
Adding New Invoice in CIS 

Open the CIS system from the address https://contributors.mediahuis.ie/login/ Enter User Name & Password.  Click Login 

 

Click Add New Invoice 

 

https://contributors.mediahuis.ie/login/


Select Contract – Publication – Department – Approver – VAT Reg. (if Yes Enter VAT No.) – Click Add Invoice Item 

 

 

Add Invoice Item - Complete All Fields – Click Save 

      



Option to Edit or Delete existing item, Clear Invoice or Add another Invoice Item 

 

Preview Invoice 

 



Save & Submit Invoice 

 

Option to View Invoice List – Display all Invoices previously submitted 

 



Display Status of Approved, Unapproved or Rejected 

 


