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General information

This guide explains how to use the NHS Supply Chain Billing system to view and print
invoices, credit notes and statements.

Document conventions

m  Menu options, labels and links are all shown in bold. For example, in “Click Save before
leaving this page”, Save is the text on a button.

m Some screenshots are annotated with numbers. These numbers correspond to a
particular instruction in the step-by-step instructions associated with that screenshot.

The screenshots in this document are taken from our test system. Any correlation with actual
trusts, products and suppliers is coincidental.

Icons used within the Billing application

7] Click to see help on the options available

| Open a document as a PDF (can be saved or printed)

@ Download information in Microsoft Excel format

= Include detail in Microsoft Excel export

Supply Chain Coordination Limited (SCCL) is the Management Function of NHS Supply Chain
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Using the Billing application

The Billing application enables you to log on to the system and obtain up-to-date information
about your accounts. From this application you can:

m Access invoices, credit notes and statements electronically

= Print copy invoices, credit notes and statements

m Download information in spreadsheet format.

Logging-on

NHS Supply Chain finance staff create usernames and passwords for people who want to
use the Billing application. Details are emailed to users.

The Billing application is accessed from the home page of the NHS Supply Chain website.

To log onto the Billing application:
1  Go to www.supplychain.nhs.uk

2 Click My Supply Chain in the blue menu bar.

NHS!

Supply Chain "o

Home | My Supply Chain Sawings News Product Information Categories Programmes Suppliers Events Contact  Customer Services

3 Click on Billing log in.

My Supply Chain

Information log in TR Reports log in eDClogin

If information on this website Looking for your Trust If you use our eDC terminals

requires you to log in, use this Reports? Find the log in page then you can log into our

link. for TR Reports here. online application here.
Information log in TR Reports log in eDClog in

Online Catalogue HDS log in Billing log in

Log in to order from our For all Home Delivery Service é To view billing information
online catalogue or find orders please log into our _— please visit our dedicated
detailed product information. dedicated application here. application.

Online Catalogue and Ordering HDs login Billing log in

Supply Chain Coordination Limited (SCCL) is the Management Function of NHS Supply Chain
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4 Enter your username and password in the box that opens.

5 Click Login.
B|”|ng NHS Supply Chain m

Please enter your username

please enter your password

Forgotten vour password?

Login |
This application requires either Microsoft Internet Explorer 6.0 or above, Mozilla Firefox or Mozilla

5.x or above. Any other configuration is not supported and may mean that you are unable to use
this application properly.

Important - please note: Unauthorised access to data on this system will constitute a breach of
the computer misuse act 1990 and, as such, will render the offender liable to criminal
prosecution. You must not exceed the legitimate bounds of your authorised access and under no
circumstances disclose your password to a third party

Supply Chain Coordination Limited (SCCL) is the Management Function of NHS Supply Chain
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Changing your password

If you are using the system for the first time or if your password has expired, you must
provide a new password.

Enter your new password into both boxes and click Save changes.

Billing S supply chain [N 12T

Change your password

We need you to change your password before you go any further. Please
ensure that you don't reuse any passwords which you may have used
previously and that your new password meets the criteria specified below.

Please enter your new password (minimum of 8 characters)

Please re-enter your new password

If a message is shown offering to remember your password, make sure you select the option

that does not remember (or save) it. This is a security measure to prevent unauthorised
access.

Forgotten your password?
If you have forgotten your password, click Forgotten your password? in the logon box.

Enter your username and email address in the boxes and click Send password. A new

password is sent to your email address, which you will have to change immediately (see
‘Changing your password’, above).

Supply Chain Coordination Limited (SCCL) is the Management Function of NHS Supply Chain
Registered in England No: 10881715. VAT No: 290 8858 54 Registered Office: Skipton House, 80 London Road, London, United Kingdom, SE1 6LH




NHS

Supply Chain

The Billing Home Page

After logging in, you see the Billing home page, which is shown below.

Billing &l = s \/H S

ELGEN Documents - Mrs Alison Peck  FAnancial calendars  Help  Log out

Welcome

Welcome Mrs Alison Peck
You are now accessing the Billing from

Total no of documents ] If you have any queries regarding your invoices or statements, please contact us
Overdue documents 0 on 01773 724253 or by email at credit.control @supplychain.nhs.uk
Nen-printed decuments 0

Alternatively, if you hawe any issues or queries relating to this website, incuding
login or password issues, please contact our Customer Service Helpdesk on 0843
6804357 or by email at CSHelpdesk@supplychain.nhs.uk

There are no system messages at this time

The Stats section on the left shows some basic information about your account:

m Total No of Documents is the number of invoices, statements and credits produced
since the account was created.

m  Overdue Documents is the number of overdue invoices or credits outstanding on the
account.

m  Non-printed Documents is the number of original documents received which have not
yet been printed.

