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iSupplier Portal Users: Quick Reference Guide 

 

Purpose 
This quick reference guide (QRG) provides an overview of the iSupplier Portal. This guide will help you in performing various tasks in 
the Portal using different responsibilities assigned to you. 

 

As part of a new program, Cisco is implementing iSupplier Portal access for its suppliers. This Portal will enable suppliers to access and manage their 

business transactions in real-time using a standard web browser. This Portal will also improve the communication and ensure protection and security of 

the information exchange between Cisco and our suppliers.   

This Portal will: 

 Provide automated, self-service access after registration 

 Enable suppliers to inquire transactions for details  

 Enable suppliers to populate their AR invoice details on the Portal 

 

This QRG covers the following topics: 

1. Supplier Invitation and Registration Process  

2. Portal Access Invitation and Supplier Response 

o Viewing Invitation Email from the iSupplier Administrator  

o Rejecting the Invitation  

o Accepting the Invitation  

o Creating an Account on Cisco.com  

o Updating Address in Cisco.com Profile Manager  

3. Supplier Request for Portal Access  

4. Requesting Portal Access from Cisco.com  
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5. Portal Responsibilities  

6. Portal User Interface for Global Inquiry Responsibility  

7. Portal User Interface for Global Entry Responsibility  

8. Activities Using Global Inquiry Responsibility  

o Searching and Viewing PO Details  

o Viewing Invoice Status and Other Details  

o Viewing Payment Status and Other Details  

o Viewing Purchase Order Attachments  

9. Activities Using Global Entry Responsibility 

o Creating Advance Shipment Notice in the Portal  

o Viewing / Canceling Advance Shipment and Billing Notice in the Portal  

o Entering Invoice in the Portal (US) 

o Uploading Bulk Invoices in the Portal (US) 

o Entering Invoice in the Portal (Germany)  

10. Frequently Asked Questions (FAQs) 
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Supplier Invitation and Registration Process 
 
In the new process, iSupplier Administrator will invite suppliers to register on the Portal. Suppliers willing to register on the Portal need to provide their details 
while accepting the invitation. Based on the information provided by the supplier, the Administrator will create the supplier account and grant appropriate 
access rights to the supplier. When the supplier account is created, the Administrator will send confirmation email to the supplier. The process flow below 
shows the stages in registering suppliers on the Portal: 
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Viewing Invitation Email from the iSupplier Administrator 
 

You will receive an email when the iSupplier 
Administrator sends the registration invitation to you. 
This section of the QRG will show the steps that you 
must perform when you receive the invitation. 

When you receive the invitation, you must perform 
the following steps: 

1. Review the email from Cisco iSupplier 
Admin and click the Proceed hyperlink 
provided in the invitation email.  

2. Clicking the Proceed hyperlink displays the 
Invitation Response window. 

Note: The Proceed link in the invitation email will be 
valid for 14 days. 

You can use the Invitation Response window to: 

 Accept the registration invitation 

 Reject the registration invitation 

 Register on Cisco.com 

 

 

 

 

  

1 

2 



                              Tomorrow Starts Here   

Rejecting the Invitation 
 

To reject the invitation, you must perform the 
following steps: 

1. Enter the reason for rejection in the 
Comments field. 

Note: It is not mandatory to enter your 
Cisco.com ID when rejecting the invitation. 
You must enter the reason for rejection in the 
Comments field.  

2. Click the Reject button.  

Clicking the Reject button will send an email to the 
Administrator. The Administrator will send an 
acknowledgement email following your rejection.  
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Accepting the Invitation 
 

To accept the invitation, you must perform the 
following steps: 

1. Enter your ID in the Cisco.com ID field. 

Notes:  

 You must have a Cisco.com ID. If you do 
not have an ID, you can create one using 
the register hyperlink in the Invitation 
Response window.  

2. Click the Accept button.  

3. Clicking the Accept button will display a 
confirmation message. 

Clicking the Accept button will send an email to the 
Administrator. This will trigger an approval process on 
the Administrator side. On approval of your 
registration, you will receive a confirmation email from 
the Administrator.  

If your account remains inactive for 90 days, the 
Portal will send a revalidation email to your business 
email address. This email will reconfirm your need to 
access the Portal. If you fail to respond within five 
working days of receiving the revalidation email then 
your account access will be revoked. 
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Accepting the Invitation 
 

You can log in to the Portal using your Cisco.com 
login credentials. When you log in, you will see one of 
the following responsibilities: 

 Cisco Global iSupplier Entry: You will see 
this responsibility if the Administrator assigns 
you privilege to inquire as well as enter 
information in the Portal. 

