Halve the time it takes to procure your supplies

v/ Link our website directly to
your SIMS FMS

v No re-keying or duplicate entry

v/ Instant approval and ordering
from inside SIMS FMS

v/ Eliminate manual errors
v/ Save time and money

FMS

User Guide

Speak to us on 028 9756 2886 or email webfms@spadschools.co.uk



SPA4Schools WebFMS

If you are looking to save time and money on your procurement then our WebFMS
solution is for you. You simply create an order in our website and import it back into
SIMS to get your order authorised, the process is seamless and integration is simple.

This new and efficient way of ordering is free to setup and you can benefit from;

* Faster and more efficient shopping - no rekeying required

* Seamless integration with your SIMS FMS - simple one-off setup

* Fully compliant - providing a complete digital audit trail

* Orders placed immediately following approval

* Access to latest products and prices

* Free delivery available on all orders

* More environmentally friendly - full digital solution means less paper wastage

HOW IT WORKS

POs are
reviewed
and
authorised
as normal

Create SIMS user

order on retrieves
the SPA order in

website SIMS

GETTING STARTED

To setup WebFMS we need to make a couple of simple changes to your account.

Before proceeding with the rest of the guide, please call 028 9756 2886, or email,
webfms@spadschools.co.uk and one of our team will activate your account so that
you are ready to complete you integration and start saving time on your procurement
process.

You will also need the following information:

1. The email address you use to shop on SPA4Schools
2. Your SPA4Schools Account Number

3. Your SPA4Schools Website Password

4. Your DUNS Number

You will also need to check the ‘Tools > eProcurement’ Settings in your SIMS FMS. If
this option is greyed out and therefore disabled you will have to contact your SIMS
representative to enable it, either at your Local Authority or contact Capita directly.




FINDING YOUR DUNS NUMBER

If you are unaware what your school’s DUNS number is, then you can find it using this
handy tool provided by DUN and Bradstreet.

https://www.dnb.co.uk/duns-number/lookup.html

Company D-U-N-S Number Search

Search By Company Name Search by Company Registration

Number
Find a UK or Ireland company's D-U-N-5

Humbar by sntering its name and locaticn Find a UK company’s D&B D-U-N-5
Number by entering its Comgany

Registration Nurnber.

| Search Now |

Simply enter your establishment name into the Search By Company Name search box.
To help the refinement process, you can also add your postcode and postal town.

You can also find your DUNS number if you know your company registration number,
by using the tool adjacent to Company Name search.




SETTING UP YOUR FMS

SECTION A: BASIC SET-UP

1. Add SPA4Schools as a Supplier

1.1 To set up SPA4Schools as a new supplier go to ‘Focus > Accounts Payable > Supplier’

I Futs 00 Server Databane - S84 BN Module - Gesen Abbey Schoot (12 - 4131) -
Feeuy [de Bepeets Tosh Windew [Haip
Accounts Prysbie ¥ Supphn

Centisl ¥ Pusehase Drder

M Irvgosid Indeemt ¥ InventeCredd Mobe

& oounts Recewabie (rvmiced Income) Chingue Froceung

Genensl Ledger BACS Procesing

Puudiget Managerment ! Dlekroenen

Petionng Lks ¥ Irtpant OvdersTreviit el Credet Misbes

Budiget Plaring.
Equpenent Ragetier.

Charge Frrreiad Yo

Print Setup

Bt Alteld

1.2 Select the and enter the below details:
SPA4Schools

Units 1and 2, 55 Antrim Road,

Ballynahinch, Co.Down,

BT24 8AN

VAT Number - GB125688644

DUNS - 219349384

Telephone - 028 9756 2886

Email Address - sales@spa4schools.co.uk

2. Check your Establishment Details

2.1 Ensure your Establishment details are correct and updated including the DUNS
number via section ‘Tools > Establishment Details’

Forus - Edit Feports  Tools . ‘Window  Help

M g ALccounts Payable Parsmeters i
B @ & . EE 8

on Invoced Income Pararmstens-

Automatic Reconcilistion Setup
Bookx.

