
A Step by step guide to: converting 
purchase orde r s t o invoices on  the

Tungsten Network Portal.
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Follow this step by step
guide to utilize the PO 
Convert function of the
portal.

ÅThis is available to you if your

customer send POs to the network and 

has enabled you to use the convert

function.

ÅTo begin, click ʧsĨĘÍçÀĜ×gĘÓ×ĘĜʨ

located in the main menu bar on the 

left side of the page.
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Å You can manage your purchase orders by 

moving them to a different s ta tus within the 

ʧ`ĺPOĜĨāāÀĘĺʨsection.

Å Updating the s ta tus of your purchase order 

allows you to confirm which purchase orders 

are open, closed, rejected or archived.

ÅWhen your purchase order is newly created or 

updated by your customer, it will appear in the

new or pending status.

Å Tungsten Network will send an email 

confirming a purchase order is available in the 

portal under Ĥç× ʧ`ĺ sg ĜĨāāÀĘĺʨ section. 

After reviewing the email, you are ready to 

begin.

3

The ʧsĨĘÍçÀĜ× gĘÓ×ĘĜʨ page 
gives you the ability to search for 
purchase orders that have been 
delivered to Tungsten Network 
from your customer.



1. Search for your purchase order on the

left side of the screen.

Å N.B. befo r e s ear ch in g please 

ensure to select the POdate range 

from the drop down menu.

2. Once the search has run, all purchase

orders in the status selected will be 

shown at the bottom of the page.

3. You also have the ability to select the

blue hyperlinked text available under 

ʧ`ĺ sg ĜĨāāÀĘĺʨsection.

4. Once a selection is made, all purchase

orders in the selected status will appear 

at the bottom of the page.
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5. Select the purchase order by 

clicking the blue link located on the 

left side of the page next to the 

purchase order number.

7. The purchase order will open and, 

then you need to press the 

ʧACCEPT POʨat the bottom of the 

page.
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6.   On the next page êĤʪĜ êāĕĉĘĤÀĂĤ Ĥĉ  

review the purchase order detai ls  

prior to accepting your purchase  

order.
ÅN.B. I f  the purchase order  

contains invalid or missing  
information, i t  may be best to 
request a change from  your 
customer.



8.  The current status of your purchase order will be

ÍçÀĂâ×Ó Ĥĉ ʧ!ÍÍ×ĕĤ×Óʨɿ

9. If all purchase order details are valid, click

ʧ.ONVERTsgʨɿ

10. If the purchase order has been fulfilled 

and will no longer be used, move the 

purchase order to the archived status

by pressing the ʧ!ĘÍçêĳ×sgʨbutton.
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11. The ʧKĂĳĉêÍ×ĂĨāÌ×Ęʨfield allows entry of your

invoice number. Once ĺĉĨĘ ÓĉÍĨā×ĂĤʪĜ number 

has been entered, tick the box located next to

Net amount. This will allow you to select the PO

line items you would like to include in your

electronic invoice.

Å N.B. Partial billing is accepted ; please adjust the

quantity only as the unit price has been fixed and

should not be changed .

12. Next, enter the tax amount.

Å If operating in a region where tax is referenced at

the line item level, please select the individual tax

rate from the drop menu .

Å If operating in a region where tax is referenced at 

the summary level of the invoice, you will have 

the option to enter the tax amount prior to 

prev iew ing and sub mitting your invoice.

13. Click ʧ.Ę×ÀĤ×êĂĳĉêÍ×ʨonce all PO line items have
been

14.selected.

Å N.B. You can submit invoices against the

same purchase order.Please ensure to use a

unique  inv oice numb er for each submissi on.
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14 . Confirm that you have selected the correct purchase order l ine i tems to be included in your invoice. I f  not, please 

ÍûêÍø ʧ-ÀÍøʨɿ Ká Àûû êĂáĉĘāÀĤêĉĂĜçĉĴĂ êĜ ĳÀûêÓɺ ÍûêÍø ʧ.ĉĂáêĘāʨ Ĥĉ ĕĘĉÍ××Ó Ĥĉ Ĥç× áêĂÀû ĕÀâ×ɿ
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15. You can further review, edit and/or add

details on your invoice.

16. Enter your company name, phone number 

and email address in the ʧ·ĉĨĘ Ó×ĤÀêûĜʨ 

section. Next, enter the name, phone

number and email address for your 

customer in the ʧ±çĉ you are êĂĳĉêÍêĂâʨ 

section.

17. You can save contact details by clicking the
blue

18.+ circle located in the ʧ·ĉĨĘÓ×ĤÀêûĜʨand

ʧ±çĉyou are êĂĳĉêÍêĂâʨ sections. This will 

mean you ĴĉĂʪĤ have to add them again.

19. Once contact details have been entered,

exit out of the text box to continue.
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20. I f  the shipping details ĺĉĨʪĘ× sending from 

differ from your Invoice address details, 

please select the ʧ·×Ĝ ʜAdd a ʩĜçêĕ áĘĉāʪ 

ÀÓÓĘ×ĜĜʨ from the drop - down menu. N.B. 

You can also bypass this section if it

Óĉ×ĜĂʪĤ apply to you.

Å To enter shipping information, choose

ʨ·×s ʝ Add a ʪĜhip áĘĉāʫaddressʩand

new fields willappear for population.

Å To save a shipping address to your profile

to be used for future submissions, click the 

blue circle located next to the ʨ.ĉāĕÀĂĺ 

ĂÀā×ʩ field. Once shipping det ails have been

entered,please exit  out of the text box to

continue.
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N.B. I f additional header information is required by your customer, expand this section and complete the details. I f ĺĉĨʪĘ×unsure if this applies to 

you, please ask your customer or raise a  t icket for assistance. Once the details, bill of lading, delivery note number and cost centre have been 

populated, please move to the next section.
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