
Creating Invoices for Purchase Orders 

Note: Follow the instructions for creating Quantity Receipts or Cost 
Receipts for your goods/services before creating an invoice. 

Invoices will be automatically created by enabled catalog suppliers (i.e., 
Amazon, Dell, etc.). This section applies to invoices that need to be entered 
for non-enabled suppliers or non-catalog purchases.  

Invoicing in Full 

Locate your Purchase Order (PO). 

Click the 3 horizontal dots in menu to the just beneath the shopping cart icon 
and click the “Create Invoice” line. 

 

Enter the required information (*) for your invoice. 

https://procurement.umbc.edu/files/2021/11/Creating-Receipts-Quantity-Final-111521.pdf
https://procurement.umbc.edu/files/2021/11/Creating-Receipts-Cost-Final-111521.pdf
https://procurement.umbc.edu/files/2021/11/Creating-Receipts-Cost-Final-111521.pdf


 

Click the Attachments tab and click Add Internal Attachment 

 

Follow the screen instructions in order to upload a copy of your invoice and 
click Save Changes. 



 

 

Go back to the Entry tab in order to finish your invoice. 

 

 

Click Complete. 

 



 

Paw will produce a confirmation as shown below. 

 

 

 

 

Partial Invoicing 

Partial Invoicing is performed if a partial receipt has been previously entered 
against the PO. 

Locate your Purchase Order (PO). 

Use the instructions above to access the dropdown menu to create an invoice.  

 



 

 

Enter the required information (*) for your invoice. 

 

Click the Attachments tab and click Add Internal Attachment 

 

Follow the screen instructions in order to upload a copy of your invoice and 
click Save Changes. 



 

 

Go back to the Entry tab in order to finish your invoice. 

 

Overwrite the amount under “quantity” (i.e., from 2 to 1) and Click Complete. 

 



 

 

 


