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THIS PROCEDURE HAS NOT BEEN USED SINCE 2002 AND INTEL MAY HAVE 
CHANGED THEIR PROCESS. THIS PROCEDURE MUST BE REVIEWED FOR 
ACCURACY WHEN INTEL BECOMES A CUSTOMER AGAIN. 

 
1. PURPOSE 

The purpose of this policy is to ensure that invoices for Chapter classes taught at 
INTEL facilities are invoiced in a timely manner. To assure prompt payment, 
invoices submitted to INTEL must be submitted through the INTEL on-line system. 
INTEL policy is that no paper invoices will be accepted. 

 
 
2. PHILOSOPHY 
 Prompt receipt of funds due is essential to effective efficient operation of the 

Chapter; thus, it is crucial that this procedure be followed for classes taught for 
INTEL students. 

 
3. SCOPE 
 This policy is applicable to any individual responsible for submitting invoices for 

payment to INTEL Corporation, primarily education services. 
 
4. POLICY/PROCEDURE 

a. A pictorial representation of the INTEL invoicing process is attached at 
inclosure. 

b. The INTEL website is: 
https://supplier2.intel.com/auth/login.asp?page=Indetify&referer=https://suppli
er 2intel.com/SupplierHub/App/UserHome.aspx 

c. The Chapter Login is APICS58 and the Password is 32>madd 
d. The PO# to be used is supplied by INTEL and will start with “CABnnnnnnnnn”. It 

is, normally, faxed to the Chapter representative shortly after the class begins. 
e. The process is to “Create A New Invoice” as indicated in the attachment. When 

completing the invoice, note the following: 
(1) In the “Invoice Number” space, enter the APICS Reference Number 
(2)  In the “Service Date” space, enter the classstart date 
(3) Enter the invoice amount in the space indicated 
(4) Enter “0” in the Discount and Sales Tax spaces 
(5) Enter any Special Details (extra expenses, extra book fees, request for 

expedited payment, etc) 
(6) Click on “Review Invoice” to assure that information entered is correct. 
(7) Once invoice information has been verified, click the “Submit Invoice”. 
(8) Finally, click to print a copy of the invoice for confirmation to be retained as 
the Chapter record and, if required, for follow-up. 
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5. ATTACHMENTS/OTHER CLOSELY RELATED POLICIES/PROCEDURES 
a. Attachment(s) 
 Pictorial representation of the INTEL Invoicing Process  
b. Closely Related Policies/Procedures/Documents 
 None. 

 
6. RESPONSIBLE FOR  MAINTENANCE AND COUNSEL CONCERNING THIS 

POLICY: 
-  VP-Education 
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