
How to submit an Invoice for Payment 
IDB Vendor Portal - FIRMS

• Log on to the Vendor Portal

• The Portal Homepage opens

• You have two options for submitting an invoice for Payment:
 Under Purchase Order Processing  Click on  All Purchases 

orders, or

 Under Invoicing click on Create Invoice

To report any technical problem with your account, please send an 
email including screenshots to ExtranetSupport@IADB.ORG

mailto:ExtranetSupport@IADB.ORG


1. General Information. Complete the fields in 
Basic Data (minimum required are Invoice 
Number and Total Invoice Amount) 

2. Attachments. Add Invoice in PDF 

3. Process Invoice Click Send to submit. 

A message will display to indicate the 
submission was successful. 

IDB Vendor Portal 
Entering information to create the invoice. On this screen complete the mandatory fields marked with *



Attachment exceeds more than 5 MB Attachment format other than PDF

IDB Vendor Portal 

Possible Errors that do not allow the invoice to be submitted



Repeated Invoice Number. Total invoice amount exceeds the available funds in the Purchase Order.

IDB Vendor Portal 

Possible Errors that do not not allow the invoice to be submitted

INVOICE-123478


	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4

