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1. Accessing Basware Portal 

Go to: https://portal.basware.com/.  Enter your username and password.  You will then be directed to 

the home screen. 

2. To Create an Invoice from a Purchase Order 
a. Click on the tab “Purchase Order”  

 

 

b. Then review any POs sent to you and select the one you’d like to pay by clicking on the actual 

purchase order. 

 

 

c. Select “Convert to Invoice” in the top right corner. 

https://portal.basware.com/
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d. Enter the Invoice Number in the corresponding field. 

 

 

 

e. Review the data on the invoice for that specific purchase order. 

1. If you are not fully invoicing the purchase order, modify the Amount To Be 

Invoiced, if necessary, for each line item. 

2. Any line not invoiced has to be either deleted or the amount should be ”0”. (Please 

ensure all line items are accurate). 
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f. Please add your original invoice to the system as well.  Click “Files”. 

 

g. You will upload the file by clicking the green text and then selecting the file from your computer. 

 

h. The attachment will show on the screen once fully uploaded. 

PLEASE NOTE: DO NOT ADD ANY ADDITIONAL LINES TO THE INVOICE! 

You may edit existing lines, but under no circumstance may you add a new line to the invoice. 
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1. If you need to delete the attachment for any reason, please click the circle in the 

right corner. 

 

 

 

i. Once you are satisfied with the invoice, please scroll to the top and select “Send Invoice”. 

 

 


