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Invoice Creation 
 

1. Sign in to the eSupplier Home Page using your credentials once the request is approved 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Select Supplier Secure Home Page as shown in the image below 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 

 



 
eSupplier Guide 

How to Enter an Invoice 

  
3. Select Invoices and Payments > Self Service Invoice 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
 

4. Click the plus (+) button to add a new invoice 
 
 
 
 
 
 
 
 
 

5. Step 1 of 3:   

• Summary page will be displayed 

• Supplier and Location are defaulted based on User’s details 

• Invoice Date is defaulted to Current date 

• Invoice ID is required 
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• **All fields can be updated/edited** 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

a. Populate the Buying Organization.  Click the magnifying glass icon for Buying Organization 
field 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

b. From the Buying Organization Lookup page, click Search Criteria to show other options 
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c. In the Buyer Name field, input the buyer’s name.  

• If unsure of the exact Buyer Name, use the % sign to perform wildcard search.  

• See sample below in searching for buyer with “Union” as the keyword. 
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d. List of buyers based on the keyword will be displayed 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
e. Select the Buyer ID to populate the Buying Organization.  User will be directed back to Step 

1 of 3 Summary page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
f. Once all required fields (*), including the attachments, are populated, click Next button to 

go to Invoice Details 
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6. Step 2 of 3: Invoice Details. Click on Add Line to add Invoice Details 

 
a.   Quantity by default is 1 if not populated  
b.   Unit Price (Mandatory) = Amount per unit 
c.    Line Amount (Auto Calculated) = Quantity x Unit Price 
d.   Populate all fields needed in this page. After populating these fields, click Done. Note that      
multiple lines can be added by clicking the Add Line button again. 
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e.   Once Invoice Details are input, click the Next button to proceed with Step 3: Settlement 
Info 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. Step 3 of 3:  Settlement Info.  Populate necessary values on this page.  Click Submit once 
completed then OK when a pop-up appears. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. Once submitted, a notification will appear stating that the invoice has submitted successfully. 


