
WOI Enabling - invoice 
How to create an invoice from a PO and create a manual invoice from scratch 

 

Create an Invoice from a Purchase order 

This function is located on the Purchase orders screen or Purchase orders - 

details screen. To create an invoice from a new Purchase Order you must first accept the 

Purchase Order. The 'Purchase Order' view shows the different views associated to the 

purchase orders. To view line items within the Purchase order you must select open the 

purchase order. The image below shows the 'Create invoice from purchase order' button. 

If it is an existing purchase order that you have already accepted it is not necessary to 

open it, select the purchase order number and click the radio button beside it, then click 

'Create invoice from purchase order'. This opens the Invoices and Credits view. 
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Invoices and credits - Initial definitions screen 

This is the page where you will begin creating your invoice. Since you are creating an 

invoice from a Purchase Order, most of the fields will be populated with information taken 

from the Purchase Order. However, you will still need to select the type of document 

(invoice or credit document). 

 

Make sure all the fields are filled in correctly and select, Continue. 
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Invoices and credits - Processing options screen 

This is the page where you will be creating your invoice. Since you are creating an invoice 

from a Purchase Order, most of the fields will be populated with information taken from the 

Purchase Order. However, there are a couple of fields that you will need to fill out. 

 

Supplier invoice date: This will default to today’s date. You can change the date if needed 

but payment terms will begin from the time IBM receives the invoice. However, if the 

purchase order is for Goods Receipt or Invoice Verification then the invoice will not post 

until goods are received and terms will begin the later of the goods receipt or invoice receipt. 

 

Supplier invoice number: This field is your invoice number and must be manually filled 

in by the supplier. If your invoice is rejected and needs to be re-submitted, please make 

sure that you do not re-submit it using the same invoice number or it will be rejected again 

as a duplicate invoice. To avoid the invoice being rejected make a slight change to the 

invoice number by adding an alpha or numeric character to the suffix. 

 

Supplier number: Most suppliers have only one supplier Remit to number and it will be 

filled in by default. If you have more than one supplier number, please select the correct 

Remit to Supplier Number from the drop down menu. 

 

Copy purchase order item text to invoice items: As an optional feature, by selecting the 

box beside this function , the system copies all the detailed information from the purchase 

order to the invoice for all line items. 

 

Example two (2) has multiple line items, and you have the option to create a single invoice 

for all the items on a purchase order, or select specific lines items and create different 

invoices for each line item. Any or all of the line items you are invoicing should be selected 

with a check mark in the first column. 

 

The next two columns Purchase order item number and Brief description will be filled 



out. TheInvoice item number is a required field that must be filled out, even though it is 

not marked with an asterisk [*}. You must enter the purchase order item number in that 

field. You may have a different line number assigned to these line items in your system, 

and you may opt to use your reference number in that field.  

 

Invoice quantity: This field will be filled in but can be edited. For partial invoicing, there is 

a quantity of two (2) for the second line item. If you have shipped out a quantity of one (1) 

and want to create an invoice for the one (1) item , then change the quantity field to one(1) 

and proceed to create the invoice. The next time you access the system to create an 

invoice, it will show that you have invoiced for a quantity of one(1) item out of the two (2) 

items. 

 

The fields Unit of measure and Basis of unit price will be filled upon creating the 

Invoice.  

 

Unit price: This field will be filled in, but can be edited . If the buyer has created this 

purchase order for a total value of $ 10,000.00, and you want to create a partial invoice for 

$2000.00 , you may change the field to $2000.00 and proceed to create the invoice. The 

remaining $8000.00 balance will be available to create future invoices. 

 

Number of invoice items will be filled out with a one (1) . Suppliers may change it if they 

need to invoice each unit separately, as some regulations require. 

 

Make sure all the fields are filled in correctly and select, 'Continue'. 

 

Image 3 
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Invoice page after selecting 'Continue'  

(Image 5) See invoice page after selecting Continue image. 

 

Invoice page after selecting 'Edit items' 

(Image 6) See invoice page after selecting edit items image. 

 

(Image 7) See the bottom part of the invoice image. 

 

Confirm submission  

This page may bring up some warning messages. Please read the messages and if no 

action is required, select OK . OK and Print enables you to print the invoice after it is 

submitted. The invoice is now being processed by the system and will return to your 

purchase order. You will not see another confirmation message. To ensure that the invoice 

has been submitted, click Invoices and Credits from the blue navigation bar. 

 

Image 8 

https://global-procurement.dal1a.ciocloud.nonprod.intranet.ibm.com/GlobalProcurement/static/woihelp5/WOI%20Application%20help%20invoice.htm
https://global-procurement.dal1a.ciocloud.nonprod.intranet.ibm.com/GlobalProcurement/static/woihelp6/WOI%20Application%20help%20invoice.htm
https://global-procurement.dal1a.ciocloud.nonprod.intranet.ibm.com/GlobalProcurement/static/woihelp7/IBM%20WOI%20Application%20help%20bottom%20part%20of%20invoice.htm


 

 

Invoices and credits 

This is the Invoices and credits View. From the drop down menu on the Search on field, 

click Select all and Go. This will bring up all of your invoices. The status for the invoice 

that was just submitted should say Submitted. This indicates that the invoice was 

submitted successfully. Within 24 hours, this status will change to Arrived, indicating the 

invoice has been received by Accounts Payable. 
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Creating manual invoice from scratch 

The following images illustrate the steps in creating a manual invoice from scratch. We do 

not recommend creating manual invoices from scratch, because if one manually entered 

data element does not match the original purchase order then the entire invoice will be 

rejected. However, if you experience technical difficulties creating an invoice from a 

purchase order, please contact the help desk for assistance creating a manual invoice. 

 


