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IMPERIAL COLLEGE LONDON E-INVOICING GUIDE 

Account Registration & Portal walkthrough 

1. Registration 
To register, please go to: https://registration.tungsten-network.com/start  

2. First Steps 
Select account type (Business or Sole Trader) and enter your email in the field below. In case the email is 

already registered with us you should simply sign into your existing account or click on “Forgot password” 

if you do not remember your password 

https://registration.tungsten-network.com/start
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- On the next screen, please select your Country and Enter your business name in the Company Search 

field. When typing in the system will give you some suggestions and if your company is not among 

these, please click on the blue label “enter details manually” to continue. 
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3. Company Information 
- On the next screen you will need to complete your Company information and Personal information 

as shown below and click on “Next”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*If your TAX Payer ID is already in 

use, the field will become red and 

you will get a notification as 

shown on the right. 

In such cases, please contact 

Tungsten supplier Support Team. 
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4. Personal Information 
- Please fill in the required fields.  

*Keep in mind that there are password requirements to be met. If not, you will receive a notification as 

indicated below.  
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- If you have all requirements met, and you have agreed with Terms of Service, you will be able to 

proceed with the registration and complete the step.  
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5. Verification 
- You will then receive an email from Tungsten Network to complete your registration. To do this and 

get the account connected with Imperial College, please click on “SIGN INTO THE PORTAL” and log in 

your account with your username (your email address) and your password, after verifying your email 

through the verification link sent.  
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- Once you have verified your email successfully, you need to set up a 2-step verification for improved 

account security. Select to authenticate either by app or code. 
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6. Portal walkthrough and connection request 
 

 

- Once you have completed the steps, you will be logged in to your account on the Tungsten portal. 

 

- To request a connection with Imperial College on the 

Tungsten portal, go to Customers and then click on                       

“Connect Today“ and “New connection” as shown below: 
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- In the search tab “Search by”, add the relevant Imperial College Tungsten account number as specified 

below: 

- Imperial College London has 2 Tungsten Buyer Accounts and the PO number provided by the buyer 

will determine which account you need to bill in Tungsten. Please note that your company may not 

have access to all buyer accounts. It depends on which divisions of Imperial College you are doing 

business with. 

LIVE ENTITIES AAA COMPANY NAME ADDRESS VAT ID 

AAA779983006 Imperial College 
Sherfield Building, South 
Kensington Campus, London, 
SW7 2AZ 

GB649926678 

AAA974132409 
Imperial College 

ThinkSpace Limited 

Level 1, Faculty Building, 
Imperial College London, 
Exhibition Road, London, SW7 
2AZ 

GB867756168 
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- You will be presented with a selection page with the relevant Imperial College entities based on the 

search criteria you have selected. 

 

- Once you select the desired entity, you will see the following screen where you need to click on the 

CONFIRM button. 
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- Last but not least you will need to attach a document showing evidence for your relationship with 

Imperial College and click on the SEND button. Such document could be an invoice, PO, contract, 

remittance, etc. 

 

 

- If everything has been completed correctly you will be presented with the screen below. The next 

step will be for Imperial College to review your request and approve it. 
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7. How to check if a PO is available in Tungsten  
- Imperial College is already sending your POs to Tungsten Network, so you can find these on your 

Tungsten portal and directly convert them into an invoice. In order to do that, go to “Purchase Orders” 
and you will see the menu below:  

 

- To find a specific PO, please use the "Select PO date range” dropdown, click "Last 12 months" or set 

Custom range and populate your PO in the "PO Number" field. Click on the green button “GET MY 

POs” and you will be presented with the relevant PO for Imperial College. You will then see your PO 

summary as below: 

 

- You need to click on the “+” sign to open the PO. Please review it to ensure everything is as expected. 
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8. Accepting a PO and invoice submission  
- Once the review is complete, scroll down to the bottom of the page where you can accept the PO 

(click on the „ACCEPT PO“ button). 

 

 

 

 

 

 

 

 

 

 

 

- Once the PO is accepted, you will be able to convert it into an invoice. To do so, please click on the 

”CONVERT PO” as shown below. 
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- You can now select which lines from the given PO you want to invoice. Additionally, you will need to 

add the invoice number. Please see below: 

 

 

- If you want to invoice the full amount for a specific line, tick the box next to “Net amount”, marked 

with green. If you want to invoice this line partially, you can add the relevant quantity in the “Qty” 

field. Once completed, click on the “CREATE INVOICE” button. 

- You will once again see the details you have selected, and will need to confirm these as indicated 

below (CONFIRM): 

 

- Finally, when you click the “confirm” button you will be redirected to a general template page for 

invoice submission with the information from your PO already populated on the invoice. 
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- You then have to start with filling in the general invoice details on the right, as shown below: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

- As this is a PO invoice, field “Purchase order (PO) number” is already filled in.  
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- You can then review “Your details” and Imperial College details under “Who you are invoicing”, which 

are already filled in from the PO. Please keep in mind that the details provided below are an example.  

 

- Please fill in all fields marked with a red Asterix. For example: City, State 
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- If you want to add additional information on Header level, you can Click on the blue “+” sign to add 

any information such as:  

 

 
- Should you wish to edit something on the Line level, you can still do it under the Invoice items section:  
 

 

 

 

 



 

Page | 19 
 

- Once you have edited all the necessary details on the Line level, click on “ SAVE LINE ITEM ”. 

- Make sure that you have the relevant Remit to address information.  

- In case you have not added the full data when you registered in Tungsten, make sure this is completed 

before you submit your first invoice from the menu: “Your account” -> “Remit address” -> “Remit to 

address information”. 