Close Pencd

Define Finarscial Years

Diefine VAT Periads
Establishenent Dietails..

IS Setteng.

Genersl Ledger Setup ..

Find A/F Transactians
Search Pasti Catalogues

Manage Users.

FME Temnsactions Baciup




2.2 Check the details held on Tab 1 - Basic Details, including the DUNS number, and

edit where necessary.

Establishment Details

(i: Email Setup Tg: Interfaces

Tz: Scanned Documents

1: Basic Details 1 2 Logo

Tg: System Parameters Tli_: eProcurement

Mame |k]reen Abbey School

LA Code 820

Companies House Mo, |

VAT Registration No. |

Borough |Eastshire

Payable to |Green Abbey School

Address |Monkmoor Road

|East Town

|Eastshire

| Postcode  [si25AP

Telephone [01234 838080

Fax 01234 838091

Select DUNS

e-mail |

\

ifier—————]

(" GIN ¥ DUNs |[542199995

DeMinimis Value

Unigu
’7(“ n/a

]

3. General Ledger

3.1 Next set up a general ledger template, this will ensure imported orders are assigned

a cost centre and ledger code via ‘Tools >

General Ledger Setup’

Enter your
DUNS
Number

I PS5 50U Server Database - SIMS FMS Module - Green Abbey School {220 - 4321)

Focus Edt Reports  Took  Window Help
R @ & (&
e p——

Accounts Payable Parameters...
Mon Invoiced Income Parameters...

Automatic Reconcifiation Setup...
Boaks...

Close Period

Define Fanancial Years

Define VAT Periods.
Establizhment Detadls_

M5 Settings...

General Ledger Setup.—

User Optacns.

eProcurement Settings. ..

Aszet Management

Fand A/F Transactions
Search Parts Catalogues

Manage Users..

Fii5 Transactions Backup

‘Windows Calculator




3.2 Proceed to Tab 9 - ‘eProcurement Template’ and add a new ledger by clicking
the [] Click

/

V4

General Ledger Setup /

(L: Fund Codes T;: Cost Centres Ti: Profile Models Ti: Ledger Groups Ti: Ledger Codes /
r§: C/Centre Ledger Links Tz: Central Ledger Links Ts_: CFR. Mappings Tg: eProcurementTemplatesT

4

>
Originator CC Mnemonic CC Code Ledger-Fund | Default Default P&P |*|

=]

Cost Centre |StaffDe\reIopment Ledger Code |Staff Travel

Save Print Cancel Help

3.3 Next complete the pop up box using the below information for both open fields:
* Originator and CC Mnemonic: This is your email address that you use on the
SPA4Schools website.

3.4 Then click next to Cost Centre field and select the default Cost Centre

for this template. The cost centre that you choose will depend on your own
establishment’s preferences and the available types, but in general it will be the
category which you most commonly use. Any cost centre and ledger code applied
to an incoming order can be amended in your FMS system once the order has been
imported.

eProcurement Template Details Click
and enter

your most
frequently
used Cost

|
Cost Centre ‘119'0 ‘l&.afi Development ‘g Centre
(S5

Originator |5=|‘:1:-,u|.- Dtest.com |

CC Mnemonic simsjuly@test.com

Ledger Code (1340 [staft Traves

—[|;|g]t<aE|L;rreﬂ\ Fund Code ‘01 ||5-choo| Budget Share ‘Q \ Click

and enter

Template 7l

e u your most
frequently

Tick Current Sawe | Cancel ! ‘ Help ésedd Ledger
ode
Default P&P \

Template

I




3.5 You should now see the following screen:

General Ledger Setup

[ 1: Fund Codes | 2 Cost centres 1 3: Profile Models | 4: Ledger Groups 1 5: Ledger Codes
rﬁ: C/Centre Ledger Links Tl: Cemntral Ledger Links Tg: CFR Mappings Tg: eProcurement l'enq:llatesT 1 C

Criginator CC Minemaonic CC Code Ledger-Fund  Default Default P&P E
simsjuly@test.com smsjuy@testeom oo jseor | N[ M|

Cost Centre  |5taff Development Ledger Code [Staff Travel

3.6 Press save to complete.




SECTION B: E-PROCUREMENT SET-UP

4.1 The next step is to enter the details to connect your SIMS FMS to our SPA4Schools
website.

Go to ‘Tools > eProcurement Settings’. If this is greyed out please refer to the ‘Getting
Started’ section of this document to activate the option.