These figures are for all accounts if you have access to multiple accounts.

The Support information section on the right contains contact details and email links for
help with finance issues and IT queries.

System alerts and messages are displayed at the bottom of the page below the blue bar.
(There are no alerts or messages in the example above, but the heading is shown).

Supply Chain Coordination Limited (SCCL) is the Management Function of NHS Supply Chain
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Basic navigation

The menu bar at the top of the page provides options to move around within the Billing
application:

m Home returns you to the home page.

m  Documents gives access to account invoices, statements and credit notes.
m Financial calendars is no longer used.

m Help opens a copy of these guidance notes.

m Log out — close documents before you click log out, and log out when you have finished
using the application.

Supply Chain Coordination Limited (SCCL) is the Management Function of NHS Supply Chain
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Documents

Click Documents on the menu to open a page that enables you to filter and display your
account information.

Billing V. * NHS Supply Chain  [RLELY

Home Documents ) Mrs Alison Peck  Financial calendars  Help  Log out

Document list

b

Order number Account Document type Any v

Document number Requisition paint code / GLN Print status Either b

Value between g and Financial period ig) 2018 /2015 ¥ || ¥TD v Payment status Any i
Filter CIaarI
_ Document Line
l!Dn( no. Order no. Payment Account Doc type value Pages Printed? dute oSV e
N C5-45015-31082018 /A Statement B12,687.42 1 0On-going 31/08/2018 3]
%) 9029004388 ASEQT1ETTE *+Qverdue** Inveice 82,581.12 1 Mot printad 20/07/2018 34
T 9029004587 ASEQ71E773 #+Overduet* Invoice 5.848.05 1 Mot print=d 20/07/2018 3]
View Records 1-3 of 3

At the top of the list is the on-going statement, which is updated each evening. This enables
you to see your current account status in one document.

Below the on-going statement is a list of all invoices, credit notes and statements — sorted
initially by date and number.

A statement of account is automatically produced on the last day of each month.

Finding documents

The top of the page enables you to specify criteria that can be used to reduce the number of
documents displayed, helping you to find the one you want. You can specify multiple criteria
and only those documents meeting all of them are listed.

For options where you type your criteria into a box, you can search using part of a value. For
example, type WCNI33 in Order number to display documents relating to order numbers
that begin WCNI33.

Order number and Requisition point code/GLN only display documents if you have
separate invoices for each requisition point. The option to view and print line detail output for
consolidated invoices is explained later.

m To find all documents relating to a specific order, specify the Order number. Only
invoices, credit notes and statements that reference that order number are listed.

Supply Chain Coordination Limited (SCCL) is the Management Function of NHS Supply Chain
Registered in England No: 10881715. VAT No: 290 8858 54 Registered Office: Skipton House, 80 London Road, London, United Kingdom, SE1 6LH 9
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Billing \ 1 : ;--' NHS Supply Chain  [ALILY

Home Documents * lison Peck  Finandial calendars Help Log out

Document search

Order number 5L sharps Account Document type
Document number Requisition point code / GLN Print status
Value between (@) and Financial period | @) [2018/ 2015 ¥|[yTD__ ¥] Payment status
Clear
Il Doc no. Order no. Payment Account v Doc type Value Pages Printed? 03 o=
(] g date detail
[] =% 1019028854 SLsharps  Due 5630 [A980236) Invoice 2620 1 Mot printed 13/06/2018 @ =
[] ™% 1013025241 SLsharps  Due 5630 (A980236) Invoice 2183 1 Mot printed os/05/2018 38| |
Records 1-2 of 2

m Toview a particular Document type, select it from the drop-down list (Any, Invoice,
Credit or Statement).

m To view a specific invoice, credit note or statement, enter the Document number.

m You can restrict the list to invoices or credit notes within a range of values (Value
between ... and ...). If you are looking for an exact value, enter it in both boxes. Hover
on the question mark icon @ to display the method.

m To find all documents referencing a particular requisition point, type its code or its GLN
in Requisition point code / GLN.

m Use Print status to determine whether you want to see those that have been printed
(Yes), those that have not been printed (No) or your on-going statement (On-going).
Either displayed both printed and non-printed documents.

m Payment status filters the list by whether the amount has been paid or not. The options

are Any (all documents), Due, Paid, Overdue and Outstanding (both due and overdue
for payment).

m In Financial period, select the relevant financial year from the list and then choose from
YTD (year to date), a specific month or a specific week from the drop-down list to its
right.

