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AGENDA
•Create Invoice with PO (PO Invoice)
•View Invoices
•View Payments
•Create Credit Memo
•FAQ’s
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Invoicing Overview

This only applies to “Spend Authorized”

suppliers with active contracts/Purchase 

orders with AGRA.

It provides an overview of Creating

Invoices, View invoices and Payments in

the supplier portal.

These options are found under the

Tasks segment of the Supplier Portal page.

.
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Create Invoice
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Step 1
Select Purchase 
Order Number from
the list.

Identifying PO:
Type the PO number Or
Select from the list

Supplier Site , Address
and Remit- to-Bank
Account : Defaulted
from the supplier
profile.



Create Invoice

NOTES: Remit-to-Bank 
account. If list doesn’t 
return any value, contact 
AGRA focal point person.

Attachments 
(Mandatory) Invoice, 
Proof Of Delivery , 
report, timesheets etc.

Step 2 Add the Invoice 
header details 
• Invoice Number
• Invoice Date
• Invoice Type
• Description
• Attachments

Step 3 Match PO under 
Lines
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Create Invoice

Step 4 
Select Purchase Order 
line(s)

Repeat for the next 
Line, if any.

Click Apply + OK
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Create Invoice

Step 5
Edit the amount to reflect 
the invoice amount

Step 6
• Save
• Submit

Save 
Click “Save” to create a 
draft Invoice. Once saved 
the Invoice number cannot 
be reused.

Save and Close
Save draft invoice and exist 
the screen

Submit 
Click “Submit” to send 
invoice directly to AGRA for 
processing.
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How to Create a 
Credit Note



Create Credit note

NOTES: Remit-to-Bank 
account. If list doesn’t 
return any value, contact 
AGRA focal point.

Step 1 Remains the same 
as that at invoicing
Step 2 Add the Invoice 
header details 
• Invoice Number
• Invoice Date
• Invoice Type
• Description
• Attachments
Step 3 Change the Type
to Credit Memo
Step 4 Match PO under
Lines
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Create Credit Note

Step 5 
Select Purchase Order 
line(s)

Repeat for the next 
Line, if any.

Click Apply + OK
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Create Credit note

Step 6
Edit the amount to reflect 
the invoice amount

Step 7
• Save
• Submit

Save 
Click “Save” to create a 
draft Credit Note. Once 
saved the Invoice number 
cannot be reused.

Save and Close
Save draft Credit Note and 
exist the screen

Submit 
Click “Submit” to send 
Credit Note directly to 
AGRA for processing.
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Frequently Asked Questions



FAQ’S

Where should I insert the invoice number?
The invoice number should be inserted in the designated field at the top right of the invoicing interface, indicated on the 
next slide.

What is the invoice number format?
The invoice number can be a numerical value, letters, or a combination of both. The invoice number format should follow a 
sequential numbering system as per your organization system. Ensure the format is consistent and easily identifiable.

What should I do if I want to change the bank details?
If you need to change the bank details, please contact our contracting/procurement team. They will guide you through the 
process and ensure your new bank details are updated securely.

What should I do if the details highlighted in the next slide contain an error?
If you notice any errors in the details highlighted in the next slide, please report them immediately to our 
contracting/procurement team. They will assist you in correcting the information promptly.
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FAQ’S
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