
Supplier Portal
-

Raising and Submitting an 
invoice



Step One
Start the Invoicing process

On the landing page 
click the “Orders” 

tab



Click on the gold coins 
to start the process

Step Two
Finding the correct PO number

On the “Orders” page 
find the Order No you 

want to raise an 
invoice against



Step Three
Fill in the “Remit to Address” 

Fill in the “Remit to” 
address by clicking 

the magnifying glass



Click the dropdown 
arrow to find the 
correct address

Step Four
Find the correct address



Step Five
Inserting the Invoice number

Insert the invoice 
number here



Step Six
Confirm the cost for each item

Insert the item cost 
here



Step Seven
Select the VAT rating for each item

Choose your VAT 
rating from the 
dropdown box



Click the “Submit” 
button to send to 

FirstPort

Step Eight
Create Invoice attached to correct PO number

Click “Calculate” to 
finalise the Invoice 

amount 



Click here to send 
the Invoice

Step Nine
Confirm the Invoice conditions



Step Ten
Confirm the price match with the PO

Click here to confirm 
the price match and 

send to FirstPort



Step Eleven
Check your Invoice has been sent for approval

The green bar will 
appear at the top of 
your “Invoices” page 

to confirm the 
Invoice has been 

submitted for 
approval



Step Twelve
Confirm the process is completed

Your new Invoice will 
be shown at the top 
of  the list of invoices


