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 Introduction  

Introduction - Finance 

After the supplier ships the service or goods to the Saudi Commission for Health 

Specialties and confirms that a notice exists in the system indicating that the requesting 

department has completed the receipt process, the user can begin creating the invoice. 

 

Steps to Create an Invoice 

To do so, navigate to the “Finance” tab, then click on the “Create Invoice” sub-tab. The 

screen shown in the image below will then appear. 

 

- Then click on the ‘’ Go ‘’ 

 

 

 

 

 



 

- The user must follow the steps below: 

Enter the Purchase Order Number only, then click Go. The purchase order line will 

appear, and the line to which the invoice will be added should be selected. 

 
 

Select the purchase order line, then click Next  

 

Enter the Invoice Number and Invoice Date, and add the necessary attachments 

 

 

 

 



 

Then verify that the quantity and amount match the invoice, and click Next 

 

 

 

Verify all the information displayed on the page, then click Submit. 

 

 
 

 

 

 
 

 

 

 



 

View and Query Invoices 

The user can view all previously created invoices and verify them by following these 

steps: 

1. Navigate to the “Finance” tab, then to the “View Invoices” sub-tab. The page shown 

below will open. 

 

 

2. Enter the search criteria (Purchase Order Number and Invoice Number) and click the 

Go icon. The page shown below will appear. 

 

 

 

 

 

  



 

Inquiry on Payment Date and Transfer Date 

 

The supplier can check the status of the invoice by following these steps 

 

 
 

The Payment Date will be displayed, indicating the date of the financial processing 

 

The Transfer Date will be displayed, indicating the date the amount is debited from the 

Commission’s account 
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