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Create and Submit GRN Receipt
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This section explains the process for creating and managing GRN 

Receipts, Invoice and prepayment processes for PO created on 

for all Tarshid projects or contract except the following

• Building ESP Contract

• DIP Contracts 

• Solar Contracts (Above 2MW)

• Solar Contracts (Below 2MW)

This section also applies to Purchase Orders (POs) created before 

May 3, 2026, for the above contracts.
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Click on supplier portal
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Click on Receipt and Invoice
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The GRN page will open

04

Select Business Unit and Find 

the PO
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Note: PO Number field will search autocomplete
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After selection of PO find the option, Create GRN and 

Create Invoice.
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Step 1: Click on GRN button
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The following details are presented as mentioned.

1. Details of Tarshid.

2. The name of the company on which the PO is booked from 

TARSHID.

3. Supplier registered number in TARSHID.

4. Currency of the Purchase order.

5. Purchase order number.

6. Purchase order amount excluding tax.

7. Purchase order amount including tax.

8. Purchase order date created in TARSHID.

9. Purchase order Description.

10. Work completion date.

11. Description of the GRN.
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Step 1: Click on GRN button
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Step 3: After verification of above details, user needs to enter 

the work completion date 

Click on the calendar to select the date.

Note: Attachment is mandatory.
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Step 4: User has add a file by clicking of add file button 

Step 5: After adding the file, the user needs to select the document 

type.
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From the following:

1. EAR Insurance

2. PI Insurance

3. Invoice

4. PO*

5. Legal Document

6. Bonds

7. WC Insurance

8. Submittals (COC)*

9. Others

Note: For GRN PO and Submittals (COC) are mandatory.

Step 6: Click on Next 
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Enter the Qty/Amount to the PO lines.

After clicking the next button verify the line and click on submit 
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To know the GRN approved or not, On the GRN Summary page 

select the PO and find click on GRN , so check the submitted GRN’s

Once approved apply to Invoice.
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Submit Prepayment Invoice
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Fill the details as required and select the Invoice Type “Prepayment”

Search for the PO number then click on Create Invoice.

01

02



Review the details of the invoice and click on submit.
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Note: Prepayment will not have receipt to select, and prepayment 

amount will be calculated based on the terms and conditions with 

TARSHID.

04

Add attachment to invoice 

03
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02

01

Create and submit GRN Invoice

After approval of GRN Search the PO and click on Create Invoice 

button.

Fill out the details of the invoice and select the invoice type as 

Standard.



17
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04

Enter the tax classification for the line from the GRN and 

prepayment and retention line

Review the details and submit the invoice.
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Submit Prepayment Invoice
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Fill the details as required and select the Invoice Type “Prepayment”

Search for the PO to submit the invoice.

01

02



Select the invoice type as “Retention” and retention amount will be 

calculated as per the contact with Tarshid.

Review the details and “Submit” the invoice.
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Add the attachment 

03

04
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1. The invoice should not be dated before GRN approved date to 

avoid any rejection.

2. Backdated invoice is not acceptable.

3. All information like Invoice Date - Invoice Amount - Invoice 

Description etc. in supplier copy should be highlighted correctly 

in the submitted invoice.

4. All suppliers need to be aware for the invoice type (Standard - 

O&M - M&V - Prepayment – Retention) as there is accounting 

impact, so to avoid any rejection, supplier need to submit the 

invoice in the right manner.

5. Supplier Copy should reflect (IBAN number - Tarshid PO Number 

- Approved receipt number)

Important tips while submitting the invoices in the system:



Payment schedule Solution 

“ Created PO on or after 3rd 

May 2026”



DIP Contracts and (Solar above 2MW) Contracts 

Click on supplier portal then select “Receipt and Invoice”

Sign in Page

This section explains the process for creating and managing 

payment schedules for both DIP and Solar above 2MW 

contracts, as the same steps and instructions apply to both 

contract types.

Note: These steps will only be applicable for Purchase order created 

on or after “3 –May-2026”



Select the Business Unit and search for the required Purchase 

Order then click on  Create GRN to create a receipt for the 

Initial Survey
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Step 1 Enter the Work Completion Date, Description and add all 

the required attachments



Step 2 Enter the receipt quantity for the Initial Survey & 

Design Cost
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Review the Initial Survey GRN created then Submit



Once the GRN is in Approved status, we can proceed with 

creating the Invoice for the Initial Survey
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Click on Create Invoice



Choose Standard as the Invoice Type, enter an Invoice 

Description, Number, Date, IBAN and add all the required 

attachments. The Invoice should be linked with the GRN 

through the process ID Number. The invoice amount will be 

auto calculated. Review the Invoice line and details then 

Submit. 
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Once the Initial Survey Invoice is in Approved status, we 

can proceed with creating the Downpayment Invoice



Choose Prepayment as the Invoice Type, enter an Invoice 

Description, Number, Date, IBAN and add all the required 

attachments. The Invoice amount will be auto calculated.
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Review the Prepayment Invoice then Submit



