FINANCE SERVICES
CRIB SHEET

YES

SUPPLIER SET-UP AND AMENDMENT PROCESS

Have you complied with the University’s
buying policies and procedures?

YES
A 4

\ 4

ACTION: check the Supplier Dashboard to find out if
your intended supplier is already registered with the
University

ACTION: Follow the University’s Buying Policies to work out
the best way to provide the required goods/services

Is the supplier on the dashboard?

YES

Is the supplier active (dashboard traffic light is green)

YES

Are the supplier’s details correct?

NO
A 4

NO

v

Do you intend to order Goods or Services?

GOODS

ACTION: Create requisition
- see Ad Hoc Requisitions Guide

ACTION: Complete ‘Amend a Supplier
form in the dashboard

ACTION: Complete ‘Reactivate Supplier
Account’ form in the dashboard

ACTION: Complete ‘Request New Supplier’ form in the
dashboard

SERVICES

ACTION: Determine the employment status of
the supplier — follow HR’s IR35 process

Has IR35 team provided a TR2 ref no. and
confirmed supplier can be paid by invoice?

Help and Support

y

y

Finance Services will invite supplier to update their banking/contact
details via the T1 Supplier Portal.

Once updated, the supplier’s information will be reviewed
and if accepted, they will be updated/reactivated in T1.

You will be advised by email when the supplier is ready to use.

See for further details about these processes.

ACTION: Once dashboard supplier status is
active (traffic light is green), create requisition
- see Ad Hoc Requisitions Guide

Finance Helpdesk: financehelpdesk@exeter.ac.uk 01392 726981

y

Finance Services will process request and you will be
notified by email if accepted or rejected
(alternative will be provided if rejected).

If accepted, supplier will be sent an online form to
input their banking and contact details.

Once online form has been returned, the supplier's
information will be reviewed and if accepted, they will be
setupinTl.

You will be advised by email when supplier is ready to use.

See for further details.

ACTION: Use the traffic lights in ‘My Supplier Form Tracker’
in the dashboard to monitor progress:

® Awaiting Procurement Review
© Awaiting Supplier Form/Review
® Completed (ready to use)

Once traffic light is green, create requisition
- see Ad Hoc Requisitions Guide

NO
\ 4

ACTION: Follow advice from IR35 team on
how to proceed with engaging this supplier



https://www.exeter.ac.uk/media/universityofexeter/financeservices/t1manualsworkbooksguides/Ad_Hoc_Requisitions_Guide_v3__22.12.20.pdf
https://www.exeter.ac.uk/staff/employment/tempworkers/selfemployed/
https://www.exeter.ac.uk/media/universityofexeter/financeservices/t1manualsworkbooksguides/Ad_Hoc_Requisitions_Guide_v3__22.12.20.pdf
https://www.exeter.ac.uk/departments/finance/buying/procurement/
https://www.exeter.ac.uk/media/universityofexeter/financeservices/t1manualsworkbooksguides/Ad_Hoc_Requisitions_Guide_v3__22.12.20.pdf
https://www.exeter.ac.uk/media/universityofexeter/financeservices/t1manualsworkbooksguides/Ad_Hoc_Requisitions_Guide_v3__22.12.20.pdf
https://www.exeter.ac.uk/media/universityofexeter/financeservices/t1manualsworkbooksguides/Ad_Hoc_Requisitions_Guide_v3__22.12.20.pdf
https://www.exeter.ac.uk/departments/finance/buying/suppliers/
https://www.exeter.ac.uk/departments/finance/buying/suppliers/
https://exe.t1cloud.com/T1Default/CiAnywhere/Web/EXE/Analytics/DashboardLayout?f=BHD_SUPP_DASHBOARD&h=RY1psrCW4M&t=11E1B31D&suite=CES&pagekey=20210906094949
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