 Cisco Global iSupplier Inquiry: You will 
see this responsibility if the Administrator 
assigns you privilege to inquire information in 
the Portal. 
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Creating an Account on Cisco.com 
 

If you want to accept the invitation but you do not 
have an account on Cisco.com then you must create 
a new account. 

To create your account on Cisco.com, you must 
perform the following steps: 

1. Click the register hyperlink in the Invitation 
Response window. This displays the 
Register window. 

2. Provide the following details in the Register 
window:  

 Account Type: From the drop-down menu, 
select Guest. 

 Language: Select your preferred language. 

 First Name: Enter your first name. 

 Last Name: Enter your last name. 

 Business Email: Enter your business email 
address. 

 Country: From the drop-down menu, select 
the country where you are located. 

 Company/Organization: Enter your company 
name. 

 User ID: Enter a unique user ID. 

 Password: Enter a unique password. 

 Re-enter Password: Enter the same 
password again. 

 
3. Select the appropriate radio buttons to 

indicate whether you want to receive 
communications from Cisco.  
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Creating an Account on Cisco.com 

4. Click the Register button. Clicking this button 
sends an account verification email to your 
business email address.  

5. Click the Activate your Cisco Account 
hyperlink in the email that you receive. 
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Creating an Account on Cisco.com 

6. Clicking the Activate your Cisco Account 
hyperlink displays a message that confirms 
creation of your account on Cisco.com.  
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Updating Business Address in Cisco.com 

After registering, when you click the Accept button in 
the Invitation Response window, the window will 
display an informational message asking you to add 
your complete business address in Cisco.com. 

Note: It is mandatory to add your business address 
on Cisco.com before accepting the invitation to 
access the Portal. 

To update your business address in Cisco.com, you 
must perform the following steps: 

1. Click the Cisco.com Profile Manager 
hyperlink in the Invitation Response 
window. Clicking this hyperlink displays the 
Cisco.com login window. 

Note: The message to update your business 
address will display on the Invitation 
Response window only if you have not 
updated your Cisco.com account with your 
complete business address.  

2. Enter your User Name and Password in the 
Cisco.com login window.  

3. Click the Log In button.  
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Updating Business Address in Cisco.com  

4. In the Contact tab of the Cisco Account 
Profile window, navigate to the Business 
Address section and click the edit hyperlink. 

5. Enter your complete address using the fields 
displayed in the Business Address section. 

6. Click the Save Changes button.  
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Updating Business Address in Cisco.com 

7. Clicking the Save Changes button displays a 
confirmation message indicating the address 
is updated in Cisco.com. 
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Supplier Request for Portal Access 
 

Suppliers can continue to use the current process to request access to the Portal. Suppliers willing to have Portal access will need to navigate to the Access 
iSupplier page here and click the iSupplier Admin hyperlink. Clicking this hyperlink sends an email to the Administrator. On receipt of the request, the 
Administrator sends registration invitation to the supplier. From this point onwards, the new process for registering suppliers on the Portal is followed. 
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Requesting Portal Access from Cisco.com 

You can request access to the Portal from 
Cisco.com. To request access from Cisco.com, you 
must perform the following steps: 

1. Open http://www.cisco.com in your web 
browser. 

2. Enter iSupplier in the Search box and press 
the Enter key. 

3. Click an appropriate entry from the search 
result.  
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Requesting Portal Access from Cisco.com 

4. On the Access iSupplier window, click the 
iSupplier Admin hyperlink. This opens up a 
new compose email window for you. The 
Administrator’s email address automatically 
displays in the To field of the compose email 
window. Compose your request in the email, 
add a Subject line and click the Send button. 

Note: In your email, you must provide the 
following details: 

 Your Company Name  

 Your Vendor ID (if you have one) 
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Portal Responsibilities 

Description 

 

The Portal provides two types of access rights to suppliers: 

1. Global Inquiry Access: Suppliers with this access will see Cisco Global iSupplier Inquiry responsibility in the Portal. 

The Global iSupplier Inquiry responsibility is for Cisco external users globally. Suppliers with EDI capability will have inquiry access only. Suppliers 
and supplier sites with Contingent Worker capability will have inquiry access only. With this responsibility, suppliers can: 

 View PO 

 View invoice and invoice status 

 View payment and payment status 

 View purchase order attachments 

 Print a PO in PDF format (Note: When you print the PO, it will print in non-Cisco format.)  

2. Global Entry Access: Suppliers with global entry access will see Cisco Global iSupplier Entry responsibility in the Portal. 

