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CREATING AN INVOICE  

WITHOUT PURCHASE ORDER 

 
Overview 

The purpose of this System Guide is to help suppliers navigate how to create an invoice without a 
Purchase Order (PO) within the CLP Supplier Portal. 
 

 

1. Sign into Oracle Cloud, and 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 Without PO option. 

Create Invoice Without PO 
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4. The Create Invoice page is displayed. Enter the required details such as Supplier Site, Supplier Tax 

Registration Number, Remit-to Bank Account, Description, Number, Date etc.  

5. Click the Attachment icon to attach relevant document(s).  

Note: The Attachment field is mandatory, and the system will not allow you to proceed without 

uploading an attachment. 

6. Click the Add Lines icon to add more POs to the invoice. 
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7. Enter Miscellaneous under the Type field. Enter the required details in Ship-to Location, Ship-from 

Location, Tax Classification, Amount and Description. 

 
 

8. Click the Save button to save the invoice. 
9. Click the Submit button to submit the invoice. 
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10. The Invoice page is displayed with the confirmation the invoice is submitted.  
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