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LSE suppliers may be companies or individuals (sole traders). In order to pay any supplier,
they must first exist within OneFinance. Before you can pay a supplier, they need to exist within
OneFinance.

This also applies to external individuals requiring expense reimbursement, where the individual
does not have a UK bank account. ‘Supplier’ is therefore used as shorthand for LSE creditors
of all types, i.e. people and organisations to be paid.

You can check whether a supplier/payee already exists via the Creditor Accounts function
(ensure the UUKAP option is selected as the Chart Name on the right hand side of the screen).

If the supplier needs to be set up, please complete the Request New Supplier Form in
OneFinance by following the guidance below. New suppliers will be added to OneFinance
within three working days, provided all the necessary details have been provided and there are
no concerns about a company’s viability.

1. Accessing the Request New Supplier Form

1. Login to OneFinance at https://Ise.t1cloud.com/

2. From the Home page or by typing in the search bar, select Forms

3. From the form options, click the Request New Supplier Form, which will show a preview
of the form. There is no need to select your supplier type at this stage

4. Click Fill Out to open the form

Enterprise search

AP Officer Test . ®

Forms Responses
6 forms. Select a form to fillout. &= e+ Request New Supplier Form X
Supplier Category
- b - b =
~ Supplier Type
- @

Request new bank details for exis...
Request new bank details for existing supp...

-
-

Request New Supplier Form
Request New Supplier Form

- b

Purchase Card Application Form
Purchase Card Application Form

Request New External Expense Cl...
Request New External Expense Claimant A...

—

Request New Debtor Account (UU...

Request New Debtor Account (UUKAR)

- b

LSE Request Refund
LSE Request Refund

Please select a supplier or claimant category from the following options:

Supplier Types
UK Company: Supplier is a UK based Company

UK Individual: Supplier is a Sole Owner/Single Director/Self-Employed/Expense Claimant with a UK bank
account

Foreign Company: Supplier is a foreign company

Foreign Individual: Supplier is a Sole Owner/Single Director/Self-Employed/Expense Claimant with a
foreign bank account

Form Guidelines

Workflow: Direct to AP Pool except for UK_INDIVIDUAL where Services =Y, which goes to Payroll pool
first, then to AP pool

Amendments: Can be made by Pools and forms do not need to go back to the submitter for
resubmission

Rejection: can be made by both Pools

Blank Forms cannot be submitted and should error before entering the workflow
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https://lse.t1cloud.com/

5. The landing page of the form will open:

Supplier Category Page1ofz | =TS

. Supplier Type

Pleass select & supplier or claimant category from the following options: *

Supplier Types

UK Company: Supplier is a UK based Company but not a Personal S2rvice Company (see below)

UK Individual: Supplier iz a Sole Trader or Freelancer, but not a Personal Service Comparny (zee below)
Foreign Company: Supplier is a foreign resident Company

Foreign Individual: Supplier is a Foreign Resident Sole Trader! Freelancer! has a Personal Service Company

Personal Service Company: Supplier is a LTD Company whers the worker iz also the sole dirsctor

6. Select the type of supplier you require from the dropdown list, using the descriptions
provided if necessary. This will take you to the relevant sub section for that type of supplier

Supplier Category Pagelofl |

~ Supplier Type

Pleass select & supplier or claimant categary from the following options: *

UK Company
UK Individual
pany (zee below]
Foreign Company e Company {zee below)
Foreign Individual
Perzonal Service Company (FEC) = a Personal Service Company

PErsonal Service Company: SUppier 158 LD Company where the Worker 1= 3120 the sole director

Form guidance

For assistance in completing this form, please see the Maw Supplier and External Expenze COaimant Set Up Guide

(To set up a UK Company)

(To set up a UK Individual)

(To set up a Foreign Company)
(To set up a Foreign Individual)
(To set up a Personal Service
Company (UK bases only))
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. Setting up a UK Company

. Before completing this form, you should ask your supplier to provide their details directly.
External parties cannot access OneFinance and should provide their details to you. It is
highly recommended that you send your supplier the Onboarding guide for LSE suppliers.
This includes the New Supplier Set up pro-forma.

