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I. Purpose & Scope 

The purpose of this document is to guide suppliers through the invoicing process in the Cor360 Supplier Portal. It ensures 

invoices are accurate, compliant, and submitted promptly for payment. The scope includes using the Invoice Wizard, 

entering header and line-item details, and adding charges or taxes as needed. 

II. Invoice Information 

Invoicing notices:  

• The Invoice Wizard will not be visible until you have completed the required steps such as a PO Acknowledgment 

and/or an Advance Ship Notice. 

• If you have not sent an Advance Ship Notice for each of the lines you will not be able to invoice.  For example, if a 

PO has 5 lines and you have sent an ASN for 2 of lines those are the only lines you will be able to invoice. 

III. Process Steps / Procedure 

1. Accessing the Invoice Wizard: 

1.1  Log into Corcentric: Cor360 Purchase Order Supplier Portal with login credentials 

1.2 Click the Inbox heading 

https://cor360supplier.corcentric.com/iforms/
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1.3  Enter Document Reference number for PO/Updated PO in Search bar or locate Document under Document 
name column 

1.4 Click Icon in the options column to view PO 
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1.5  Once clicked, the PO will open to view 

1.6  Scroll to the bottom of the PO and click on Invoice Wizard 

2. Header Information: 

2.1 Fill in the below details: 

a) Invoice Number (Required): Enter a unique invoice number. Note: Cannot send dashes, slashes, spaces, 
period, or any other special character in the invoice number. 

b) Invoice Date (Required): Enter the Invoice date 

using the MM/DD/YYYY format. Please note you 

cannot future date your invoice, and you may not 

back-date your invoice more than 365 days. 

c) Transaction Type (Required): Choose either 

PRODUCT (OR SERVICE) INVOICE or CREDIT MEMO 

from the drop-down menu. 

d) Delivery Requested: Defaults to the date on the PO. 

e) Total Invoice Amount (Required): Enter in the total invoice amount for your invoice including extra charges 

and tax (s). We will use that total to compare what you entered and what our system calculated on the 

summary screen. If the total’s do not match you will need to return to this step and fix the total invoice 

amount or change the data that you entered in steps 2 and 3.
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2.2  The fields for the Ship To are automatically populated from the purchase order.  

2.3  To include any Reference Information, select from the drop down and enter the corresponding data.  This is 

optional. 

2.4  You may include comments pertinent to the header by clicking 

Add Comments. PLEASE NOTE: COMMENTS ARE REQUIRED IF THE 

PO IS A Mutually Defined PO (LIMIT PO). A limit PO is used for 

services and will cover an extended period. Solventum will issue 

this PO for a service and typically will expect the supplier to 

generate several invoices back to Solventum based on the service 

that is provided at that time.  The invoices could be weekly, 

monthly, or as supplied, depending on the type of service that is 

being purchased. 

2.5  Vendor/Invoicing and Purchase Order Information are pulled from the purchase order and cannot be changed.  

If your company has multiple remits, you will be able to choose from a drop-down menu. If the remit to is 

incorrect, do not proceed - please contact your Solventum buyer. 
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2.6 Click Continue to go to the next step, or click on the Detail tab. 

3. Detail Information (Line Items): 

3.1 The item details are pulled from the purchase order. You may edit Qty (Quantity) and the Unit Price. Make any 
necessary changes by clicking in the box. 

3.2 To remove a line item, enter "0" for the quantity or click the Remove This Line Item button. 

3.3 Click Continue to proceed to the next step or click the Charge tab at the top. 
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4. Charge Tab: 

If you do not have extra charges or taxes, you can skip to the Summary tab. 

4.1 To add a charge to the invoice, first click Add Charge. 

4.2 Complete the following fields: 

a) Charge Type: Select the appropriate type of 
charge from the drop-down menu. 

b) Charge Description: This field will 
automatically be populated based on the 
type that you select.  If you choose 
MUTUALLY DEFINED, you will need to enter 
the description. 

c) Charge Amount: Enter the dollar amount of 
the charge. 

4.3 To add additional allowances or charges, click on the Add Charge button. To remove a Charge, click on the 
Remove Charge button.  
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4.4 Click Continue to go to the next step or use the tabs at the top. 

TIP: If your invoice (or credit) contains only a charge (no line items), enter a zero in the quantity field for the line items, 

then complete the data. 

5. Tax Tab: 

5.1  To add tax to the invoice, complete the following fields: 

a) Tax: Select the appropriate tax type from the Tax 
drop-down field. 

b) Amount: Enter the dollar amount of the tax. 

c) Tax Registration Number: The tax 
registration/reference number is required for 
VAT, GST, HST, or QST taxes. If you provide this 
information when you first registered with Cor360 
Purchase Order Supplier Portal, this field should 
populate automatically. 

d) To add additional Tax, click on the Add Tax button. To remove a Tax, click on the Remove Tax button. 

