USPS iSupplier

UNITED STATES
POSTAL SERVICE o

Create Invoice w/Attachment

Suppliers can create and submit invoices with supporting documentation.

https://einvoice.usps.com

Step 1 e Select USPS iSupplier External e nvoice Creation or Home Page.

Home

MNavigator Worklist

Personalize Full List

» Em usps iSupplier External Account Inguiry From Type Subject Sent Due

SPS iSupplier External elnvoice Creati There are no notifications in this view.
Home Page
@ TIP Vacation Rules - Redirect or auto-respond to nofifications.

» Bm uses iSupplier External User Maintenance
Table Diagnostics

Step 2 e Select the Finance tab.

Supplier Home: Olde
%leawlnvolcei View Invoices™ view Payments
Create Invoice ~ With aPO[v| Go

Invoice Actions

Search

Hote that the search is case insensifive
Purchase Order Number

Supplier OSHKOSH DEFENSE LLG
Invoice Number Invoice Amount
Invoice Date From  (14-5ep-2023) fig Invoice Date To Y
Invoice Status Currency
Go  Clear

Invoice Amount Purchase Order Status Withdraw Cancel Update View Attachments

Invoice Number Invoice Date Invoice Currency Code
>

No search conducted
<

Table Diagnostics



Step3 e Select GO to create invoice with PO on the right hand side.
e Leave this page blank

%I\er Home Orders = Finance

Create Invoices | View Invoices  View Payments

Invoice Actions Create Invoice  Witn fP0[¥] | Go

Search

Hole that the search is case insensifive:

Supplier OSHKOSH DEFENSE LLC Purchase Order Number
Invoice Number Invoice Amount
Invoice Date From  (14-Sep-2023) [y Invoice Date To Y
Invoice Status Currency
Go  Clear
Invoice Number Invoice Date Invoice Currency Code Invoice Amount Purchase Order Status Withdraw Cancel Update View Attachments
Mo search conducted
4 >
Table Diagnostics
Step4 &5 ¢ Enterthe Purchase Order Number/Contract number in all CAPS with no
dashes.
e Leave all other fields blank.
e Select GO
%uppl\erHcme Orders ~ Finance
Create Invoices View Invoices  View Payments
(]
Purchase Orders Defails Manage Tax Review and Submit
Create Invoice: Purchase Orders Cancel Stepiof4 Next

Search Advanced Search

Note that the search is case insensifive

purchase Order Number JDVPRHZCUWI\ X

Purchase Order Date  [12-5e0-2023) [
Buyer Q
Organization Q
Clear
PO Number Line Shipment Item Description Ordered Received Invoiced uom Unit Price Curr Ship To Organization

Mo search conducted.
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Step6 & 7 e Select the check box for the appropriate line item and shipment.
e Please note you can select more than one line item if your invoice is for
more than one line item.
e Select 'Next' on the right hand side.

UNITEDSTATES
POSTAL SERVICE |

Supplier Home  Orders | Finance

Create Invoices  View Invoices

[

Purchase Orders

iSupplier Portal

View Payments

Details Manage Tax

Create Invoice: Purchase Orders

Search

Note that the search is case insensitive

Purchase Order Number

Purchase Order Date

3DVPRT23C0016

(14-5ep-2023) fo

U]

| Logged In As WINTANA1426452

Review and Submit

Cance] Step 1 ul

Advanced Search

Buyer Q
Organization Q
Go  Clear
Select ltems: | Add to Invoice | | v
{//%0 Number ¥ Line - Shipment - Item Description Ordered  Received Invoiced UOM g:li::‘e Curr . Ship To Organization -~
50,000 NEXT GENERATION DELIVERY VEHICLES IN ACCORDANCE WITH U.S. POSTAL SERVICE STATEMENT OF WORK CONFIGURED WITH INTERNAL COMBUSTION ENGINE AND UNITED STATES POSTAI
CrEEEIT i BATTERY ELECTRIC POWERTRAINS. THE PRODUCTION YEAR 1 MODEL MIX CANNOT BE GHANGED AFTER THE DELI AR e e =D ESHE] SERVICE
_ uses UNITED STATES POSTAI
VPRT23C0016 2 1 test 99 mil inv 3000000000 0 0 DOLLARS 1 D |hobe] e

Diagnostics

Step 8

Enter invoice details.
o Your invoice number.
Description of product or services rendered.
Add attachment(s)
Quantity
If UOM is set to dollars enter dollar amount.
If UOM is EACH enter quantity amount.

o
o
o

([ ]

>

Supplier Home  Orders = Finance

Create Invoice: Details

* Indicates required field

Create Invoices View Invoices  View Payments
Purchase Orders Details Manage Tax Review and Submit

