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Document Control

Change Control

Date Author Version Change details

April 26 Varsha 1.0 Original version

April 26 Varsha 2.0 Minor format changes

October 26 Finance team 3.0 • Changed title from ‘How to process orders, invoices and payments in the supplier portal to ‘Creating Invoices in the Ivalua 

Supplier Portal’

• Simplified the instructions. Included instruction not to accept/reject the PO unless it is an emergency PO.



8

Internal Use Only

Step 1: Access the Orders section

On the Supplier Portal, navigate to 
Orders → Acknowledge from the top 
menu bar

Note: Do not confirm or reject 
purchase orders (POs). This 
functionality should only be used for 
emergency POs
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Step 2: Locate the purchase order

Find the relevant purchase order (PO) 
in the list and select the PO number 
hyperlink in the “ID” column.

If you know the PO number, enter it in 
the “Keywords” search box and 
select “Search” to quickly find the 
order.

Note: Amended POs are shown with a 
sequential suffix, such as -1, -2, and 
so on.

Example:

- Original PO: PO001234

- Amended PO: PO001234-1
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Step 3: On the PO details page, click 
Create Invoice.

Note: Please do not confirm or reject 
the PO, this functionality is only used 
for emergency PO’s. 
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Step 4: On the Invoice page, Select or 
Drag to add a file to upload your own 
invoice document.

You must upload a PDF copy of the 
invoice. Once submitted, the invoice will 
be reviewed by the PTP team and 
approved using the supplier PDF 
provided. 

Note: While creating the invoice, you will 
remain on the same page. You may 
need to scroll up and down, and left to 
right, after each update or save to review 
and complete all fields
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Step 5: Complete invoice header fields 
(as applicable):

• Supplier Invoice Number

• Invoice date

• Due Date (ignore if auto-populated)

• Linked invoice number (This is for 
adjustment invoices or credits)

• Date of Supply

• Check Currency 

• Check VAT ID

Step 6:  Select Save and scroll down the 
page to follow step 7
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Note: You may see a PO line appear 
already, but you will still need to 
complete the below

Step 7: Adding Lines

- Select “Add Lines” 

Step 8: Adding lines from PO

- Select “Add All Ordered Items”

- If the above option does not 
appear, Select “Save” and retry

This will add all line items from the 
PO, you will need to scroll back down 
for step 9

Creating Invoices in the Supplier Portal
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Step 9: Deleting unrequired lines
- Delete any un-invoiced lines using the 

bin icon
Step 10: Enter the quantity
- For service invoices please enter the 

quantity of “1” 
- For product invoices please enter the 

quantity delivered or on the supplier 
invoice

Note: The quantity must be at least 1.
Step 11: Update the price 
- To amend the invoice value, update 

the UP excl. Tax field. This is the unit 
price

- The Amount (excl. Tax) field will 
automatically calculate base on the 
Quantity x Unit Price

Step 12: Refresh the amounts
- Select Refresh button to update the tax 

amounts shown at line level.
Step 13: Save the invoice 
- Select “Save”
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Step 14: Add VAT

- Select the empty VAT Code field to 
display the available VAT code 
options

- Select the appropriate VAT code 
for the invoice line

- Step 15: Applying VAT to the line

- Select “Apply Selected Taxes” 

- You will see two options show:

- Apply to Selected Lines: Use this 
option when you have multiple 
invoice lines with different VAT 
treatments. Select the required 
line(s), choose the VAT code, and 
then select Apply to Selected 
Lines.

- Apply to All Lines: Use this option 
when the same VAT code applies 
to every invoice line. You do not 
need to select individual lines 
when using this option.

- Select Save to apply the VAT and 
save your changes.

Creating Invoices in the Supplier Portal
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Step 16: Before validating the invoice, 
please ensure all invoice details 
including quantities, pricing and tax 
amounts are accurate. 

Once an invoice is validated, the 
legal invoice document is generated. 
Any subsequent changes made in 
Ivalua will not automatically update 
the legal invoice. Therefore, all details 
must be reviewed and confirmed 
prior to validation.

Step 17: Validate
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Step 18:  Legal invoice creation

A pop-up appears indicating that a 
legal invoice (PDF) will be created. 

Select “OK”
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Step 19: Warnings
- Check for any blocking alerts or 
warnings, blocking alerts will prevent 
submission and warnings will allow 
you to submit but will trigger a review 
from NESO PTP team

Step 20: Submission
- Select “Submit”
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