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.

Purchase Order - GRAINGER - JT00001238 Revision 0

General Information Document Status
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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

% Invoice *+ 2011062 ~

Entry Summary Ma Su nments History
nvoice Number no value
Remit To
— BALTIMORE, MD 21203-1431
equired
© fea Address Id 1
Due Date novalue [ Override N
Shipping address
nvoice Owner Rafael Espinoza Contact: Raf?gl Espinoza
Select a different user... Central Receiving
Univ of MD Baltimore Cnty
Supplier Name BGE 1000 Hilltop Circle
Baltimore, MD 21250
United States
Supplier Account No
Supplier Invoice No_ *
© Required
Currency US Dollar
Discount, tax, shipping & handling v
Allocation Sum of All v

Click the Attachments tab and click Add Internal Attachment

% Invoice *+ 2011075 ~ = 0 Logout Complete

Emry  Summa Matching  Suppl omment amachmens | Histor

Attachments found: 0 | Addintema Atiachmen: v
You are unable 1o procesd unti sddressed

There are no attachments for this document
Required: Supplier Invoice No.

Required: Invoice Date

Be aware of these Issues. “

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



Attachment Type (®) File

() Link

File(s) * SELECT FILES... | []

0

Maximum upload file size: 4. 88 MEB

* Required fields Close

Go back to the Entry tab in order to finish your invoice.
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Artachmerts @ Histor
Attachments found: 1 seictimoceimsge || Adainaiel Atschment [ % |
crate
Attachment size Type Location Visibilfty Date
W | L TESTpdf 3k File Document Internal 11/12/202110:42
®uMC Alv
Invoice + 2011062 v =
Enmry  Summ Metching  Supplie o H
Discount, tax, shipping & handiing ~
Allocation Sumof All v
Headerevel Sumaf fines
Discount 000 000USD
Tax1 000 000USD
Tax2 000 000USD
Shipping 000 000USD
Handling 000 000USD
Codes v
UNE
Business Unit Fund Dept Account Prog Fin Projest Activity ID
UMBCT 7090200 novalue novalue
p e 8 Other 1 .
1 Line
JT00001198
Status PO Line Item Gatalog No Size/Packaging Unit Price Quantity Ext. Price
I 1. [Z Non-Catalog Purchase E 100000 1 1,000.00 ']

Logout

Complete

© Comect these ssues. -
You are unable to proceed until addressad.
Required: Supplier Invoice No.
Required: Invoice Date
Be awareofthese Issues. -
Youmay eview and poceed
Search (alt+q) a  ocouso W O D O,

oo ol
ammm—

© Cornctthese issues.
You are unable to proceed until addressed.

Required: Supplier Invoice No.

Required: Invoice Date

Be aware of these Issues.
Youmay review and proc

Extended Price is outside the allowed tolerance.
The contract number is not vald for invoice date (Line 1)

BGE

Total (1,000.00 USD)

Related Documents

Purchase Order: JTO0001198
Requisitions: 3399730

What's next?
Next Step Matching Exceptions Non-Cat
Approvers Carter-8rown, Tina

Chapman, Gayle
Espinoza, Rafasl
Hudson, Sasha

100000
0.00
0.00
0.00
0.00
0.00

1,000.00

[ 1

<



Paw will produce a confirmation as shown below.

@ invoice Submitted

Summary Create New
Invoice number JT001517

Invoice Status Pending

Supplier Invoice No 11122021

Invoice name 2021-11-12 BT37893 01

Invoice date 11/1/2021

Invoice tota 1,000.00 USD

Number of line items 1

Created for the PO No(s)  JTO0001193

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.



sition Number

3399721 view| prin

Line Details

Status  ftem

1 st

Frosursment Requast: NenC:

A DETALS

Supplier

Supplier Number

Catalog No. Size/Packaging
EA
Supplier
New Order

none

0000000834

Unit Price:

10,000.00

Receiving

Partially Received

Quantity Ext.Price

2 20,000.00
Invoicing Matching

none No Matches

Enter the required information (*) for your invoice.

R Invoice + 2010906 ~

By Sy Methns aes Comments st
ivoice Nurmber 0 vae

Invoice Date * /22021

bue Dete novate [ overce

invoice Owner

Rafae Espinoza
Selacta different user

BGE

| Supplier Invoica No. !l ‘ 11112029

Remit To

PO BOX 1431

BALTIMORE, MD 212031431

Address Id1

Gontact; Rafael Espinoza
Central Receiving

Univ of MD Baltimore Cnty

1000 Hilltop Circle
Baltimore, MD 21250
United States

Total (20,000.00 USD)

Related Documents.