Please note: if you already have all of the mandatory information requested on the form,
and supporting document(s), such as an old invoice or other communication, which verifies
the company and provides the relevant bank details, then you do not have to send the pro-
forma to your supplier. However, please be aware that if any information is missing, this will
delay the set up of your supplier

. You will need the contact and UK bank details of the company, the VAT registration number
and the size of the business. These are required either for compliance reasons or to ensure
payment(s) can be smoothly made.

. Fields marked with a red * are mandatory in order to be able to submit the form

. Once you have all the details, you can complete the basic details in OneFinance and then
attach the form or other documentation received from the supplier. It is mandatory to supply
something directly from the company. This is to ensure the details can be independently
verified during the set up process

. If you expect to spend more than £7999.99 (excluding VAT), you must ensure you have
followed LSE procurement rules, and attach evidence as stated

~ Procurement
If you intend to spend more than £7999.99 (excl. VAT) with this supplier, please ensure you have followed the correct Procurement procedure, attaching ONE of the
following

e Three quotes
* Single source approval

e Contract document

Please refer to the LSE Procurement Policy and Procedures for more information.

~ Procurement Attachments

Attachments

&7 Drag new awachments here see

Once complete, click Submit for approval to
processing

send the form to Accounts Payable for
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https://info.lse.ac.uk/staff/divisions/Finance-Division/assets/documents/OneFinance/Onboarding-guidance-for-LSE-suppliers.docx
https://info.lse.ac.uk/staff/divisions/Finance-Division/assets/documents/Procurement/Word-documents/Request-New-Supplier-Pro-Forma.docx

3.

Setting up a UK Individual

This option covers both self-employed individuals/sole traders and external expense claimants.

3.1 Your supplier is a sole trader providing goods or services to LSE

1

Before completing this form, you should ask your supplier to provide their details directly.
External parties cannot access OneFinance and should provide their details to you. It is
highly recommended that you send your supplier the Onboarding guide for LSE suppliers.
This includes the New Supplier Set up pro-forma.

Please note: if you already have all of the mandatory information requested on the form,
and supporting document(s), such as an old invoice or other communication, which verifies
the company and provides the relevant bank details, then you do not have to send the pro-
forma to your supplier. However, please be aware that if any information is missing, this will
delay the set up of your supplier

. You will need the contact and UK bank details of the individual

It is mandatory to supply something directly from the individual, such as an email chain.
This is to ensure the details can be independently verified during the set up process
Fields marked with a red * are mandatory in order to be able to submit the form

Once you have all the details, you can complete the basic details in OneFinance and then
attach the form received from the supplier.

You will need to select whether the individual is providing Goods or Services. Where the
individual is providing Services, the form will route to payroll for approval

If the individual is providing goods or services, and you expect to spend more than £7999.99
(excluding VAT), you must ensure you have followed LSE procurement rules, and attach
evidence as stated

~ Procurement
If you intend to spend more than £7999.99 (excl. VAT) with this supplier, please ensure you have followed the correct Procurement procedure, attaching ONE of the
following

* Three quotes
* Single source approval

e Contract document

Please refer to the LSE Procurement Policy and Procedures for more information.

OF] ~ Procurement Attachments
Pd

Attachments

3.2 You wish to set up an external individual for expense reimbursement

7.

8.
9.

Complete the details as requested for the individual and attach bank details in the format
they provided them, normally an email chain.

Fields marked with a red * are mandatory in order to be able to submit the form

You do not need to set up external individuals with a UK bank account as a supplier,
payment can be requested via the External Expense Claim (UK only) form, for more
information, please see here. Set up is recommended where you anticipate making regular
payments to the individual

Once complete, click Submit for approval to send the form to Accounts Payable for
processing
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4. Setting Up a Foreign Company

1.

