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INVOICE GUIDELINES UPDATE
Guideline Update & Refresher Briefing

Effective from

1 July 2026
PO Invoice submitted by 
Supplier Portal 

Objective

Follow the correct submission requirements to support smooth invoice processing and timely payment.

✓ Correct channel
Submit invoices through the 
appropriate method

✓
Complete 
information
Provide the required invoice 
details upfront

✓ Fewer rejections
Avoid common submission 
errors

✓ Timely payment
Support faster processing 
and payment

Let’s work together to get invoices right the first time.

AP



TODAY'S SESSION FLOW
Invoice Guideline Update and Supplier Portal Refresher

A simple walkthrough to help suppliers submit invoices correctly, use the CLP Supplier Portal with confidence, 
and know where to follow up.

01
Invoicing Guideline Update

• Submission channels
• Key guideline highlights

02
Supplier Portal Access
• Portal access and login support
• Password reset instructions
• How to submit invoices

03
Common Invoice Queries
• Edit, remove or follow up invoices
• Handling incomplete or in-process invoices
• Multiple PO and invoice number scenarios

04
Payment-Related Enquiries

• Payment status enquiries
• Common payment questions and support channel

Key message: Submit the right invoice, through the right channel, with the 
right information.

AP
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Type No. Invoice Type Invoice Submission via

1 Purchase Order Invoice Supplier Portal

2 Purchase Order Invoice
(Pay on Receipt enabled)

No submission is required
(Invoice will be generated automatically by system after 

Goods Receipt)

3 Retainage Release Invoice Supplier Portal

4 Retainage Release Invoice/Credit note
(Pay on Receipt enabled)

Email to : AP_invoice@clp.com.hk

5 Prepayment Invoice (i.e. Downpayment) Email to : AP_invoice@clp.com.hk
(Please mark the word "Downpayment" in the email subject)

6 Estimated Order Invoice Email to : AP_invoice@clp.com.hk

Page 5

Invoice Submission Channels

PO invoices submitted to 
- AP_invoice@clp.com.hk under Type 1 & 3 or 
- in hardcopy under all cases 
WILL NOT BE PROCESSED

COE AP
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Invoice submission requirement

Mandatory Details Requirement

1 CLP PO number Indicate CLP PO number without any suffix or prefix

2 Invoice Line Item The item details must match that of the CLP PO
- PO Line Number
- Line Description
- Quantity (same unit of measure as PO)
- Rate (same currency as PO)
- Amount (consistent with rate and quantity)

3 CLP Business Contact
(name and email address)

The CLP Business Contact name and the corresponding email 
address must be clearly stated on the invoice

4 Invoice Number The invoice number must be displayed clearly

5 Invoice Date The invoice date should be indicated in standard date format of 
dd/mm/yyyy

6 Full Supplier Name Full Supplier Name (preferably in English) should match with the 
details registered with CLP

AP

If you receive a PO from CLP, the following details must be included in you 
invoice:



Supplier Portal- Do and Don't for Invoice creation (PO Invoice)
DO DON'T

Submit PO invoice via Supplier Portal PO invoice submitted to AP_invoice@clp.com.hk under Type 1 & 3 or in 
hardcopy under all cases in slide 5 will 
NOT BE PROCESSED.

Ensure all invoice details, such as invoice number, invoice date, 
quantity, invoice amount, and currency, are correct and match 
with the purchase order. 

Providing incorrect invoice information could lead to invoice on hold in 
Oracle and delay in payment.

Review Before Submission. But remember to press the 
"Submit" button after the invoice information is good and ready 
to submit.

Without clicking submit button = We cannot process payment.

One invoice for single PO NOT ALLOW one invoice with multiple PO

Confirm with Requester/User for the GR Amount before 
submitting invoice.

Mismatch overall GR amount to overall Invoice submission amount 
(more than one invoices under same PO)
Cause all invoices payment on hold

Submit Prepayment Invoice (i.e. Downpayment) via email to 
: AP_invoice@clp.com.hk

(Please mark the word "Downpayment" in the email subject)

For "Pay on receipt" PO invoice, don't submit invoice to CLP. 

AP
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COE

Access CLP.com.hk> click bottom 
left corner “Procurement “ Select “Existing suppliers”

1 2

Supplier portal access and login procedures



Supplier portal access and login procedures COE

3

4

5
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Login ID and Password reset 
instructions  



Username(email)
• By default, the registration email is Username
• The system administrator has the authority to add, remove, or modify email 

addresses.

If you are still unable to access it, please submit your 
inquiry through the CLP Supplier Portal Enquiry Form.

https://apc01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fforms.office.com%2Fr%2FqR02zZnN2L&data=05%7C02%7Cavachan%40clp.com.hk%7C1f41aaf7eaac4282c34908dd741d1ce3%7C33893f4e33974cabbb3c9224bf7eafba%7C1%7C0%7C638794390626788337%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=TcSQ9FBcOCMugKMbjqWp7CF%2BkxjpJChKyxswp5%2Br6Lw%3D&reserved=0


1.Click “Forgot Password”
2. Enter your CLP registered 
email address and select the 
option ‘Forgot password’.

