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Please Note:

Unplanned / Ad hoc 

Service Orders require 

suppliers to add their 

own line on the invoice, 

populating details of 

their invoice.

HOW TO CREATE A INVOICE FOR UNPLANNED/AD HOC PO
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Click on Create Invoice and select 

Standard Invoice

Populate your company’s physical Inv nr 

in the Invoice #* field.

Populate your company’s physical Inv 

date in the Invoice Date* field. Payment 

terms get calculated from this date.
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HOW TO CREATE A INVOICE FOR UNPLANNED/AD HOC PO

3

Enter Service Start Date and Service 

End date.

Supplier VAT/Tax ID is a mandatory 

field and must be populated with 

VAT/TAX ID nr.

If supplier is not VAT registered they 

need to populate the field with Not 

Registered. This information can be 

prepopulated in the supplier’s 

company settings, and then they don’t 

need to populate it every time they 

create an invoice.

Click on Add to header button drill 

down and select Attachment, this will 

then open a section further down in 

the invoice document.

Click on choose file / browse to fetch 

your Invoice from your saved 

documents (must be in PDF format) 

and then click on Add Attachment.
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HOW TO CREATE A INVOICE FOR UNPLANNED/AD HOC PO
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Click on Add/Update button then select Add 

General Service.

In the Description field populate description 

as per description of the service rendered on 

physical invoice.

DO NOT populate anything under Part # field.

Populate 1 in the Quantity field

Always populate Unit (Unit of Measure) field 

with EA. 

NB! EA must always be UPPERCASE.

Populate Unit Price as per amount of your 

invoice exclusive of VAT/Tax.

Tick check box of the line item.

Click on Line Item Actions and select Tax

from the drop down.

DO NOT populate anything under Customer 

Part # field.
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HOW TO CREATE A INVOICE FOR UNPLANNED/AD HOC PO

3

Populate Category* field with VAT 

selected from the drop down list.

Populate Rate(%) field with Tax/VAT 

percentage as per invoice.

Click on Update and then Next.

Check invoice detail is all correct then 

click on Submit.

Click on Exit
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HOW TO RESUBMIT INVOICE 

FOR UNPLANNED/AD HOC 

PURCHASE ORDERS
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HOW TO RESUBMIT A REJECTED INVOICE FOR AN UNPLANNED PO

2

Click on rejected invoice under 

Related Documents, to open it.

The reason that your invoice was 

rejected is in the blue section. Your 

invoice can be rejected for a 

number of reasons e.g.  The 

incorrect price, insufficient support 

documentation etc.

DO NOT Click on Edit and 

Resubmit to rectify mistake. A new 

Invoice needs to be created.

Click on the Previous button to 

take you back to the PO screen.

Click on Create Invoice and select 

Standard Invoice
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