The Global iSupplier Entry responsibility is for Cisco external users globally. Suppliers with this access have the ability to perform global inquiry as 
well as global entry. In addition to tasks listed above, suppliers can also: 

 Enter AR invoices in the Portal 

 Create and/or cancel advance shipment notices (ASNs) 

 Perform bulk upload of invoices (This functionality is available for suppliers located in the US only.) 

Access to the Portal will be restricted during the month-end cut off period. Refer to the FAQ section of this QRG to view the message that the Portal will display 
when you attempt to enter invoice during the month-end period. 
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Portal User Interface for Global Inquiry Responsibility 
 

Suppliers with Global Inquiry responsibility will see 
the following tabs on the Portal home page: 

 Home 

 Orders 

 Finance 

The Home tab of the Portal displays the following 
sections:  

1. Search: Using this section, you can search 
purchase order, invoice, and payment details.  

2. Notifications: This section displays the list of 
POs available in the Portal.  

a. Clicking the purchase order hyperlink in 
this section displays a soft copy of the 
PO.  
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Portal User Interface for Global Inquiry Responsibility 
 

3. Orders At A Glance: This section displays 
the list of purchase orders.  

a. Clicking the PO number hyperlink in 
this section displays PO details in the 
Orders tab of the Portal.  

b. The Requestor Name field in the PO 
details window displays the name of 
the person who ceated the purchase 
requisition.  
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Portal User Interface for Global Inquiry Responsibility 
 

The Orders tab has two sub tabs: 

1. Purchase Orders 

2. Purchase History  

The Purchase Orders sub tab displays the following 
columns: 

 PO Number: Displays purchase order 
numbers. 

 Rev: Displays the number of revisions made 
to the PO. 

 Operating Unit: Displays the operating unit 
of the PO. 

 Document Type: Displays the type of PO. 

 Order Date: Displays the date of PO 
creation. 

 Buyer: Displays name of the buyer. 

 Currency: Displays currency of the PO.  

 Amount: Displays the PO amount. 

 Status: Displays status of the PO. 

 Attachments: Displays an icon in this 
column. Clicking the icon displays  
header-level attachments of the PO. 

 

a. Clicking the PO Number hyperlink in the 
Purchase Orders sub tab displays details of 
the purchase order. 
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Portal User Interface for Global Inquiry Responsibility 
The Purchase History sub tab of the Orders tab allows 
you to search purchase orders using the options in the 
Simple Search section. 

Performing a search by the PO number displays the 
following purchase order details in these columns:  

 PO Number: Displays the purchase order 
number. 

 Rev: Displays the total number of revisions made 
to the PO. 

 Operating Unit: Displays the operating unit of 
the PO. 

 Description: Displays description of the PO. 

 Buyer: Displays the buyer name. 

 Creation Date: Displays the PO creation date. 

 Revised Date: Displays the PO revision date. 

 Currency: Displays the PO currency.  

 Total: Displays total value of the PO. 

 Ship-To Location: Displays the ship-to location 
of the PO.  

 Compare to Original PO: Displays an icon in 
this column. Clicking this icon displays a 
comparison between the current and original 
version of the PO.  
Note: The system will display a comparison only 
if a revision is made to the PO. 

 Compare to Previous PO: Displays an icon in 
this column. Clicking this icon will display a 
comparison between the last two versions of the 
PO. 
Note: Clicking this icon will display a comparison 
only if a revision is made to the PO. 

 Show all PO changes: Displays an icon in this 
column. Clicking the icon will show details of all 
the changes made to a PO. 
Note: Clicking this icon will display a comparison 
only if a revision is mad to the PO.  
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Portal User Interface for Global Inquiry Responsibility 
 

The Finance tab for Global Inquiry responsibility has two 
sub tabs: 

3. View Invoices 
4. View Payments 

The View Invoices sub tab enables you to search invoices 
using the options in the Simple Search section. 

A search by invoice number displays invoice details in the 
following columns: 

 Invoice: Displays the invoice number hyperlinks. 

 Invoice Date: Displays the date of invoice 
creation. 

 Type: Displays the type of invoice. 

 Currency: Displays the invoice currency.  

 Amount: Displays the invoice amount.  

 Due: Displays the invoice amount due. 

 Status: Displays whether the invoice is approved 
or not. 

 Payment Status: Displays whether the invoice 
has been paid or not. 

 Due Date: Displays the date when the invoice is 
due for payment. 

 On Hold: Displays whether an invoice is on hold. 
For Germany, all invoices entered in the Portal are 
placed on hold automatically. The hold status will 
change after AP takes action on the invoice. 

