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Purpose and Scope 
This guide explains how registered DAI suppliers can create and submit an Invoice in DAI Oracle Fusion Supplier 
Portal.  

To watch a video on creating and viewing invoices, go to https://supplier-support.dai.com, the “Instructional 
Videos” section, and select video 4: Create or View invoices 

Create Invoice – Supplier Portal 

Pre-requisites 
Before you begin, make sure you have: 

 Active Supplier Portal access. 

 An approved purchase order (PO). 

 All required invoice details and supporting documents. 

Steps to Create an Invoice 
1. Log in to the Supplier Portal. 

 
2. Navigate to Supplier Portal > Additional Links. 

 

https://supplier-support.dai.com/
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3. Click on Create Invoice. NOTE: This can be an invoice or a credit memo.  
4. Enter the Invoice details: 

4.1.Select Purchase Order number in Identifying PO field. 

 
4.2.Choose Remit to Bank Account (Mandatory) from the drop down. 

 
4.3.Add Invoice Attachments (Mandatory) - Attach a copy of the supplier invoice and all required supporting 

documents. 

 
4.4.Add Invoice Number - Note: Invoice numbers should contain letters and numbers only; special characters 

are not permitted. 
4.5.Add Invoice Date 



 

 

Quick Reference Guide, Create Invoice, View Status & Payments, 21-Aug-26 PAGE 3 

 
4.6.Add Type (Default value is Invoice). NOTE: If you are adding a Credit Memo, select option Credit 

Memo. 
4.7.Invoice Payment Currency (Will be defaulted automatically) 

 
4.8.In Lines section, click on Select & Add to match the Invoice to PO. 

 
4.9.Once clicked, Select & Add: Purchase Orders window will appear on the screen. Select the PO line and 

click on Apply, then OK. NOTE: Do not add lines if they do not exist on the PO. This invoice will not be approved. 
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4.10.Scroll to the right to update the Quantity of the invoice (amount will be updated automatically). Add any 
line description in Invoice Line Description. Repeat for additional PO lines. 

 

4.11.If this is an Amount-based PO, scroll to the right and update the Amount and Invoice Line Description. 

 

4.12.If adding a Credit Memo line, it can be Quantity or Amount, as required (negative number, for example 
“-100”). Ensure the total credit amount matches the intended adjustment on the PO line(s). 
5. Review all details and click on Save. 

5.1.Click on Submit to submit the invoice for approval. 

 

6. If you need to Cancel, or Delete the invoice previously created, click on Invoice Actions (top right corner, on 
the left from the Save button). 
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Verify Invoice Status & Paid Status 
1. Log in to the Supplier Portal and navigate to Invoices, then View Invoices 

 

2. In the View Invoices Screen, search for an invoice using by adding the Invoice Number, Supplier or 
Purchase Order, then click on Search.  

3. In the Search Results section, you will see the list of invoices, or a specific invoice and one of the 
parameters shown will be the Invoice Status and Paid Status. 

Tips for Invoice Creation 

 Ensure the invoice number is unique to prevent duplicate invoice errors. 

 Use letters and numbers only in the invoice number; special characters are not permitted. 

 Verify the PO details before submitting the invoice. Do not add invoice lines that are not included 
on the PO, as the invoice will be rejected. 

 Attach all required supporting documents to avoid invoice submission errors. 

 Ensure the invoice amount does not exceed the remaining available PO balance. 
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4. Review the Invoice Status which can be Submitted, Approved, Rejected, etc. 
5. Click on the Invoice Number to open the invoice and review the header, lines and payment status. Select 

Done when finished. 
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View Payments 
1. Navigate back to Home and to Supplier Portal. Select Payments. 

 

2. View Payments screen will come up. Search for a Payment by Supplier, Payment Number or a Date range. 

 

3. Payments will be listed under the Search Results. 

 

4. Select the payment number hyperlink to view the payment details, including all invoices covered by that 
payment. Select Done when finished. 
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Support 
Still need help? Visit https://supplier-support.dai.com. This site contains Supplier training resources, in addition 
to the Support request form.  

When reporting an issue, please include the following information to help us investigate promptly: 

 Registered user account / email       

 Company Name / Registration Number       

 Type of issue / question  

 Depending on the type of issue, you may be requested to select DAI Contracting Entity  

 Description of the issue with Date and Time the issue occurred / time zone   

 Screenshot of any error message (if applicable)       
Providing this information will help us resolve your request as quickly as possible! 

 

***End*** 

https://supplier-support.dai.com/
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