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Creating a PO Invoice
Purchase Order (PO) invoice entries are required when suppliers submit paper invoices to OSU and have to be 
entered into the system manually.  A/P Users have the option to use one of the following invoice entry types:
 Simple Manual Entry: Condensed manual invoice entry, which hides all but the most important fields.  Field 

elements are not configurable and users can switch back to the detailed entry screen at any point.
 Detailed Manual Entry: All invoice entry fields are available, as configured by OSU.

Let’s Get Started
1. Login to BennyBuy using your ONID ID and password.
2. From the BennyBuy home page, select Account Payable located along the left side panel.  Navigate to 

Invoices and Receipts and select AP Home. 

3. Under the Create Invoice section, select Invoice as the Type of document.  In the From field, select PO and 
enter the appropriate PO Number(s).  Click Create. 

If you do not know the PO Number, use the Document Search function located above the Create Invoice 
section.  Select Purchase Orders from the drop down menu and enter the Supplier Name, Supplier 
Number, or Product Information.   You can also use Advanced Search to see additional search options.  
Enter in the appropriate criteria and select the Search icon. 
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From the search results, click the desired PO Number for which you want to generate an invoice.

Once you open the PO, click on Document Actions and select Create Invoice from the drop down menu.

4. You will be directed to the draft invoice screen.  Enter the Invoice Date, Supplier Invoice Number, and
Supplier Account Number, if available.  Select a Remit-To Location from the drop down menu next to 
Remit-To.
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5. Scroll down to the General section and enter a Transaction Date.  Select the appropriate Payment Terms 
and FOB Shipping under their corresponding drop down menus.  To manually enter Payment Terms, check 
the box titled Manually Enter.

6. Review the Codes section of the invoice, and make appropriate changes by clicking Edit and Save. If you 
have invoice code favorites set on your user profile, you can select from the configured list.
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7. Review the PO product descriptions under Lines and make appropriate changes to the Unit Price and 
Quantity.

8. Once you have reviewed and entered the required information, click Finalize Invoice located at the top of the 
screen.

9. Once you finalize the invoice, you will see a confirmation screen that the invoice has been submitted for 
approval. The Invoice Summary will provide you with information regarding the submitted invoice and from 
there, you can continue entering invoices.
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