B PS50 Sy Datsiade - SIS FIIS Modile - Gieen Kiley Schook {820 - £331)
Feo EBSa Repomi Teol Windew Help

E ﬂ -':= “ ol Fapable Patametan
S

e s Man Irvspiosd Incoinee Parssstern.

dytomatic Baconciiation Sebup.
Bk

Chase Panod

Dl Fismecial Wikt
Dl VAT Paiied
drrmglahmers Damasy
IS Stingn_

Genetal Ledger betup
g Cptione
Erecurerernil Setting
At Mpnspeset
Fand AJP Tinsasciiond

Semich Faen Cabslogess
Rlmacge Lisein

Fits Trisngactions Rachosp

Windowt L sculsor

4.2 If this is editable select in the WEB SERVICES section to make an addition:

Select

/

Settings for eProcurement (Web Services) ‘!!L/

WES SERVICES /ﬁ

Hame Active iz i"'l
I:,4’|
=

L
e |
LINKED SUPPLIERS

Laaking for = - =
Sequence | < Name < Code <y DUNs O e-mail |

Supplier Name Code DI eOrdering e-mail Address Lo !‘:U

(S

GEMERAL SETTINGS SUPPLIERS

Default XML Order Book Establizshment DUNs Mumber
BANK HEW]. [!9'; |J-:’—:|'1'5‘5‘7'3'g Impoat | Export

INTERMET COMNECTIVITY

[ a0cess the [nternet through & Prosy Seanner E

Test URL |rrtrp:_-',-\.-n—m-.¢mn:atm . gk | Test | |
. 1 :J

! Sire | | cancel Help [
- 4




4.3 On the pop-up screen you will need to enter the responses below:
Select

Supplier

Service Details

7 y Select
Provider Type <> Portal & Supplier SPA4Schools

Enter 1 &
\ e [sPA4 schoals Q)
R |https:_a'_a‘webfms.digital_r'spa.asmx | TICL(
Enter YOUr ||| priority Plaavee—TT Active

SPA4Schools "‘\
User ID username@example.con“ |

website email

add ress Password/ Password duration (in days)
\
cnter |

your 4
SPA4Schools
website
password _ Enter: https://webfms.digital/spa.asmx Enter
Click
S 999
ave .

4.4 Now save these settings and click to Test the connection, directly below the web
services box.

WEE SERVICES

MName URL

5FPA 4 Schools hittps:/Awebfms.digital/spa.asmx

R

Click Test

4.5 If the settings are correct the pop-up below will appear:

Information -

In the unlikely event of this showing a failed message, please contact our Support
Team on 028 9756 2886.




4.6 Now that the Web Service is set up, simply choose the one you have just created
to link the supplier to the web service.

Select within Linked Suppliers

rocurement (Web Services)

WEB SERVICES
Name Active ix +:
1]

L
Vest
LINKED SUPPLIERS

Loaking for
I Sequence & Mame € Code <y DUNs

Supplier Mame Code DUNs eCirdering ¢-mail Address

GEMNERAL SETTIMNGS

Default XML Order Book Establshment DUNs Humber

AN oo ][Q)] [1z4se7en [impart | [ Export |
Il J
.

INTERMET CORMECTIVITY

laccess the Internet through & Proxy Server E

Test URL  [http:iAwnw. education gov.uks [[ 1emt |

R

| Save | |EHHI'.{‘| Help |

4.7 In the ‘Supplier Name’ list select SPA4Schools so that it is highlighted and then
click the Choose button. Then click Update. This links SPA4Schools as a supplier to the
SPA web service details.

