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Create Invoicing Match to PO

1. Create Invoicing Match to PO

’

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

Homa

iSupplier Portal

Supplier Home Orders Shipments Financg  Administration

Search PO Number < Go

1.2 Click ‘Go’

iSupplier Portal

Help Logout

Logged In As ISUPPUAT1@GMAIL.COM

Logged In As ISUPPUAT1E@GMAILCOM  Help

Supplier Home Orders  Shipments = Finance = Administration

View Invoices | View Paymants

Create Invoices

Invoice Actions

1.3 Enter ‘Purchase Order Number’ then click ‘Go’

iSupplier Portal

Create Invoice Witha PO  Go

Logged In As ISUPPUAT1@GMAILCOM  Help

Supplier Home Orders Shipments = Finance | Administration

View Invoices = View Payments

Create Invoices

Purchase Orders

Create Invoice: Purchase Orders

Details Manage Tax

Search

Note that the search is case insensitive

Purchase Order Number

Purchase Order Date

TN

Excluded ©

Buyer
Organization
Advances and Financing

Go  Clear

Review and Submit

Cance| Step1of4 Next

Advanced Search
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Create Invoicing Match to PO

1.4 Check the box next to the PO line(s) you are to bill against

Select N A L0 Irvoice

Bunpber
T tvae ™ Lina . Sivpment g'.':" S M e Ordered Recelved Wwoiced LOM :‘m"' Cur . Ship Yo Organiantion :“" Wyttt
Finanaing Numbees
frean b Haage
® ' ) [ 50,000 Mis 0000 0 MO0 BA 28 usD ::"“l’"" Asessiston)

Unitmeadien di

1.5 Click ‘Next’

s ISUPPUAT1@GMAIL.COM

iSupplier Portal

Supplier Home Crders  Shipments  Finance  Administration
Create Invoices View Invoices  View Payments
®
Purchase Orders Details Manage Tax Roview and Submit

Create Invoice: Purchase Orders

Cancel Step 1ofd lh\

Search

Advanced Search

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

‘ISUPPLIER’

N

Supplier Home rders  Shipments

Create Invoices View Invoicos

Purchase Orders
Create Invoice: Details

* Inacates requirad field
Supplier

“ Supplier

Tax Payer 1D

* Romit To

Addross

Remit To Bank Account
Unique Remittance identifier

Remittance Check Digit

Finance  Administratior
w Pa "
Details
Hallord Enterprises

456011234
ISUPPLIER

520 First St Chilidgthe OH 45601

Manage Tax

Invoice

* Invoice Number
* Invoice Date
Invoice Type
Currency

Invoice Description

Context

Test

21.0ct-20
invoice

usD

Attachment

Review and Submit

Cance] Back Swep2of4 Next
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Create Invoicing Match to PO

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

Supplier Home  Orders

Croate Invoices View Invoicos

Puvchas; Orders
Create Invoice: Details

* Indcates required field
Supplier

i Supplier

Tax Payer ID

* Remit To

Address

Remit To Bank Account
Unique Remittance Identifier

Remittance Check Digit

Halford Enterprises
456011234
ISUPPLIER

520 First St Chilicothe OM 45601

Manage Tax

Invoice

* Invoice Number
* Invoice Date
Invoice Type

Currency

Invoice Description

Context

Enter PO# Test

Raview and Submit

Cance] Back Step2of4 Next

21-0c1-20¢ ',\

Invoice <

uso

Attachment +

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

pertinent backup
Supplier Homa  Onders  Shipmants  Finance  ACiniStraton
Crente Ivvolces View Imvcscas | View Paymants

Purchase Ondiers
Create Invoice: Details

* Inchcates '“ql-‘l.‘{! fiich
Supplier

* Supplior

Tax Payer 1D

* Remit To

Addross

Raomit To Bank Account
Unigque Remittance Identifier

Remittance Check Digit

Customer

Dataits

Haflord Enterprses
456011234
ISUPPLIER

&30 First S5t Chillicotha OH 45801

Manage Tax

Invoice

* Imwaice Mumber
* Invoice Date
Wvoice Type
Currancy

Imnvoice Doscription

Contexi

Test

Review and Subemit

Cance] Back Siep2old  MNest

21-0ct-200 5
Invics -]
usD

Attachment +\
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1.9 Click the ‘Choose File’ button

Define Attachment

pe @ e

1.10 Select the Attachment

o Quick sccess
s rc
@ teowor
Cancel  AcdAscther  Apply
>
File name: A fles v
Upkoad from moblle Opn | | Caxe
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1.11 Click ‘Open’

Cancel  AodAsctmer  Agply

1.12 Click ‘Apply’

= |DEVELOPMENT isupplier Portal

Creaw irvoices

Add Attachment

Cancel Asa Anctne:
<)
Attachment Summary Information

e
Owserpnon
Category Brom Supaler

Define Attachment

1.13 Scroll down to the Items Sections, and update the quantity, if needed

Hems
PO Item " Supplier lem " Avalabiln
Ling Shipemant I%em Descrigtion Bhin Ta Guantity Duantity Linit Price LMOM Amour
1 . [TEST] 50,000 Msis & WIAREROILFSE 5C-
Biclis

200 o /WI &4 L KR
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1.14 Click ‘Next’

eclars hipmants  Finance

Croats inwvolces Wi Iolos Wiew Paymants

Purchase Orders Datails Manage Tax Renviow and Subsmil

Create Invoice: Details

20l 4
* Indicates reguined fold /

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

‘Submit’

Supplier Home  Orders  Shipments  Finance = Administration

Create involces View Payments

Purchase Orders Details Manage Tax Review and Subrmit

Create Invoice: Manage Tax Cancel Save Back Step3of 4 Next. Submit

Supplier Invoice /




	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’
	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’
	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
	1.9 Click the ‘Choose File’ button
	1.10 Select the Attachment
	1.11 Click ‘Open’
	1.12 Click ‘Apply’
	1.13 Scroll down to the Items Sections, and update the quantity, if needed
	1.14 Click ‘Next’
	1.15 Verify your information and either click ‘Back’ to make corrections or Click ‘Submit’


