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To create a PO-Flip Invoice 

1. From the home screen, click the Create 
dropdown menu, then select PO Invoice. 

2. Locate and open the PO you want to invoice 

3. Click on the Create Invoice button and then 
choose Standard Invoice 



PO Flip Invoice - Header
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Invoice is automatically pre-populated with the 
PO data. Complete all fields marked with an 
asterisk and add tax as applicable. 

1. Enter an Invoice # which is your unique 
number for invoice identification. 

2. The Invoice Date* will auto-populate. 

3. Select Remit-To address from the drop down 
box if you have entered more than one. 

4. You can also add some additional 
information to the Header of the invoice such 
as: • Comment • Attachment**

5. Add your ABN/ Tax ID and ALDI ABN/TaxID

6. Then Scroll down to the Line items section to 
select the line items being invoiced. 



PO Flip Invoice – Line Items
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Line Items section shows the line items from the 
Purchase Order. 

1. Review or update Quantity for each line item you 
are invoicing . 

2. To exclude a line from the invoice, click the line 
item’s green slider, OR delete the line by selecting 
the line item and clicking Delete. You can 
generate another invoice to bill for that item 
later. 

3. Select the line item to which tax to be added. To 
apply the same tax to multiple line items select 
those line items to be taxed at the desired rate.

4. To configure additional Tax Options within the 
Tax Category tool, use the Configure Tax Menu 
option. 

5. Check Tax Category and use the drop down to 
select from the displayed options. Click Add to 
Included Lines. 



PO Flip Invoice – Additional Tax Options
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To configure additional tax options click Configure Tax Menu under the Tax Category drop down. Create new tax categories 
and as needed. 

1. To apply different tax rates to each line item select the Line Item.

2. Click Line Item Actions > Add > Tax. Upon refresh, the Tax fields will display for each selected line item.

3. Within each line item, select Category, then either populate the Rate(%) or Tax Amount. Click Update



PO Flip Invoice – Detail Line Items
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Additional information can be viewed at the Line 
Item level by editing a Line Item. 



PO Flip Invoice – Additional Line Item information

7

Additional information can be added or edited at the Line Item Level. 

1. To view/edit elements of a particular line item, select the relevant line, then click Line Item Actions> Edit. When complete,
click Done to return to Invoice.

2. To add comments at the individual line item level, select the relevant line, then click Line Item Actions > Comments

3. To add attachments at the individual line item level, select the relevant line, then click Line Item Actions > Attachment



PO Flip Invoice – Review & Submit
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1. Once you are done editing, click on Next.

If there are any errors, there will be a notification in red where information must be corrected. You must resolve the errors before 
you can proceed.

2. On the Review page, review your invoice for accuracy. Scroll down the page to view all line item details and invoice totals. 

If changes are needed, click Previous to return to previous screens. If no changes are needed, click Submit to send the invoice to 
your Buyer.

Alternatively, you can save your invoice at any time during invoice creation to work on it later. You may resume working on a
saved invoice by selecting it from Invoices > Drafts.


