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Introduction 
 
This guide is to be used by suppliers to view Purchase orders, invoices, invoice payment status and your 
supplier information we hold through the Microsoft Dynamics BCP Council Supplier Collaboration Portal.  
 
Microsoft Dynamics F&O is Bournemouth, Christchurch, and Poole’s ERP system for managing transactions 
with suppliers from raising purchase orders, to receiving and managing invoices through to payment.  
 
The ‘Supplier Portal’ is where suppliers can view all Purchase Orders that have been sent to them by BCP 
Council and view invoices processed against these Purchase Orders and the payment status of the invoices.  
 
 
 
 
 

Pre-requisites before using the Supplier Portal 
 

1. You will need to have supplied the Council with a contact name and email you wish to use to access the 
portal. 
Webmail email addresses with domains such as @hotmail.com or @gmail.com cannot be used to 
register a user. 
 

2. The Council will register this email and allow access to the portal.  You will receive an invitation email 
from BCP Council to the email selected for the user account. You must accept the invitation link within 
the email. 
 

3. You will need to use the Microsoft Authenticator app to access the portal. If you do not currently use 
this, the app can be downloaded for free from the Google Play or Apple App stores. 

 
 
 
 
 

Contact Details 
 
Telephone:  01202 128800 
E-mail:  financial.systems.helpdesk@bournemouth.gov.uk  

 
  

mailto:financial.systems.helpdesk@bournemouth.gov.uk


  Page 3 of 14                  v1.00 22.02.24 
 

          Login  
  
a) Access the Supplier Portal through the URL: https://bcpcouncil.operations.dynamics.com 

 

b) Enter the email you registered with and click Next. If you are unsure of your login details, please contact 
the Council on the details at the start of this guide for your user ID (email you registered with). If you 
know your user ID and have forgotten your password, please use the ‘Forgot Password’ link on the next 
screen.  

 
 

c) Enter your password (this is your email account password) and click Sign in.  Passwords are case 

sensitive. 
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          Login  
  
d) Open your Microsoft Authenticator app and enter the number displayed to the complete sign in 
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          Supplier Portal Home Page  
  
a) The supplier portal home page will be displayed 

b) Four workspaces are displayed. We will cover Invoicing, Purchase Order Confirmation and Supplier 

Information.  Supplier Bidding is not currently undertaken by the Council through this system so is not 

covered. 
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          View Purchase Orders  
  
a) To view Purchase Orders sent to you by the Council, select ‘Purchase Order Confirmation’. 
b) Select the Open confirmed purchase orders tile to see all open purchase orders. 

 

 
 

c) Your open purchase orders will be displayed. 
d) Select a purchase order from the left hand column to view the purchase order details. 

 

 
 

e) Any external notes and attachments added to the purchase order can be viewed by clicking on the 
header ‘Notes and Attachments’ link at the top of the screen. 
 

 
 
 

f) Click the back arrow at the top left of the screen to return to the previous screen 
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          View Purchase Orders 
  
g) To view ALL purchase orders including that fully invoiced click on the All confirmed purchase orders 

link at the footer of the screen 
 

 
 

h) You can filter to a specific order or order status by using the Filter field in the top left column.  Enter the 
PO number and select your Enter key. 
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          View Invoice and Paid Status  
 

a) From the supplier portal home page click the Invoicing workspace to view invoices. 
 

 
 

b) The 4 summary tiles display the 4 different possible status of the invoices you have submitted to the 
Council. 

• Draft – awaiting further verification by the Creditors team 

• Submitted, not approved – awaiting approval (receipting) by the Service 

• Approved not paid – approved (matched to order and receipt) and awaiting payment according to 
terms 

• Paid – paid as per payment terms 
 

 
 

c) Click on each tile to see the invoices with that current status. 
d) Click on the invoice number link to open the invoice. 
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          View Invoice and Paid Status 
 

e) The invoice information is displayed. 
 

 
 

f) The Approved Not Paid tile will show you the Due date of your invoice. 
 

 
 

g) The Paid tile will show you invoices paid and date payment was issued. Payment will reach your bank 
account 1 working day after the ‘Payment Issued’ date.  
 

 
  

4 



  Page 10 of 14                  v1.00 22.02.24 
 

          View Invoice and Paid Status 
 

h) You can search for a particular invoice by using the Find invoice option from the left-hand column. 
i) You can search for the invoice by invoice number, purchase order number, invoice date or invoice status. 

Enter your search term in the search field and select your Enter key. 
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          Supplier Information  
 

a) Select the Supplier Information tile on the home page to view the details we hold for your company such 

as bank details, address, and contact information. 

 

 
 

b) The landing page will show the contact emails we have set up as your user accounts to access the 

portal and the summary information of the address and primary contact email and phone numbers we 

hold for you. 
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c) To view further information that we hold click on the More details link and select the section you wish to 

view. 

 

 
 

 

d) To view the bank details we hold for you, select Bank information. You will then see the last 4 digits of 

the bank account and sort code we hold for you.  

 

 

Note 

If any of the information we hold for your company is incorrect or changes, please email 

financial.systems.helpdesk@bcpcouncil.gov.uk to advise the correct information so this can be 

updated  
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          General Navigation and Options  
 

a) From any page in the portal, you can click on the Home  icon on the left hand toolbar to return to 

the portal home page. 

 

 
 

b) Click the back arrow at the top left of the screen to return to the previous screen. 

 

 
 

c) Select the user account email profile icon in the top right-hand corner to select Sign out option.  
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d) We recommend system preferences are set as English GB settings to ensure date formats are in UK 

DD/MM/YYYY format.  To check and amend this select the settings icon  from the top right-

hand toolbar then select User Options. 

 

 
 

e) Then select Preferences and ensure the Language and Date, time and number format are both 

set as en-GB format. 

 

 

 

f) If you need to update these click the dropdown arrow in the field and select en-GB format then click 

Save from the top left hand menu. 

 


