
OVERVIEW    

This job aid provides suppliers with detailed steps to create and submit PO and NON-PO 
invoices through Oracle Supplier Portal. It ensures invoices are submitted accurately for 
timely payment processing. 

TARGET AUDIENCE  

Suppliers 

CREATE PO INVOICE IN SUPPLIER PORTAL  

This process is to provide step-by-step instructions on how to create an invoice with an 
existing PO to match against. You need a valid purchase order to match and support 
documentation to upload.  

1. Login to Oracle Fusion with Company Single Sign-On.   

  

 

https://iazeqy.fa.ocs.oraclecloud.com/


2. Navigate to Homepage > Supplier Portal > Supplier Portal 

 

3. Click on Create Invoice  

 

 



4. Enter existing PO numbers in the Identifying PO field and the system will pull in the 
lines from the PO against this invoice.  

 

Result: The system populates values in the Supplier Site and Address fields.  

5. Enter information in the Invoice Header section 

• Invoice Number – Enter your unique supplier invoice number (from your invoice). 

• Invoice Date – Enter the invoice date. 

• Invoice Type – Invoice, Credit Memo, or Retainage Release (select as 
appropriate). 

• Currency – Confirm invoice currency. 



 

6. Click on + Manage Attachments icon 

 

7. Upload supporting document – invoices only.  
8. Click OK.  

 

9. Click on the Select and Add icon on the Lines section.  



 

Result: The system pulls the PO you entered in the invoice.  

10. Highlight the PO line and click Apply.  

11. Click OK.  

 

12. Scroll to the right and update Amount designated to draw off of the PO accordingly.  

 

Example: Update Amount to 100 



 

13. Select Calculate Tax from the Invoice Actions menu.  

 

Result: Exclusive Tax amount is updated, and the Invoice Amount is updated to Invoice 
amount plus tax.  

 

 



14. Review the above information and make sure the invoice number, PO line, and tax are 
accurate.  

15. Click Save then Submit.  

 

Note: The Due amount is updated automatically.   

 

 

 



CREATE NON-PO INVOICE IN SUPPLIER PORTAL 

1. Login to Oracle Fusion with your registered account and password.   

  

2. Navigate to Homepage > Supplier Portal > Supplier Portal 

 



3. Click on Create Invoice without PO 

 

4. Enter information in the Invoice Header section 

• Supplier Site 

• Invoice Number – Enter your unique supplier invoice number (from your invoice). 

• Invoice Date – Enter the invoice date. 

• Invoice Type – Invoice, Credit Memo, or Retainage Release (select as 
appropriate). 

• Currency – Confirm invoice currency. 

• Requester Email – Enter point of contact (KS Buyer) and the system will 
populate its full name.  



 

5. Click on + Manage Attachments icon 

 

6. Upload supporting documents – invoices only.   
7. Click OK.  

 

8. Click on the Add icon on the Lines section.  



9. Update Amount 

 

10. Select Calculate Tax from the Invoice Actions menu.  

 

Result: Exclusive Tax amount is updated, and the Invoice Amount is updated to Invoice 
amount plus tax.  

 

11. Click Save then Submit.  

 



Result: The invoice is routed to approval process and in Requester (KS Buyer)’s queue.  
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