Once the Prepayment Invoice is in Paid status, we can 

proceed with creating the GRN for the remaining PO 

Lines
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Step 1 Enter the Work Completion Date, Description and add all 

the required attachments
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Step 2 Enter the receipt quantity for all the remaining PO lines



Review the GRN created then Submit
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Once the GRN is in Approved status, we can then proceed with 

creating the Invoice for the receipts 



Choose Standard as the Invoice Type, enter an Invoice 

Description, Number, Date, IBAN and add all the required 

attachments. The Invoice should be linked with the GRN 

through the process ID Number. The invoice amount will be 

auto calculated.
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Review the Invoice Lines



The Retention Lines along with the prepayment will be 

deducted from the invoice. Review the invoice then Submit.
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Users can submit a Handover retention invoice once all payment 

schedules and Milestones for the contract have been completed 

and delivered.

Submit Retention Invoice (DIP Or Solar above 2MW)

1. It is mandatory to complete all the following payment schedules 

and milestones before submitting a retention invoice:

• Survey & Design Cost

• Installation Cost

• Overhead Cost

• Replacements Cost

• Material Cost

2. Users Must submit and collect handover retention first, followed 

by the final retention, ensuring the required attachments are 

included for each type.

Important tips while submitting the Retention Invoice in the system:

Create and submit Handover Retention



Required attachment: Retention Handover Completion
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Review the Handover Retention Invoice then Submit

Choose Retention as the Invoice Type, enter an Invoice 

Description, Number, Date, IBAN and add all the required 

attachments. The Retention amount will be auto calculated.



Once the Handover Retention Invoice is submitted, we can 

the proceed by creating the Acceptance Retention Invoice
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Choose Retention as the Invoice Type, enter an Invoice 

Description, Number, Date, IBAN and add all the required 

attachments. The Retention amount will be auto calculated.

Required attachment: Retention Acceptance Certificate

Create and submit Final Retention Invoice 



Review and Submit the Acceptance Retention Invoice
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Sign in Page

Click on supplier portal then select “Receipt and Invoice”

Building ESP Contracts and Solar below 2MW Contracts

This section explains the process for creating and managing 

payment schedules for ESP Contracts and Solar below 2MW 

Contracts, as the same steps and instructions apply to both 

contract types.

Note: These steps will only be applicable for Purchase order created 

on or after “3 –May-2026”



Select the Business Unit and search for the required Purchase 

Order then click on  Create Invoice to create the Downpayment 

Invoice
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Choose Prepayment as the Invoice Type, enter an Invoice 

Description, Number, Date, IBAN and add all the required 

attachments. The Invoice amount will be auto calculated.



Review the Prepayment Invoice then Submit
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Once the Prepayment Invoice is in Paid status, we can then 

proceed with creating the GRN for the PO Lines
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Step 1 Enter the Work Completion Date, Description and add all 

the required attachments

Step 2 Enter the receipt quantity for all the PO lines



Review the GRN created then Submit
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Once the GRN is in Approved status, we can proceed with 

creating the Invoice for the receipts 



Choose Standard as the Invoice Type, enter an Invoice 

Description, Number, Date, IBAN and add all the required 

attachments. The Invoice should be linked with the GRN 

through the process ID Number. The invoice amount will be 

auto calculated.

43

Review the Invoice Lines



The Retention Lines along with the prepayment will be 

deducted from the invoice. Review the invoice then Submit.
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Users can submit a Handover retention invoice once all payment 

schedules and Milestones for the contract have been completed 

and delivered.

Submit Retention Invoice (ESP Building or Solar Below 

2MW)  

1. It is mandatory to complete all the following payment schedules 

and milestones before submitting a retention invoice:

• Installation Cost

• Overhead Cost

• Replacements Cost

• Material Cost

2. Users Must submit and collect handover retention first, followed 

by the final retention, ensuring the required attachments are 

included for each type.

Important tips while submitting the Retention Invoice in the system:

Create and submit Handover Retention Invoice



Required attachment: Retention Handover Completion
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Review the Handover Retention Invoice then Submit

Choose Retention as the Invoice Type, enter an Invoice 

Description, Number, Date, IBAN and add all the required 

attachments. The Retention amount will be auto calculated.



Once the Handover Retention Invoice is submitted, we can 

proceed by creating the Acceptance Retention Invoice
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Choose Retention as the Invoice Type, enter an Invoice 

Description, Number, Date, IBAN and add all the required 

attachments. The Retention amount will be auto calculated.

Required attachment: Retention Acceptance Certificate

Create and submit Final Retention Invoice



Review and Submit the Acceptance Retention Invoice

48



For more information

please contact us via:

Procurement@tarshid.com.sa

920012370

Tarshid.com.sa
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