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Creating an Invoice in the Supplier Portal –
Header Information

Select PO Number

Select Pay Site –
ACH if Available  

Attach a copy of 
the Invoice

Enter in Invoice Number

Enter in 
Today’s 
Date
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Creating an Invoice in the Supplier Portal –
Selecting the Lines

Once all lines are selected, Click 
Submit.  The Invoice must be 
Submitted for AP to receive (if you 
select SAVE, the Invoice will show 
as Incomplete)

Click the “Select 
and Add” to show 
the PO Lines

Once the PO lines appear, highlight the ones 
that are associated with the invoice.  Click 
Apply, then OK.

The Vendor can 
invoice partials if 
needed
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FAQ
• If you need to add freight to your invoice, select the + sign under Lines and select freight 

• The freight will be prorated against all lines on the PO

• **Very important – To be paid via ACH, select your ACH option under the Supplier Site
• The ACH site will begin with an ‘A’

• If you do not have ACH set up with Williams, please send your ACH information on your 
letterhead to supplierportal@williams.com

• Williams Portal Link:Williams Supplier Portal


