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How to...     
create an invoice/credit note

The Create Invoice button 

gives you the ability to:

1) Submit invoices or credit 

notes to your customer 

electronically via Tungsten 

Network. 

2) Add contact and shipping 

details to your electronic 

submission

3) Add regular and special 

line items to your electronic 

submission

4) Add supporting 

documentation such 

as attachments to your 

electronic invoice or credit 

note submission.

To begin the submission 

process:

1) Click ‘Invoicing’

2) Click ‘Create Invoice

3) Click the blue symbol to 

select your customer

STEP 1: Select create invoice 

Requirement(s): 

•	 Click ‘Invoicing’  

•	 Click ‘Create invoice’    

Requirement(s): 

•	 Click the blue symbol

STEP 2: View your customer list
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STEP 3: Select your customer from list

To begin the creation 

process, you must select your 

customer from the list.

1) Click ‘Select customer’

*If your customer is 

unavailable, please select 

‘Customers’ from the main 

menu bar.  Then select 

‘Connect with a customer’.  

If you would like more 

information in regards 

to connecting with your 

customer, please visit our 

Help & Support archive to 

view the ‘How to connect with 

your customer’ guide and/or 

video.

2) Once you have selected 

your customer, you must 

confirm if you are submitting 

an invoice or credit note.

3) Enter the invoice or credit 

note number. 

*Tungsten Network does 

not allow entry of duplicated 

invoice or credit note 

numbers.  Please ensure 

each document number is 

unique upon entry.

4) Click ‘Create’ to continue 

with the creation process.

Requirement(s): 

•	 Click ‘Select Customer’

STEP 4 - Unable to login - Forgot Your Details
STEP 4: Create invoice or credit note

Requirement(s): 

•	 Click ’Select option’

•	 Enter invoice or credit note number

•	 Click ‘Create’
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STEP 5: Enter contact to/contact from details
Enter your contact details 

and/or the contact details 

of your customer. 

 

1) Click the blue ‘+’ 

symbol to add contact 

details to the internal 

template.  

*The internal template 

was designed to save 

time when entering 

contact details into your 

electronic invoice or 

credit note. 

 

2) Once your contact 

details have been entered 

into the internal template, 

click ‘Save’.

 

3) To populate the contact 

fields, enter the contact 

name in the ‘Your name’ 

field. 

 

*The Tungsten Network 

system will auto complete 

the section on your 

behalf.

Requirement(s): 

•	 Select blue symbol

•	 Enter contact details

•	 Click ‘Save’

•	 Enter contact details in the ‘Your Name’ field
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Enter your ship to details 

and/or the ship from details 

on your electronic invoice or 

credit note.  

1) To begin, click ‘Click here 

if the Ship to/Ship from 

details are different from 

the invoice to/from details.  

 

2) Next, click the blue ‘+’ 

symbol to add shipping 

details to the internal 

template. 

 

3) Once your contact details 

have been entered into the 

internal template, click 

‘Save’.  

4) To populate the shipping 

fields, enter the shipping 

name in the ‘Company 

name’ field. 

  

*The Tungsten Network 

system will auto complete 

the section on your behalf. 

STEP 6: Enter ship to/ship from details

Requirement(s): 

•	 Click ‘Click here if the ship to/ship from details are 
different...’

•	 Select blue symbol

•	 Enter ship to/ship from details into template

•	 Click ‘Save’

•	 Enter ‘Company Name’ 
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It’s important to ensure 

your document type, dates, 

currency and purchase order 

number are valid prior to 

submitting your electronic 

invoice or credit note. 

1) Click the dropdown menu 

to confirm your document 

type (invoice/credit note).

2) Please use the calendar to 

select the following dates:

•	 Invoice date

•	 Payment due date

•	 Delivery date 

3) Click the dropdown menu 

to confirm your currency is 

valid.

4) Enter your purchase order 

number exactly as it appears 

on your contract/purchase 

order from your customer.   

*If you were not provided 

a purchase order number 

by your customer, please 

ensure your customer’s 

contact details are entered in 

the ‘Who are you invoicing’ 

fields.

STEP 7: Enter invoice header details

Requirement(s): 

•	 Confirm ‘Document type’ is valid

•	 Use the calendar symbol to enter:  

•	 	 Invoice date

•	 	 Payment due date

•	 	 Delivery date (if applicable)

•	 Confirm ‘Currency’ is valid

•	 Enter ‘Purchase order (PO) number’ (if 
applicable)



How to...     
create an invoice/credit note

Page 6 of 11

The Tungsten Network 

system allows entry of 

additional invoice or credit 

note header information.

1) To begin, click ‘Click here 

for additional header fields 

such as delivery/GRN, cost 

centre, etc...’ 

 

Enter data in all applicable 

fields.

