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Beeline Supplier Toolkit

McKesson uses a single system – Beeline® – to manage all engagements with Outside Services Workers 
(OSWs). This helps ensure our hiring managers follow our policies by planning ahead and only using 
approved suppliers.

We look forward to partnering with you as an approved McKesson supplier.

This guide provides onboarding instructions to help you get started.
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Supplier Onboarding Process to Beeline

Pontoon is McKesson’s managed services provider (MSP) that facilitates the engagement of all in-scope Outside 
Services Workers for McKesson (contractors and professional services consultants and project workers).  

McKesson’s S&P will engage Pontoon when new professional services supplier will be utilizing OSW 
Program/Beeline VMS (vendor management system) to initiate supplier onboarding process. 

Please contact Pontoon at beeline@mckesson.com if you need assistance.

The following is a summary that outlines the process of getting setup as a supplier in Beeline:

Beeline Enablement
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Action What You Need to Know

Engage McKesson
Supplier will engage with McKesson Sourcing & Procurement to finalize the Master 
Service Agreement (MSA).

Engage Pontoon

McKesson’s S&P will engage Pontoon when new professional services supplier will be 
utilizing OSW Program/Beeline VMS (vendor management system) to initiate 
supplier onboarding process. Pontoon is McKesson’s managed services provider 
(MSP) that facilitates the engagement of all in-scope Outside Services Workers for 
McKesson (contractors and professional services consultants and project workers). 

Introduction Pontoon’s MSP onsite team will reach out to new supplier for introduction.

Paperwork

Pontoon’s Supplier Partnership team will reach out to new supplier via email to begin 
paperwork and onboarding process.

• Supplier will receive a Pontoon Services Agreement for participation in the 
program and use of the Beeline VMS tool. This agreement does not override 
McKesson’s MSA but does outline the terms for participation in the Pontoon 
program including Pontoon’s payment responsibilities that do not override 
McKesson’s payment terms. Language is flow down from Pontoon’s agreement 
with McKesson so significant material redlines will not be accepted.

• Pontoon will complete a credit check for supplier and will collect information 
needed for VMS setup as well as any supplier diversity certifications.

• Supplier will receive request for financial forms (W9, CA590, EFT and bank 
account info). 

Request Access 
to VMS

When all paperwork is finalized, Pontoon will submit a request for supplier set up in 
the VMS tool. (Can take 5-7 business days but usually occurs sooner).

Login Information Supplier will receive system login information directly from Beeline.

mailto:beeline@mckesson.com
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Supplier Onboarding Process to Beeline (cont.)

Beeline Enablement
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Action What You Need to Know

Training
Pontoon will schedule training session with supplier to address OSW process and system 
usage.

SOW Set Up

Supplier will be required to do their part of new SOW set up in Beeline each time there 
is a new SOW/project engagement.

• Supplier will work with McKesson S&P to finalize SOW.

• The business will submit the SOW request in Beeline (to get the budget approved).

• After the budget is approved, the supplier will set-up their billing (T&M, fixed fee, 
combination of both) in Beeline for that specific SOW.

• Once the SOW is finalized into a Project (in Beeline), the supplier will add their 
resources in the tool (billable & non-billable)

• Supplier will be responsible for moving resources between SOWs in Beeline, if need 
arises.

Invoicing

All supplier invoicing for a project will be done through Beeline, whether that be for 
T&M or for fixed fees and deliverables. Time, expense, and milestone payment requests 
will be submitted in Beeline and routed to Hiring Manager or Timecard Approver (for 
temp labor)/Project Manager (for SOW) or delegate approver for approval in Beeline. 
Once approved, they will be picked up in McKesson’s next weekly invoice cycle (runs 
Weds night/Thurs morning) and will be considered “processed” at that time. Supplier 
net terms begin on processed date.

• Supplier/billable resource is responsible for submitting weekly timesheets in 
Beeline, to bill MCK for the hours worked

• Supplier is responsible for submitting milestone payment requests (for fixed fee) in 
Beeline, to bill MCK for their services

Monitor Beeline
Supplier will be responsible for monitoring status of pending timesheets and milestones 
in Beeline to ensure they are being approved. Should notify Pontoon if assistance 
obtaining approvals is needed.