 Payment: Displays the payment reference 
number.  

 PO Number: Displays the PO number. 

 Receipt: This field will be blank. 

 Discount Date: Displays the discount date. 

 Available Discount: Displays the discounted 
amount. 

 Attachments: Displays icons in this column. 
Clicking the icon displays invoice attachments. 
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Portal User Interface for Global Inquiry Responsibility 
 

The View Payments sub tab enables you to search 
payment for invoices using the options in the Simple 
Search section. 

A search by Payment Number displays payment 
details in the following columns: 

 Payment: Displays the payment number. 

 Payment Date: Displays the date of 
payment. 

 Currency: Displays the payment currency. 

 Amount: Displays the payment amount. 

 Status: Displays the payment status. 

 Status Date: Displays the date when the 
invoice payment status changes. 

 Bank Account: Displays Cisco’s bank 
account number. 

 Invoice: Displays the invoice number. 
 PO Number: Displays the PO number. 
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Portal User Interface for Global Entry Responsibility 
 

This section of the QRG will show you the additional 
options that you will see in the Portal interface if you 
have Global Entry responsibility. 

The Global Entry responsibility displays the following 
additional options: 

1. Shipments: This tab is visible only to 
suppliers with global entry responsibility.  

a. Clicking the Shipments tab displays the 
Shipment Notices window. This window 
enables you to: 

 Create Advance Shipment 
Notices 

 View / Cancel Advance Shipment 
and Billing Notices 
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Portal User Interface for Global Entry Responsibility 
 

2. Shipments At A Glance: This section 
displays on the Home tab of the Portal for 
suppliers with global entry responsibility. 

a. Clicking a shipment number hyperlink in 
this section displays the Shipment 
Information window.  
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Portal User Interface for Global Entry Responsibility 
 

3. Finance tab for suppliers with global entry 
responsibility will display the Create Invoices 
sub tab. 

Note: The Finance tab for suppliers with 
inquiry responsibility displays only the View 
Invoices and View Payments sub tabs. 

4. The Create PO Based Invoices button in the 
Create Invoices sub tab enables you to 
create PO-based invoices.  

Note: This button is not visible to suppliers 
with global inquiry responsibility. 

5. The Invoices Upload button in the Create 
Invoices sub tab enables you to upload bulk 
invoices. 

Notes:  

 This button will not be visible to suppliers 
with global inquiry responsibility. 

 The bulk upload functionality is available 
only in the US. The Invoices Upload 
button is not visible to Germany suppliers 
with global entry responsibility.  
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Searching and Viewing PO Details 
 

The steps for searching a PO and viewing PO details 
remain the same for suppliers with global inquiry and 
global entry responsibilities. 

Note: For the purpose of this demonstration, we 
are using global inquiry responsibility to show the 
steps for searching and viewing purchase order 
details. These steps will remain the same for 
suppliers with global entry responsibility. 

To view PO details, you must perform the following 
steps: 

1. Click the Orders tab on the Portal 
homepage. 

2. Click the Purchase History sub tab. This 
displays the Purchase Order Revision 
History window. 

3. Enter the PO number in the PO Number field 
of the Simple Search section. 

4. Click the Go button. This displays the search 
result.  
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Searching and View PO Details 
 

5. Click the purchase order number hyperlink in 
the PO Number column of the search result 

6. Clicking the PO number hyperlink displays 
the purchase order details in the Purchase 
Order History window. You can review 
purchase order details in this window. 
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Viewing Invoice Status and Other Details 
 

Whether you are a supplier with global entry or global 
inquiry responsibility, the steps for searching and 
viewing invoice details in the Portal will remain the 
same. 

Note: For the purpose of this demonstration, we 
are using global inquiry responsibility to capture 
the steps for viewing invoice details. These steps 
will remain the same for suppliers with global 
entry responsibility. 

To view invoice details, perform the following steps: 

1. Click the Finance tab on the Portal 
homepage.  

2. Enter the invoice number in the Invoice 
Number field of the Simple Search section. 

Note: You can use any other parameter in 
the Simple Search section to search an 
invoice. 

