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Note: Customize the text for your project, as appropriate.
Note: 
1 [bookmark: _Toc235028542]Creation of Invoice from Supplier Portal

	Step
	Action

	1.
	Log in as Supplier Portal Credentials with Username and Password.
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	Step
	Action

	2.
	Navigation: Supplier Portal  Supplier Portal
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	Step
	Action

	3.
	Select Create Invoice
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	Step
	Action

	4.
	Identifying PO  Select drop down and click Search
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	Step
	Action

	5.
	Enter PO number and click Search
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	Step
	Action

	6.
	Select PO number and click OK
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	Step
	Action

	7.
	Under Attachments  Click “+” icon
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	Step
	Action

	8.
	Under Category Select “From Supplier”

	9.
	Attach the document, click OK


[image: ]


	Step
	Action

	10.
	Number Enter the Invoice Number

	11.
	Date  Current Date (Date on which invoice is created)

	12.
	Type  Invoice
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	Step
	Action

	13.
	Lines  Click “Select and Add” icon
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	Step
	Action

	14.
	Select PO number, click OK
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	Step
	Action

	15.
	Click on Save
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	Step
	Action

	16.
	Under Invoice Action  Calculate Tax
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	Step
	Action

	17.
	Under Lines  we can view Tax applied
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	Step
	Action

	18.
	Click Save and Submit
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	Step
	Action

	19.
	Invoice has been created
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	Step
	Action

	20.
	End of Procedure
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