
Invoice Submissions
Vendor Portal

The invoicing requirements have NOT changed:
• PO Invoices will be submitted via the vendor 

portal

• PO Form is required with your submission

• Non-PO invoices will be submitted via email to 

apinvoices@hilcorp.com (Hilcorp) or 

apinvoices@harvestmidstream.com (Harvest)

• The attachment must be in PDF format

• The invoice document must be the first page 

followed by support and submitted in ONE PDF

• File size limitation is 5MB per PDF
If the required information is not included with your submission(s), the 

invoice(s) will be rejected.

mailto:apinvoices@hilcorp.com
mailto:apinvoices@harvestmidstream.com


Vendor Portal Training
Portal Registration

Select “Click here to activate your account”



Vendor Portal Training
Portal Registration

Activate your account by:
1. Creating a password
2. Re-enter the password
3. Select “Continue”



Vendor Portal Training
Portal Registration

Sign into the portal using the username and 

password created in the previous step:
https://vendorportal.hilcorp.com/

https://vendorportal.hilcorp.com/


Vendor Portal Training
Purchase Orders Invoice Submission

Select the “Purchase Orders” tile to view 
open purchase orders and create/flip the 
PO to an invoice



Vendor Portal Training
Purchase Orders Invoice Submission

Type PO Number in the search bar



Vendor Portal Training
Purchase Orders Invoice Submission

1. Select the appropriate line items being 
billed on the invoice document

2. Select “Copy to Invoice”



Vendor Portal Training
Purchase Orders Invoice Submission

1. Enter the invoice number (no spaces or 
special characters)

2. Enter the invoice date
3. Enter the total amount of the invoice 

including tax

4. Enter the tax amount, if applicable



Vendor Portal Training
Purchase Orders Invoice Submission

Following the PO Form:
1. Enter/confirm the quantities 
2. Enter the quantities billed on the invoice, 

if applicable



Vendor Portal Training
Purchase Orders Invoice Submission

Following the PO Form:
1. Enter the quantities, if applicable 
2. In this case, the PO Form has 1 and the 

quantity should remain at 1



Vendor Portal Training
Purchase Orders Invoice Submission

1. Click the “+” sign to add an attachment
2. The invoice and PO Form are required
3. Please ensure the invoice comes before 

the PO Form in the PDF file



Vendor Portal Training
Purchase Orders Invoice Submission

Select and attach a single PDF file which 
includes:
1. The invoice document
2. PO Form
3. Supporting documentation

Select “Submit”



Vendor Portal Training
Purchase Orders Invoice Submission

To review your submission:
1. Navigate to the dashboard
2. Select the “Invoices” tile



Vendor Portal Training
Purchase Orders Invoice Submission

The invoice submission is displayed below



Vendor Portal Training
Purchase Orders Invoice Submission

To filter, select “Show Filter Bar”

1. Enter your search criteria below
2. Remove 50 from “Maximum Results”
3. Select “Go”



FS2AP Supplier Portal
Now Active for

Hilcorp and Harvest Midstream 

Invoices

Thank you for your patience as we introduce our new Accounts Payable
system.

We are now ready to provide vendors with access to the Supplier Portal.

What to Expect

You will receive an email from ias@notifications.sap.com inviting you to activate your portal
account. Follow the instructions in the email for this one-time setup. Once your account has

been activated, the portal can be accessed using this link. The invitation expires 14 days after

receipt. Contact us to receive a new activation email if necessary.

The portal has two primary uses:

1. Submitting PO-based invoices

2. Checking the status of all submitted invoices (PO and non-PO invoices)

Effective immediately, all PO invoices must be submitted using the portal. We will only accept
non-PO invoices by email. Failure to follow these instructions will result in delays processing
invoices. 

You may experience a delay when logging into the main portal screen. We are actively

working to remediate this and enable quicker access to your PO and invoice information.

Email Addresses for Non-PO Invoices remain unchanged:

apinvoices@hilcorp.com (Hilcorp Energy Company, Hilcorp San Juan, Hilcorp Alaska,

Hilcorp North Slope)

apinvoices@harvestmidstream.com (Harvest Midstream Company, Harvest Alaska)

FAQs Available

https://www.hilcorp.com/vendors/

https://www.harvestmidstream.com/vendors/

Other Questions?

Email to FS2Accountspayable@hilcorp.com for Hilcorp

Email to FS2Accountspayable@harvestmidstream.com for Harvest Midstream

Do NOT submit invoices to this email address. Any invoices received will be returned.
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