ The status on this invoice will
show as ‘Awaiting Supplier POD’

Note: You are unable to submit a POD against an invoice if the plus
signis grey. © This means the invoice's status doesn't currently permit
the uploading of a POD



= (Click on ‘Add Attachment’

Standard Involce;
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Curerty=GEP Eipﬂﬂl
X Paid
Irvwoice Date Ttem Descount Taken
Recelved Date Them Tax D
Siatus  Awalling Supplier POD Delivery Cost Status
Status Description  Awaiting Supplier POD Dektvery Cost Tax Payment Date
On Held Tokal Fayment Referance
Source ISP Tem
ikl  Upload POD
Ship-To Locaton 001
= = — To upload a Proof of Defivery [POD):
R i Atechumnt |
mj": Last s Click the Add Attachment button
Eivctanad Eaeh » Enter 3 useful Titie & Description
L gory By - = Ensure the Fle radio button 5
o selected and than dlick the Browse
i button to specity a file to upioad. We
found. recommend the POF format.
= Press Appey
Cnce you ugioad a POD, any further
additions,revisions] deletions must be
completed by 18:30 an the same day, The
screen will not then permit further
amendmants,
For wilp or support click beve.
Lina =  Them Mumbar Descripthon Casa Size Dby DM Case Qty  Unit Price  Amount VAT Code VAT Amount PO Number  Status
1 BOGGRE0T VICTORIA 1 DOOR BEDSIDE WHT 1 1 Each 40,00 STANDARD 800

» Enter a title and description for the attachment (mentioning the

acronym “POD" would be useful)

Home ] Ordors | Receits | avoioes & Payments | vour et R

Create Invoices | View Invoces | View Payments
Add Attachment

- Attachment Summary Information

[ e |
Description

Category Document Upload

- Define Attachment

| Type @ File Browse

(I URL
L Tea

Cancel | [ Add Another | | Apply |

= Make sure the ‘File’ radio button has been selected and then click
on the ‘Browse’ button

= Select the POD file which you would like to attach (we
recommend the PDF Format)
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= Select ‘Apply’

» Once the attachment has been added this will show in the
‘Upload POD' region. This will show the title and description you
have added and also the date in which it was last updated. You
can add more than one attachment to an invoice but they must
all be added on the same day, before 18:30.

Suandard Mivolcs

Information
General i e Sy Pryment lnlon Tt
e Dt P Destinard T ghofy
Rocorved Date Tueewn T D
Sona  Awalling Suppleor POD Dudevnty Cont .
Stabin Descrystion  Awalling Supplier POD Doy Comt Taw Payment Dute
Oy Fighd! Total Faynend I'.Gfd:l'u_-.
Source ISP T
2k Uipload PO
Shio-To Lotation 001
To upload & Prool of Delivery (POD):
s Aded Attachman. (PoOk:
Sunek
L‘;‘m Ligst * ok the Add itachment botton
e Titka Ty Description Catogory Last Updated By Updated Update Deletn o Erker-2 umehd T & Description
Fls Thanma Docyurrent 10 Xs . B &t Pl radio buton i e
e e it e | @ ancd tTvem DK the Browse DULTON to
{Proof of ; secty a Bln to uplomd. We recorrmnend
ket the PO format.
» Friss Apphy

Once you upioad a POD, any furthe:
i) nevimions deletions must be completed
Ry 18:30 on the same day. The scroen will not
theen permat further amendments.
For Pedp o Gupport chakl Harg,

Ivales Lines  Sclasduded Paymamals

L = ey Mumiber Description Cann Skre [ty oM Case Qy Unslt Prics Aamsgiant VAT Cosde VAT Amsoumt 0 Nombar Statos
BB VICTOHUA 1 DOOR BEDSIDE WHT 1 1 Each .00 &0 RO D0

Note: You are able to update the attachment / description using the

*
pencil on this line =« and are able to delete this using the trash can.

W
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Viewing The Status Of An Invoice

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

= Select LP iSP GFR Inquiry’

- Main Menu

[ Personalize [ Full List
(] i_:J_'”_p ISP GFR Inguiry From Type SI.IIII]_BCt _Sent Due
t i TuBle Entry There are no notifications in this view.

¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
“ TIP Worklist Access - Specify which users can view and act upon your noetifications.

= (Click on the ‘Invoices & Payments' tab

Home | Orders | Receipts IIn*miﬂesEPaynmnts I Your Details I

View Invoices

VY PN

" You can search for Invoices using: Invoice Number, PO
Number, Payment Number etc as criteria. Alternatively click
'‘Go’ with no criteria to view all Invoices

You can also use the Oracle wildcard ‘%’ in any search field if you
do not know the full details you wish to search for. (E.g searching
for invoice number %1234% will search for all invoices containing

1234)

Viaw Imvosces

Expirt
Simple Saarch
ahvancod Soanch |
Trovoice Murmber 13_2206_12 Tyt Statun
PO Wt Irevoic Aenount From Ta
Arcmrd Due From To
“T:ﬂ:jf - It Dats Fresm C R g
Go | | Claar.
Trwoice Tovwnicn Gross Ship-To On  Paymanl Payment Payment PO Supplier Synthetic Uploasd
Number  Date Type  Correscy Amount Locathon Doe Status  Hold Status  Date  Reference Number Recolpt Resson Site Supplier Image  POD
i I3-Jun-2017 Standard GBP 48.00 001 L8020 | 7 Avndting Mot Paid lud 4
Supplios

POD
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= When you've found your Invoice, click the invoice number to
display a detailed overview of the invoice (as seen below)

Paywwenk Inloemathon
Pad

Lirvesce Date Theer: Descount Taken
D

St
Payment Dale

Delivory Comst
Owlvery Coet Tan )
Toka Faymant Rabererce

Term

Upload POD
To upload a Proal of Dellvery (POD):
Auddd Altachmend....
Last « Ok the Add amtachment button
Upadated Last » Enter a useful Tite & De i
Tithe Type Description Category By Updated Update Deleta 2
Mo
el
froaned.
screen will not then pemut further
For help or support chek: e
Involce Lines  Scheuled Payments

L Thesn Number Drescription Case Sire Qly LOM CaseQly  Unil Price  Amount VAT Code VAT Ammount PO Mumber  Slalus
1 #0062 407 VICTORIA | DOOR BEDSIDE WHT 1 1 Each 4000 4000 STANDARD a0

= The status of the invoice can be found under Status on the left
hand side, in the General section

Below are a list of statuses and descriptions you may see for your
invoice:

= Awaiting Location Review Of Invoice — Invoice awaiting
review by the Branch/Distribution Centre

This means that no receipt has been entered against the
purchase order, so the invoice has been routed to the
branch/DC for review

= Awaiting Location To Book In — Invoice awaiting
branch/warehouse to receipt all lines

This means that the branch/warehouse know they have
received the goods and will shortly book them in

= Awaiting Supplier POD — Invoice awaiting a copy of the
supplier's Proof Of Delivery
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This means that the branch/warehouse have not receipted
the goods, and are requesting a copy of the signed POD to
investigate. Please see page 4 for further instructions on
uploading the POD

Awaiting Location Review Of POD — Invoice awaiting
branch/warehouse review of Proof Of Delivery provided

This means that the branch/warehouse have received the
signed POD and are investigating whether they have
received the goods

Approved - Invoice approved and scheduled for payment

This means that the invoice has been received by JLP,
processed and approved for payment. No action is required
and the invoice will be paid in line with the scheduled
payment date