3. Click the Go button.  
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Viewing Invoice Status and Other Details 
 

4. The search result displays details of the 
invoice. 

5. The Status of this invoice displays as 
Approved. 

6. The Payment Status of the invoice displays 
as Not Paid. 

7. Click the Invoice hyperlink to drill-down and 
view additional invoice details.  
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Viewing Invoice Status and Other Details 
 

8. Clicking the Invoice hyperlink in the previous 
step displays the invoice details window that 
has the following sections: 

a. General: This section provides generic 
details of the invoice such as invoice 
creation date, invoice status, supplier 
name, and supplier address. 

b. Amount Summary: This section 
displays the invoice amount at the 
header level.  

c. Payment Information: This section 
displays details such as the payment 
term, discount, amount due, amount 
paid, and payment date. 

d. Invoice Lines: This tab displays invoice 
items in separate lines.  

e. Scheduled Payments: This tab 
displays details such as due date, 
amount due, payment status, and 
method of payment.  

f. Hold Reasons: This tab will display the 
reason for placing an invoice on hold.  

 

 

 

 

 

8 

8 

a b 
c 

d e f 



                              Tomorrow Starts Here   

Viewing Payment Status and Other Details 
 

The steps for viewing payment status and other 
details in the Portal will remain the same for suppliers 
with global entry and global inquiry responsibility. 

Note: For the purpose of this demonstration, we 
have used global inquiry responsibility to capture 
the steps for viewing payment status and other 
payment details. These steps will remain the 
same for suppliers with global entry responsibility. 

To view payment status, you must perform the 
following steps: 

1. Click the Finance tab. 

2. Click the View Payments sub tab. 

3. Enter the payment number in the Payment 
Number field.  

4. Click the Go button. 
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Viewing Payment Status and Other Details 
 

5. The search result displays at the bottom of 
the View Payments sub tab. 

6. Click the payment number hyperlink in the 
Payment column. 

7. Clicking the payment number hyperlink 
displays the payment details window. The 
header level of the window displays the 
following details: 

 Payment Date: Displays the date when 
the supplier is paid. 

 Status: Displays status of the payment. 

 Status Date: Displays the date when 
the payment status changes. 

 Supplier: Displays the supplier name. 

 Supplier Site: Displays the supplier site 
information. 

 Address: Displays the supplier address. 

 Bank Account: Displays Cisco’s bank 
account number. 

8. The Included Invoices section displays the 
invoices included in the payment. 

9. Review the Payment Status column in the 
Included Invoices section. This column 
indicates whether an invoice is paid or not. 
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Viewing Purchase Order Attachments 
 

The steps for viewing purchase order attachments 
are the same for suppliers with global entry and 
global inquiry responsibility. 

Note: For the purpose of this demonstration, we 
have used global inquiry responsibility to capture 
the steps for viewing purchase order 
attachments. These steps will remain the same 
for suppliers with global entry responsibility. 

To view purchase order attachments, you must 
perform the following steps: 

1. Click the Orders tab. This tab displays a list 
of purchase orders.  

a. Some purchase orders display an icon in 
the Attachments column.  

b. Clicking the Attachment icon displays 
the standard terms of agreement of the 
PO. 
 
Note: To view PO attachments, you must 
navigate to the line level of the purchase 
order.  
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Viewing Purchase Order Attachments 
 

To view PO attachment at the line level, you must 
perform the following steps: 

1. Click the Purchase History sub tab. 

2. Enter the purchase order number in the PO 
Number field.  

3. Click the Go button. 
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Viewing Purchase Order Attachments 
 

4. Click the PO number hyperlink in the PO 
Number column. 

5. Navigate to the PO Details section. 

6. Click the icon in the Attachments column of 
the PO Details section. This displays the 
Attachments window.  

7. Click the hyperlink in the Title column of the 
Attachments window. 

8. Click Open in the message box displayed by 
the web browser. This displays the file 
attached to the PO.  

Note: You can also save the attachment if 
you want to store a copy on your local hard 
drive. 
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Creating Advance Shipment Notice in the Portal 
 

Suppliers with global entry responsibility have the 
ability to: 

 Create Advance Shipment Notices (This is 
an optional feature.) 

 View/Cancel Advance Shipment and 
Billing Notices 

 Enter invoice in the Portal 

 Perform bulk upload of invoices (Available 
only for suppliers located in the US) 

 

To create an advanced shipment notice in the Portal, 
you must perform the following steps: 

1. Click the Shipments tab. This displays the 
Shipment Notices window. 

2. Click the Create Advance Shipment 
Notices hyperlink. This displays the Create 
Advance Shipment Notice window. 
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Creating Advance Shipment Notice in the Portal 
 

3. Select the purchase order for which you want 
to create the advance shipment notice. 

4. Click the Add to Shipment Notice button. 

5. Click the Shipment Header tab in the Create 
Advance Shipment Notice window. 
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Creating Advance Shipment Notice in the Portal 
 

6. Enter details in the following fields: 

a. Shipment Number: Enter the unique 
shipment number in this field. 

b. Shipment Date: Enter the date of 
shipment. 

c. Expected Receipt Date: Enter the date 
when the buyer will receive the shipment. 

