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Overview 
This document provides you steps for viewing and resubmitting rejected non-PO invoices. 
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How to View and Resubmit Rejected Non-PO 
Invoices 

In case your non-PO invoice is rejected, you will receive a notification via email, 
clearly indicating the rejection reasons and asking you to rectify and resubmit the 
invoice. 

 
 

You can also receive this notification in iSupplier. Follow the steps below to view and 
resubmit a rejected non-PO invoice in iSupplier: 

 
1. Click the bell icon on the iSupplier home page to view the rejection notification. 
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2. Select the relevant notification from the list and click the OK button. 

 

Note: The iSupplier notification will display the same text as the email you have 
received. 
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3. Click the OK button to acknowledge the notification. 

Note: Once you click the OK button, the notification will be marked as Closed. 

 

 

4. The Worklist page displays. Click the menu icon to navigate to the existing non-
PO invoice. 
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5. Click the MX iSupplier Portal Supplier Inv Admin option. 

 

 

6. Click the Home Page option. 
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7. The Supplier Home page displays. Navigate to the Finance tab to update and 
resubmit the non-PO invoice. 

 

 

8. Click the Finance tab. 
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9. The Invoice Actions page displays. Search for the rejected non-PO invoice using 
one or multiple search criteria such as Invoice Number, Invoice Amount, Invoice 
Status, etc. 

Note: If you click the Go button without populating any of the search criteria, then 
all the relevant iSupplier invoices associated with your organization will be 
displayed. 

 

 

10. Enter the invoice number in the Invoice Number field. 
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11. Click the Go button. 

 

Note: The search result is displayed. The Non-PO invoice is in the Rejected status 
and the rejection reason displays in the Rejection Comments field. 
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12. Click the update icon to update the non-PO invoice and rectify the rejection 
reason. 

 

For this invoice, the rejection reason was “incorrect quantity entered for Wireless 
Laser Printers”. To rectify this, you need to scroll down and update the Items 
section accordingly. 
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Note: If an invoice has been rejected because of a missing or an incorrect 
attachment, please see the "Submit a Non-PO Invoice" video to review the 
demonstration on how to attach documents. 

 

 

13. Scroll down to view more details. 
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14. In the Quantity to Invoice column, you must update the quantity of the wireless 
laser printers. 

 

 

15. Update the required quantity field. 
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16. Click the Next button to continue. 

 

 

17. The Create Invoice: Manage Tax page displays. Review the tax details based on 
the updates made to the invoice. 

 

  



 

Page 14 of 16 

View and Resubmit Rejected Non-PO Invoices 

18. Scroll down to view more details. 

 

 

19. Click the Next button to continue. 
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20. The Create Invoice: Review and Submit page displays. Review the tax details 
based on the updates made to the invoice. 

 

 

21. Scroll down to view more details. 
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22. Click the Submit button to resubmit the non-PO invoice. 

 

A message displays, confirming that the non-PO invoice has been submitted to 
Metrolinx. 

 

 

 

 
 

 


