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Create Invoice Without a 

PO 

 
 

Job Aide

 

 
This job aid will provide the navigation an invoice that doesn’t have a PO. This will include entering details, reviewing the 

invoice information, and submitting the invoice.  At Nutrien, most invoices must have a purchase order unless previously 

authorized by procurement. If you are in doubt please contact your procurement contact. 

 

 

 

 

Step 1. In iSupplier, click 

the Finance Tab and the 

Create Invoices sub-tab. 

Step 2. Select Without a PO 

from the dropdown menu. Click 

Go.   

Step 3. Enter in the desired 

Invoice information. Note: an 

* indicates a required field.  

Step 4. 

Click Next. 

Step 5.  You must 

attach an invoice PDF. 

You can add the 

attachment by clicking 

Add. Once you have 

added an attachment, 

there will be an 

Attachment List link 

you can click to view all 

attached items.  

 

Step 1. In iSupplier, click 

the Finance Tab and the 

Create Invoices sub-tab. 

Step 6. Enter either the 

email address and/or 

the first name and last 

name of your Nutrien 

contact that needs to 

approve the invoice.   
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SUCCESS!! You have now 

submitted an invoice without a 

PO for Nutrien approval. 

Step 5. Enter the desired 

tax information into the 

invoice details. 

Step 6. Click 

Next. 

Step 8. Click 

Submit. 

Step 7. Review the 

invoice details. 