LINKED S5UPPLIERS

Looking for

Segquence & Mame <> Code <> DUMNs <> e-mail

Supplier Name Code DUMs edrdering e-mail Address
5PA 4 Schools 0O0D0DEE 219349384




4.8 Next within the ‘General Settings’ section:

Settings fof eProcurement (Web Services)

WEE SERVICES

Hamig Aflive

Test

LINKED BLIPFLIERS
Loaking fad

l Sequence & Name rCode  CrDUNs <> e-mail !

Supplie Code DN eQrdering e-mail Address k| I

! || Enter your

GEMERAL SETTINGS : SUPPLIERS - DUNS
SeleCt yOU r Default XML Order Book Establishment DUNs Number / e ber.
Default

|B=\NK HEN]. t:lQ, |12345E._'.‘B‘9 < | '-[.-npun | | Export ”: yOU are
Order — | — - :

unsure what
Book INTERMET COMMECTIVITY this is, refer

L access the Infernet through a Prosy Senver 4| tO ”ﬁ nd | ng
Test LIREL httpiftwnann education, gow, wks Tesd ' yo u r D U N S
— w5
_ Number” in
/‘%5"“ | | Concel | | Heip | this guide.
Click Save

4.9 Select your '‘Default XML Order Book’ for orders to be assigned to when they are
imported using this eProcurement method.

GEMERAL SETTINGS SUPPLIERS

Default XML Order Book Establishment DUNs Number
BANK Q) [123456789 Cimport | [ Export |

4.10 Check that your DUNS Number is in the ‘Establishment DUNS Number’ field too, if
this information is missing, please add it.

If you are unsure where to find this please refer to the ‘Getting Started’ section of this
document.

Once all the details are entered, click Save.




SECTION C: SUPPLIER SET-UP

5.1 The next step is to enable SPA4Schools to process Web Service Orders.
Go to Focus > Accounts Payable > Supplier

5.2 Find SPA4Schools and double click on the name.

5.3 In tab 1: Basic’ the Delivery Code needs to contain your account number e.g.
7430017072. The account number needs to be the same as in the Delivery Code and
Account Number field.

ZE Supplier Details EI@
Enter 1: Basic Tg: Additional Ti: Catalogue Ti: Review T;: eProcurement

you r \ Mame |SPA4 Schools | Date Opened
ACCOU ﬂt W I:I WAT Registration Mo, l:l Balance

Number Delivery Code Delivery Terms

Address |Antrim Road

here | i [spawooooor || |
| T

| m SPAWD00001

Credit Terms D days
Postcode  [BT24 AN Credit Limit Mi

Contact | | Order Method nked Web Service
Telephone [028 9756 2636 | | | [ ]jweb senices || Q] [spa4 scnools |

Fax [028 9756 3434 ||| @muse ClonHoia | semice [ |
e-mail |sa|es@spa4schools.co.uk | "Uniqueldentifie

e0rdering | | " n/a " GLN = DUNs ||219349384

e-mail

5.4 The Order Method section on this tab gives you a list of options available for
sending the Purchase Orders. Select ‘W - Web Services’.

Order Method *

Looking for Sequence
| |@Code ODescription

Drescription
EDI transfer

En.'lail PDF File Select (W)
i for Web
XML File Services




5.5 In the unique identifier section select DUNS and enter SPA4Schools DUNS Number

which is 219349384.

Fris SupplieMs

[= ] 5

Ti: Catalogue

Ti: Review Ti: eProcurement

1: Basic \g: Additional
AN

Mame |SPA4 Schools \

| Date Opened|19,/04/2018

|
|
| |
|

Postcode

Contact | |

Telephone [025 9756 2386 |

Fax 028 9756 3484 |
e-mail |sa|es@spa4schools.co.uk |
eCrdering | |
e-mail

L& Reference WAT Registration No. |:| Balance [35.44
\\
Delivery Code Delivery Terms
Add Antrim Road
=g ot R N [sPawnoooor | | |