Cancel Back Step2of4  Next

Supplier Invoice
* Supplier gige Wumber TEST1234
*RemitTo 1 Q ‘E?-e »eu:umm 5 uppercase with masimum lengih of 30 characters snd cannct contsin any invalid charsciers (fabs or
Address  00000C00CO0000CL W GOD0000X Invoice Date  14-5ep-2023
Invoice Type Invoice
Curren
oice Description Testing Services
NOTE: Destriptons excesting 2hasmeteed i on the Remiffance when fhe invaice s peid
Items
i Item i Supplier Item Available
PO Number  Line Shipment - item Description Number Ship To Quantity
50,000 NEXT GENERATION DELIVERY VEHICLES IN ACCORDANGE WITH U.S. POSTAL SERVICE STATEMENT OF WORK CONFIGURED WITH INTERNAL COMBUSTION ENGINE AND
VPRIZICIE 1t BATTERY ELECTRIC POWERTRAINS. THE PRODUCTION YEAR 1 MODEL MIX CANNOT BE CHANGED AFTER THE DELI I i
N Usps
SDVPRTZICONE 2 1 test 99 mil iy ooy 3000000000

ojurajohkdaigmoy

National Roll Out FY22-W1P
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Step 9 1. Add attachments - i.e. soft copy of invoice, bill of lading etc. as
required by contract or contracting officer.
a. Select the green + and browse to attach files.
b. Select OK to confirm attachment.

2. Select Next at the top right hand corner.

Suppher Home  Orders | Finance.

Create Invoices | View nvoices  View Payments

Create Invoice: Details

Cancel || Back | Step 2014 | Next
Supplier Invoice
* Supplier OSHKOSH DEFENSE LLG. * tnvoice Number | TEST1204
*RemitTo e
Addresa X XX XOOOX XCOO0K Wi K000 lovoice Date 14-509-2023
Add Attacnment x Invoice Type invoice
Cumroncy s>
RS *tvoice Dexcription  Tesing Senices
O e s L RN SRS Avachmer: S +
items. Category From Suppior
*rie [CUUseratySmiDoaior _ Browso
Cancel | Ada Another ( Avpiy
PoNumber  Line snipment O™ wom pescripton Sumplertom [gpro Avalabe aguanuy U yom  Amount
povPRTZSCaIs|1 |1 BATTERY ELEGTRIC POWERTRAINS. THE PRODUGTION YEAR 1 MODEL MIX CANNOT BE CHANGED AFTER THE DELI esien |2oazaz4nn2 2008] 1 [pouLARs 2008
uses
soveRT2sco0ts 2 1 tost 59 manv USES on 3000000000 s00 1 ooLLARS 600
Table Disgnostics
SuppierHome  Orders | Finance
Create Invoicos | View Invoices  View Payments
Ld
Purchase Orders Detalls Manage Tax Review and Submit
Create Invoice: Details Cancel
* ndicates roquired fild
Supp! Invoice
* Supplier OSHKOSH DEFENSE LLG * Invoice Number | TEST1234
* RemitTo et
Address XX 00( 000K KHO000OX W1 K000 T )
Invoice Type Imoice (V]
Currency UsD
invoice Description  Testing Services
% Confirmation x Attachment JED 4
Atlachment 2023.09-14 12..._has been added successfully but not
Items. o, # would be commited when you commi the estofthe current
ransacton
PONumbor  Line Shipment §em  item Description NapplerlEm  snipTo  Avaleble  *Quantity ek, UOM  Amount
50,000 NEXT GENERATION DELIVERY VEHIGLES IN ACCORDANGE WITH U.S. POSTAL SERVICE STATEMENT OF WORK "o
CEEEDE B BATTERY ELECTRIC POWERTRAINS. THE PRODUCTION YEAR 1 MODEL MIX CANNOT BE CHANGED AFTER THE DELI (B e asa] EEIAE D
— p— - se— 01 Douas s
< >
able Diaanostics
SupplierHome  Orders | Finance
reate Invoices | View Invoices  View Payments
Purchase Orders Details WManage Tax Review and Submit o
Create Invoice: Manage Tax Can Save Back Step3ofd Nexf
Supplier Invoice
OSHKOSH DEFENSE LLC * invoice Number TEST1234
1 *Invoice Date  14-Sep-2023
Address 30X 000000 0000 W1 X0UOT0K Date Invoice Received 14-5ep-2023
Invoice Type  Standard
* Currency  USD
* Invoice Description  Tesiing Senvices
o attacnment S
%, Confirmation
Items. I certify that contained in or this invoice submission is true, accurate,
- Furth I false statements in an invoice to the
United States Postal Service could resultin civil or eriminal penaltics, including, but not limited to
¢ criminal prosecution or violating Title 18, United States Code Section 267 (False Claim on the United
States), Section 641 (Theft of Government Property), Section 1001 (False Statement der: 8 . i .
PO Number  Line Shipment ltem Description Matter), Section 1343 (Wire Fraud), and Section 1707 (Theft of Property Used by the Postal Se Suppliertem gy 7o Available  QuantityTo ;5 URIt e
T Number ay Invoice Price
50,000 NEXT GENERATION DELIVERY VEHICLES IN ACCORDANCE WITH U S, POST 2 TRIC
SOVPRT29C00161 |1 POWERTRAINS. THE PRODUCTION YEAR 1 MODEL MIX GANNOT BE CHANGED AF. 16318 2862624552 2000 DOLLARS |1 EfIED
uses
3DVPRT23C0016 2 1 test 99 miliny Looation 3000000000 600 DOLLARS 1 600.00
< >
Table Diagnostics
Inveice Summary
ttems 260000
Less Retainage 0.00
Freight 0.00
Miscellaneous 0.00
Tax 0.00
Recalculate Total | Total (USD) 2600.00
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