*Regular line items are 

mandatory for all invoice or 

credit note submissions.

1) To begin, click ‘Add’

The system will then request 

line item details such as 

description, quantity, unit of 

measurement and unit price.

STEP 8: Enter additional invoice header information

Requirement(s): 

•	 Enter ‘Bill of lading’ (if  applicable)

•	 Enter ‘Account code’ (if applicable) 

•	 Enter ‘Delivery note number’ (if applicable)

•	 Enter ‘Payment reference’ number (if applicable)

•	 Enter ‘Cost centre’ (if applicable)

•	 Enter ‘Notes to your customer’ (if applicable) 

STEP 9: Adding a regular line item

Requirement(s): 

•	 Click ‘Add’
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1) Select your line item type 

from the dropdown menu.

*The first line item must be 

a regular line item (goods or 

services).

 

2) The following fields are 

mandatory:

•	 Product code

•	 Product description

•	 Unit (unit of 

measurement)

•	 Quantity

•	 Price

•	 Tax type (if applicable) 

*The system will mulitply 

your quantity by your price to 

determine the line net.    

 

3) If you have additional line 

level information, click ‘Click 

here for additional line level 

information...’  

4) After all line item details 

have been entered, click 

‘Save line item’.

STEP 10: Enter regular line item details

Requirement(s): 

•	 Confirm ‘Line item type’

•	 Enter ‘Product code’ and ‘Product description’

•	 Select ‘Unit’

•	 Enter ‘Quantity’

•	 Enter ‘Price’

•	 Enter ‘Tax type’ (if applicable)

STEP 11: Enter additional line item details

Requirement(s): 

•	 Click ‘Click here for additional line level 
information...’
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1) Enter all applicable 

information into the 

approperiate fields.

*If entering a date range, 

please use the calander to 

select your start and end 

date.

2) Once all additional regular 

line item details have been 

added, click ‘Save line item’   

*To add additional regular 

line items, repeat steps 9-12 

as shown in this guide.

To add a special line item, 

click ‘Add’. 

*The system does not accept 

invoices or credit notes that 

only reference special line 

items.  All invoices must 

contain at least one regular 

line item.

STEP 12: Enter additional line item details cont’d

Requirement(s): 

•	 Enter additional line level information if 
applicable

•	 Click ‘Save line item’  

STEP 13:  Adding a special line item

Requirement(s): 

•	 Click ‘Add’
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1)  Select line item type from 

dropdown menu   

*You must choose special 

line type. 

2) The following fields are 

mandatory:

•	 Product description

•	 Quantity

•	 Price

•	 Tax type (if applicable) 

•	 Service delivery start/

end date (if applicable)

3) Once all additional special 

line item details have been 

added, click ‘Save line item’   

Tungsten Network accepts 

supporting documentation 

with your electronic invoice 

or credit note submission. 

1) To add an attachment, 

click ‘Select and upload’

STEP 14: Enter special line item details

Requirement(s): 

•	 Select ‘Line item type’

•	 Enter ‘Description’

•	 Enter ‘Quantity’

•	 Enter ‘Price’

•	 Enter ‘Tax type’

•	 Enter ‘Service delivery start/end date’ (if 
applicable)

•	 Click ‘Save line item’ 

STEP 15:  Adding an attachment

Requirement(s): 

•	 Click ‘Select and upload’
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Search for your attachment 

on your local or shared 

drive.

2) Select the attachment

3) Click ‘Open’

It’s best to review your 

invoice or credit note prior 

to submitting to Tungsten 

Network for processing.  

To review your invoice or 

credit note, click ‘Preview’

STEP 16: Selecting your attachment

STEP 17:  Preview prior to submission

Requirement(s): 

•	 Locate the attachment

•	 Select the attachment

•	 Click ‘Open’

Requirement(s): 

•	 Click ‘Preview’
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1) After reviewing your 

invoice or credit note, click 

‘Send’.

*The invoice or credit 

note will be processed by 

Tungsten Network.  Once 

processed, Tungsten 

Network will send an email 

confirming the status of the 

submitted invoice or credit 

note.  

*Please visit our Invoice 

Status page to obtain the 

most up to date information 

as it relates to your 

submitted invoice or credit 

note.  

*If you would like more 

information in regards to 

Invoice Status Service, 

please visit our Help & 

Support archive to view the 

‘Invoice Status Service’ guide 

and/or video.

 

2) Once the invoice or credit 

note has been submitted, 

click ‘Continue’ to create a 

new invoice or credit note.

STEP 18: Submitting your invoice or credit note

STEP 19: Invoice or credit note submitted successfully

Requirement(s): 

•	 Click ‘Send’

Requirement(s): 

•	 Click ‘Continue’

If you are unable to enter the required information, please contact Tungsten Network for assistance
www.Tungsten-Network.com/Support


