




Process – Create Invoices

1. You will need an open Purchase Order to process an invoice in CSP. In the Purchase Order screen, 
click Create Invoice.

2. Complete all required fields on the Invoice, including invoice # (Note: this must be a unique number) 
and invoice date.

3. Confirm all line item details. Values will pre-populate from the Purchase Order. If you do not wish to 
invoice the full order, then you can change the quantity or price.

4. Click Submit to send the invoice to DaVita.
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