
                 Supplier Invoice Submission Process 

Invoice Submission 

User Guide - Suppliers 



Supplier Submits  Invoice for the Goods/Services 

Application: iSupplier Portal 

Navigation: New Kenya Isupplier Full Access > Finance > Create Invoices>Create invoice with a 

PO> Click on GO 

Step 1 

 

 

 

Enter the PO number and Click Go 

Select the PO you are invoicing against and click “Add to Invoice” 

Step 2 

 



Click Next, 

 

Then, capture the invoice details as shown in the table below: 

 

 

Etims Invoice Number Enter the invoice number obtained from KRA eTIMS system 

Invoice Number INV_Your ID number (eg. 27311951) 

Invoice Date Today’s Date Defaults 

Invoice Description Capture according to supplies delivered 

Attachment Hover your cursor on the attachment field to add an attachment. 

 

 



 

Click Next.  A Confirmation message will appear saying eTiMS invoice is validated and captured. 

 

 

 

Proceed to submit the supplier invoice.  

Step 3 

 



 

 

 

The supplier will get a confirmation that the invoice is sent to the procuring entities accounts 

department for processing. 

Step 4 
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1.Direct Invoicing 



a) Navigation (Invoice Entry) 

NP: AP Responsibility>Invoices>Entry>Invoices Batches>Open 

Step 1 

 

 

Click Open 

 

 



 

 

Enter the batch name  

SDWJUL26 

Save the document and scroll to the right as the system prompts you to enter the 

operating unit. 

 

 

Click on the list of value button 

 NOTE: You scroll to the right hand side so as to be able to see and enter the Operating 

Unit 



 

The Operating Unit defaults automatically  

Click on the invoices button 

Step 2 

 

 

On the new page, enter details such as Supplier name, date, invoice date etc. 



 

 

 

Click the DFF  on the invoice  workbench. 

Enter the Auth Ref No: AIE number, the administrative code and eTIMS invoice number 

 Click OK  

 



NB 

The eTIMS invoice number field  is the enhancement that is now mandatory. For direct  

Invoicing, the invoicer will enter a valid eTiMS invoice number provided by the supplier.  

For invoices emanating from isuplier portal, the eTiMS invoice number will populate 

automatically on the invoice workbench DFF. 

 

 

Click on the lines tab 

 Enter the same amount as the header amount  

Click on Distribution button 

 



 

 

Enter the amount and account     Save 

b) Navigation (Invoice Validation) 

AP Responsibility>Invoices>Entry>Invoices >Open 

Step 3 

 



Click OK 

 

 

 

Enter parameters like the invoice number or the invoice dates  

Click Find button 



 

Select the Invoice you want to Validate  

Click on Actions button 

 



Check the Validate check box  

Click OK 

Step 4 

 

 

Check the Create accounting box  

Select the Final post radio button  

Click OK 

 

NB: 

At Validation and the processes thereafter, there are no changes. However, the system 

may  

Throw eTiMS related errors incase there is violation, especially during  invoice 

validation.  

 

 



 

 

2. a)  Isupplier Invoicing (Supplier Role) 

Navigation: New Kenya Isupplier Full Access > Finance > Create Invoices>Create 

invoice with a PO> Click on GO 

Enter the PO number and Click Go> select the PO you are invoicing against and click 

the tab  “Add to Invoice” 

Then, capture the invoice details as shown in the table below: 

Click Next.  A Confirmation message will appear saying eTiMS invoice is validated and 

captured. 

 



 

Proceed to submit the supplier invoice.  

 

 

The supplier will get a confirmation that the invoice is sent to the procuring entities 

accounts department for processing. 

 

 



 

Navigation  

Isupplier Invoicing (Accountants’ Role) 

NP: AP Responsibility>Invoices>Entry>I supplier Invoice Import>Open 

 

Enter the respective dates, batch name, invoice category then search  



 

 



 

 



 

 

 

After importation, the accountant searches the invoices using the batch name. 

 

 



The details populates as below including the  eTiMS invoice number on the DFF, exactly 

as entered by the supplier during invoice submission. The accountant can undertake 

other processes for supplier payment as usual. 
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