
How to create invoice against an unplanned line/Contingency line 

(Service PO) 

Step 1: First check the type of the Service lines by scrolling down the PO. 

 

 

 

Step 2 : Make sure the PO is confirmed. 

 

 

 

 

 

 



Step 3: Now click on create invoice button, Select Standard invoice. 

 

Step 4: Invoice Creation screen will open, Enter a unique invoice number in the header. 

 

 

 

 

 

 



Step 4: Scroll down and update the tax details and the service start date and end date. 

 

 

 

Step 5: There are two ways of invoicing here 

Method 1 (Full invoice scenario) 

Select the Include toggle switch as below and invoice the service lines as planned lines. Details 

will be copied from the PO itself 

No need of any update in the line items 

 

 



Method 2 (Partial Invoice/Unplanned Service) 

Delete the Planned lines 1.10,1.20 

 

Step 6: Scroll down to the line item details and under Add or update select generic service line. 

 

Step 7: Enter the data in the mandatory fields. Make sure quantity is 1. Enter the amount as 

needed. 

  

Step 8: Click on update and next. Invoice summary screen will be displayed. Check all the 

entered details. Then click on submit. 



 

 


