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Algihaz Expediting Process 

Pre-Payment Invoice 

Follow the Steps below to create / Search Pre-Payment Invoice 

Step 1: Click on Create New Invoice Button 

 

 

Step 2: Select the PO and the Pre-Payment Milestone that is created on the same PO. 

 

 

Step 3: Fill in the details and Submit. 

Mandatory Fields from Suppliers should be : 

1) Select The PO  

2) Select The milestone that was agreed with procurement Team of Algihaz. 

3) Mention the Invoice numbers 

4) Invoice Amount 

5) Invoice Date 

6) Attachment is Mandatory 

 

Following details will be determined directly from Purchase orders 
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1) PO Project Details 

2) Payment Term 

3) Payment Method 

Following information will be defaulted from the supplier Registration such as  

1) Supplier Bank Account 

2) Supplier Bank IBAN 

If you wish to change the Details of your bank account, please update the same from Supplier 

portal, upon approval the changes would be reflected. 

 

Step 4: Click on Submit and your invoice will be submitted to Payables Dept. 
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Step 5: Suppliers can Select the PO to search for the created Invoice. 
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LC Approval 

If Supplier would like to apply for LC, they have the option in expediting module to Apply 

for the same. 

 

Navigate to Expediting Section 

 

 

Once clicked the LC Form will open 

Step 1: Click on the Create LC Button 

 

 

Step 2: A new window will appear, fill in all the details and Save / Submit 
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Following Fields are Mandatory to be filled. 

1) LC Type 

2) PO Number 

3) Select the Project/Defaulted from PO 

4) Bank Changes 

5) Tolerance 

6) Open LC For 

7) Shipment Form 

8) Is it Local LC or International 

9) Presentation of Document in Days (Specify the no of days) 

10) Is it Transshipments – Specify the same. 

11) Latest Ship Date 

12) LC Expiry Date 

13) Place of Expiry 

14) Any Document required, specify them in the Document Required box. 

15) Goods Description 

16) Specify if any penalty or damage. 

17) Insurance By 

18) Other comments if Any 

19) LC Attachment is mandatory. 
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Followings fields will be defaulted from PO 

1) Project details 

2) PO Value 

3) Email and Contact Details. 

 

Suppliers can verify the status of their LC from the search Page 

 

 

Thank You!! 