7. Enter additional freight details in the Freight 
Information section. Adding freight details is 
optional. 

8. Click the Submit button.  

9. The Portal displays a confirmation message 
when the advance shipment notice is 
created.  
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Viewing / Canceling Advance Shipment Notice in the Portal 
 

You can view or cancel advance shipment notices in 
the Portal.  

To view/cancel advance shipment notice, you must 
perform the following steps: 

1. Click the Shipments tab. This displays the 
Shipment Notices window. 

2. Click the View / Cancel Advance Shipment 
and Billing Notices hyperlink. This displays 
the Create Advance Shipment Notice 
window. 
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Viewing / Canceling Advance Shipment and Billing Notice in the Portal 
 

3. Click the shipment number hyperlink in the 
Shipment Number column.  

4. Clicking the shipment number hyperlink 
displays shipment details in the Shipment 
Notices window. 

5. Click the Cancel Shipment Notice button to 
cancel a shipment notice. 

6. The Portal displays a confirmation message 
when the process for canceling an advance 
shipment notice completes.  
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Viewing / Canceling Advance Shipment and Billing Notice in the Portal 
 

You can also cancel a shipment from the Shipment 
Notices window. To do this, you must perform the 
following steps: 

1. Use the Select column to select the shipment 
number that you want to cancel.  

2. Click the Cancel Shipment Notice button. 

3. The Portal displays a confirmation message 
when the advance shipment notice cancels. 
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Entering Invoice in the Portal (US) 
 

To enter an invoice, you must perform the following 
steps: 

1. Click the Finance tab. This displays the 
Invoice Actions window. 

2. Click the Create Invoices sub tab.  

3. Click the Create PO Based Invoices button. 
This displays the Create Invoice: Purchase 
Orders window.  
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Entering Invoice in the Portal (US) 
 

4. Enter the PO number in the Purchase Order 
Number field. 

5. Click the Go button. 

6. In the search result, select the purchase 
order lines that belong to the same state. For 
this training, we have selected two POs that 
belong to California, US. 

Note: In special cases, a PO Number might 
contain lines that have multiple US states. 
The Portal will not allow you to create a 
single invoice with multiple states. You must 
create separate invoice for each state. 

7. Click the Next button. This displays the 
Create Invoice: Details window. 
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Entering Invoice in the Portal (US) 
 

8. Click the Search icon to populate the  
Remit To field. Clicking the Search icon 
displays the Search and Select List of 
Values window. 

9. Enter search criteria in the Search By field 
and click the Go button. 
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Entering Invoice in the Portal (US) 
 

10. Select the remit to address from the search 
result and click the Select button. This 
populates the Remit To field in the Create 
Invoice: Details window. 

11. Enter a unique invoice number in the Invoice 
Number field. 

12. Use the Calendar icon in the Invoice Date 
field to enter the invoice creation date. You 
can also use the default date displayed in this 
field. 

Note: You can enter an invoice with a past 
date, but you cannot create an invoice with a 
future date.  

13. From the Invoice Type drop-down menu 
select one of the following options: 

a. Invoice: Select this option if you are 
entering an invoice in the Portal. 

b. Credit Memo: Select this option if you 
want to enter a credit memo in the Portal.  

Note: You can add credit memo in the Portal 
only if the credit memo contains a single line. 

If the credit memo contains more than one 
line, you must submit the credit memo to AP 
for manual processing. 

For the purpose of this demonstration, we have 
selected Invoice from the drop-down menu.  
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Entering Invoice in the Portal (US) 
 

14. Enter a description in the Invoice 
Description field. (optional) 

15. Use the Add button if you want to attach soft 
copy of the invoice. Adding a copy of invoice 
is optional for US. 

16. You can change the value in the Quantity 
field, if necessary. By default, the Portal 
displays the quantity entered in the purchase 
order.  

Notes:  

 You can change the quantity in this field, 
as long it is less than or equal to the 
remaining PO balance. 

 You cannot enter a quantity in this field 
that is greater than the PO quantity 
balance. 
 

17. You can change the price in the Unit Price 
field, if necessary. By default, the Portal 
displays the unit price entered in the 
purchase order. 

Notes: 

 You can change the unit price in this field 
as long as the price is lower than the 
price entered in the purchase order. 

 You cannot enter the unit price in this 
field that is higher than the unit price 
entered in the purchase order. 
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Entering Invoice in the Portal (US) 
 

18. Click the Add Row button if you want to 
enter freight or miscellaneous charges to the 
invoice. This adds a new row in the Shipping 
and Handling section. 

