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Create Invoices | Quick Help Guide

Create Invoices

This quick help guide will walk you through

- how to create an invoice - general information Page 2
- how to create an invoice - detailed process steps Page 6
- how to delete a draft invoice Page 21
- how to create an invoice - country specific exceptions Page 24
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General/High-level Instructions
If you are working with a Roche site or affiliate in Singapore, Switzerland or 
Canada, please pay particular attention to the Country Specific Exceptions at 
the end of the deck
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The first steps to flip an order to an 
invoice are the same for all myBuy 
GEP SMART users:

1. Click the Purchasing module

2. Check the Order Status (it 
must be Supplier Acknowledged 
in order to create an invoice)

3. Click on the Order for which 
you want to create an invoice

Flip Order to 
Invoice
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Flip Order to 
Invoice cont’d

4. Click Create Invoice

5. Click OK to proceed

Once you create the invoice form by 
flipping an order to an invoice, order 
details will be pulled through to the 
Draft invoice. 
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Completing and Submitting Invoices

Once your order is flipped to an invoice, there are several 
fields you will need to complete or verify before submitting 
your invoice to Roche/Genentech. 

• Basic Invoice Details - invoice number and date
• Supplier Details - tax identification country and 

number (applicable for certain countries. Note: if you 
have only one Tax ID, it will be automatically defaulted).

• Line Details - verify and adjust if needed: unit price 
and quantity; fill in the applicable tax rate, along with 
other charges and freight if applicable. The Amount is 
automatically calculated based on the quantity, unit 
price, taxes, other charges and freight.

• Payment and Delivery Details - bank account 
• Additional Information (if applicable) - remarks, 

service start and end date

If you are working with Roche sites or affiliates 
in Singapore, Switzerland or Canada, please 
pay particular attention to the extra steps for 
these countries. 

Deviations will be marked and linked to the 
respective topics, or you can click the links 
here to review the exceptions:

● General detailed Process Steps (link)

● Exception countries (link)
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Detailed Process Steps 
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Add Basic Details

1. Review and edit the Invoice Name 
if necessary. Invoice Name and 
additional fields can be added 
from the Manage Optional 
Fields menu.

2. Enter the unique Supplier Invoice 
Number generated from your 
system

3. Review and update the Supplier 
Invoice Date*

4. Company VAT Number for Roche 
can be added from the Manage 
Optional Fields menu

*Invoice payment is based on the date you submit the invoice via myBuy GEP 
SMART

Note: You can find the Singapore specific extra steps here. 
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Add Supplier Details
1. Open the drop-down menu for Tax 

Identification Country 

2. Supplier Tax Identification 
Type will auto-populate

3. Supplier Tax Identification 
Number will auto-populate (in 
cases where there is more than 
one, you can select from a 
drop-down menu)

Note: In case your TAX ID is not 
correctly selected or is completely 
missing, please do not submit the 
invoice. Instead, initiate a change 
request with Roche/Genentech.
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Add Supplier Details - 
For material invoices 
shipped to a different 
country
The ‘Ship From Country’ is a new mandatory 
field in the SUPPLIER DETAILS section. 
When you forward a Material Invoice (not 
Services) for orders shipped to a different 
country, (i.e. different countries in the ‘Ship 
from’ and ‘Ship to’ fields), you need to 
complete the following fields:

1. Supplier Batch Number (mandatory)
2. HS Code (mandatory)
3. Preferential Origin Declaration (optional)
4. Country of Origin (mandatory)

5. Supplier EORI Number (mandatory)
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Review Line Details

1. Select or deselect a line item by 
clicking on the check mark

2. Update Unit Price or Quantity if 
needed to match what you are 
invoicing

Note: You can find the Canada specific extra steps here. 
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Review Line Details 
cont’d

3. Click the check mark next to the line 
item and scroll to the right to enter 
the Tax Rate

4. Taxes will be automatically 
calculated; verify/update the Taxes 
(amount can be overwritten in the 
case of any rounding of the Tax 
amount)

5. Enter Other Charges, Freight or 
Discounts if applicable 

* Please pay attention to the tax rate on 
each line item. The 0% rate is 
automatically proposed, please always 
change it to the correct rate when 
necessary.

Find VAT rates by country here

https://www.vatcalc.com/global/2023-global-vat-gst-rates/
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Supplier invoice copy

Tax Rate & Rounding 
cont’d

1. Rounding differences may or 
may not be shown on separate lines 
on your company-generated 
invoice (as shown in image 1)

2. Rounding differences must be 
captured in the Other Charges 
field (as shown on image 2) 
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Confirm Banking 
Details

In the PAYMENT AND DELIVERY 
DETAILS section, select the payment 
method and bank records (in case of 
multiple accounts, unless it is already set 
up as default in your supplier profile - 
please refer to the next slide)

1. Click Please Select

2. Click drop-down arrow in the 
Payment Method field to view 
bank records (scroll right to see 
account number and information)

3. Click the check mark next to the 
applicable record of the account 
you want to receive the payment

4. Click DONE

Note: You can find the Switzerland specific extra steps here. 
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Set Default Banking 
Account (by location)
If you have more than one bank account 
or more than one currency set in your 
supplier profile, you can select a default 
option to appear when completing 
banking information on invoices.