Update
Supplier will be responsible for notifying Pontoon if information in Beeline is inaccurate 
or changes occur during the project requiring update of information in Beeline.

Communication
Supplier should reach out to Pontoon throughout the process when they need assistance 
with set up, billing, payment, etc.
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FAQs
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How does an invoice get paid?

After you submit an invoice or timesheet in Beeline, your customer receives the invoice and will review it for 
accuracy. If the invoice does not have any errors, your customer approves the invoice for payment, which 
changes the invoice status to Approved. A weekly invoice run will occur on Thursdays to pick up any 
approved timesheets, expenses, and SOW payment requests. Once the invoice process runs, the supplier’s 
net terms will begin. Typically, payment should be received based on the set Net Payment Terms provided in 
the order succeeding the date the invoice was approved.

Where is my purchase order?

There is no purchase order in Beeline. For temp labor and Time & Materials (T&M) billable based SOW 
projects, each of your workers will have a unique assignment number in Beeline.  For SOW/professional 
services, you will have an SOW # and Project # in Beeline. 

How do I create an invoice?

• On the project page, select Milestones tab.
• Check the box for milestone to schedule payment on and click “Schedule Payment” 
• Fill out the form (scheduled date, gross amount, name, upload attachment if needed, enter submitted 

comments) and click OK. 
Note: For scheduled date, select a date that reflects the time period, for which you are submitting 
payment request. For e.g. if the services were performed in January 2017, you may select a date from 
January, as the “scheduled date” for that payment request.

• Review the information on Milestone Payment page and click Submit

Why was my invoice or service entry sheet been rejected and how can I correct it?

If a timesheet, expense sheet, or milestone payment request is rejected by the manager, you will receive a 
notification from the system. You will need to correct the issue and resubmit the transaction. Please contact 
Pontoon at beeline@mckesson.com if you need assistance.

How do I add other users as a McKesson supplier if I already have an account with Beeline?

• From the Home Page, navigate to Admin > User Administration
• Enter information for user and select the specific roles that user should have.
• A supplier administrator will be set up at time of onboarding and that person will be responsible for 

setting up other supplier administrators and users.

mailto:beeline@mckesson.com


McKesson Proprietary and Confidential1/13/2021

Supplier Setup with EFT

EFT Enrollment Request Process

Follow these steps to get setup to receive electronic payments:

1. Review the EFT Enrollment Form and have it signed by your controller or another executive in your 
company. A signature by anyone other than the appropriate signer will be rejected.

2. Email EFT Enrollment Form, and all other requested paperwork, to Beeline@McKesson.com.

NOTE: Avoid these common mistakes so your agreement does not get rejected:
• Signer of the EFT Enrollment Form must be a controller or other executive. 
• Accounts receivable employees do not have authorization to sign.
• Sign the form with a digital signature. Wet ink signature will not be approved.

Important Payment Information:

Payments are issued once the net terms are met and will be in your bank account the following business 
day. Your net terms start from the invoiced date in Beeline. (This is the date that Beeline systematically 
processes all approved time and payments in a weekly invoice to McKesson, not the date that you submit the 
time or schedule the payment request).

If the due date falls on a weekend or holiday, the payment will issue the first business day after the weekend 
or holiday and in your account the following business day.

Payments are sent in a CTX file format that includes the remittance advice. You will need to check with your 
bank to see what options they have to translate the CTX file and forward to your AR for cash application. We 
do not send the remittance separately in any other format.

When you return the signed EFT agreement, you are agreeing to receive the remittance from your bank.

http://mckesson.com/Documents/EFT-Enrollment-Form/
mailto:Beeline@McKesson.com
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Required Documentation
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• Electronic Payment Agreement

• W-9 Form - Request for Taxpayer Identification Number and Certification

• Supplier Self-Certification of Size & Ownership

• Copy of sample invoice that includes supplier remittance address

• Certificate of Insurance (COI) (see example)

http://mckesson.com/Documents/EFT-Enrollment-Form/
https://www.irs.gov/pub/irs-pdf/fw9.pdf
http://mckesson.com/Documents/McKesson-Certificate-of-Size-Status/
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Certificate of Insurance (COI)

1/13/2021

Obtain a Certiifcate of Insurance (COI) from your insurance provider and submit to McKesson.


