ELECTRONIC INVOICES

We have a facility to send our invoices/credit xtteyou as
e-mail attachments (in BASDA xml format) for lgadirectly
into your procurement systems. This offers you a roost-
efficient invoice method which eliminates copyfirdata and

reduces paper handling. We can also offer you sawmingas | \ J

charges for payment by Direct Debit. . ‘

Please contact ourT. Manager (Margaret Geary) to discuss ; =
changing to e-Invoicing

(Tel: 0116 265 7889, e-mail m.geary@espo.org)

or contactAmanda Bradshaw to discuss Gas Direct Deb(feel: 0116 265 7911,

e-mail a.bradshaw@espo.org). For more information on the BASDA standards vis
their web sitevww.basda.org

ESPO USES THE BENEFITS OF ITE

In line with Government strategy to make Publib@tityy procurement opportunities
more accessible to suppliers, particularly to SIBBOsn@&v has a OBuyer Profile® Po
on its website, containing details of all currentaititcoming tender opportunities, both
above and below the EU procurement threshold. Tieeisiupdated daily and allows
suppliers to access the electronic contact address for obtaining documents. ESPO
value contract opportunities are also now accessiblthe new government-backed
website supply2.gov.uk Tender documentation wherever possible is issuad
electronic means to reduce costs and ensure sacdrerompt receipt.

ESPO is currently sourcing a managed e-tendetutprsowvhich will include separate
e-Planner, e-Tender, e-Contract, e-Portal and e-Auatdlules. The solution will provide
an overall e-tendering package, based on a hostellilan’ approach, ie. capable of a
'plug and play' approach, dependent on each autlsoctiosen requirements. This will
provide access to information for both individodlallective users with the flexibility to
enable collaboration between authorities in selected contracts.

EAre you switched on to IT?
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E-PROCUREMENT

The easy way to efficient
local government procurementE
Eelectronically!
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ELECTRONIC PURCHASINI

The goods and services that you curre
order through existing traditional and co
OpaperchaseO routes can all be pur
electronicallynow.

ESPO has in place many alternative way
you to work electronically with us:

¥ Online ordering for SIMS users

¥ Online catalogue ordering
- www.espocatalogue.org

¥ Desktop Ordering System

¥ PDF orders

¥ Fax orders

ETHE CHOICE IS YOU

Please call the Marketing Services
Team on 0116 265 7927 for a copy of
the CD.

ONLINE ORDERING FOR SIMS US :RBB\NLINE CATALOGUE ORDERINGESKTOP ORDERING SYS

from our online catalogue.

This has the advantage that content orders can b

received into FMS 6 for authorisation.

into our back office system.

e-mail. Use the e-mail addredsinbox@espo.org
for sending xml orders to ESPO.

You will receive an e-mail confirmation of the

order placed from ESPO.

Please contact your FMS 6 support service
centre for help in setting up electronic
ordering within SIMS.

Log on to
www.espocatalogue.org

Anyone m r
OcontinueOon the Onon-registered customers
window on the Logon screen.

Schools can useMS 6 to receive a content order
(a BASDA XML file is government standard for

Once the order has been authorised it is sent to
ESPO as an e-mail attachment and placed direct

You can also us&MS 6 to create an order
without first creating a content order. This order
can be sent to ESPO as an xml attachment to a

have access to browse the cataltigkiedpy ¢

OUR ONLINE CATALOGUE WEB SITE

t)www.espocatalogue.org offers typical

online features with product search, favourites,

shopping baskets, etc.

¥ Search for products using the ESPO
code or part of the description

¥ Create your own favourites list
¥ More than 25,000 products to browse

¥ View images and COSHH sheet
information

¥ Build your shopping basket quickly
using our order pad to enter the
ESPO product code and quantity

¥ Enquire on orders placed to check
stock availability and delivery dates

¥ Build your shopping basket and place
orders directly into our back office
system

We offer aDesktop Ordering System to
customers without their own computerised orde
system who traditionally use order forms
This system can be loaded on a stand alol
PC or on a network to enable many PCOs
use the catalogue.

¥ Usual product search, favourites, etc.

¥ The order can be printed, faxed, sen
via the web or e-mailed to ESPO.

Orders received by e-mail are automatical
placed into our back office systen
(provided the account number is correct an
your order reference is unique).

An e-mail confirmation of the order placec
will be returned to the person sending the
order via e-mail or to the contact e-mail

Orders can be confirmed by e-mail to your entered on the order if sent via the web.
Cost Centre Manager, if required. The Managefrders can also be raised for speci
can phone our Customer Services team ifproducts ie. non-catalogue products.

changes are required to the order after it has

been placed.

Browse the catalogue by clickingdbetinue
word on thenon-registered customers  box.

You will need to request a Login and
password if you want to place orders.

PDF ORDERS

You can send orders as a PDF file attached
an e-mail. Send your orders to:
printable.orders@espo.org

FAX ORDERS
Send 00116 294 4390

All the software described above is

If you wish to place orders online then pleasegyailable on CD.

complete the online application form and we

will send you a login and password.

Use the link on the logon page for
www.espocatalogue.org B OIf you are an
ESPO customer and would like to use
this web site, please complete this
online formO

Please call the Marketing Services
Team on 0116 265 7927 for a copy,
or download from our website

WWWw.espo.org (using menu optiGaistomers
thenDownloads ).



