
Creating an Invoice 

 

1. From the summary screen of your purchase order, click the 3 dots, “ ”, in the top right-hand corner of the screen. Choose “Create Invoice” from 
the available actions drop down menu that appears. 

 

 

 

 

 

 



 

 

 

2. Enter the invoice date and the supplier invoice number in the left hand column. 

 



 

3. At the bottom of the screen remove any lines that are not on the hard copy invoice you are submitting using the  button, or adjust the amount if the 
invoice is not for the full line amount. 

 



 

4. Click save in the upper right corner.  
 

 
 
 
 



 
5. To attach your invoice, click the “Summary” tab at the top of the screen, then  

 

 

 



 

6. Select your file. Then click “Save Changes” 
 

 
 
 
 
 
 
 
 
 
 
 
 



7. After verifying everything is correct and attaching your hard copy invoice, click complete in the upper right corner. This will complete your invoice, 
submit it into workflow and give you a link back to the PO. 

 

 

IMPORTANT NOTE*** 

If a valid invoice is not received, do not create a buyer invoice or a duplicate payment could occur. Staples and other punch-out vendors may send 
electronic invoices, so you do not need to create an invoice. A packing slip or order confirmation is not a valid invoice. 