Requisitions: 3399721

What's next?

Wor

B Show skipped steps

L]

Logout Save

© comecthese ssues.
You are unable to proceed until addres:

Required: Supplier Invoice No.

Required: Invoice Date

Be aware of these issues.
Youmay review and proceed

Quantities are outsice the alowsd tolsrance.

The contract number is not valid for invoice date (Line 1)
BGE

Total (20,000.00 USD)

Click the Attachments tab and click Add Internal Attachment

B Invoice * 2011075 ~

Attachments found: 0

Thiere are no attachments for this document

Follow the screen instructions in order to upload a copy

click Save Changes.

Atachments

Hist

AddIntemal Atachment | v

= @ Lot

@ Comectthese ssues
You are unable to proceed until addressed

Required: Supplier Invoice No
Required: Invoice Date

Be aware of these issues.

20,000.00

20,000.00

o Pending

Oe

20,000.00
0.00

Complete

of your invoice and



Attachment Type

File(s) *

* Required fields

SELECT FILES... | Drop ff

- 2 i
(®) File [

) Link

Maximum upload file size: 4. 88 MEB

Save Changes

Closa

Go back to the Entry tab in order to finish your invoice.
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Attachments found: 1

Attachment

€

L TESTpdf

size Tyoe

EllS File

Location

Document

‘Select Invoice Image.

Visibility

Internal

Addintemal Amachment ¥

Create

nate ¥

11/12/2021 1042 -

Logout

© Corectthese issues
You are unable to proceed until addressed.

Required: Supplier Invoice No.
Required: Invoice Date

Be aware of these issues.
You may review and process

Complete

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

Invoice + 2010906 ~

Eny

Discount, tax, shipping & handiing

Allocation Sumof Al
Discount
Tax1
Tax2 0.00
Shipping 0.00
Handling
Codes
LINE
Business Unit Fund
m
State Suppe

JT00001197

Status POLine Item

v 1[4 Non-Catalog Purchase

Header-level Sumof lines

0.00USD

0.00USD

0.00USD.

0.00USD

0.00USD

Dept Account

10346

7090200

Catalog No.

ProgFin

061

Size/Packaging

EA 100

Project

1o value

Quantity

Activity ID

o valve

Ext. Price

20,000.00 ]

ST EX ® e

© Correct these issues.
You are unable 1o proceed unti addressed.

Required: Supplier Invoice No.
Required: Invoice Date

Be aware of these issues.
You may review and proceed

Quantities are outside the allowed tolerance.

The contract number is not valid for invoice date
BGE

Total (20,000.00 USD)

Related Documents

Purchase Order: JTO0001197
Requisitions: 3399721

What's next?

Matching Exceptions Non-Cat

Carter-Brown, Tina
Chapman, Gayle
Espinoza, Rafael
Hudson, Sasha
inna Panm

Logout save

(Line 1)

20,000.00
0.00
0.00
0.00
0.00
0.00

20,000.00

T



Invoice - 2010906 ~

Eny
Discount, tax, shipping & handling G
Allocat Sum et A = © Correct these issues. v
You are unable o proceed until adcressed.
[Py e Required Suppier Invoice No
Required Invoice Date
Discount 000 0.00UsD
B0 aware of these Issues. v
You may review and proceec.
Tax1 0.0 0.00UsD
Quant side e sloned fole
The contract number is not vaia
Tax2 000 0.00USD
BGE
Snipping 000 0.00USD Total (20,000.00 USD) ™.
20000.00
Handiing 000 0.00USD Discount 000
000
000
Codés # o 000
Handil 000
UNE o
20,000.00
Business Unit Fund Dept Account Prog Fin Project Activity ID
umeC! m 10346 7090200 061 no vatue no vatue
. s bocoons oo & Orbar Spple icndo i Related Documents v
Purchase Order. JT00001197 -
1Line Requisitions. 3399721 -
JT00001197 1 ” What's next? v
= Matching Exceptions Non-Cat
Status POLine Item Catalog No. Size/Packaging UnitPrice Quantity Ext Price

Carter-Brown, Tina

y 2 KomctaioaPucnase & e B — G e

Poracesd s AGOATR  Privare P

@ invoice Submitted

Summary Create New

Invoice numiber JTOD1518

Invoice Status Pending

Supplier Invoice Na 11112021

Invoice name 20211112 BT37893 03
Invoice date 117272021

Invoice tota 10,000.00 UsSD

Mumber of line items 1

Created for the PO Nols) JTO0001197



