
Supplier Manual - TSF 
Suite Portal



Portal Access
Click the "Acceso Portal de 
Proveedores" button (Supplier 
Portal Access) on the homepage.

You can also access it directly via: 
https://tsf-suite.com/tsf/public/



2.1 Log in
To access the portal functions, you must log in to the Supplier Panel:

1. Enter your Email (Correo electrónico).
2. Enter your Password (Contraseña).
3. Click the "INICIAR SESIÓN" button (Log In).

IMPORTANT: If you do not have access, please request it from your 
TSF administrative contact.

● Administrative Contact: Arianna Pérez, aperez@tsftsh.com.



2.2 Dashboard

Once you have logged in, you will 
see the Dashboard. Here, you can 
view a summary of your documents 
in the system.

● You will see your Pending 
Invoices  and the Total to 
Collect



2.3 Change Password and Profile Data
1. Click the "Profile" icon located in the top right 

corner (next to "Log Out").
2. To change your password, find the "Update 

Password” section.
3. Enter your Current Password, then your New 

Password, and Confirm Password.
4. Click "SAVE" to save the changes.

Note: You can also update the Profile Information, 
such as your Name and Email.



3.1 Uploading an Invoice
In the left side menu, click "Upload Invoice”

The upload screen will allow you to search for already uploaded invoices or start a new upload.



3.2 Type of invoice
You must select the type of invoice you are going to 
upload.

1. Locate the option "Type of invoice (National / 
International)".

2. Ensure you select the correct invoice type by 
switching the toggle next to "National Invoice":

○ National Invoice: The toggle must be 
activated (ON).

○ International Invoice: The toggle must be 
deactivated (OFF).

3. Once selected, press the "Upload” button



3.3. National Invoice Upload
For National Suppliers only. When you 
press "Upload" with the National Invoice 
toggle activated, the system may require 
uploading XML and PDF files and other 
necessary data.

(This section would detail the specific 
process for National Invoices, which 
typically requires both XML and PDF files.)



3.4. International Invoice Upload 
For International Suppliers only. When 
you press "Upload" with the International 
Invoice selected, you will start the 
international upload process.

● Note: This section has an additional 
area for basic invoice data and does 
not require an XML file; only the 
PDF and basic data are needed



3.5 Upload Mode (With or Without Purchase Order)
You must indicate if the invoice is related to a Purchase Order 
(PO).

Option A: Upload without Purchase Order

Select this mode if your service or good is NOT associated with a 
Purchase Order.

1. Check the acceptance box: "Accept and understand that”:.
○ Important Notice: If it is later identified that the 

invoice should have been linked to an existing 
order, it will be rejected. The validation and 
payment process may take longer without a linked 
order.

In “PDF File”, click "Choose file” and upload the PDF document.
Click "Import" to finalize the upload.



3.6. Upload Internacional invoice
Agent Selection: The agent is configured by the system administrator. If more than 
one agent has been assigned, the user can select the correct one; otherwise, it is 
assigned automatically.



3.7 Modo de Carga nacional

When activating "Associate with purchase order” in both national and international uploads:

1. A search bar will appear.
2. Enter the purchase order number or folio, and then press "Search”  to perform the association.



3.8 International Invoice Upload

Select Invoice Upload Type: Associate with Order / 
Upload without Order.

If you select "Upload without Purchase Order"

Check the acceptance box: "I accept and 
understand that”:

Fill in the basic invoice data: No. Invoice, Date, 
Amount, Currency, and Discount .

In PDF* and XML*, click "Choose file” and upload 
the PDF and XML documents.

Click "Import" to finalize the upload



4. Uploading Payment Receipts (REP)

Accessing the Upload Feature

1. On the left-hand side menu, click 
"Payment Receipt.

2. You will see the "Upload Payment 
Receipt”  screen. Here, you can use filters 
(Year, Month, Status) to search for 
receipts you have already uploaded 

3. ress "Upload RP” to add a new receipt.



4.2. Initiating the Payment Receipt (RP) Upload

1. Click the "Choose file” button to upload a PDF and XML file.

2. A window will open to load the document.



4.3. File Upload and Confirmation

1. In "PDF File”, click "Choose file” and 
upload the PDF document of the Payment 
Receipt.

2. In "Archivo XML”, click "Choose file” and 
upload the XML file of the Payment Receipt.

3. Click "Import RP"  to import the Payment 
Receipt.



4.3. File Upload and Confirmation
● The system will display a confirmation 

window (Confirm Issuer - PR) to verify 
the Issuer's RFC.

● Review that the RFC displayed is 
correct. If it is correct, click "Submit" to 
finalize the upload.

● You will be able to see the RP in the 
receipts table



5. Account Management
Accessing Account Settings

1. On the left-hand side menu, click "Account”
2. You will see your account details under the title "My Account”

Updating Account Data

Here you can:

● Verify your company Name (e.g., PROVEEDOR S.A. DE C.V.).
● Verify the Email  associated with your account (e.g., 

facturacion@...mx).
● Change your Password (optional):

○ Enter the New password.
○ Confirm the password (enter it again).

● To save any changes made (either only the password or profile 
information, if visible), click the "Save changes” button.