3. You will receive an email from Oracle*. 
Click on the hyperlink in the email. 

COEPassword reset instructions  

*Check your junk or spam folder if you do not receive any email in your 
primary inbox. 



4. Enter your new 
password. Click Submit

COEPassword reset instructions  

5. DO NOT click sign in or input email here



7. Read and accept CLP Supplier Portal 
Terms of Use and Personal Information 
Collection Statement (scroll to bottom for 
the Accept button)

6. RETURN TO CLP web page 
(Existing suppliers) and click 
“LOGIN HERE”

8. Input username with using 
email address and updated 
password

Password reset instructions  COE

https://www.clp.com.hk/en/procurement/existing-suppliers


System guideline

https://www.clp.com.hk/en/p
rocurement/existing-
suppliers

CLP.com.hk> Procurement> 
Existing suppliers

https://www.clp.com.hk/en/procurement/existing-suppliers
https://www.clp.com.hk/en/procurement/existing-suppliers
https://www.clp.com.hk/en/procurement/existing-suppliers
https://www.clp.com.hk/en/procurement/existing-suppliers
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Supplier Portal- Create Invoice (PO invoice) COE

Ensure to click this icon to get the PO related 
line for invoice creation only 

Select and addAdd



Supplier Portal- Create Invoice (PO invoice)
• invoice amount (Qty*Unit rate) at the bottom 

right corner MUST EQUAL to the attached 
invoice amount.
(especially the decimal place of the invoice)

COE

• Select the correct PO line is the only way for 
AP team process payment.

• Incorrect PO lines lead to system hold and 
payment delay.

• Hesitation on PO line with “same price” and 
“similar description”, contact PO requestor for 
clarification first before submitting invoice.

8



Invoice Status Step 9 
(SAVE)

Invoice Status Step 10 
(SUBMIT)

Supplier ABLE to edit 
invoice

Supplier UNABLE to 
edit invoice

CLP AP UNABLE to 
process payment

CLP AP ABLE to 
process payment

Supplier Portal- Create Invoice (PO invoice)
Important Message:
- Must attach the invoice
- Must press the submit button
Otherwise, even PO requestor perform the 
Receipt, AP team cannot pick the mentioned 
invoices for payment as the invoice is not yet 
submitted to CLP.

COE



PO Invoice with Retainage Hold
AP

Ultimately result in Oracle

Let's take the PO item with retainage 10% as an example:
The interpretation should be:-
1. PO item = 100%
2. GR item = 100%
3. Retainage = 10% 
4. Standard invoice = 90% (100% GR – 10% Retainage)
5. Retainage Release Invoice = 10% Retainage to be released when agreed 

with the User/Engineer

Invoice Creation:
Input full GR quantity

Input 100% GR Quantity

Oracle will automatically 
calculate the net 
amount (i.e. 100% GR – 
10% Retainage Hold)

GR in CLP

100% GR Quantity



Where to find the Invoice creation demonstration? COE

Access CLP.com.hk> click bottom 
left corner “Procurement “ Select “Existing suppliers”

1 2 3

Select Supplier Training Video “link"

Invoice creation demonstration

Timestamp: 49:15 - 52:48
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How to edit invoices COE
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How to edit invoices

Incomplete status 
(means invoice NOT 
submitted and only saved)

In Process status 
(means you submitted)

You can “select and 
add” or “cancel 
line”

You cannot delete line if matched with PO

1

2
3

4

NO-CANNOT

YES – CAN COE



COE
How to remove the “Incomplete” invoice?

Incomplete PO Invoice

Option 1 Submit invoice

Option 2 Cancel invoice

Remarks Unable to “Delete invoice”



Common Enquiry
Who should I contact for?

PO Requester* 
(User/Engineer)

AP Team Buyer

After invoice submitted and I want to 
update/cancel/re-submit?
(Supplier cannot cancel/update after invoice 
submitted)

Yes/No Yes Yes/No

Action/Discussion: GR is not matched to your 
invoices? Discussion and 
Validation

AP team can help to 
remove your submitted 
invoice in Portal 
(vendor_query@clp.com.hk)

When commercial 
related clarification 
required

COE

• Check the requester name by downloading the PO pdf. in PO.
• Check the Order life cycle the received amount is done before 

you submit the invoices. 1 2
3

4

CLP 
contact 

email

How to handle “In Process” invoice



How to follow up your invoice?

1

2
Click the PO

Only ordered, but No receipt, 
so you need to follow up with 
User/Engineer.

