
CREATING INVOICES 
PRICEBOOK REQUIRED VS 

NOT REQUIRED

Creating Invoices Using PriceBooks
Pricebook Not Required vs. PriceBook Required



PriceBook Required
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How to create invoices for PriceBook Required

From your dashboard select:

1. Invoice Icon 
2. Create Invoice



PriceBook Required
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How to create invoices for PriceBook Required

Enter the appropriate values in the following fields:

1. Customer Name – Marathon Oil Corporation
2. Customer Site – Select the customer site that 

matches the asset you performed work in
3. Customer Department – Will auto select – no action 

needed 
4. PriceBook - Select the PriceBook per the screenshot
5. Click Next



PriceBook Not Required

Enter the appropriate values in the following fields:

1. Invoice Number –Should match your support 
documentation

2. Invoice Date – Should match your supporting 
documentation

3. Description - Brief description of the work 
performed

4. Pricebook - Select the N/A – PriceBook not 
applicable per the screenshot

5. Click Next
6. Review header info to ensure accuracy
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How to create invoices for PriceBook Not Required



PriceBook Not Required

Enter the appropriate values in the following 
fields:

1. Purchase Order Number – Type 482 
and select the correct PO from the drop 
down list

2. PO Line – Place an * in the PO line field 
and select the PO line that best fits the 
services you are providing
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How to create invoices for PriceBook Not Required



PriceBook Not Required

Enter the appropriate values in the following 
fields:

3. Service Dates – Enter the service dates 
that match your supporting documentation

4. Product/Service - Place an * in this field 
and select the catalog item that matches 
your supporting documentation.  
(OpenInvoice can assist with adding 
catalog items, 
openinovicesupport@oildex.com)
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How to create invoices for PriceBook Not Required



PriceBook Not Required

Enter the appropriate values in the following 
fields:

5. Details – Enter quantity, unit of measure 
(units), and rate 

6. Taxes - Enter taxable amount as state and 
local tax IF APPLICABLE

7. WBS/CC/WO - Enter WBS/CC/WO – search 
by entering any portion of coding surrounded 
by * and click magnifying glass. 

8. Approver ID - Enter Approver ID - search by 
entering any portion of approvers name 
surrounded by * and click magnifying glass

Complete invoice entry by selecting add a line item to 
enter more lines or Next to finish invoice

**Ensure you attach all your support documentation

Submit to buyer
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How to create invoices for PriceBook Not Required



PRICEBOOK REQUIRED
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PriceBook Required
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How to create invoices for PriceBook Required

From your dashboard select:

1. Invoice Icon 
2. Create Invoice



PriceBook Required
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How to create invoices for PriceBook Required

Enter the appropriate values in the following fields:

1. Customer Name – Marathon Oil Corporation
2. Customer Site – Select the customer site that 

matches the asset you performed work in
3. Customer Department – Will auto select – no action 

needed 
4. PriceBook - Select the PriceBook per the screenshot
5. Click Next



PriceBook Required
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How to create invoices for PriceBook Required

Enter the appropriate values in the following fields:

1. Invoice Number –Should match your support 
documentation

2. Invoice Date – Should match your supporting 
documentation

3. Description - Brief description of the work 
performed

4. PriceBook - Select the PriceBook per the 
screenshot

5. Click Next
6. Review header info to ensure accuracy



PriceBook Required

Enter the appropriate values in the following 
fields:

1. Purchase Order Number – Type 482 and 
select the correct PO from the drop down 
list

2. PO Line – Place an * in the PO line field 
and select the PO line that best fits the 
services you are providing
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How to create invoices for PriceBook Required



PriceBook Required

Enter the appropriate values in the following fields:

3. Service Dates – Enter the service dates that 
match your supporting documentation

4. Product/Service - Place an * in this field and 
select the PriceBook item that matches your 
supporting documentation.  

Billing Off Contract Items
PriceBooks will only include items that are in the signed negotiated 
Job Orders. Items not included in the Job Order are considered Off 
Contract

1. On PriceBook radio button – Uncheck on 
PriceBook

2. Product/Service - Place an * in this field and 
select the catalog item that matches your 
supporting documentation. (OpenInvoice can 
assist with adding catalog items, 
openinovicesupport@oildex.com)
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How to create invoices for PriceBook Required



PriceBook Required

Enter the appropriate values in the following fields:

5. Details – Enter quantity, unit of measure (units), and 
rate 

6. Taxes - Enter taxable amount as state and local tax IF 
APPLICABLE

7. WBS/CC/WO - Enter WBS/CC/WO – search by 
entering any portion of coding surrounded by * and 
click magnifying glass. 

8. Approver ID - Enter Approver ID - search by entering 
any portion of approvers name surrounded by * and 
click magnifying glass

Complete invoice entry by selecting add a line item to enter 
more lines or Next to finish invoice

**Ensure you attach all your support documentation

Submit to buyer
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How to create invoices for PriceBook Required



Additional Assistance Needed?
Contact Marathon’s call center
Openinvoicesupport@marathonoil.com or 866-323-1836

THANK YOU
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