
PEC Consultants - Step by step instructions to submit 
your Invoice for Payment

IDB Vendor Portal for Consultants PEC



The invoice is submitted in the Portal Home Page
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• Log on to the Vendor Portal

• The Portal Homepage opens

• Under Purchase Order Processing  Click on  All Purchases orders



The list of all Purchase Orders displays where you can find the following information:

• External Ref  - This is the Purchase Order number

• Name PO Description

• Total PO value

• Total Available value

• Currency

• Contract number - Related to the PO

• Contract supervisor

• Hiring org. unit 
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Click on Create Invoice

• Under the External Ref Column, select the Purchaser Order (PO) you will use to create your invoice

• Once the Purchase order is selected this screen opens 
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1. Basic Data. Complete the fields in Basic Data (Invoice Number 
and Total Invoice Amount) 

2. Attachments. Add attachments related to the payment 
(deliverables and invoice*)

∗ Invoice. For countries that require the submission  of an invoice due to 
fiscal or legal requirements, PEC consultants should include the 
invoice as an attachment . (Enter the country list link) For those 
countries that do not have any legal or fiscal requirements (for 
example: Headquarters), it is no longer mandatory, but optional, to 
attach an invoice) for example, the Template for Consulting Services 
of the IDB Finance Department).
PEC Consultants must attach the Deliverables

Files must be in format Excel, PDF, or Word, the system does not accept 
any other format. Each document cannot exceed the 10MB.

3. Process Invoice. Click Send to submit. 

A message will display to indicate the submission was successful. 
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Entering information to create the invoice. On this screen complete the mandatory fields marcados con *

To complete this field, copy the 
number from your  Invoice (Go to 

next page to see an example)

Change the date on this field, 
copy the date from your 

invoice (Go to next page to 
see an example)



Continuation of General Information Section - Basic Data 

Invoice Number and Date. If you are attaching an invoice* the date and number, should be the same as the one you enter in the General Information  field: 

Deliverables. If you are only attaching the Deliverables, you do not need to change the date that appear in the Invoice date field. In the Invoice 
Number you could add a number that can easily identify the payment for example: Deliverable #, Payment#2, Payment#2, Payment#3 

*Invoice. For countries that require the submission  of an invoice due to fiscal or legal requirements, PEC consultants should include the invoice as an attachment . (Enter the country list link)
For those countries that do not have any legal or fiscal requirements (for example: Headquarters), it is no longer mandatory, but optional, to attach an invoice) for example, the Template for 
Consulting Services of the IDB Finance Department). PEC Consultants must attach the Deliverables.

Please take note of this important information

Keep the date that the system 
generates

Add a number that can easily identify the 
payment for example: Deliverable #,



Possible Errors that will not allow the invoice to be submitted

Attachment exceeds more than 10MB Attachment format other than PPT, Word, 
Excel and PDF



Possible Errors that do not allow the invoice to be submitted

Repeated Invoice Number. Invoice exceeds the amount available.



Consultants PEC  - Requisitos del país para la emisión de facturas  -
PEC Consultants Country requirements for invoice submission 
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NOTE.  This information was provided by  each Country Office. If you have any questions, 
please contact the person in charge of your contract.

NOTA: Esta información fue proporcionada por la Representación del BID en cada país. 
Cualquier pregunta que tenga comuníquese con la persona encargada de su contrato.
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Contacts
Technical Problems

• External PEC Consultant send email to ExtranetSupport@IADB.ORG or by phone (202) 623-1111 chose  Option 1 “SAP 
Account”

• Internal PEC Consultant – call ITE Client Service Center extension 1111; (202) 623-1111 chose  Option 1 “SAP Account”

Update Personal Data and Banking Information

• Consultant PEC External and Internal, send email to Human Resources Service Center HRSC@iadb.org

Access to the IDB Vendor Portal 

• External PEC Consultant Page: https://vendorportal.iadb.org

• Internal PEC Consultant Portal Section l https://portalsap.iadb.org/irj/portal

List of countries and invoicing requirements
• Contact to the person in charge of your contract.

Consultor PEC
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