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Finance Tab 
Summary  

This page is where saved invoices and credit memos can be retrieved and worked on.  It is also 
where invoices and credit memos are created and where invoices and payments are displayed.  
Please note: DOT invoices and credit memos may NOT be entered through the RIFANS Supplier 
Portal. Please submit invoices to RIDOT, 2 Capitol Hill, Providence, RI 02908. 

Invoices and credit memos entered into the RIFANS Supplier Portal are electronically submitted 
to Accounts Payable and follow the same processing and approval steps as those entered 
manually. An invoice must be entered against an open purchase order.  

 

Update Saved Invoices  

 

 

To find a saved invoice, input the invoice number.  

 

Or click on the [Go] Button to see all saved invoices.  

 

Click on the Update Icon to complete and submit the invoice.  

 

Invoices created in the RIFANS Supplier Portal are automatically uploaded to RIFANS on a 
periodic basis. Invoices will not be visible in the View Invoices Page until the upload process is 
complete. If an invoice fails validation or is rejected, it will not be visible in the Portal. You will be 
contacted by a member of the Accounts & Control team if an invoice cannot be processed. If you 
have any invoicing questions, please contact Accounts & Control at 
doa.stateportalhelp@doa.ri.gov  
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Finance Tab 
Create Invoices 

 

 

Look for Create Invoice With a PO.  Click the [Go] Button. 

 

 
 

Input the purchase order number or purchase order date. 

 

Click [Go]. 
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Finance Tab 
Create Invoices 

 

 

Select the purchase order and or purchase order line(s) to be invoiced by clicking the Select Box 
(this must be checked) at the beginning of the line next to the PO Number link.  If there is only 
one line, you can select it and click [Next]. 

 

You may select more than one line as long as all lines are on the same purchase order. If you 
have selected by purchase order number, then you can click on the Select All link to invoice for 
all lines on that purchase order. Each invoice can only have one purchase order number.  Once 
you have identified all of the lines to be included, click on the [Add Items to Invoice List] Button.  

 
 

Click on the [Next] Button to continue.  
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Finance Tab 
Create Invoices 

 

 
         Enter your invoice number.  The system will reject duplicate invoice numbers, so this 
number must be unique each time. 
 
Enter the invoice date.  It can be a previous date. 
 
Be sure the invoice type drop down is correct.        This is where the credit memo can be chosen. 
 
Enter a description for your invoice.  
 
Attach any required back-up documentation for your invoice such as delivery confirmation, time 
sheets, progress payment documentation, etc.  
 

Review the Quantity to Invoice.         You can enter an amount equal to or less than the Available 
Quantity. All other information will default from the purchase order. 

 

Click on the [Next] Button to proceed. 
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Finance Tab 
Create Invoices 

 
 

Click the [Recalculate Total] Button at the bottom of the page to update the invoice total.  Be 
sure this is the amount to invoice. 

 

Click on the [Next] Button to review your invoice. 
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Finance Tab 
Create Invoices 

 
 

Click on the [Save] Button if you are not ready to submit the invoice. It will be available for later 
submission.  

 

If you are satisfied with your invoice, click on the [Submit] Button to submit.  
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Finance Tab 
Create Invoices 

Receive Confirmation 
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Finance Tab 
View Invoices  

Use the View Invoices search screen to find invoice information for processed invoices.  

 

 
Invoice Search  

• Enter search criteria using any listed fields. Use [Advanced Search] for additional query 
fields.  Click [Go]. 

• Or just click [Go] to execute search. 

Invoice Summary  

• Review summary invoice information by clicking on Invoice Number link.         Note Status 
column for invoices On Hold. Note Payment Number column for paid invoice information.  

• To review invoice with Status of On Hold click on the On Hold link to drill down to hold detail 
information (see Page 33 for descriptions).  

Invoice Payment Information  

• Review invoice payment information by clicking on Payment Number link.  

• Review payment information – note Invoice Number cross-reference link at bottom of 
screen.  
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Finance Tab 
View Payments 

Use the View Payments search screen to find payment information related to invoices.  

 
Payment Search 

 Search criteria are used for payment queries.  All fields do not have to be filled in. 

 Click [Advanced Search] to search by invoice number.  

 

Query by Invoice Number  

• Enter invoice number.  Click [Go]. 

• Or just click [Go] to execute search.  

 

Query Results and Payment Detail  

• Review results of query - summary payment information. Click on Payment link to access 
payment detail information.  

• Review payment information – note Invoice Number cross-reference at bottom of screen.  
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