Note: Adding Freight or Miscellaneous 
charge is optional. For the purpose of this 
demonstration, we will show how to add 
Freight and Miscellaneous charge. 

19. Select Freight from the Charge Type  
drop-down menu.  

20. Enter a value in the Amount field.  

21. Enter a description in the Description field.  
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Entering Invoice in the Portal (US) 
 

22. Click the Add Row button again to add 
miscellaneous charge. 

23. Select Miscellaneous from the Charge Type  
drop-down menu. 

24. Enter a value in the Amount field.  

25. Enter a description in the Description field.  

26. Click the Next button. This displays the 
Create Invoice: Manage Tax window.  
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Entering Invoice in the Portal (US) 
 

27. Please refer to your AR invoice to enter the 
total tax amount in the Tax Amount field. 

Note: You should enter the tax on the AR 
invoice.  

28. Click the Calculate button.  

29. Click the Recalculate Tax button. This 
updates the details in the Invoice Summary 
section and displays the tax amount that you 
added in the Tax Amount field. 
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Entering Invoice in the Portal (US) 
 

30. Notice the Invoice Summary section. The 
Tax line displays the tax amount after you 
click the Recalculate Tax button. 

31. Review the invoice details in the Create 
Invoice: Review and Submit window and 
click the Submit button.  
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Entering Invoice in the Portal (US) 
 

32. The system displays a confirmation message 
when the invoice submits in the Portal. 
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Uploading Bulk Invoices in the Portal (US) 
 

To upload bulk invoices, you must perform the 
following steps: 

1. Click the Finance tab.  

2. Click the Create Invoices sub tab.  

3. Click the Invoices Upload button. This 
displays the Import Data window.  
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Uploading Bulk Invoices in the Portal (US) 
 

4. Click the Browse button in the Import Data 
window. Clicking the Browse button displays 
the Choose File to Upload pop-up. 

Note: You must upload a Microsoft Excel file 
that contains the list of purchase orders for 
which you want to create invoices. This 
Microsoft Excel file should have the following 
columns: 

 Invoice Number 

 PO Number 

 PO Line Number 

 Invoice Description 

 Quantity 

 Price 

 Tax Amount (optional) 
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Uploading Bulk Invoices in the Portal (US) 
 

5. Use the Choose File to Upload pop-up to 
select the file from the destination folder.  

6. Click the Open button.  

7. Click the Upload button in the Import Data 
window. 
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Uploading Bulk Invoices in the Portal (US) 
 

8. The Portal displays a confirmation message 
when the file upload completes. 

9. The Portal imports data from the spreadsheet 
and displays the data in the View Input Data 
section of the Import Data window. 

10. Click the Search icon in the Remit To Site 
column. This displays the Search and Select 
List of Values window.  
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Uploading Bulk Invoices in the Portal (US) 
 

11. Enter the search criteria in the Search By 
field and click the Go button.  

12. Select the Remit To Site address and click 
the Select button.  
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Uploading Bulk Invoices in the Portal (US) 
 

13. Select the invoice that you want to process in 
the View Input Data section of the window.  

14. Click the Process Invoices button. When 
you click this button, the Portal performs the 
following custom validations: 

 Identifies the number of invoices against 
multiple states 

 Identifies the number of invoices against 
multiple POs 

15. The system displays a confirmation message 
when the invoice is processed. 
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Entering Invoice in the Portal (Germany) 
 

For Germany, the process of entering invoices in the 
Portal is different from that of the US. When entering 
invoices in the Portal, suppliers located in Germany 
must use the steps shown in this section. 

To enter invoice, you must perform the following 
steps: 

1. Click the Finance tab.  

2. Click the Create Invoices sub tab.  

3. Click the Create PO Based Invoices button. 
This displays the Create Invoice: Purchase 
Orders window.  
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Entering Invoice in the Portal (Germany) 

 

4. Enter the PO number in the Purchase Order 
Number field. 

5. Click the Go button.  

6. Select the PO number in the search result. 

7. Click the Next button.  
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Entering Invoice in the Portal (Germany) 

 

8. For Germany, the Remit To field populates 
automatically.  

9. Enter a unique invoice number for the 
purchase order in the Invoice Number field.  

10. Use the Calendar icon in the Invoice Date 
field to enter the invoice creation date. You 
can leave the default date as displayed by 
the Portal.  

Note: You can enter an invoice with a past 
date, but you cannot enter an invoice with a 
future date.  

