Upload Invoice Through CSUBUY"

Su p p I | er Po rtal A COLLABORATIVE PROCURE TO PAY MARKETPLACE

Learn how to upload an invoice through the CSUBUY Supplier Portal.

UPLOAD AN INVOICE

1. Navigate to Orders > Sales Orders And Shipments > Search for Sales Orders.
2. Select the Sales Order (PO) you want to invoice.

3. Open the Create... drop-down menu and select Invoice.

4. Select Add Invoice Image to upload an Invoice PDF.
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Supplier * Stockpile Inc.
Name Remit To Py Discount, Tax, Shipping & Handling
123 Main Street .
Allocation
Invoice % 8/2/2023 New York, New York 10001
Date Weighted ~
mm/ad/yyyy
United States
Voucher * Header-level
Number
© Required
o Terms Discount 0.00 USD

Customer The California State University
Sales Order - Discount 0.00
Number
Paid Date no value

Sales Tax 0.00
Payment no value
Cancel Date

Use Tax 0.00

Switch to Detailed to add taxes and or shipping charges.

Enter the Voucher Number and Invoice Date.

Enter applicable tax, shipping, and handling in these fields.

Modify each line to indicate the amount or quantity to be billed on the current invoice.
CSUBUY contacts can send messages within the invoice. The Messages tab displays
messages for each invoice. Select the plus symbol to reply or send messages.

10. Select Complete.

© NGO

lofl