5.2  Click Continue to go to the next step or use the tabs at the top of the screen. 
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5.3  TIP: If your invoice (or credit) contains only tax, this must be entered in the Charges Tab rather than the Tax 

tab. In the Charge Tab, Select the Charge Type as Mutually Defined and enter the tax amount in the Total Charge 

Amount field. 

5.3.1  Select the Charge Type as Mutually Defined 

5.3.2 Enter the tax amount in the Total Charge Amount field. 

6. Summary of Entered Information: 

The last step includes a summary of your Invoice. 

6.1 To make changes to Header Information, navigate to the Header tab 
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6.2 To make changes to Line Items, navigate to the Detail tab 

6.3 To make changes to the Charges or Tax, navigate to the relevant tabs 

6.4 To send the Invoice to Solventum, click Send.  

The Invoice will be stored in your Outbox where you can view it and monitor the status.  

6.4.1 Navigate to the Outbox tab on the main Corcentric page and search using the relevant Invoice/PO number 
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Please note that Solventum processes invoices once per night. A status of Acknowledged means that Solventum has 

successfully received your invoice.    

6.5 To save a draft of the document, click Draft. 

6.5.1 Once clicked, you will be prompted to provide a name for the draft. Create a name for the draft and click 

‘OK’ 

6.5.2 To retrieve the draft Invoice, navigate to the Draft tab on the main Corcentric page and search by Document 

name 
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7. Resending Invoices: 

7.1 If you discover that you have submitted an invoice that is incorrect, contact your Solventum buyer and provide 
them with the details (invoice number and total invoice amount) and ask them to delete the invoice. 

7.1.1 The buyer contact information can be found on the purchase order. 

7.1.2 Once the invoice has been deleted on the Solventum side, you can go back into Cor360 Purchase Order 
Supplier Portal and submit a corrected invoice using the same invoice number. 

7.2 To edit and resend an invoice that has already been submitted, navigate to the Outbox tab on the main 

Corcentric page and search using the relevant Invoice/PO number 

7.3 Open the invoice by clicking on the icon in the Options column. 

Please note, that you cannot resubmit an invoice that has been created within 24 hours. 



Solventum 2025. All Rights Reserved. Solventum Confidential. Page 13 of 15 

Corcentric 

Invoicing 

7.4 Next click Review and Send.  This will open the invoice for you to edit. 

You will see both copies of this invoice (original and edited) in your Outbox. 
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Country Specific Invoicing Guidelines: 

ALL 

Supplier is responsible to advise Solventum if submitting eInvoices is not supported legally or regulatory and provide 

Solventum with appropriate regulation.   

Latin America  

If you are a Mexican 3rd party provider selling to Solventum Panama Pacifico and shipping to San Luis Potosi in Mexico - 

please send the following header comment on your invoice:   

OPERACION EFECTUADA AL AMPARO DEL ARTICULO 105 Y 112 DE LA LEY ADUANERA, 

ARTICULO 29 FRACCION I DE LA LEY DEL IVA. ARTICULO 156 DEL REGLAMENTO DE LA LEY ADUANERA 5.1.3., 5.2.2, 5.2.3 

Y 4.3.22 DE LAS REGLAS DE CARACTER GENERAL EN MATERIA DE COMERCIO EXTERIOR VIGENTE.   

In addition, vendor should include IMMEX Number for:  Solventum Purification S de RL de CV (2679-2006) 

Panama Paci ico 

If Supplier is from Panama and invoicing to Solventum Panama, follow invoicing instructions to manually send in the 

invoice, (eInvoicing is not allowed in this situation).  Panama suppliers should eInvoice non-Solventum Panama 

locations.  

Mexico 

If Supplier is from Mexico and invoicing to Solventum Mexico (including EDUMEX), follow invoicing instructions to 

manually send in the invoice, (eInvoicing is not allowed in this situation).  Mexican suppliers should eInvoice non-

Solventum Mexican locations.   

Swedish Suppliers  

If you are a Swedish supplier and use a payment reference number (KID/FIK number) in your current invoice process, 

then you must include this in the EDI invoice.   

Solventum Belgium 

Toll levied when materials are transported by road in a large truck, if not included in the material prices, should be 

included in the shipping charges.   

Europe (All) 

If supplier billing entity is in Europe and sending an invoice to any European Solventum entity, then both supplier VAT 

registration number and Solventum VAT registration number must be included in the EDI invoice.  
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IV. Revision History 

Date Version Description Author 

12.2025 1.0 Invoicing Amir Rahman 
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