
3. E-invoicing

3.0 Create an invoice



1. Open the PO.

• For Standard account: Open PO via e-
mail.

• For Enterprise account: Open the PO 
from the SAP Business Network home 
page.

2. To find your order, go to the Edit filter 
section, select ‘dsm-firmenich’ in the 
Customer field. 

Select Creation date ‘Time Frame’ (e.g., 
31 days). 

Select ‘Apply’ to view the selected 
filters.
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3. When you have opened the PO by clicking on the PO number, you will see the PO details. Click on 
‘Create Invoice’.

4.   Select ‘Standard Invoice’ from the dropdown menu.
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5. Complete the fields marked (*) in 
the Invoice Header. Fill in the 
‘Invoice number’. 
The Invoice number needs to be 
unique for each Invoice (no spaces 
or special characters).

6. Set the ‘Invoice Date’. This date can 
be set a maximum of 7 days back 
from the current date. 

7. Select the ‘Remit To’ ID of your 
company, covering address and 
remittance of your company. 

8. Scroll down and add additional 
information if needed.
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9. Tick the box on the line item and 
click on ‘Line Item Actions’.

10. Select ‘Add- Tax’ at the 
dropdown to add Tax to the line 
item(s) of your invoice (for each 
line item of the invoice).

11. The following field will appear. 
Provide tax ‘Category’, tax ‘Rate 
(%)’, and ‘Tax amount’.
If 0%: e.g., Export, add a 
description.

The system will automatically 
calculate.
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12. Add additional comments or upload attachments to the invoice if necessary. Click on ‘Add to 
Header’. Select the option you would like to add, e.g., ‘Comment’ or ‘Attachment’. 

13. When done, click on ‘Next’.
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14. Review all the fields and if all information is correct, click on ‘Submit’. Now the invoice is submitted. 
Click on ‘Exit’ to go back to the homepage of SAP Business Network.
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