
Urban Outfitters, Inc. iSupplier Portal Guide v.5 Abbreviated 9-2-21                                                                                                                                                                                      1 
 

 

 

Welcome to the Urban Outfitters, Inc. iSupplier Portal 

iSupplier allows Suppliers to (1) view the status of Invoices and Payments and (2) request Banking Detail changes. 
Invoice Images are not available through this tool.  

 

HOW DOES IT WORK? 

Merchandise Suppliers who submit Purchase Orders (PO) in Tradestone or with URBN’s AP Team, your Invoices will show only after a three-way 
match occurs. For PO information, refer to Tradestone. Please allow up to four weeks for Invoices to show in iSupplier. 

Non-Merchandise Supplier invoices submitted to the URBN AP team will be available once they are entered in the system. Please allow up to 10 
Business Days for Invoices to show in iSupplier. 

You cannot directly edit your Address, Banking Details, Invoice, or Payment via the iSupplier portal. 
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 1. VIEW INVOICES 

1. Click on the ‘Finance’ tab which will take you to ‘View Invoices’. Enter the desired ‘Invoice Number’ and then click ‘Go’ 

 
2. Search Option Reference: 

a. Invoice Number: Typically the number provided by the Supplier to URBN AP 
b. Payment Number: If the Invoice is paid, the Payment Number assigned to the Invoice 
c. Invoice Status: 

i. Approved: Approved for Payment 
ii. Cancelled: Invoice was entered but canceled or voided. 

iii. In-Process: Invoice is in-progress of being entered 
iv. On-Hold: Invoice is on hold for (1) a voided check, (2) reissued payment, or (3) dispute 

d. Payment Status: Paid, Not Paid, or Partially Paid 
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3. Invoices will show after clicking ‘Go’. Note: Invoices can be exported using ‘Export’ at the top-right. 

 
 

4. Click on an Invoice Number to view additional details. 
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5. The ‘Invoice Lines’ tab shows all the Line Item amounts (e.g. Merchandise/Tax) that sum up to the Invoice Total. 
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6. The ‘Scheduled Payments’ tab shows (1) when the Invoice will be paid and (2) how it will be paid (e.g. USD CHECKS) 

 
 

7. The ‘Hold Reasons’ tab provides more details into why your Invoice might be on hold. 
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2. VIEW PAYMENTS 

1. Navigate to Payments by navigating to… 
a. Option 1: ‘Finance’ tab and ‘View Payments’. Results can be exported via ‘Export’ on the top-right. 

 
OR 

b. Option 2: Directly click a Payment Number from the ‘View Invoice’ screen 

 
c. Payment Status of ‘Cleared’ or ‘Reconciled’ means the Payment was successful. ‘Negotiable’ means it has yet to clear the Bank. 

 
2. Clicking on a specific Payment Number will show the following: 
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a. Payment Date 
b. Payment Method 
c. Status 
d. Status Date 
e. Invoices Paid 
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3. REQUEST BANKING DETAILS CHANGE (ACH OR WIRE) 

1. Navigate to the ‘Admin’ tab of the iSupplier Portal and click ‘Add Attachment…’ 

 
 

2. Specify ‘File’ for ‘Attachment Type’, click ‘Browse…’, and then select the Bank Form from your computer. Please note: Any attachments 
other than the prescribed Bank Change Form will be rejected. 
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3. Click on ‘Apply’ and then you will receive a confirmation  

 
 

4. An URBN AP Administrator will receive a notification that you uploaded a Bank Form. If additional details, you will be contacted by URBN AP 
for more information. Please allow up to 5 business days for processing Banking Changes. 
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4. VIEW ADDRESS, CONTACTS, AND BANKING DETAILS 

1. Click on the ‘Admin’ tab of the iSupplier Portal and then ‘Address Book’. This will show Remittance Addresses provided to URBN AP. 

 
 

2. Click on ‘Contact’ on the left-hand side. This will show all Contacts set up for the Supplier record, including Email Address. 
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3. Click on ‘Banking Details’ on the left-hand side. Select ‘All Accounts’ and then click ‘Go’. 
 
This will show all active Banking Details. Bank Accounts will only show the last 4-digits. 
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5. FREQUENTLY ASKED QUESTIONS (FAQ) 

1. I am unable to log in with my Password 
Click on ‘Password Assistance’, enter the username in the field and then click ‘Forgot Password’. Please note, passwords cannot have 
repeating characters such as ‘Chatter’. You will receive the following notification. 

 
 

2. I don’t see my Invoice in the Portal 
 For Merchandise Invoices, please make sure you submitted the Invoice in Tradestone or as directed by Vendor Relations. Please 

allow for four weeks for Invoices to appear as it may have not cleared the three-way match process. 
 For Non-Merchandise Invoices, please make sure the Invoice was submitted to URBN’s AP team. Please allow for 10 Business Days 

for Invoices to appear as they must be approved by the authorized Business Personnel before they can be processed. 
 

3. My Invoice has a Status of ‘Paid’ but I have not received the Payment 
Please verify that the Payment Number against your Invoice has a Status of ‘Cleared’ or ‘Reconciled’. You may also want to verify that the 
Electronic Banking Information and Address are correct. If a Paper Check was issued, delivery by USPS could take up to 14 business days. 
Please also check with your Bank or Accounting Staff if the Check cleared or reconciled. 
 

4. My Invoice is Due but no Payments Have Been Made 
Depending on the timing of when an Invoice is entered into the system, it may be awaiting the next Payment Run (generally in the 
beginning of the week). If a past due Invoice was entered, it will be processed in the next Payment Run. Please note that the Payment Due 
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Dates on unpaid Invoices are calculated based on (1) the Goods Received Date and (2) Payment Term. 
 

5. I need to give iSupplier access to someone else 
Please provide your delegate your username and password. You can change your password before delegating it to another person. 
 

6. I want to see Purchase Order (PO) information 
For Merchandise Invoices, the PO information is usually marked on the Invoice Description. Multiple POs associated to one Invoice will not 
show this detail. Please refer to Tradestone for more PO information. 
 

7. I do not see Chargebacks in the Portal 
Chargeback information and other order related information can only be found in Tradestone. 

 

 

 