Supply Chain Coordination Limited (SCCL) is the Management Function of NHS Supply Chain
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Billing )k s supply chain [N LA

Home Deocuments Alison Peck  Financial calendars Help  Log out

Document search

Order number Account Document type
Document number Requisition point code / GLN Print status
Value between @ and Financial period @u 2018 f 2019 Payment status
2017 / 2018
2016 / 2017 Clear
2015 / 2016
Order 2014 / 2015 - Document Line
| Doc no. o Payment Account 15013 7 2014 Value Pages Printed? date CSV tail
—— 2012 / 2013
a 1o N In2011 / 2012 )
A 29271 (1219886 ea.675.99 1 on- 30/06/2018
30062018 N ( ) s 2010 / 2011 n-geing /06 )
- e 106 2009 / 2010
22| INzooe / 2003 '
A 32146 (1364919 188.71 1 On-goin. 30/06/2018
30062018 w ( ) sq 2007 / 2008 geing /0Ef ]
- 2006 / 2007 _
[ =& 1019030775 Due 5630 (A9B0236) 12005 / 2006 54072 1 Mot printed 1s/o6/2018 ] E
= 2004 / 2005 : =
[] =% 1019028855 Dus 5630 (A9B0236) 15002 7 2004 83226 1 Mot printed 13/06/2018 | 2
%) 1019028854 5L sharps Dus 5630 (A580236) 1| 2002 / 2003 2620 1 Not printad /062018 58] |2
2001 / 2002
] & 1oisc2ses3 Dus 5630 (A9B0236) 12000 / 2001 73158 1 Not printed 13/06/2018 ] E
1935 / 2000
[] % 1019028852  11.5ltre Due 5630 (4580236) 11558 / 1999 11.50 1 Not printed 13/06/2018 3| 2
1937 / 1938 =
[] =% 1019025242 Dus 5630 (ASB0236) s 37550 1 Net printed os/os20is 3 )
[] *% 1013025241 5L sharps Due 5630 (4980236} Tnvaice 2183 1 Not printed os/oef201s ] E

Click Filter to list all documents meeting the criteria you set. Click Clear to remove the filters
and display all documents.

Supply Chain Coordination Limited (SCCL) is the Management Function of NHS Supply Chain
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Understanding the document list

The documents are displayed in a list. The summary information you can see for each
document is outlined below: column headings and the information those columns contain are
specified.

Doc No The document number is either the invoice or credit note number, or a date and
account number reference if it is a statement document.

Order number  The order number associated with this invoice or credit note, where applicable.

Payment The payment field shows the present status of each document: due, overdue or
paid, or N/A if it is a statement document.

Account The account number for which details are being viewed.

Doc Type The type of document each line item is: invoice, credit or statement

Value This field shows the document total value.

Pages This indicates the number of document pages.

Printed? This shows whether or not a document has been printed. A warning message

indicates when a document is being printed for the first time, as subsequent
prints are annotated with the word ‘copy’.

Document This is usually the week ending date, but may be a daily date for some
Date invoices.

Ccsv The document in exportable format.

Line Detail The detail transactions relevant to the document.

Sorting the document list

To sort the document list, click a column heading. This sorts the documents in ascending
order of the value in that field.

Click the column heading a second time to reverse the sort order.

Viewing and printing documents
The listed documents can be opened in PDF format, with the option to then print them.

1 Select the box to the left of a document number to open and print that document — you
can select multiple documents in this way.

To open a single document, you can click the PDF icon to the left of the document
number.

Selecting the box to the left of Doc no. in the heading selects all documents.

2  Click View.

Supply Chain Coordination Limited (SCCL) is the Management Function of NHS Supply Chain
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Thaniws ==

[T % WSEIZE4654  **Overdue** S7DA Truwsice 7.383.08 1 Printed 19/10/z007 3] 2

- Paid with =

Y owserszzesr Ao STDA Inusice 2157077 1 Printad 1z/10/z007 3] 2

Paid with ) ) =

. VES S ELEE I S70A Trusice 2,523.87 1 Printed os/1o/z007 8] E
AR 57DA Statement 73,402,501 Printed 20/D9/2007 &)
N S70A Income Stitement  332,685.00 2 Sngoing z0/09/2007 )

MIEN | o — Records 1-15 of 46 | Page 1 of 4 [RRFRENENES

Billing Version 1.0 (1 3 @ MHE Supply Chain 2005 - 2007 (Marro

You can change the status back to ‘On-going’ by clicking the Printed link in the same row as
the document.

Exporting information to a spreadsheet

Documents can be viewed in Microsoft Excel format by clicking the icon 2] to the right of the
document (in the CSV column). You are given the option of opening or saving the document.

To view transaction details for a selected document, click the £] icon in the Line detail
column. (Line details are not available for statements.)

Supply Chain Coordination Limited (SCCL) is the Management Function of NHS Supply Chain
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Example documents

Three types of document can be printed from the Billing application. Examples of each of
them are shown in this section. ldentifying information has been obscured to protect
confidentiality.

