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CREATING AN INVOICE WITH PURCHASE ORDER 

ON THE CLP SUPPLIER PORTAL 

 
Overview 

The purpose of this System Guide is to help suppliers navigate how to create an invoice from a Purchase 
Order (PO) within the CLP Supplier Portal. 
 

 

1. Sign into Oracle Cloud, and then click the Supplier Portal tab to display the APPS section.  

2. The APPS section is displayed. Click the Supplier Portal tile. 

 

3. The Supplier Portal screen is displayed. In the Invoices and Payments section, click the Create 

Invoice option. 
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4. The Create Invoice page is displayed. Enter the required details such as Identifying PO, Supplier 

Site, Supplier Tax Registration Number, Remit-to Bank Account, Description, Number, Date, Type 

etc.  

Note: There are four types of invoices that can be created: Normal Invoice, Retainage Release Invoice, 

Credit Memo Invoice, and Prepayment Invoice. 

• Normal Invoice: 

 A standard invoice used for regular payments for goods or services provided. It is linked to a 

purchase order (PO) or created as a non-PO invoice, representing the supplier’s request for 

payment. 

 

        
 

• Retainage Release Invoice: 

 An invoice submitted to claim the release of withheld amounts (retainage) from an original 

invoice. Retainage is typically held back until specific project milestones are achieved, or work is 

completed. 

 

 
 

• Credit Memo Invoice: 

 An invoice issued by a supplier to reduce the amount of an outstanding invoice. It is used for 

adjustments due to overbilling, returns, discounts, or refunds and is linked to the original 

invoice. 

 

 

• Prepayment Invoice: 

 An invoice submitted to request advance payment before delivering goods or services. The 

prepayment amount is later applied to future invoices for the same supplier. Prepayments can 

be submitted either through OCR or manually to CLP; they cannot be submitted through the 

supplier portal. 

 

5. Click the Attachment icon to attach the relevant document.  

Note: The Attachment field is mandatory, and the system will not allow you to proceed without 
uploading an attachment. This document can be in any format, such as Word, PDF, etc. 
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6. Select the relevant PO lines for the invoice. Click the Add PO Lines icon.  

 

7. Search for the PO number and then click the Apply button.  

 

8. You can also scroll down and check the Invoice Amount before submitting the invoice. 

 

 6 

 4 

 5 

 7 



 

 

 

Information Classification: CONFIDENTIAL 

 

 
 

9. Click the Save button to save the invoice. 

10. Click the Submit button to submit the invoice. 

 

 
 

11. The Invoice: ALS1012 page is displayed with confirmation that the invoice is submitted.  
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