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Menu
(click on the menu list to go directly to the desire subject)

1. Invoice Requirements

2. How to search for your purchase order

3. Create a new invoice and attach an invoice image

4. Payments Query

5. Rejected Invoices
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1. REQUIREMENTS FOR INVOICE ACCEPTANCE

➢ The invoice must be completely legible.

➢ Legal name to whom the purchase order or contract was issued or awarded.

➢ Supplier or contractor´s physical address

➢ Number and date of invoice. Invoice numbering must be unique

➢ Description of the good or service, purchase order or contract justification. A breakdown of the goods / 

services provided is required.  When payment is made to a non-resident company for the installation of 

equipment, technical support services, training, consultancy or other services provided by the non-resident 

company, withholding tax is applied on the service fees.

➢ Quantity, price and total amount of the goods purchased or services rendered.

Invoices of foreign or Non-Resident suppliers of the Republic of Panamá must comply with the following 
requirements to be accepted:
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Failure to comply with any of the requirements listed is subject to an invoice rejection.

➢ The invoice must not include taxes.

➢ The purchase order number corresponding to the invoice. You should only 

include (1) purchase order number

➢ Invoice currency must be USD

➢ If the supplier / contractor has offered prompt-pay, the following text must be 

included on the invoices submitted for payment: "This invoice offers prompt-pay 

discount"
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2. SEARCH FOR YOUR PURCHASE ORDER – choose one of the filters

Select Search 

Filter
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Search by All Purchase Orders
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Search by Purchase Order 
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Search by Description
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3. Create a new invoice and attach the image

After you find

your purchase

order click on:

1. View Invoice

2. New Invoice

1

2
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Invoice Detail and Attachments

1. Invoice Number

2. Invoice Date

3. Invoice Amount

4. Add File 
1

2

3

4

Only PDF format will 
be accepted

INVOICE WILL BE ACCEPTED DURING PANAMA CANAL WORKING DAYS 
AND HOURS: MONDAY – FRIDAY (07:15  – 16:15). 
INVOICES REGISTERED AFTER 16:15 WILL BE RECEIVED THE NEXT 
WORKING DAY
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Attach an Invoice image

1-Search 2-Select File - Open
3- Attach File (Yellow highlighting confirms that 

the file has been attached)

4- Close

1

2

3

4
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When you finish attaching the

invoice image click on:

1. Save Change

2. Send to Review
i. Verify that both buttons

disappear

3. Verify that status is Sent

Invoice will not be
delivered to the
Panama Canal until
you click on “Send
to Review” button.

1

2
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4. PAYMENTS QUERY – Choose one the filters to search (view examples on pages 15-17)
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PAYMENTS QUERY 
Seach by Purchase Order

12

3
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PAYMENTS QUERY 
Seach by Invoice Number

12

3
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PAYMENTS QUERY 
Search by Invoice date

1

2 3
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PAYMENTS QUERY – ESTIMATED DATE OF PAYMENT 

Buyer e-mail
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1. After using a filter

click on PAYMENT 

DETAIL.

2. If your invoice was

accepted, 

Estimated Date of

Payment will be 

displayed.

3. If there was a 

deduction before

accepting the

invoice, it will

appear in this

section.

1

2

3

If Estimated Date 
of Payment is 
empty go to next 
page



PAYMENTS QUERY – ESTIMATED DATE OF PAYMENT 

Buyer e-mail

If 30 days have passed after the receipt of the invoice ( 1. Invoice Received In) and Estimated Date of Payment (3) is empty, 
contact your purchasing agent through his email for further details about invoice acceptance.

Invoice need to be accepted and sent to Account Payables in order to display an Estimated Date of Payment.
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5. REJECTED INVOICES

If your invoice status is

REJECTED you can see the

details by clicking on PAYMENT 

DETAIL.

1. The reason of the rejection

is in the box(es) enclosed in 

red.

2. For further details of the

rejection you can write to your

purchasing agent using the

emails enclosed in green
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