To create an invoice/credit memo, the supplier just needs to either type in the PO number and
auto flip to an invoice, or the supplier can use the document search functionality to search for
all Sales orders from SHSU, select the sales order they want to flip, and then click create
invoice. This should be a simple process, please contact SHSU with any questions.

Please note a sales order is equal to a PO number.

YOU MUST KNOW YOUR PO IN ORDER TO FLIP TO INVOICE OR CREDIT MEMO!

Portal Contact v Action Items  Notifications

search for sales orders, and
then flip to invoice

Welcome to Sam Quick Links to Common Tasks ?
Houston State
University Supplier

Management Portal. Sourcing Events ,

Opening or Closing Soon v
Customer Contact ? e e -
* Go to Public Opportunities

Name Sam Houston State
University Accounts
Payable

Ema actspay@shsu.edu

Phone +1(936) 294-4801

No Resulrs

No Results

Create Invoice / Credit Memo ?

manually enter PO
number, and then To check payment stotus of aa invoice or $9nd  Menage 10.3 customer ragending
flip to invoice. — :

Imvoice Number(s)




