
| Confidential

Unilever & Tradeshift eInvoicing 

PO Flip - Turn a PO into an Invoice



| Confidential

Table of contents

1. Review the Purchase Order

2. Creating an Invoice from a Purchase Order – PO Flip

3. Invoice details are copied from PO

4. Enriching the Invoice information

5. Real time validation of invoice information

6. Further Support

2



| Confidential

Review the header….

Review the Purchase Order
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If you’re happy, Click the green “Accept” 

button to accept the order. 

Note: This is only internal supplier use. PO status 

change is not sent  back to Unilever.  

...and line level detail of the order
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Create Invoice from Purchase Order
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To “flip” the Purchase Order 

into an Invoice simply click  

the “Create Invoice” button
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Invoice details are copied from Purchase Order
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Details, such as Quantity, Description, 

Purchase Order Number and Unit 

Price, are copied from PO and can be 

used to create the invoice.

Do not change recipient during PO flip . 

Invoice should be issued to the same UL 

entity for which PO is raised. 
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Invoice Number

Issue date & Currency

Add your line item detail here

Enriching the Invoice information

You may add 

additional relevant 

fields here (for 

example delivery 

date, Tax point etc.)
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Once all the required fields are 

complete you can Preview the 

invoice or Send it

Complete Invoice
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Add payment method. You can 

also save the payment method 

for future invoices. A single 

payment method is mandatory

You can add attachments here

A single payment method per invoice is a 

Unilever requirement. 

(Do not use cash as a Payment method)
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Complete Invoice 
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1. Provide delivery note number , wherever its 

relevant. 

2.If known, enrich the invoice line level with 

additional information such as GR number as it 

helps payment on time
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Additional charges
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1.Addition changes is provided only at header level. 

2.DO NOT use FIXED Tax . Tax rate must be provided at 

each line level only. 
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Exchange Rate 
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For invoice which are issued in currency which is 

not a local currency of the supplier - exchange 

rate and value of converted Tax amount to local 

currency should be provided on the header 
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Real time validation of invoice information

11

Tradeshift will highlight 

any corrections you 

need to make before 

sending the document

NB: A full list of the validation rules which apply to your invoices is available in the “Validation Rules” 
section of the Support page HERE

https://unilever.support.tradeshift.com/
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You can check document status 
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You can check your 

document status in your 

Document tab. Click on a 

document to view it.

In this case, PO validation 

rules fails, invoice status 

will show as “FAILED 

DELIVERY”. Click on a 

document to view error 

message 
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Invoice status updated on the document 
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Current status of the 

document is visible on the Top 

right corner of the invoice. 

History of the invoice statues 

and messages can be found in 

Universal Inbox. Cick on 

“Contact buyer” and  this will 

be displayed 
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For more information, please visit: 

https://unilever.support.tradeshift.com/
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https://unilever.support.tradeshift.com/

