
USPS iSupplier: Standard Work Instructions (SWI) 

Account Creation

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

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

• 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.

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

 USPS iSupplier



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 Adm in 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. 

Accounts Payable Supplie< Maintenance Request 

Supplier Number. __ Site Number. 

SMG Employee: Date entered: 

Ac1ionR!!tJ,Jes1ed· tfil Supp[i!,-0 N!!'W Site D AdmuChange, forthe Ens:in9Site D 
Na.mi! Chang!!, 0 TN O,,ange D 

Note: Attach W� Form http.llwww.irs.gov/ 

Erectrcn,c�__fil_Q!nrat cs.D1P�format.cn� 

Supp(� s Name. 
If a nane change pO'tide e>OS!f'lg Accounts Payable Stipp lie, Harne 

Supplief'.sntt 
ffaffi d'la.nge pmvide 1he existing TIit 

Suppllff Type: (pl;K;e an 'x' nW lo the tHlB that appli.5) 
Tax ldeniiflcationNumber Et-l □ or SSH □ 

�=��ovee· □ 

Govtmment Age-.ncy: D 
Self-Employed. 0 
fax Aulhonty. 0 
lhiily □ 
SoleProp,iet:or-O 

If this re-quest Is to ADD a :s.ite co a.n exist1ngAcc,oumsPayable si;pplIerretord,. rxchan� a 
suooWs name or ffi. DI Base 11dicate the 8.K.JStina Accounts P�" Su� Number. 

Suppla Number. 
Supphefs Refril. To Addr1u:s. 
S1rH1 

I c,y-

State. 
ZP+4. 

If the ,upplier Is 1099-<@ponablf;, the Rem1: To Addre:Hlisted .abovewtll be u�d ro marl t:J-ei; year-
end RS form 10943. lfthe 1099 address should be cifferent. fill it 1■ be-low. 
If SupplM:f Nurrber and Sile are kno11.n fort�e 1099 reporting, please provide· 
Suppl'rer Number: Sile: 
Strut. 
Crty. 
State 
ZIP• J. 

1,-: Hthe :S.U renue:stsn::ovme,ITT'Ail,..lect1onict-U11n ,ans ;;i . a n,one eten 

Accounts Payable iSupplier Maif'ltenance Request 

���•Number.. ·Stte Number: 

SMG Employee: Date entered: 

�flhis re(1-:s1 Is to REGISTER •or Electronic lnvoicino Proc.ess �pro, o,; the 1nforr'\a'IJQ!UQ 
H91sterwtoTWO 4<:ITT11rnsti:rlo1Users� 
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Contact Title 
F fSt Na,..e ii 
Middle�-e 
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Job Tide 
Telept,ore Number 
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Sac�oa AdfDitli!HCillo.t U:MM 
Ema,I Al:l<l�SS n.

Con1act Tide 
F rst Nar-e , .. , 
ll.1iddle lia"'"B 
Last Name(' 
Telephc�! Numb� 
Fax Nun-t:«-
Cotr�e-r1s· 
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