1. Open LOCATION 
INFORMATION section

2. Click the Location Name
3. Open the BANKING 

INFORMATION section
4. Click the check box to mark that 

bank account as a default for that 
location 

5. You can select an overall default 
bank account or a default 
account by currency as well
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Review Additional 
Details

1. Add the Date of Supply or 
Service Start Date* by selecting 
the date from the calendar 
drop-down

2. Add the Date of Supply or 
Service End Date* by selecting 
the date from the calendar 
drop-down

3. Add Remarks (see next page for 
details, if applicable)

*Start Date is optional if applicable; 
End Date is mandatory, based on selected 
country regulations.
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Supplier Remark Options

Remarks field will be available based on your Tax 
Identification Country, in case a specific tax text 
is required by the law for the transaction.

Choose the remark that best apply to your 
situation, from the list.

Please note that the remarks are available in the 
appropriate language.

Category

Intra-community supplies

Triangulation

Reverse charge

Export of goods to non-EU countries

Supplier is VAT exempt

N/A

Please note: Use the option N/A if 
none of the above are applicable
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Add Comments or 
Attachments

Enter comments or add attachments to 
your invoice that will aid the Buyer in 
reviewing your invoice: 

1. Click the Comments and 
Supporting Documents button

2. Type in any applicable comments

3. Click Attachments to upload 
other supporting documentation 
(for example, timesheets for a 
service invoice)
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Submit Invoice

1. When all required fields are 
completed, click Send to Buyer
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Submit Invoice 
cont’d

2. Close the information pop-up then click on 
YES to confirm what you are processing 
(including if you are submitting an invoice 
with a zero 
tax rate)

3. Click OK to clear the success pop-up box

4. If you try to submit an invoice via the portal 
and it relates to an unknown accounting 
assignment, a warning message will appear 
confirming that the invoice should be sent 
via PDF instead

Keep in mind: 

Electronic invoices created in myBuy GEP SMART are legally 
valid documents. Supplier cannot submit any scanned 
supplier invoice copy. 

For supporting documents providing additional information on 
the invoiced services (for example, timesheets/goods) please 
use the Additional Attachment function under the 
Comments section to enable proper invoice reconciliation.
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Check Invoice 
Status

You can quickly check the status of your 
invoices.

1. Select the Invoice module

2. Click on Invoice tab

3. Look for the Status column for 
each invoice
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Delete a Draft Invoice 
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Delete Draft Invoice

1. Select the Invoice module

2. Click on Invoice tab

3. Click on the Draft sub-tab

4. Select the draft invoice that 
needs to be deleted

Keep in mind

If you submit an invoice via email, fax or 
mail and also create a draft invoice in 
myBuy, the draft invoice is viewed as a 
duplicate which will cause errors in 
processing. 

Delete any draft invoices in myBuy which 
have been submitted by other means.
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Delete Draft Invoice

After selecting the invoice to be deleted: 

1. Click the More menu

2. Select Delete 

3. Select YES from the confirmation 
pop up to proceed
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Country Specific Exceptions
If you are working with a Roche site or affiliate in Singapore, Switzerland or Canada, 
please pay particular attention to the following extra steps for these countries
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Add Basic Details
Singapore only

1. Select Local Currency in which your 
business is located from the 
drop-down

2. Enter the Conversion Factor
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Add Basic Details 
cont’d
Singapore only 

3. Click on the down arrow on right 
side of the screen

4. Update Taxes in local currency 
and click on the check mark

5. Update Taxable Amount in local 
currency and click on the check 
mark

6. Enter Total Amount in local 
currency and click on the check 
mark
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Review Line Details
Canada only

1. Click the check mark next to the 
line item and scroll to the right to 
enter the Tax Rate (Value 
Added Tax or VAT)

2. Click on + icon in the Taxes 
column

3. In the section Tax Description, 
type the corresponding tax 
(GST/PST/HST) and choose the 
applicable one from the list. The 
taxes are automatically 
calculated.

4. Click on ADD

5. Click on APPLY

6. Click on YES to continue 
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Review Line Details 
cont’d:
Canada only
7. The Tax Rate(%) will display the 

total % of added taxes and the 
Taxes will display the total amount 
of taxes

8. If any update is required, click on 
the + icon

9. Click on Edit and modify as 
needed

10. Once updates are done, click on 
APPLY

Find VAT rates by country here

https://www.vatcalc.com/global/2023-global-vat-gst-rates/
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Payment Order 
Reference (POR): 
Switzerland only 

If you want the payment to be made via 
payment slip and not via bank transfer, go to 
the SUPPLIER DETAILS section and provide 
in ADDITIONAL DETAILS section:

1. POR Long Reference Number or

2. the QR IBAN (Quick Response 
International Banking Bank Account)

3. QR Reference

If a bank record is setup as a default payment 
method, and you have provided the POR 
Long Reference Number or QR IBAN and 
QR Reference, the system will perform a 
validation against the default payment 
method
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Payment Order 
Reference (POR) 
cont’d:
Switzerland only 

1. Click on the Please Select button 

on the Payment Method

2. Untick the selected payment method 

from the left panel

3. Click on DONE
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Create Invoices | Quick Help Guide

You can find additional quick help guides on how to make changes to your myBuy GEP 
SMART supplier profile on roche.com, including:

● Register for myBuy GEP SMART

● Update myBuy GEP SMART Supplier Profile

● Managing Purchase Orders

● Create Invoices

● Create Service Confirmation

31

https://www.roche.com/about/sustainability/suppliers/invoice/mybuy-gep-smart/

