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Suppliers Available for Direct Invoice Input

Overview

All purchases should be pre-authorised on the finance system using the purchase request/purchase
order route. However, it is recognised that some purchases will fall outside of this due to need.
Therefore, a number of suppliers have been opened to allow non-purchase order invoicing as follows:

* Low valued amazon orders, expected to be delivered day following order (up to £100)
= Short term supply, i.e. same day/same week.

= Emergency repairs, for example broken boiler, broken window.

* Insurance

= Alternative provision providers

* Low value curriculum and food provisions (up to £100)

This list is not exhaustive, and the availability of suppliers may change over time, so the following report
is available for use.

If you think you have identified a supplier that should be included in the list, please submit a supplier
modification request on the system with the details.
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1.2. Search Criteria

A
8 vy Account j‘ Maintenance 8 Operations Q Search B Reports 3 @ Help

Keren Bass ﬁ

Search Suppliers

New Search

Supplier Code

Name
Related Party v
Main Product M
Pay Group DIRECT v
Include Inactive @]
Is Preferred @]
Non Qrder Invoicing Allowed
Is Confidential @]

Description

| Select ‘DIRECT’ in the Pay Group box.

2 Check the Non-Order Invoicing Allowed box.

3 [Search] to see the results.

1.3. Results

Search Suppliers

Supplier List

R Double click a row to view the recard...

Display R Re<ords | Export: [0 o] B Search RS
Supplier Code : % Pasteode 5 nactive ©  Confidentiall  © "
AMAQO3 Amazon Business (DO NOT USE) EC2A 2FA x X E
AMAQDA Amazon (Hardwicke Parochial Primary) 598 1HR X x E
AMAODG Amazon Payment (Minchinhampton CofE Pri) 598 THR x x E
AMAOD7 Amazon Business (Dursley C of E Primary) 598 1HR X X [ vew |
AMAQ0S Amazon (Christ Church CoE) x X E
AMAQDY Amazon (St Matthews) X X E
AMAO10 Amazon Payments UK Ltd (St Lawrence) S98 1HR X X @
AMAO11 Amazon Business (WAPS) EC2A2FA x X [ vew ]

Description

| The results are displayed.

Click on the name in order to sort the results in name order/reverse name order.
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Step ‘ Description

2 To shorten the list further, key in part of the
name in the search field.
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