
 

Manual to enter invoices to the portals of Peru, Ecuador and 

Costa Rica. 

Step 1:  
Select the flag of the 
country to which the 
invoice is going to be 
entered. 

 
Step 2:  
Enter the tab called 
“Facturas” & select 
“Envio”. 

 

 

Step 3:  
Select the type of 
document you want to 
enter the portal, either: 
• Invoice 
• Credit note 
• Debit note 

 

 
Step 4:  
Enter the XML and PDF of 
the invoice and click on 
"Cargar" 

 



 
Step 5:  
Select if it is "With 
purchase order" or 
"Without purchase 
order" 
With purchase order 
must include: 
• PO 
• SAP Box 

 

 
Step 6:  
No purchase order must 
include: 
• Approver email 
• SAP Box 

 

 
 
 
 
 
 

 

 

 

 



 
Important 
note: 
If you want to 
upload more 
than one 
invoice, press 
the "+" 
symbol and 
multiple 
spaces will be 
displayed 
where you 
can upload 
several XML 
and PDF, click 
on "Cargar" 
and complete 
the 
addendum 
for each of 
the entered 
invoices.  
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