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             Create Invoice and Credit 

Memos with a PO 

 
 

Job Aide

 

 
This job aid will provide the navigation for suppliers to create an invoice or a credit Memo against a Purchase Order. This 

will include searching a purchase order and submitting the invoice or credit memo.   

 

 

 

Step 2. Select With a PO from 

the dropdown menu. Click Go.   

Step 3. Enter in the PO 

Number. Click GO. 

Step 5. 

Click Next. 

Step 4. Select the PO and Click Add to Invoice.  

Step 1. In iSupplier, click 

the Finance Tab and the 

Create Invoices sub-tab. 

Step 4. Select the PO lines and Click Add to Invoice.  

Step 1. In iSupplier, click 

the Finance Tab and the 

Create Invoices sub-tab. 
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Step 8. Click 

Next. 

Step 6. Enter the Invoice 

details. Note that all the 

fields with an asterisk are 

mandatory.  

Step 7.  You must attach an invoice PDF. You can 

add the attachment by clicking Add. Once you have 

added an attachment, there will be an Attachment 

List link you can click to view all attached items.  

Note: The amount displayed is the maximum amount you 

are able to bill for; if you are billing us for something that is 

not displayed, please contact your buyer contact.  

If you are entering a credit memo, the quantity must be 

negative and it shouldn’t bring the total amount you have 

invoiced us to be less than 0.  

If you are 

entering a credit 

memo, the 

Invoice Type 

should be set to 

Credit Memo.   
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SUCCESS!! You have now submitted an invoice / credit memo with a 

PO for Approval. You will be notified once the Invoice is approved.  

Step 11. Review 

and Click Submit. 

Step 9. Review 

or change the 

tax details & 

Click Next. 

Step 9. Review 

or change the 

tax details & 

Click Next. 