Invoice example

INVOICE NHS

Supply Chain
Invoice address Delivery address
Order number Account number
Requisition number Invoice number
Depot .- Invoice date
District Goods delivered week ending
Requisition point
GLN

Bank details for payment of this invoice by BACS: sort code 60-70-80 account number 10029737

NPC (GTIN) | Item description

ABX353 MULTI-VITAMIN TABLETS,BOTTLE CONTAINS
S010605333019)
ABX3 VITAMIN DROP DELIVER SEPARAT POLARSPH
0. 2)

VAT registration no. 29035384, Invoice total (GBP) | | 18.%2 378] 2270
PAYMENT TERMS:- 30 NET. PAYMENT MUST BE RECEIVED ON OR BEFORE:- 28 Jul 2019.

VAT rate codes:- S=Standard rate R=Reduced rate Z=Zero rated tem E =Zero rated purchase O = Out of scope

REMITTANCE ADVICE

Please fax remittances to 01773 724225
or email to credit control@supplychain nhs uk
Please post cheques to
NHS Supply Chain
Cash Receipts Department
Waest Way Cotes Park Industrial Estate
Alfreton, Derbyshire

DESS5 4QY
In case of invoice query please contact Jamie Waterfield Account number
Invoice number
Invoice total (GBP )
Supply Chain C oordnation Lim#ted (SCCL) is the Management F unction of the NHS Supply Chain Registered i England No: 10881715 Page 1 of 1
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Credit note example

CREDIT NOTE

NHS

Supply Chain

Supply Chain

Credit address Delivery address
Order number Account number
Requisition number Credit number
Depot - Credit date
District Goods delivered week ending
Requisition point Credit reference
GLN

P em descriptio Q e 3 i o ota
EVE118 SWABS 10CMX10CM 12PLY SINGLE ‘ -104 | -28184| S 56.37 -338.21
VAT registration no. 290 835854 Credit total (GBP ) -281.84 56.37 338.21|

VAT rate codes:- S=Standard rate R=Reduced rate Z=Zero rated item E = Zero rated purchase O = Out of scope

CREDIT NOTE

Please fax remittances to 01773 724225
or email to credit control@supplychain.nhs uk -
Please post cheques to - -
NHS Supply Chain
Cash Receipts Department
West Way Cotes Park Industrial Estate
Alfreton, Derbyshire

DES5 4Q
In case of invoice query please contact Lauren Simpson Account number
Credit number
Credit total (GBP ) -338.21
Supply Chain C oordination Limited (SCCL) is the N’l’anagemen( Function ofthe NHS Supply Chain Regstered in England No: 10881715 page 10f1
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Statement example

Supply Chain

NHS

Supply Chain Supply Chain
I A Remittance Advice
A SNPEN NS S . Received From:
T :
pa— - - A —
- . e
L -
- »
-
Account number - ¢ Account number ¢
Date 31/07/2018 Date 31/07/2019
Bank details for payment by BACS: Sort code 60-70-80 Account number 10029737§
Date Doc, Document |status | Value A Date {Document | Value
Type Reference | |Reference ‘
| | : |
08/04/2019 |[Invoice |[1010005709 Overdue 1200511 | |08/04/2019 |1010005709 12,005.11
24/05/2019 |Invoice |[1010039148 Overdue 44127220 |1 |24/05/2019 | 1010039148 441,272.20
31/05/2019 |Invoice (1010044447 Overdue 372,790.56 31/05/2019 (1010044447 372,790.56
07/06/2019 |[Invoice [1010049858 Due 43587166 || |07/06/2019 [1010049858 43587166
08/06/2019 |[Invoice |1010048252 Due 51.71 | |08/06/2019 [1010048252 5171
08/06/2019 | Credit (1010305406 Due -325349|; |08/06/2019 |1010905406 -3,25349
14/06/2019 |Invoice [1010057494 Due 41576522 |1 |14/06/2018 (1010057494 415,765.22
21/06/2019 |Invoice |1010060489 Due 439.480.74 21/06/2019 | 1010060489 439,480.74
28/06/2019 |Invoice |1010069033 Due 47266238 28/06/2019 |1010069033 472,662.38

Current 130 3160 61-90 91120 |Total amount

due

days olc:iue:1 days ofdue | days o/due | days oidue

12,005 11 000
NHS Supply Chain

Cash Receipts Department

West Way Cotes Park Industrial Estate

Alfreton

Derbyshire

DE55 4QJ

TEL: 01773 724275

et b o g @ew ee -

PAYMENT TERMS:-30 NET.

2,586,646.09

REMITTANCE ADVICE

NHS Supply Chain

Cash Receipts Department

West Way Cotes Park Industrial Estate
Alfreton

Derbyshire

DE554QJ

TEL: 01773 724275

PAYMENT TERMS:- 30 NET.

VAT No: 290 8858 54 Registered Office: Skipton House, 80 London Road, London, United Kingdom, SE1 6LH
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