You can click view details for 
more info.3

COE



Click view details

Incomplete means you still have NOT clicked 
"Submit" button for processing 

COE



Common type of invoice on hold reason  

Please contact PO requestor/Engineer 
to follow up

If invoice status is approved, payment should be arranged according to the payment due date

Name Reason Meaning

Amount received Amount billed 
exceeds amount 
received

Goods Receipt has 
not been completed 

Maximum received 
amount

Billed amount 
exceeds received 
amount by tolerance 
amount

Goods Receipt has 
not been completed 

Project cost 
validation failure

The project cost 
attributes failed 
business rule and 
transaction control 
validations.  Review 
the hold details for 
more information.

Mis-match project 
information

AP



Can I use same Invoice number for multiple PO and 
submit in Portal?

• Each invoice number can only be used 
once.

• It is NOT ALLOWED to input an invoice with 
multiple PO numbers in the portal.

IMPORTANT:
It is prohibited to add special characters or spaces to 
bypass the invoice number verification.

AP
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Payment-Related Enquiries



Invoice payment status

AP



Page 34

How to check Payment Status
AP

After CLP arrange the payment, Supplier will receive the following Payment Remittance Advice via email 
➢ Please keep the updated email contact in CLP supplier record  

Payment advice generated by Oracle when CLP arrange payment 
(Normally at least 3 days in advance for HKD payment and more than 3 days in advance for Forex payment)
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How to check Payment Status in Supplier Portal

AP

Login to Supplier Portal, select " View Payments"
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How to check Payment Status

AP

Input the payment parameter and then click search
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How to check Payment Status

        

 

AP

You can view payment details breakdown 
for the selected payment date

CLP Internal Information Only, Can Ignore from Supplier

Payment Status Meaning

Negotiable CLP not yet perform bank reconciliation

Cleared CLP already perform the bank reconciliation
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How to check Payment Status

AP

Invoice Number for Pay 
on Receipt 
= ERS-Receipt No-
Running No

Invoice Type:
- Standard invoice
- Credit memo
- Retainage release

If no PO Order 
= Non-PO invoice

- +ve paid amount = Standard 
invoice & Retainage Release

- -ve paid amount = credit memo

• Can find the payment details with Invoice Number, PO Number, GR Number, Payment Date and Payment Amount
• Click the hyper link for Invoice Number, can view invoice details
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How to check Payment Status

AP

Click the hyper link for PO number, can view PO details with description
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How to check Payment Status
AP

Click the "View Details", can further check PO information,  GR information and Invoice information



Page 41

How to check Payment Status
AP



Information Classification: Confidential/Proprietary

FAQ



FAQ — Invoice Resubmission
A cancelled invoice number cannot be reused — always use a new invoice number for resubmission.

Question

Can a cancelled invoice be resubmitted using the same invoice number?

Answer

No — the submitted or cancelled invoice number CANNOT be used again.

You are required to use a new invoice number for any resubmission.

Important Warning

Reusing an invoice number will cause a system error and prevent processing.

Invoice numbers are unique and non-reusable after cancellation — no exceptions.

43 



FAQ — Multiple Invoices for the Same PO FAQ

You can submit multiple invoices for the same PO, as long as each corresponds to a separate goods receipt by the PO requestor.

Q Can I submit more than one invoice for the same PO?

A Yes — you can submit multiple invoices for the same PO, in relation to goods 
received by the PO requestor/engineer.

Important: Do Not Exceed Total GR Amount

Ensure the total invoice amount does not exceed the total GR amount

Best practice: Confirm GR amount with the requestor before each invoice submission.

44



FAQ — Invoice for Milestone Payment
Milestone payment invoices are supported — submit via Supplier Portal in line with the agreed milestone schedule.

Q Can I submit an invoice for milestone payment?

A Yes — you can submit an invoice for milestone payment.

● Follow the same invoice submission process via the Supplier Portal.

● Ensure the invoice amount aligns with the agreed milestone amount on the PO.

● Confirm with the PO requestor/engineer that the milestone has been accepted before 

submitting.

45



FAQ — Account Access
For login issues and password reset support, follow the step-by-step instructions in slides 11–16 or submit an enquiry form.

Q I have login issues or need to reset my password 
— what should I do?

A Refer to Slides 11–16 for step-by-step instructions 
covering username setup, password reset, and 
portal access.

Still unable to access?

Submit your inquiry through the CLP Supplier Portal Enquiry Form for 
further assistance.

Password reset: 8-step process Enquiry form available

Quick Reference — Slides 11–16

Slides 11–12 Username (Email) & Default Login Setup
Your registration email is your username. The 
system administrator can add, remove, or modify 
email addresses.

Slides 13–15 Password Reset — 8-Step Process
Click "Forgot Password" → enter email → click Oracle 
email link → set new password → return to CLP page 
→ accept Terms → log in.

Slide 16
Direct Link — CLP Existing Suppliers Page
Navigate to CLP.com.hk → Procurement → Existing 
Suppliers, or use the direct URL provided in Slide 16.

46
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