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Note: To verify a Purchase Order (PO), review 
the following key elements in your system:

1. Review the PO Status to confirm if it's open or 
closed/expired

2. Locate the effective date and expiration date to 
ensure validity

3. Check the Amount Available to invoice

4. Verify the BPO Status to confirm if it's closed 
or open

Enter the invoice # as your unique invoice identification number

Confirm the Invoice Date which auto-populates with current date. An incorrect 
date can incur in a delayed payment.

Enter the type of service being invoiced as optional field.

Enter tax ID if applicable as optional field.

Note: Invoice numbers can only be reused from Rejected/Failed invoices and must be 
unique within the current calendar year.



Tax details automatically default to Header Level tax and 10% GST and the Taxable 
Amount is automatically calculated based on the items listed on the invoice.

Select tax level:

● Choose Line level tax for item-specific tax information
● Choose Header level tax for invoice header level tax categories

Select from available tax categories
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Note: Tax level conversion affects data: Header to line removes header modifications; 
line to header transfers tax details to header section.

Expand Add to Header dropdown menu and select Attachment.

Click Choose File to locate your document, then select Add Attachments to 
upload.

Note: Attaching the supplier tax 
invoice with service/item 
description for BPO is required.
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Blanket PO Items section displays a single line item.

Select the box next to the line item

Click Create dropdown arrow and select Goods

Update Quantity Field and/or Unit Price as needed

Update Account Reference if applicable

Update Shipping Cost if applicable

Click on Create button



Review new line item and click Next

Review complete Invoice and click Submit

Click the Exit invoice creation
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Need more help? Visit our dedicated supplier page

https://www.anz.veolia.com/suppliers

