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Invoice Creation 
 

1. Sign in to the eSupplier Home Page using your credentials once the request is approved 

 
 

2. Select Supplier Secure Home Page as shown in the image below 
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This should be the display after selecting Supplier Secure Home Page 
 

3. Select Invoices and Payments > Self Service Invoice 

 
Invoices and Payments interface 
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Self Service Invoice interface - zoom in to see the image clearly 

 
4. Click the plus (+) button to add new invoice 

 
Populate all required fields (fields with asterisks “*”) and other fields if possible. For currency it is always 
on USD. After populating necessary fields, click on Next. 
 

5. Click on Add Line to add invoice details 
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Populate all fields needed in this page. After populating these fields, click Done and proceed to next 
step.  
 

6. Populate necessary values on this page. Click Submit once completed then OK when the pop-up 
appears. 

 
 
 
 
 
 
 
 
 

Once submitted, a notification will appear 


