UNITED STATES USPS iSupplier
POSTAL SERVICE ©

USPS iSupplier: Standard Work Instructions (SWI)

Account Creation

e Suppliers can access the electronic invoicing system (iSupplier) at
https://einvoice.usps.com to submit invoices and credit memos, once they have
an account.

e Accounts are created by USPS when the contract is setup for electronic
invoicing, by your Contracting Officer.

e Username and password are assigned, when the account is created, by our
accounts team.

¢ Please note that your username is typically your email address unless you have
more than one account setup, for iSupplier.

e Password setup links are sent via email when the account is created.

¢ If you do not have a password or your password has expired, please see “Reset
Password” steps for more information on how to set up or reset your password.

e If you need further assistance, please email einvoice@usps.gov .

WARNING! FOR OFFICIAL USE ONLY...

This is a W.5. Govemment computer
system and is intended for official and
other authorized use only. Unauthorized
access or use of this system may
subject violators to administrative
action, civil, and/or criminal prosecution
under the United States Criminal Code
(Title 18 U.5.C. 1030). All information
on this computer system may be
monitored, intercepted, recorded, read,
copied, or captured and disclosed by
and to authorized personnel for official
purposes, including criminal
prosecution. You have ne expectations
of privacy using this system. Any
authorized or unauthorized use of this
computer system signifies consent to
and compliance with Postal Service
policies and these terms. I agree

User Name

Password

Login Assistance




Please note: The CO completes the form not the Supplier. If the Supplier is already a registered supplier
in Accounts Payable system (APEX), then only fill the highlighted sections. IMPORTANT: The Supplier
must designate an appropriate First Administrator User; this user is an Admin level user for the
Supplier. This user is responsible for delegating their backup and delegating invoice submitter(s) role
for individual contracts within their company. The CO will have to work with the Supplier to determine
who will be delegated Supplier Administrative privileges. Once the form is complete, the CO sends the
form to San Mateo for processing. Once the form is processed by the San Mateo ASC, the New Supplier
User will receive an email from the USPS National Accounting System.
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