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Do I process as a NON-PO Invoice?  

  

  

Does it have a PO  
number on  it?   

Yes   

Follow instructions for  
processing a PO based  
invoice.   

No   
No   

Is it over $10k and  
not an exempt or  

contract purchase?   

Yes   

Could be non - compliant   
•   If is the only invoice  

non - po is ok   

•   If multiple invoices are  
expected, then a  
payment request  
requisition should be  
done.   

No   

Create the non - po  
based invoice as  
directed in these  
instructions.   

Is it a controlled or  
capital asset?   

Yes   No   

A payment request  
requisition is  
recommended to  
auto create assets.  
If non po is done  
you will have to  
manually create  
assets.   

Create the  
non - po based  
invoice as  
directed in  
these  
instructions.   



 

JavelinaBuy Non-PO Based Invoice 
 

How to create a non-PO based invoice  
1. Go to the AP homepage.  

  



  

 

2. Create Invoice  

 

• Type – Invoice  

• From: PO or Non PO (non-PO means a PO was not issued by TAMUK)   
• Supplier Name - Enter the supplier’s name and select the vendor.  

• Create – Select  

 

 

 

 

 

 

 

 

 

 

  



  

 

Required Invoice Fields  

1. Supplier Invoice No - Enter the supplier invoice number EXACTLY as it appears on the invoice, 

including all punctuation that may be included. If there is no supplier invoice number, you can use 

the invoice number that JavelinaBuy creates for each invoice. This will always be a unique number 

and prevent any duplicate errors.  

2. Invoice Date - Enter the date exactly as it on the vendor invoice, if you are processing an 

employee reimbursement enter today’s date.  

3. Remit to Location List - It is CRITICAL that you select the correct remit to address, if the address 

you need is not listed send a comment on the document to vendorhelp@tamu.edu to have the 

address added before you continue. Just leave this in your drafts until you hear back from Vendor 

help.  

 

 
a. Product Description - Non-po based invoices can be summarized into one line for each category (example: 

postal/freight services if there are 20 lines on the invoice it is ok to do one line for the total of the invoice). 

If the invoice has two different categories, for example office supplies and then food (coffee, water, etc) 

then there would need to be two summary-based lines * *one for the office supplies and then one for the 

food.  

b. Catalog No – Required field but can be N/A  

c. Product Size 

d. Quantity  

e. Price Estimate  

f. Save or Save and Add Another if additional line items are needed  
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4. Non-PO Goods Rcvd Date This is the date that you actually received the goods. This can be a 

future date (if you are paying for a service period). This is critical due to it is one of the dates that 

is used to calculate prompt payment interest.  You have to click on the “summary” tab at the top 

to put this date.  

5. Invoice Rcvd Date - This is the date that you actually received the invoice, if there is no received 

stamp on the invoice then this needs to be entered as the invoice date. This is critical due to it is one 

of the dates that is used to calculate prompt payment interest  

6. Shipping – Review the invoice to see if shipping needs to be added.   

7. Handling – Review the invoice to see if handling needs to be added. Save   

 

Invoice Attachments  

a. Add Attachments  

b. Select file you wish to attach (multiples are allowed) and click “save changes”.  
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Add non-PO Line items: 

 
 

Click on the three dots “…” to add non-po line items that will need to be replicated from the invoice. 

 

 

Field Descriptions  
1. Invoice Name  

a. This will default with today’s date, your UIN and the number of invoices that you have 

created today.  

2. Supplier Invoice No  

a. Enter the supplier invoice number EXACTLY as it appears on the invoice, including all 

punctuation that may be included.  

3. Invoice Date  

a. Enter the date exactly as it is on the vendor invoice.  

b. If you are processing an employee reimbursement enter today’s date  

4. Due Date  

a. This will calculate automatically based on the invoice date and vendor terms.  

5. Terms  

a. If the vendor offers an early payment discount you enter that here  

b. If the vendor terms that pull are not correct contact procurement@tamuk.edu to have the 

vendor terms corrected.   

6. Order Category 

a. This will pull from your profile, but it does not matter what is entered here on non PO based 

invoices  

7. Special Payment Method  

a. You MUST select the special payment method needed. 

b. Notes alone will not ensure that the special payment method will be added  

8. Rush the Pymt Process  

a. This is used when the payment needs to be released before the standard terms 

b. Typical rush reasons\ 

• Past due invoice  

• Invoice due date within 10 days  

• Agreement with vendor stating terms other than standard terms  

c. If the rush reason is other than these then you need to add notes explaining why the payment 

needs to be rushed  

9. Bypass Invoice Allocator  

a. If you are an allocator this is hardcoded in your profile  

b. If you DO need the invoice to route to an allocator for review and approval other than 

yourself you can change this to no  

10. Contract Number  

a. If you have a contract number add it here  



  

 

11. Report Reference A  

• This a free text field  

• This information is not in FAMIS  

• This is searchable in AggieBuy  

• This is searchable in the Data Warehouse  

12. Report Reference B  

• This a free text field  

• This information is not in FAMIS  

• This is searchable in AggieBuy  

• This is searchable in the Data Warehouse  

13. Remit to  

a. It is CRITICAL that you select the correct remit to address  

b. If the address you need is not listed contact vendorhelp@tamu.edu to have the address 

added before you continue  

14. Non PO Goods Rcvd Date  

a. This is the date that you actually received the goods.  

b. This can be a future date (if you are paying for a service period)  

c. This is one of the dates that is used to calculate prompt payment interest.  

d. CRITICAL that this date be correct.  

15. Invoice Rcvd Date  

a. This is the date that you actually received the invoice  

b. If there is no received stamp on the invoice then this needs to be entered as the invoice date 

c. This is one of the dates that is used to calculate prompt payment interest  

d. CRITICAL that this date be correct  

16. External Note  

a. These notes would be viewable to the vendor if they utilize the Supplier Portal  

b. This is a good place to add notes about why an invoice is being short paid so that vendors 

will be able to see that in the Supplier Portal  

17. Internal Notes  

a. This is where you add notes for accounts payable, who to contact to pick up check, why 

payment is being rushed, etc.  

18. Discount Tax Shipping & Handling  

a. Terms Discount  

i. This will calculate based on the invoice amount and discount terms that are entered  

b. Discount 

i. These are discounts that the vendor offers regardless of when payment is issued 

(higher education discounts, promo discounts etc.)  

c. Tax 1  

i. If the vendor invoice includes tax and you do not know if the tax should be paid you 

enter it here  

ii. If you know that the tax should NOT be paid then you leave it off  

iii. This will cause the invoice to route to a tax review step so that we can determine if 

the tax should be paid  

d. Shipping  

i. You can enter the shipping here or include a line item for the shipping  

ii. If the vendor has offered a terms discount then the shipping should be entered here  

e. Handling  

i. Same as shipping above  


