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This guide reviews how to submit invoices for Purchase Orders (POs) generated in HHub. POs are eligible 

to be invoiced once they have been marked as Delivered in HHub, which is done by the HH Buyer or 

Procurement Contact on the Enquiry.  

Please take note of the following electronic invoicing rules: 

• Only full Purchase Orders that are marked as delivered in HHub will be sent to the Tungsten Network 

for payment. No partial Purchase Orders will be sent to the Tungsten Network. 

• Consolidated invoices can be processed only if the payment term, currency, and billing entity are 

identical in your selected Purchase Orders. 

• Purchase Order line numbers should be added in each Purchase Order line for single and consolidated 

invoices. 

• Purchase Order numbers must be input verbatim to avoid rejections. 

• Invoices must be raised for the complete amount of the Purchase Order(s). Partial amounts will be 

rejected. 

To submit an invoice for a Purchase Order in Tungsten:  

1. Log in to Tungsten and click on Purchase Orders in the navigation bar to review your available POs. 
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2. In the Criteria section, select HH Associates US, Inc - 98-0532401 - AAA286339486 from the 

Customer dropdown menu. 

 

3. Under the Select PO date range field, select Last 12 Months. 

4. Click the Get my POs button.  

Important: If your PO Number does not display after searching with these criteria, it is most likely 

because the associated PO has not yet been marked Delivered in HHub. To correct this, contact your 

HH Global Buyer or the Procurement Contact on the Enquiry so that they can mark the PO as Delivered. 

If you attempt to submit the invoice manually without completing this step, the system will reject the 

invoice.  
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5. A list of Purchase Orders meeting the search criteria will generate. Click on the Plus (+) button next to 

the PO Number to invoice.  
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6. If the PO is in New status, review the information and then click on the Accept PO button to move the 

PO to Accepted status.  
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7. Click on the Convert PO button to convert the PO into an invoice.  

Note: The PO Number to be invoiced must be in Accepted status. If the PO Number is in New status, 

you must first accept the PO before invoicing it.  

 

8. In the Create Invoice section, enter the invoice number to associate with the PO Number.  
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9. In the Select PO line items to use section, click on the checkbox for the Net Amount.  

 

10. Click the Create Invoice button.  

 

11. The PO Conversion details will display. Click the Confirm button.  
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12. The invoice information page will display. Enter the Invoice Date in the Invoice Details section.  

Note: Only the Invoice Date is required for you to input on this screen. Advance Payment Dates or 

Payment Due Dates entered on this screen will not be accepted into the HH Global accounting system.  

 

13. To submit an invoice for multiple PO Numbers, follow the procedure in the Multiple POs section below. 

Otherwise, proceed to step 14 to invoice a single PO.  

14. Review the information on the page to confirm that all invoice details are correct. If so, click the Send 

button.  
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15. A success message will display once the invoice is successfully submitted.  
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After steps 1-13 from the above procedure are completed, additional POs can be added to a single invoice if 

necessary. 

To submit a PO for multiple PO Numbers:  

1. On the invoice information page, click on the Add button in the Invoice Items section.  
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2. Fill out the necessary details for the additional PO Number:  

 

o Under the Line Item Type dropdown menu, select Goods.  

o In the Product Code field, enter your own product code or use the code PRPRI10100.  

o In the Product Description field, enter your own product description or copy the description listed on 

the PO in HHub.  

o From the Unit dropdown menu, select Each.  

o In the Quantity field, enter 1.  

o In the Price field, enter the Total Amount of the PO.  

3. Click on the Plus (+) button to enter additional line level information.  

4. Enter the PO Number and PO Line Number for the additional PO being included on the invoice.  
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Note: The PO Line Number is listed on the PO Convert screen (from step 7 above) for each PO listed in 

Tungsten. 

 

5. When all necessary details for the additional PO are entered click the Save Line Item button.  
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6. A success message will display indicating the additional invoice item was added.  

 

7. To add additional POs to the invoice, repeat steps 1-5 of this procedure. 

8. Review the information on the page to confirm that all invoice details are correct. If so, click the Send 

button.  

 

9. A success message will display once the invoice is successfully submitted.  
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