Account Number | SPAWD00001
Joon
Min. Order A

Order Method Linked Web Service

|W ”Web Services \ | |SF‘A4 Schools

In Use

tract Mumber

Z

] on Hold

Lt

219349384 )]
—

" n/a " GLN

"Unique Identifie

Select
DUNS

and enter
219349384

5.6 Then proceed to tab ‘5: eProcurement’ and enter spadschools (as one word) in the

XML Supplier Reference Field.
\

= Suppmir Details

(=] & s

1: Basic \

| 2 Additional

Ti: Catalogue

Ti: Review Ti: eProcurement

BASIC

Purchasing Web\address ||

e-mail Address Soukge 1 |

e-mail Address Source

e-mail Address Destinatign |

XML Supplier Reference |spa4schoo|s

OPTIONS

|:| Copy XML File to e-mail Address

EMCRYFTION

|:| Use File Encryption for Sending and Receiving

5.7 Now save and close.

You are now ready to start ordering online via SIMS.



5. Shopping on www.spad4schools.co.uk

SECTION D: ORDERING ONLINE

5.1 Simply visit www.spa4schools.co.uk and add all the items you want to purchase to
your basket (you can choose to login before you start shopping or during checkout).

5.2 Once you have reviewed your basket and you are ready to checkout, during these
steps you can check the correct account number and delivery address is assigned to
the order.

5.3 Once you have placed your order on the website you will receive the below
message confirming the order is to be imported into your SIMS FMS.

Your basket is ready to be imported into your FMS

How to complete your order...

& Import Your Order in FMS

Selec! Focus = Accounts Payabie = Import Drders J inmdoices £ Crodhil Neotes

C Furchase Ordars In FM5
Yo oedor will appear ths toxp af ther i of ‘WOt et Aothonsed” purchade arolees

If rscyLiirined you cam Bse uAntities or dalats lings &t this stage

Authorise and Send Order in FMS

6. Import your order to SIMS

To Import Orders
6.1 Focus > Accounts Payable > Import Orders / Invoices / Credit Notes

B RIS SO Sevenr Dabsbade - SRS FAS Miodule - Green Sbley School {530 - 2327] = = Ed
Feom | B3 Repsvti Tool  \Widiee  Help

Actpunts Paysble s Soppler g

[ ' Furchase Orde

Mo bevaiced Income i IrvecicaCredt Mcts

Boeagrits Rectivable (frvowed Bame] - e Frodeining

Catravnl Ledgen L] BALS Processng

Busgel WMansgerrasi " Ciireenen

Persoanel Links © irmpert Dt rwsic e Toedt Meses

Hudget Fannng

Eqquisprnert Regrites

Change Fmencisl Yam..

Prisi Sebup

Bt AneFd

This will import any outstanding Orders / Invoices / Credit Notes.



6.2 When the Import Progress box appears click on the ‘Import’ button.

Awmicer 3 el Fobad

[oe ]

6.3 The system will now connect to our eProcurement website and import any content
orders and invoices. You will see an import complete message.

In the unlikely event of this failing, please contact our Support Team on: 028 9756 2886.




7. Purchase Orders

7.1 Your new purchase orders will appear at the top of the list of ‘Not Yet Authorised’
purchase orders.

Orders which have been imported via the website can only have order line quantities
amended or lines deleted, you are unable to add new lines at this point.

Please note: The special instructions on the order will be FAO the person who placed
the order, anything after the FAO will be printed on the label of the box.

@8 Purchase Order Processing EI@

SUPPHED Delive
ry Address E
[spa 4 schools Q]| [Donkey Abbey sehoi Status [Not Yet Authorised | <]

= Monkmoor Road . l:l
Antrim Road East Town Source First Output Method

b T Eastshire
o12 AP Delivery Instruction [AS.AP. =Y
[] on Held

Email | Order Method |Web Sernvice |

Contact Name [SPA45chools | Special Instructions

ZE Purchase Order Processing

Loaking for View
| [E] Jaw

Sequence | ODrderNumber @Date <>Source || <>Ascending @Descending |

Date Order Number Supp. Code |Supplier Order Status Order Method  |Source Originator C‘frgasrs &

