Sending an invoice via the Portal

Once you have registered and have an Accepted Connection for the NHS Org you wish to invoice
please see the following steps for sending your first invoice:

Step One: Log into your account

Step 2: Check your Settings — click on your name black panel to open your settings.
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Under User details ensure the language is set as English UK
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Then go to Company Details - Please ensure your company name and address details are shown
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Step 3: Go to your Network Tab. In the Centre panel under Private Connections it will list your
connections to the NHS Organisations (it will have the org code denoted at the end and it will say
Wakefield United Kingdom). CLICK ON THE REQUIRED CONNECTION.

(the example is from my test account so does not show the same connections as you)
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Profile T NORTH HERTS NHS TRU!

—— Hide this
OFFICIAL TEST ACCOUNT NORTH BRISTOL NHS TRUST (RV])
Wakefield, United Kingdom OFFICIAL TEST ACCOUN1
Network & GEM CSU (0DE
Hide this

OFFICIAL TEST ACCOUN1
Documents ENGLAND (X24)

Hide this
Apps
Switch to...

Get Help

Kelly Thomas
kT o

javasaipt;

Listart] | A | (UMa...| Olmb... | 2= visu.. |[@ Tra.. Eora..

|2 ora... || %/ora... | EHDai.. |E]frd... |E]oRL.. | T ote... | (W] inte... & |20k 150 B



Step 4: Clicking on the connection will bring up a panel down the Right hand side. If it says Type:

TRADESHIFT CONTACT this means you are correctly connected and you are now ready to create your
invoice. You can then click in the GREEN button to create your invoice.
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NB - (If it states manual contact — please email nhs.sbs.support@tradeshift.com and request
connection to the NHS Organisation you need to invoice)



Alternatively, click on your Create Tab — Invoice, which will also bring up the template. You can then
search for the organisation you wish to invoice from the drop down.

c ‘ |Q Search

1 Create docun ents

+ Invoice

+ Credit note

To Invoice number Last used:

=+ au
Search for com, e. e address h 12435672773

+ Purchase Order

Issue date * Currency

25/08/15 GBP

Payment due date

Delivery date

Add optional field

Price per unit
Item ID Description Quantity Unit excl. tax Tax % 13

o| | | [ [pe ]| [ o

Add new line &g  Add discount or charge (e.g. freight)

Subtotal excl. taxes

Total GBP

https:/fsandbox. tradeshift. com/#/create Tradeshift. Invoicel Gfreate | Pr———— l Write A rmecease o the rerinient

Lrstart| | ma.. | (L] Mic... | Omb... | 2= visu... l.IT Eoma.. Epail... [E]fnd... |E]oRL.. | Ente... | [Winte... & |A iy w53 E




Step 5: This will bring up an invoice template which you can complete as you would a paper invoice.

Key in your own invoice number, date etc as you would your paper template.

A Tradeshift

| € | @ htips://sandbox, radeshift, com) #/create/ Tradeshift, Invoicel G/oreate?execution—e553 C'HQ Search \ rEa & A | =

You should see

he full add To Invoice number * Lost used: 1243567948
the full address
OFFICIAL TEST ACCOUNT 5 BOROUGHS PARTNERSHIP ‘ 12435672773 ‘ Invoice number should be

populated for NHS FT (RTV) .
the Topcliffe Lane Jscue Date cumensy capital letters or numbers. No
0 isati Phoenix House — spaces of special characters

rganisation Wakefield (250815 (@] [oee -
you are WF3 1WE

United Kingdom PO number or XX
Reference

VAT Reg. No.: 654949292 _
Org. Code: RTV

Payables Code: B255

invoicing.

You can enter a PO

Change recipient number here if you have

‘ Add optional field -

been given one or the

name of your NHS contact
in the format

XXInitalSurname. Eg
Total excl. tax XXJBLOGGS (use capital
0.00 letters no spaces)

Price per unit
Item ID Description Quantity Unit excl. tax Tax %

Add discount or charge (.. freight)

s —

Add new line

Subtotal excl. taxes

Total GBP

Set delivery addre: Write a message to the recipient

Enter your invoice
details here —click + Please enter your phone no and email Remember to click into the VAT box —
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Step 6: Add any attachments or backing documents you want to send with your invoice —
attachments must be PDF, giff, tiff, png or jpeg.

Click on PREVIEW button to see the image that will be viewed by the NHS Organisation and make
sure you are happy with your invoice. If you have entered any fields incorrectly they will be
highlighted so you can correct. If you are happy then press the GREEN send button. The invoice will
than show as Sending and then SENT
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save notes for future invoices
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Example of the PDF the NHS Organisation will see
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Invoice
To From Invoice number
OFFICIAL TEST ACCOUNT 5 BOROUGHS Involces for GP Surgery Kelly Thomas AUGUSTAPRO8
PARTNERSHIP NHS FT (RTV)
200 Demonstration Street
Topcliffe Lane Cardiff Issue Date Currency
Phoenix House C': ;DE 25/08/15 GBP
Wakefield <
WF3 1WE United Kingdom PO number or XX
United Kingdom Reterence
XXJBLOGGS
VAT Reg. No. : 654949292
Org. Code : RTV
Payables Code : B255
Item ID Description Quantity Unit Unit price Tax Total GBP excl. taxes
01.08.15 Appraisal 1 2 pcs 50.00 0% 100.00
05.08.15 Appraisal 2 1 pcs 60.00 0% 60.00
Subtotal excl. taxes 160.00
VAT Exempt 0% of 160.00 GBP 0.00
Total GBP 160.00
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Preview of my invoice. If every thing is ok — click SEND
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q OFFICIAL TEST ACCOUNT 5 BOROUGHS .

Invoice PARTNERSHIP NHS FT (RTV) Invoices for GP Surgery Kelly Thomas
N 200 Demonstration Street

Topcliffe Lane Cardift
Phoenix House CF14DE
Wakefield United Kingdom
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United Kingdom

VAT Reg. No. : 654949292
Org. Code :RTV
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Issue Date Currency
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XXJSMITH

Item ID Description Quantity Unit Unit price Tax Total GBP excl taxes

01.06.15 Appraisal 1 1 pcs 55.00 0% 55.00
05.06.15 Appraisal 2 1 pcs 60.00 0% 60.00
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All of your invoices will be shown in the Documents Tab.
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UPDATES

The following day you will receive a DELIVERED Status update — this means we have received your
invoice and it is being processed.

Further updates you will receive:
Accepted — the invoice has now been approved and is ready for payment.
Paid — the invoice has been paid.

Rejected — the invoice has been cancelled — please contact NHS SBS on 303 123 1177 for further
information of the cancellation.



Keep Track of your invoices and view the status via your Documents Tab — you can apply you own

filters — eg to view those overdue or unpaid.
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INV  SENT * SALE « INVOICE £93999 « ISSUE DATE: 03/06/15 GBP DELIVERED
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