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 1. Create Invoicing Match to PO  

1.1 Once Logged into the Okta App, Click on ‘Finance’ 

 

1.2 Click ‘Go’ 

 

1.3 Enter ‘Purchase Order Number’ then click ‘Go’ 
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1.4 Check the box next to the PO line(s) you are to bill against 

 

1.5 Click ‘Next’ 

 

1.6 Ensure ‘Remit To’ is ‘ISUPPLIER’. If not click on magnifying glass to choose 

‘ISUPPLIER’ 
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1.7 Enter Invoice Number and enter the Purchase Order # in ‘Invoice Description’ 

 

1.8 Click on the plus sign by ‘Attachment’ and add a pdf of your invoice and any 

pertinent backup 

 

Enter PO# 
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1.9 Click the ‘Choose File’ button 

 

1.10 Select the Attachment 
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1.11 Click ‘Open’ 

 

1.12 Click ‘Apply’ 

 

1.13 Scroll down to the Items Sections, and update the quantity, if needed 
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1.14 Click ‘Next’ 

 

1.15 Verify your information and either click ‘Back’ to make corrections or Click 

‘Submit’ 
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