TH
OF
PQ

Before completing this form, you should ask your supplier to provide their details directly.
External parties cannot access OneFinance and should provide their details to you. It is
highly recommended that you send your supplier the Onboarding quide for LSE suppliers.
This includes the New Supplier Set up pro-forma.

Please note: if you already have all of the mandatory information requested on the form,
and supporting document(s), such as an old invoice or other communication, which verifies
the company and provides the relevant bank details, then you do not have to send the pro-
forma to your supplier. However, please be aware that if any information is missing, this will
delay the set up of your supplier

You will need the contact and bank details of the individual. For foreign suppliers, you do
not need to enter bank account information directly into OneFinance. This is because the
requirements vary by country and it is better for the supplier to provide the information they
consider will be required to successfully complete an international payment

Fields marked with a red * are mandatory in order to be able to submit the form

Once you have all the details, you can complete the basic details in OneFinance and then
attach the form or other documentation received from the supplier. It is mandatory to supply
something directly from the company. This is to ensure the details can be independently
verified during the set up process

If you expect to spend more than £7999.99 (excluding VAT), you must ensure you have
followed LSE procurement rules, and attach evidence as stated

~ Procurement
If you intend to spend more than £7999.99 (excl. VAT) with this supplier, please ensure you have followed the correct Procurement procedure, attaching ONE of the
following

e Three quotes
* Single source approval

e Contract document

Please refer to the LSE Procurement Policy and Procedures for more information.

~ Procurement Attachments

Attachments

&7 Drag new awachments here e

Once complete, click Submit for approval to send the form to Accounts Payable for
processing
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5.  Setting Up a Foreign Individual

This option covers both self-employed individuals/sole traders and external expense claimants.
For foreign individuals, you do not need to enter bank account information directly into
OneFinance. This is because the requirements vary by country and it is better for the supplier
to provide the information they consider will be required to successfully complete an
international payment.

5.1 Your supplier is a sole trader providing goods or services to LSE

1. Before completing this form, you should ask your supplier to provide their details directly.

External parties cannot access OneFinance and should provide their details to you. It is

highly recommended that you send your supplier the Onboarding quide for LSE suppliers.

This includes the New Supplier Set up pro-forma.

Fields marked with a red * are mandatory in order to be able to submit the form

Once you have all the details, you can complete the basic details in OneFinance and then

attach the form or other documentation received from the individual. It is mandatory to

supply something directly from the company. This is to ensure the details can be

independently verified during the set up process

4. You will need to select whether the individual is providing Goods or Services. Where the
individual is providing Services, the form will route to payroll for approval

5. If you expect to spend more than £7999.99 (excluding VAT), you must ensure you have
followed LSE procurement rules, and attach evidence as stated

w N

~ Procurement

If you intend to spend more than £7999.99 (excl. VAT) with this supplier, please ensure you have followed the correct Procurement procedure, attaching ONE of the
following

e Three quotes
* Single source approval

e Contract document

Please refer to the LSE Procurement Policy and Procedures for more information.

OF ~ Procurement Attachments

Attachments

5.2 You wish to set up an external individual for expense reimbursement
6. Complete the details as requested for the individual and attach bank details in the format

they provided them, normally an email chain.
7. Fields marked with red * are mandatory in order to be able to submit the form

Once complete, click Submit for approval to send the form to Accounts Payable for
processing
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6. Setting up a Personal Service Company (UK based only)

This option covers Limited companies where the sole or main shareholder of company is also its
director, who, instead of working directly for clients, operates through their own company.

If the person contracted to do the work is a ‘person with significant control’ of the Ltd company or
Partnership, then the School is not only required to complete an employment status review, but is also
required by law (IR35) to share the result of that determination with the worker and PSC. A detailed
explanation of this, and the tax implication of the various modes of engaging UK based Contractors can
be found on this link.

