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When should you create an invoice in PAW?

Do you have a PO or a contract?  If you have a PO, is the supplier 
a catalog/punch out supplier or not?
If you have a PO and the supplier is a punch out, then the 
supplier creates the invoice in PAW – we call it a system invoice

Will indicate 
“System”



When should you create an invoice in PAW? Cont.

• Punch out suppliers upload their own system invoices.  PAW 
produces invoice “images,” a generic looking invoice that we 
send to the State for payment.  PAW takes the information that 
the punch out enters and applies it to the line items of the PO.

When you enter the received receipt – 
quantity receipt in this example, the 
Received amount will show 2 and the Line 
Match Status will change to Matched.  We 
then process the invoice for payment.



When should you create an invoice in PAW? Cont.

• If the supplier is not a punch-out or if you are invoicing against 
a contract, then you must “create” the invoice they give you 
into PAW.

• Most of the time, the invoice unit price matches the PO unit 
price.  However, we will discuss with you what to do if the 
invoice contains shipping or the cost is less than the PO line 
item price.



First – about invoices…

• Do not submit or create an invoice before its invoice date.
• The State of MD will not pay from a quote or a pro forma invoice.
• UMBC cannot pay more than the quoted price on the PO, except 

shipping charges.  If the invoice amount exceeds the quoted price:
  Attach written approval from both your department    
  head and Procurement or ask the supplier for an     
  amended invoice!



PAW Invoice Reminders

Please ensure all invoices meet the following    
requirements to avoid processing delays:

 Invoices must be billed to UMBC and include 
our complete address.

 Invoices must include the supplier’s (payee’s) 
name and remit address.

 The supplier’s name and address on the PO 
must match what is on the invoice and in PAW!!

 Make sure the Purchase Order (PO) Number or 
Contract Number is on the invoice.

 The invoice number, invoice date, and a 
detailed, itemized description of the goods or 
services being billed should also appear on the 
invoice.



How to create an invoice in PAW

• The process starts by clicking the three vertical dots on the upper right

• Enter the Invoice Date and Supplier Invoice #

• Upload a PDF of the invoice
By clicking on the Attachment Tab
and Add Internal Attachment



How to create an invoice in PAW cont.

• Return to the Entry Tab.  If there is shipping added to the invoice, check the 
Discount, Tax, Shipping & Handling box.

• There should be no Tax or Discount
• Enter the amount of the shipping

12345667

4 gadgets @ 20.25               $81.00

Shipping                                      2.95

Total invoice                           $83.95

2.95



How to create an invoice in PAW cont.

• If there are multiple line items in the PO, you will be prompted to click for all lines, 
or to choose individual PO lines.

• If the invoice does not include all line items, be sure and delete those lines not 
included!  Click on the trash can on the right to remove the lines you don’t need. 
                   PAW will warn you if the items 

have been invoiced already



How to create an invoice in PAW cont.

Important!!  If the invoiced amount is less than the quoted amount on the PO, fill in 
the unit price box by entering the actual unit price from the invoice. If it matches, you 
can leave the unit price as is and just enter the quantity in the box. 
Example:  The item amount on the PO is $16,889.00.  The invoice is for $16,605.00
We cannot pay for more than the PO price, but we can pay less!  
The invoice created in PAW must match the price on the invoice.

Invoice amt 
$16,605.00

PO price 
$16,889.00



How to create an invoice in PAW cont.

PAW will default to the PO unit price, in this case 16,889.00.  It will allow you to change the unit price and the quantity.
In this example, enter the lower price of $16,605.00 as the unit price and enter 1 as the quantity.
PAW will pick up $16,605.00 as the invoice amount, which matches the actual invoice.

When done, click on Complete in the upper right



In Summary

In summary, here are the steps:
1. Click on the 3 dots in the upper right.
2. Choose Create Invoice.
3. Enter the invoice date and invoice number.
4. Upload a PDF of the invoice.
5. If there is shipping in addition to the invoice line items, check the shipping box and enter 

where provided.
6. Eliminate any line items not included by clicking on the trash cans.
7. Enter the unit price if different and the # of units.
8. Click on complete in the upper right corner.
9. Check your work!  Click on the invoice tab on the summary page of the PO or contract and 

see that the total of the invoice created matches the actual invoice total.



Any Questions?
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