 

 

- Now that all other details are completed, you can proceed with your final step on the Summary level. 

Please add your tax in the field “Total Tax”, if applicable. Should you wish to preview prior to sending 

you can do this as by pressing Preview. Once ready submit your invoice by clicking on the SEND button. 

- You will be notified with “Invoice submitted successfully” notification, confirming that your invoice 

has been successfully submitted to Imperial College. 
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9. How to submit a Credit note 
- From the general menu go to Invoices -> Create invoice. 

- Click on customer and select the respective Imperial College e-Invoicing account. Then select “New 

credit note” and populate the credit note number. Once complete, click on ”CREATE”. 

 

 

 

 

 

 

 

 

 

 

 

- You will be presented with a general template for credit note 

submission where you need to add the details for your credit 

note submitted to Imperial College. Please start with the 

general invoice details on the right:  

*As this is a Credit note, you must provide the original invoice 

number here. 
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- Once completed, fill in the “Your details” and Imperial College details under “Who you are invoicing”. 

 

- If you want to add some additional information on Header level. Click on the blue “+” sign to add any 

of the information below: 
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- Now that you have completed all your data on Header level, you can move ahead and add the relevant 

information on Line level by clicking on the green ADD button under Invoice items. You can also add 

Additional information. For example: Attachments or payment terms if applicable. 

 

- Once you have clicked on ADD you have the option to add the relevant line details for your credit note 

• Line item type; Product code; Product description; Unit of Measurement (UoM); Quantity and 

Unit price.  

- Under “Unit” you can find the most commonly used UoM by Imperial College suppliers. However, if 

you want to add more, just click on the “+” to do that. 

 

 

- If you want to add some additional line level information, just click on “Click here for additional line 

level information such as PO/Delivery details, discounts, and other additional information”. You will 

then be presented with the possibility to add the aforementioned. Please see page 23. 
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- Once you have completed all the necessary details on Line level, just click on SAVE LINE ITEM. You 

can repeat the same process to add as many invoice lines as you need. Once you have added all the 

lines you want to see on your credit note submitted to Imperial College, please scroll down and make 

sure that you have the relevant Remit to address information. 

 

- Now that all other details are completed, you can proceed with your final step where on Summary 

level, you can add your tax in the field “Total Tax”, if applicable. Should you wish to preview prior to 

sending you can do this as by pressing Preview. Once ready submit your credit note by clicking on the 

SEND button. Please see below: 
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10. How to re-activate a failed invoice for re-submission  
 

- There are certain validations created within Tungsten for every invoice submitted to Imperial College. 

These checks are in place to ensure your submitted invoices contain the required and correct 

information. This will contribute for a smoother approval process and avoid potential payment delays. 

 

- In case you submit an invoice in Tungsten and it fails, you will receive a system notification email for 

this advising you on the failure reason. 

 

- On your Tungsten portal home screen, you can easily find any failed invoices, under the section “For 

your attention” -> View All (below, shown in red; bottom right corner of the screenshot): 

 

 

- You can view the specific failed invoice details by clicking on View details: 
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- Information about the failure reason with an option to highlight the error on the invoice itself is 

present once you go to View Error. Otherwise go straight to Reactivate Invoice. 

 

- Once the failed invoice has been reactivated successfully, you can correct the relevant information 

and resubmit it, by going to Invoices -> Create Invoice -> Saved invoices -> Edit: 

 

- The process will trigger the standard Tungsten template for invoice submission and once the relevant 

invoice data corrections have been made, please click on the SEND button to resubmit. 
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11. Checking your supplier “AAA” number 
- Your Tungsten account number is your unique identifier in Tungsten. To find it, please go to 

“Help&Support”. On the left side under “Useful information” you will be able to find your account 

number starting with AAA. 

 

 

-Your Tungsten account number starts with AAA and followed by 9 digits. This can be seen in the bottom 

left section “Useful Information”. 
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12. Pulling reports 
- In order to pull a report showing the invoices submitted, from the Home page of the portal go to 

Reports -> Invoices submitted. 

 

- In case you need a specific 

report based on the criteria 

selected, you will be able to run this 

customized report at any time in 

the future based on the specifics 

you have configured. You can find 

all the saved reports in the menu 

“My reports”. 
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- You can then select the relevant criteria settings with additional fields present, once you click on More 

Fields. 

 

- Once you RUN the report, you can Export it. 

- The same process applies to the report showing POs received: 
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13. Additional help 
 

- Please be aware that you can always find useful tips for a given page, when 

clicking on the ”  “ when available.  

 

- You can also use the “Self Help” – shown below in orange. This would provide you 

with step-by-step guidance when needed. 

 

 

 

 

 

 

 

 

14. Contacting Tungsten Supplier Support team 
 

**Before contacting Tungsten supplier support team, please review this E-invoicing Guide as it contains 

the answer to almost all questions you might have when it comes to the usage of the Portal. ** 

- Raise a ticket via Tungsten portal (Help & Support -> Create Ticket). You will receive a system 

notification when a support agent has provided an update in the ticket. Please, DO NOT respond to 

the email notification. You need to log in the portal and provide your response/update in the relevant 

ticket. 

- Call Tungsten support team at the respective dedicated line for your country. It is highly 

recommended to have a ticket raised beforehand and provide it as a reference to the support agent 

when you call Tungsten support line. You can find a list with all the applicable helpdesk lines at 

https://www.tungsten-network.com/resources/support/local-numbers/. When calling customer 

support, you will be asked to provide your Tungsten account number. 

https://www.tungsten-network.com/resources/support/local-numbers/
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