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To access the ELFS Supplier Portal – use the link below  

 

Click link  https://elfssupplierportal.powerappsportals.com 

 

 

 

 

View Invoices 

 

Select Invoices, you will see your invoice status. You can filter on the Trust, Invoice 
Number, Status etc. then click Apply.  If your invoice is overdue a chase button will appear 
next to the Invoice. Click to notify the Budget holder you are chasing payment. 
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Disputed Invoices  

 

1. To View Disputed invoices - click Tab Dispute Type, drop down box will show Dispute 
Descriptions - click on any description, then click Apply.  

 

 

 

 

2. To view all disputed invoices, click the Tab Disputed? – click Apply. 

 

 

 

 

3. Click on the Dispute Description box - to access the page where you can proceed to 
resolve the dispute: 
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1. Missing Purchase Order disputes: 

a. Please provide only the Purchase Order number in the dedicated field.  
 

b. All other information would be prepopulated.  
 

c. Click Submit. The email will be generated and sent to the relevant person 
for review. 
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1. Credit Note disputes: 

 

a. You can provide any comments and information in the corresponding field.  
 

b. Click on Choose File to select a Credit Note file to send. 
 

c. All other information would be prepopulated.  
 

d. Click Submit. The email will be generated and sent to the relevant person 
for review. 
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1. Missing Background Information dispute: 

a. you will see the supporting information that will give you more context 
about the dispute – Last Comment for the System  
 

b. You can provide any comments and information in the corresponding field.  
 

c. Click on Choose File to select a file to send if this is relevant to the dispute 
(not mandatory) 
 

d. All other information would be prepopulated.  
 

e. Click Submit. The email will be generated and sent to the relevant person 
for review. 
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1.  General dispute: 

a. You can provide any comments and information in the corresponding field.  
 

b. All other information would be prepopulated.  
 

c. Click Submit. The email will be generated and sent to the relevant person 
for review. 
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Payments  

 

1.SELECT Payments highlighted yellow and click the payment run number to see the 
related invoice numbers. 

 

 

 

 

 

 

2. To contact Accounts Payable simply select Raise Ticket, complete the form, and Click 
SUBMIT your query. 

You will receive an automated response containing an Incident Number. Please keep as 
you can follow up the query by replying to this e-mail. 

If you have not had a response after 5 working days, please select the Call back request 
option (Please note - the call back request will require the incident number you 
received when the original query was submitted)  
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Upload Missing Invoices 

 
 

1) Click on Upload Invoice button on the home page where you can proceed to 
upload the missing invoice: 

 

 

2) Enter the Invoice Number that you want to upload – IMPORTANT make sure that 
the invoice number is correct. 

 

3) Select the Associate Trust from a drop-down list. This is the trust that the invoice 
you want to upload is associated with: 
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4) Click Next. Now you can upload the document. Click on Choose File and select the 
invoice file on your device. IMPORTANT – the system supports PDF files only. 
Please make sure the invoice document file type is PDF. 

5) Once the file is selected, press submit. The invoice has now been submitted to a 
relevant team. Within 48 hours your invoice will appear on the portal. 

 

6) To check previously submitted invoices, from home page screen click on Upload 
Invoice button. 

7) On the page you will see a button where you can click to access previously 
uploaded invoices: 
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8) Here you will see a list of invoices that you have already submitted. You can enter 
invoice number and select a trust and click apply to filter the list. 

9) By clicking Export to Excel, the list of uploaded invoices will be downloaded to 
your device 
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Reconciliation Report  

 

1) From the home page screen click on the Reconciliation button to be redirected to 
a screen where you can run a reconciliation report: 

 

2) On the reconciliation screen you can download an Excel template to be used for 
reconciliation. IMPORTANT – please make sure to use the template, as the system 
will not except a document in any other format. 
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3) Open the template. Here you will see three columns: 
a. Invoice Number – please copy-paste your invoice number into this column; 

Each invoice must be on a new line. 
b. Invoice Date – please enter the correct date for each invoice 
c. Invoice Gross Value - please enter the correct Gross Value of the invoice for 

each invoice. 
 

IMPORTANT – the invoices entered in the template must be for one trust only! 
Each trust will require a separate reconciliation. 

 

 

 

 

4) Save the file and close it. Back in the portal click on Choose File and select the file 
where you have just entered invoices.  
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5) From the drop-down list select the associate trust. This is the trust that the invoices 
in the document are associated with. 

6) Click Run Report 

 

 

 

 

 

7) It will take a minute to run the report. Please do not close or refresh the page. 
Once the report is processed, you will be redirected to an output screen. 
 

8) On this page you will see a list of all invoices that you have typed into the template, 
and it will show you the status of the particular invoice: 
 

a. If the Gross value doesn’t match, but the invoice is in the system you will see 
a message – “Invoice gross value does not match”. An automated email will 
be sent to support to resolve the issue. 
 

b. If the system is unable to find the invoice number, you will see the message 
– “No invoice found”. An Upload missing invoice button will appear next the 
invoice. You will be able to click on the button and then upload the missing 
invoice. IMPORTANT – double check the invoice number is correct when 
doing reconciliation before uploading the missing invoice. 
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9) You can press Export in Excel button, to download the reconciliation report to your 
device.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