11. From the Invoice Type drop-down menu 
select one of the following options: 

a. Invoice: Select this option if you are 
entering an invoice in the Portal. 

b. Credit Memo: Select this option if you 
want to enter a credit memo in the Portal.  

Note: You can add credit memo in the Portal 
only if the credit memo contains a single line. 

If the credit memo contains more than one 
line, you must submit the credit memo to AP 
for manual processing. 

For the purpose of this demonstration, we have 
selected Invoice from the drop-down menu.  
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Entering Invoice in the Portal (Germany) 

 

12. Enter a description for the invoice in the 
Invoice Description field.  

13. Use the Add button to attach a copy of the 
AR invoice. This displays the Add 
Attachment window.  

Note: For Germany, it is mandatory to attach 
a copy of the AR invoice when entering 
invoice in the Portal.  

14. Enter file attachment name in the Title field. 

15. Enter a description in the Description field. 

16. Select the File radio button.  

17. Click the Browse button and select the AR 
invoice that you want upload.  

18. After you have selected the file for upload, 
the location of the file is displays in the File 
field.  

19. Click the Apply button. 
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Entering Invoice in the Portal (Germany) 

 

20. The Portal displays a confirmation message 
when the AR invoice attachment process 
completes.  

21. Use the Search icon in the Ship From 
Country field to search and enter the country 
from where the item shipped.  

Note: These countries can be: 

 Germany 

 EU countries 

 Non EU countries  

22. You can change the value in the Quantity 
field, if necessary. By default, the Portal 
displays the quantity entered in the purchase 
order.  

Notes:  

 You can change the quantity in this field, 
as long as it is lower than the purchase 
order quantity. 

 You cannot enter a quantity in this field 
that is greater than the PO quantity. 
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Entering Invoice in the Portal (Germany) 

 

23. You can change the price in the Unit Price 
field, if necessary. By default, the Portal 
displays the unit price entered in the 
purchase order. 

Notes: 

 You can change the unit price in this field 
as long as the price that you enter is 
lower than the purchase order price. 

 You cannot enter the unit price in this 
field that is higher than the unit price 
entered in the purchase order. 

 
24. Click the Add Row button to add Freight 

charges. Clicking the Add Row button adds 
a new row in the Shipping and Handling 
section of the window. 
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Entering Invoice in the Portal (Germany) 

 

25. Enter the freight amount in the Amount field. 

26. Enter a description in the Description field.  

27. Click the Next button. This displays the 

Create Invoice: Manage Tax window.  
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Entering Invoice in the Portal (Germany) 

 

28. The Summary Tax Lines section 

automatically populates the Tax Rate and 

Tax Amount fields.  

 

Notes:  

 

 The Tax Rate and the Tax Amount 

fields populate based on the country that 

you select in the Site From Country field 

in Step # 21. 

 The Portal allows you to adjust the 

rounding differences for the tax amount 

by ± € 0.04. 

 You must double check the tax amount 

on the Portal with the AR invoice. If the 

discrepancy in the tax amount is greater 

than ± € 0.04, you must submit the 

invoice to AP for manual processing. 

 

29. Click the Calculate button.  

30. Click the Submit button. 
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Entering Invoice in the Portal (Germany) 

 

31. The Portal displays a confirmation message 

when the invoice submits in the system. 
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Frequently Asked Questions (FAQs) 

 
1. Will the Portal enable me to enter invoices at any time during a month? 

 
The Portal will not allow you to enter invoices during the month-end period. The Portal will display the following message if you try to enter an 
invoice during the month-end period: 

 

 
 
 

2. What should I do when an employee with access to the Portal terminates his employment? I do not want the employee to have access to 
the Portal after leaving my organization. 
 
You must make sure that employees who leave your organization do not have access to the Portal. You are responsible to contact the iSupplier 
Administrator and request that the user’s access be removed. 
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3. I am a Germany-based supplier. What should I do if the tax discrepancy between the Portal and the AR invoices is greater than  

± € 0.04.  

 

You must double check the tax amount on the Portal with the AR invoice. If the discrepancy in the tax amount is greater than ± € 0.04, you must 

submit the invoice to AP for manual processing. 

 
4. Can I enter a credit memo in the Portal? 

Yes, you can enter a credit memo in the Portal if the credit memo contains only a single line. If the credit memo contains more than one line then 
you must submit the credit memo to AP for manual processing. This applies to suppliers located in the US and Germany. 

5. What happens in situations where two suppliers merge into a single supplier entity? 

If your organization merges with another supplier organization then you must let the iSupplier Administrator know about this merger. The 
Administrator will send a new invitation for access to the Portal. You can also request access to the Portal through Cisco.com.  
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