How to invoice - POs Canada

Login to SAP Business Network - Supplier login

w Business Network /

Click on the orders tab

Home Workbench Orders v Fulfillment Invoices v Catalogs Supplier Enablement ~ Reports + Messages
Trading partners By category, product, company and location Q,
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Select the order you want to invoice
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- free to modify it as needed
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Click create invoice
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Create Invoice

¥ Invoice Header
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Click Add to Header,

then click Attachment S

Click Choose File, select e

your document, and click v

Add Attachment

Review the
updated invoice
layout here 3



Select only the relevant line item(s) to invoice (if needed)

Modify this field if invoicing a partial
guantity. Note: For Service/Blanket POs,

enter the pre-tax amount here
Verify the tax category: although pre-

filled, ensure you select the correct tax
for your invoice
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Review the invoice and click
submit



