
 
 

Accounts Payable 

  PO Box 21218 
  Tulsa, OK  74121-1218 
 
  

IMPORTANT REQUIREMENTS FOR SUBMITTING INVOICES 
 

For suppliers not submitting invoices through the Oracle Business Network (OBN) B2B process, Williams 
strongly encourages use of the Williams Supplier Portal to submit PO invoices and monitor invoice and 
payment status. The Portal provides a streamlined, self-service experience and greater visibility of the status of 
submitted invoices. See portal login and invoice creation instructions below.  To register for the Williams 
Supplier Portal, email supplierportal@williams.com.  Suppliers may also submit PO invoices via email to 
APInvoices@williams.com. 
 
Submit Non-PO invoices only via email to APInvoices@williams.com.   Non-PO invoices cannot be 
submitted through the Williams Supplier Portal. 
 
Requirements: 
Emails and invoice attachments must follow these specifications: 

 Submit only one invoice per email 
o Email subject line must be formatted to include: 

For a PO invoice - 
 _PO, Vendor Name, Invoice Number (Example: _PO XYZ Store, 9876543) 

For a Non-PO invoice - 
 _NONPO, Vendor Name, Invoice Number (Example: _NONPO ABC Store, 

000123456) 
o Send invoices and supporting documentation as a single attachment 
o Emails must not be larger than 10 MB 
o File name cannot be longer than 60 characters and cannot contain any special characters 
o Zip files are not acceptable 
o Invoice files may be submitted in the following formats: PDF, TIFF, PNG, JPG 
o Do not include any text in the email; it will neither be read nor attached to your invoice 

 
 For PO invoices, the PO number must be present on the first page of the invoice 

o There must be a separate invoice line for each PO line 
o Williams’ PO line number must be referenced on each invoice item line 

 
 For Non-PO invoices, the Routing Code must be present on the first page of the invoice 

o The routing code must be valid; if it is missing one character of the eleven-character string, it will 
be returned.  Sample valid routing code formats are NXCKK140846 and NXMMSEQUENT. 
 

 Additional information that must be included on the invoice: 
o Invoice number, date, and amount 
o Vendor name and address 
o Remit-to name, bank name, ABA, and bank account (may be masked to last 4 digits) 

 
 Purchases should only be invoiced upon completed delivery of material 

 
 All emails received after 3 p.m. CT will be processed with the next day’s receipt date.  You will be 

notified whether your email was accepted 
 

 Invalid, illegible, or incomplete invoices will not be processed and will be returned to you unprocessed 
through email or U.S. Postal mail 

 



 
 

ACCESSING THE WILLIAMS SUPPLIER PORTAL 

 



 
 

ACCESSING THE WILLIAMS SUPPLIER PORTAL continued 

 

 
 
 



 
 

 
ACCESSING THE WILLIAMS SUPPLIER PORTAL continued 

 

 



 
 
 

ACCESSING THE WILLIAMS SUPPLIER PORTAL continued 
 

 



 
 
 

ACCESSING THE WILLIAMS SUPPLIER PORTAL continued 
 

 
  



 
 

CREATING AN INVOICE IN THE WILLIAMS SUPPLIER PORTAL  
 

 
 

 
 

 


