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Process
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1. Enter your User Name and Password

2. Click the Login button to access your account

Log into your account
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1. Once on Home page, click on Overview and then on 
Orders.

2. To easily identify your order  select Edit filter and 
search by Order  numbers (ticking Exact match), 
then click on Apply

3. Click on order number in blue

Identify Purchase Order

1
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Create an invoice

To begin creating an invoice: 

1. Click the Create Invoice button 

2. Select Standard Invoice from the 
dropdown list

1

2



Aviva: Internal

7

Invoice via PO Flip
Header 

The invoice is automatically pre-populated with the PO data. 
Complete all fields marked with an asterisk and add tax as 
applicable

1. Enter an Invoice # which is your unique number (special 
characters +-_@/\.=*are allowed as well) for invoice 
identification. The Invoice Date will auto-populate  

2. Select the Remit To address from the dropdown box if you 
have entered more than one

3. Check that the Supplier VAT/Tax ID and Customer VAT/Tax ID 
fields are populated. 

4. You can add one/more supporting documents (e.g. PDF 
invoices/ supporting spreadsheet) by following the below 
steps:

a. Click on Add to Header and then select Attachment 

b. Choose file and browse in order to select needed document

c. Click on Add attachment

Scroll down to the Line Items section to select the line items to be 
invoiced

1
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Invoice via PO Flip
Line Items 

The Line Items section shows the line items from 
the Purchase Order

1. Review or update the Quantity or Subtotal for 
each line item you are invoicing

Note: Only adjust price or quantity-based orders if 
incorrect. Do not amend these fields for amount-based 
orders when entering the Subtotal

2. To exclude an item from the invoice click the 
line item’s green slider OR click the check box 
to the left of the item and click Delete. You can 
create another invoice for that item at a later 
date

3. To apply tax, click the check box to the left of 
the item. To apply the same tax to multiple line 
items, select all applicable items 

4. In the Tax Category field select the appropriate 
option for tax  from the dropdown box 

5. Click Add to Included Lines to add tax on the 
relevant line

2
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6. Click Next once all details have been added

7. Review the Create Invoice summary and click Submit

8. You will receive an email confirming that the invoice 
has been submitted 

Invoice via PO Flip
Line Items 

6
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If you need to split the tax being charged on one 
Purchase Order line:

1. Click on ‘Add’ and select ‘Add General 
Service’ from the dropdown list to add a 
second invoice line

2. In the No. field enter ‘2’ and copy the order 
line details from the original invoice line

3. Select a different Tax Category to have two 
different taxes, one applied to each invoice 
line

4. To apply the desired tax code click on Line 
Item Actions and select Tax from the 
dropdown list

Invoice via PO Flip
Line Items  - Tax Split

1
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1. Once on Home page, click on Overview and then on Invoices

2. To easily identify your invoice select Edit filter and search by Invoice number (ticking Exact match), then click on Apply

3. Click on invoice number in blue 

4. To create a credit memo click on Create Line-Item Credit Memo

5. Enter a unique Credit Memo # (special characters +-_@/\.=*  are 

allowed as well) )

1

Create a credit memo
Header

2
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1. Review or update the Quantity
and Subtotal for each line item 
you are crediting

2. To exclude an item from the 
credit memo click the line item’s 
green slider OR click the check 
box to the left of the item and 
click Delete

Create a credit memo
Line items

2

1
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Create a credit memo
Line items

3. Click Next once all details have been added

4. Review the Create Line-Item Credit Memo 
summary and click Submit

5. You will receive a notification confirming that the
Credit has been submitted 
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1. Once on Home page, click on Overview and then on 
Invoices

2. To easily identify your invoices select Edit filter , Creation 
date range and then click on Apply

3. The status of each invoice (Sent, Approved, Paid, Rejected) 
is listed in the Invoice Status column

Invoice status
Dashboard

• Sent – The invoice is being validated against the PO 

• Approved – The invoice has been matched successfully to the 
PO and will be paid within the Payment Terms

• Paid – The invoice has been paid

• Rejected – The invoice has been rejected

1
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4 .   To see detailed information                               
about an invoice, click on the invoice 
number in blue.

Invoice status
Dashboard

4
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5. The Detail tab captures all the information about the invoice.

Invoice status
Scheduled Payments

5
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6.    Click the Scheduled Payments tab to see when the invoice will be paid

Invoice status
Scheduled Payments

6
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1. Once on Home page, click on Overview then on More and 
Invoices

2. To see detailed information about an invoice, click on the 
invoice number in blue.

3. On the Detail tab review why the invoice was rejected, then 
click Edit & Resubmit to make changes 

Invoice rejection
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