
 

   Manual to submit foreign invoices through Prospectiva  

Step 1: 
Access to pginvoice.com 
and choose the flag of 
the country you are 
going to submit the 
invoice for. 

 

Step 2: 
Access using your 
credentials and click on 
Accept 

 

Step 3: 
Click on “Facturas” tab 
and then “Envío de 
Comprobantes PDF”. 

 



 
Step 4: 
Choose the document 
type: 
Invoice (Factura)/Debit 
Note “Nota de Débito” 
or Credit Note “Nota de 
Crédito”. 

 

 

Step 5: 
If the Invoice has an 
associated PO, choose 
“Con orden de compra”. 
You must attach the 
invoice PDF and fill 
below fields: SAP box, 
PO number (if 
applicable) and invoice 
number. Finally click on 
Send (Enviar) 

 



 
Step 6: 
If the Invoice has NO 
associated PO, choose 
“Sin Orden de Compra”. 
You must attach the 
invoice PDF and fill 
below fields: SAP box, 
PO number (if 
applicable), invoice 
number, Tax ID and 
currency. Finally click on 
Send (Enviar) 

 

 

 