27/03/2018 #00012669 (BAMNK] 00000062 Wnw S5IMS Mot Yet Authorised Web Service XML Paul Willis
15/03/2018 #00012665 [EANK] 000000862 Wnw SIMS Mot Yet Authorised Web Semvice XML Paul Willis
07/03/2018 #00012661 (EAMK] 00000058 GLS EDUCATIONAL SUPPLIES LTD Mot Yet Authorised Web Semvice XML Paul Willis
07/03/2018 #00012660 (EAMK] 00000058 GLS EDUCATIONAL SUPPLIES LTD Mot Yet Authorised Web Semvice XML Paul Willis
06,/02/2018 #00012581 (EAMK] 00000058 GLS EDUCATIONAL SUPPLIES LTD Mot Yet Authorised Web Semvice XML Paul Willis
06,/02/2018 #00012580 (BAMK] 00000058 GLS EDUCATIONAL SUPPLIES LTD Mot Yet Authorised Web Service XML Paul Willis
30/01,/2018 #00012553 (BAMK] 000000862 Wnw SIMS Mot Yet Authorised Web Service XML Paul Willis
25/01,/2018 #00012552 (BAMK] 00000058 GLS EDUCATIONAL SUPPLIES LTD Mot Yet Authorised Web Service XML Paul Willis
10/01,/2018 #00012546 (BAMK) 00000053 GLS EDUCATIONAL SUPPLIES LTD Mot Yet Authorised Web Service XML Paul Willis
04,/01,/2018 #00012544 (BAMK) 00000055 GLS EDUCATIONAL SUPPLIES LTD Mot Yet Authorised Web Service XML Paul Willis
12/12/2017 #00012543 (BAMNK] 000000562 Wnw SIMS Mot Yet Authorised Web Service XML Paul Willis
20/11,/2017 #00012531 (BAMEK} 00000053 GLS EDUCATIONAL SUPPLIES LTD Mot Yet Authorised Web Service XML Paul Willis

Payment From Bank Account Transaction ID 00005830  Order Total

Selection Tag... | | Un-Tag All Print Tagged | | Authorise Tagged




8. Authorising & Sending Orders

8.1 Once authorised, click on the print button, this will send the orders back to the
eProcurement Hub. If you need a printed copy for your records click on print again,
select ‘print single file’ and this will send a copy to your printer.

The order method will be web service.

N
AN

N
Pay From |Bank\&{count
‘\

Sl =]
[Q  oste pamsanie_| |

&8 Purchase Order Processing

Supplier

Delivery Address

|5PA 4 5chools

[EY

Donkey Abbey School

Antrim Road
BT24 SAN

Monkmoor Road
East Town
Eastshire

512 SAP

Email |

Status [Not Vet Authorised |

SoNree First Output Method l:l
truction |A.5.A.P. |

[] on Hold

Contact Mame |SPA4Schools Special Instructions

9. Invoices

Your invoice will be available for import into FMS via the eProcurement hub once you
have received your order. You will also receive to be able a copy of this invoice in the
traditional manner.

9.1 To import the invoices use the same option as you did for importing orders.
Focus > Accounts Payable > Import Orders/Invoices/Credit Notes

9.2 When an invoice has been downloaded go to:
Focus > Accounts Payable > Invoice / Credit Note and your invoice will be in the list.
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t Pp— M_ —

Leaking for

[ Jidl

Sequente | 8 I Cremt Nate Mo

r Date

€3 Trant B

O Sonumice

Statuy

Tyme

fua

jal

[

O3 Suppler

¥ Amount

i | @ ascending

Cr Descendang
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Anwdacd Toedi Hate M.

]
D09 PEISA0
i S
AN
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S S

Inwsace Date
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30200
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00050007
00010203
il
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—
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Visit us online for unbeatable prices at www.spadschools.co.uk

FMS

User Guide

QO 028 9756 2886 (@ www.spadschools.co.uk @ sales@spadschools.co.uk

SPA4Schools Ltd is a division of Findel Eduction Ltd. Registered in England No. 1135827