A Companies House search for the company, under ‘People’ and ‘persons with significant control’ will
show a list of individuals who hold more than 25% ownership of shares or voting rights.

Here is an example:

fean i o Soompran OIS ST A S peson s will signilicant czaaul

Logir I “ouTube a Crarar Tawawd e u wiod counk spp - . a B, Clla soratien ez

LSE ENTERPRISE LTD

Lompany number 02657442

Follow this company | File Tor this company

Dwiarvissy Filirng history ‘ Fecple Recisters Mare

tticers ¥ersons with signiticant control

1 active person with significant control / 0 active statements
London School Of Economics & Political Science DG

Lorrespondence addrass
Lse, Houghton Street, London, England, WC2A 2AE

Motizied on

6 April 2016

Mature ol contial

Ownership of shares - 78% ar mare
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https://info.lse.ac.uk/staff/divisions/Finance-Division/assets/documents/Financial-Accounting-and-Compliance/VAT-and-Tax/Project-managers-Contractors-offpayroll-decision-tree-Feb-24.docx
https://find-and-update.company-information.service.gov.uk/

If the person doing the work has more than 25% ownership of shares you must select the
OneFinance supplier type “Personal Service Company (PSC)” and upload a completed HMRC
Status Check Questionnaire when required to do so:

Supplier Category

~ Supplier Type

Please select a supplier or claimant category from the following options: *
Personal Service Company (P5C) -

The OneFinance Supplier Set up form will show a link to the HMRC Questionnaire.
You must begin answering the questions by selecting the first option:

About you and the work

What do you want to find
out?
@ If the off-payroll working rules (IR35) apply to a contract

If some work is classed as employment or self-employment for tax
purposes

Page 9 | Back to Contents Menu




7. Reviewing the Status of Your Form Submissions

When your New Supplier Set Up form has been assessed, it will be either Approved or
Rejected. You should receive an email notification to confirm the outcome of your form
submission. If your supplier has beenapproved, you will be able to proceed to select them
within AP Payment Requests and Purchase Order requisitions.

Please note, if your form does not contain all the required information, it will be rejected. It is
then not possible for Finance staff to make amendments to a form once it has been rejected.

If you are unsure of the status of a particular request, you can view your submissions within
Forms.

a. Inthe Forms function, switch tabs to Responses (rather than Forms)

Forms.

¥ >

Responses
7 responses. Select a response to view.
B Request New Supplier Form - 10-Feb-2020 13:25:46

Version
3

I Request New Supplier Form - 04-Feb-2020 15:58:26
vvvvv
vvvvv
vvvvv

vvvvv

Version Assignment. Description  Submitted
1 Kevyn Williams 224an-2020 13:16:03

). Request New Supplier Form - 21-Jan-2020 15:03:22

Version
3

Request New Supplier Form - 10-Feb-2020 13:25:46 o x
Supplier Category
REECTED Supplier Type

Please select a supplier or claimant category from the following options:

Foreign Individual

Suplier Types

UK Company: Supplier is a UK based Company

UK Individual: Supplier is a Sole Owner/Single Director/Self-Employed/Expense Claimant with a UK bank account t
| rejecTen |

Foreign Company: Supplier is a foreign company

Foreign Individual: Supplier is a Sole Owner/Single Director/Self-Employed/Expense Claimant with a foreign bank account
Form guidance

For assistance in completing this form, please see the New Supplier and External Expense Claimant Set Up Guide

New Supplier Details

Creditor (AP Use Only)
Chart Name

UUKAP

Account Mask

NNNNN

Account Number

17665
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b. To access a particular form, click on the red View button on the right-hand side. This will
display the Form Details. Click on the Auditing tab on the left hand side of the screen to
see the workflow/status associated to the form view the reason for rejection

—

Request New Supplier Form - 04/02/2020 15:58:26 <

Reecen

") supplier Category Auditing
 Create

2 New Supplier Details | e |
| Reject

) Audiing “:m““‘y

AP Notify Rejected

AP Reiect End Task
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