A Supplier’s Guide to
KCC iSupplier

Creating and Submitting an Invoice
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Introduction

KCC iSupplier provides you with an online portal giving you the ability to view all of
the purchase orders raised to you by KCC. It enables you to ‘flip’ purchase orders,
converting them into invoices and submit them directly into the KCC financial
system. This allows you to track the status of your invoices from the point of entry
through to payment.

By using iSupplier you avoid any risk of your invoices being lost in the post, being
sent to the wrong location or being matched to the wrong purchase order.

This guide will demonstrate how to navigate to the invoice entry screen, search for a
purchase order and flip a PO into an invoice.
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Invoice Entry

Full List
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1) Once logged in you will be taken to the KCC iSupplier home screen. This
screen displays the last 5 purchase orders received. Select the ‘Finance’ tab
shown above.

Home Orders Shoments Fronce Home Logoot
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2) To begin the invoice creation process select the ‘Go’ button highlighted in the
screenshot above.
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3) This page will allow you to search for and select the purchase orders you wish
to invoice against. Enter the purchase order number that you would like to
invoice for and select ‘Go’ (you're also able to search using other criteria such
as the purchase order date)
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4) A list of purchase order lines matching your search criteria will appear at the
bottom of the page. Select the lines you wish to invoice for by placing a tick in
the box next to the line and select the ‘Add to Invoice’ button. You're able to
invoice for as many lines as required and if necessary for multiple purchase

orders. Once all necessary lines have been added to your invoice select the
‘Next’ button

Note: Once your invoice has been submitted a three way match takes place between the
invoice, purchase order and the goods receipted. If you choose to create an invoice
containing multiple purchase orders then bear in mind that your invoice will only be released
for payment if every line has been adequately receipted.
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5) The next page is where you enter most of your invoice detail this screen is
split into a number of sections. Most of this information is pre populated,
however some sections require you to enter additional information in order to
proceed.

The top left hand section will be pre-populated with your company details. The
top right hand section titled ‘Invoice’ requires you to enter some additional
information. As highlighted above please enter a unique invoice number (in
upper case) and invoice date. If you're required to enter values for ‘date
invoice rec’d’ and ‘date received in AP’, then please enter todays date into
both fields.

The section at the bottom of the page entitled ‘Iltems’ will display a list of the
purchase order lines you chose to invoice for. The system will default the
invoice quantity to the maximum available, adjust the quantity you wish to
invoice for. You will need to enter a VAT identifier against each line of your
invoice. KCC VAT codes are as follows:

H=20%

G=5%

Z = 0% (zero rated)

X = 0% (goods/services which are VAT exempt)
R = 0% (non VAT registered business)

Click ‘Next’ to proceed to the next page.
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6) The above screen displays a summary of your invoice lines, invoice totals and
VAT, calculated based on the codes entered in the previous step. You may
need to adjust the VAT amount due to rounding errors if the invoice total is
incorrect. Once you’re happy with the content of the invoice select submit to
submit your invoice to KCC.
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7) Once you click ‘Submit’ you're presented with confirmation that your invoice
has been received.

Help & Support A

If you have any queries about iSupplier, please email isupplierqueries@kent.gov.uk or
consult the relevant user guide.
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