
 PO Collaboration – Submit Invoice
& Invoice details Tracking

The goal of this user manual is to:

Course Pre-requisites:
ESA-SCH-User Guide-02-PO – GRN Submit  & tracking ESA-SCH-User 
Guide-03-PO – SES Submit & tracking 

◦ Understand the process of Invoice submission & tracking the invoice 
details

Objective

Target Audience:

Suppliers

https://sch.emiratessteel.com/

1. Enter User ID

2. Enter password

3. Click Log in

Login Page

Notations Used in 
Training Manual

Submit Invoice

An information 
to review 

Text Denotes the 
specific action to 
be taken

Number denotes the sequence of the 
steps to be followed.
If same number, either of the way same 
action can be called

Buyer details to contract

1. Verify default values of address  
and change if required

2. Enter Title, Description and 
mandatory field Values 

Search PO Filter Acknowledged 
PO

GRN Created and 
Approved

Submit Invoice 
Enabled

Create InvoiceCheck Invoice 
Status

Resubmit 
Cancelled InvoiceApproved Invoice

Login To SCH Portal



◦ When GRN/SES Status = “Posted”, “Partial Confirmed” – Invoice can be submitted from 
the PO details

◦ When the invoice is updated by ESA finance team, invoice details are available for the 
supplier to review

◦ Once invoice is submitted by the supplier, status = “Under Accounts Review”

◦ When invoice approved by the ESA finance team, status = “Accepted by Finance”

◦ When the invoice gets rejected, status = “Cancelled” and “Copy Invoice” option enabled 
in PO details page to resubmit.

◦ Invoice can be cancelled by ESA team at any stage before payment

Submit Invoice

Submit Invoice

Create Invoice

1. Click on PO List Page

2. Enter PO Number and Search

3. Click on Create Invoice

Create Invoice – 
Header Data

2. Enter Invoice Number

1. Enter Invoice date, 
which can be up to 90 
days in the past

3. Upload soft copy of 
Invoice and Other 
supporting Documents

Invoice – Item 
and other Charges

Invoice – Select 
Bank and Submit

1. Enter the invoice Quantity 2. By Default all the open GRN/SES 
to be invoiced displayed. Choose to 
delete if not part of this invoice

3. Check Other charges calculated as per PO

1. Selected the Bank Account to which 
the amount to be credited. 

2. If the details not shown here, it should 
be submitted as part of Vendor Profile 
and approved by ESA VM team 3. Submit after 

filing all the details

Invoice Submitted

Check the Invoice Created with 
Status “Under Accounts Review”



Under Invoice Details

After Accepted by 
ESA team

When Payment 
Posted for Invoice

When Payment 
Posted-PO History

Invoice Cancelled 
by ESA team

Resubmit Cancelled Invoice

Payment details Click here to get list 
of Invoices part of 
this payment

Invoice Status is 
set to Cancelled

1. Click on Copy 
Invoice



Resubmit 
Cancelled Invoice

Invoice List

Thank You

1. Check details and submit

Check all the details filled 
from earlier submitted invoice

1. Click on 
Invoice List

2. Click to view Invoice 
details

2. Click to view 
Invoice details

Invoice Value for the 
submitted Invoices


