Creating invoices in the Ariba portal

OP - TEST sent a new order

Your customer sent you this order through Ariba Network.
Eh

AP Ariba Network

Join your customer on Ariba Network!

unt
Strengthen relationships Connect faster Reach more customers worldwide
Collaborate with your customer on the hange documents elecuonically and Sign up with Ariba Discovery and

S3Me SECLTe NEtwOrk. sreamiine communications. increase sales leads.

Ariba Network standard account is Free
Learn more
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You will receive a purchase order email
from OP

Click Process order in order to create
invoices in the Ariba portal

Create a new Ariba Network account or
use an existing account

The Ariba standard account is free of
charge. The Ariba enterprise account is
subject to a charge.
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Purchase Order: PO7578

& SAP Ariba has partnered vith Uber Freight to pravide suppliers with real-time pricing and reliable capacity, especially crucial during times of disruption. Leam more

Create Order Confirmation v ” Create Ship Notice ] Print+ | Download PDF | Download CSV | Resend
Standard Invoice
Order Detail ~ Qrder History ekt e
Line-htem Credit Mema
From: Purchase Order
OP Osuuskunta/Talous ja keskuspankki (New)
i PO7578
00101 Helsinki Finland Amount: 77.00 EUR

Version: 1

Purchase Order: PO7578

& SAP Ariba has partnered with Uber Freight to provide suppliers with real-time pricing and reliable capacity, especially crucial during times of disruption. Learn more

Create Order Confirmation v l [ Create Ship Notice I Create Invoice v Print + | Download PDF Dovinload CSV | Resend
‘Standard Invoice
Order Detail  Order History —
Line-Item Credit Mema
From: Purchase Order
OP Osuuskunta/Talous ja keskuspankki (New)
PLO30 PO7578
00101 Helsinki Finland Amount: 77.00 EUR
Version: 1

© OP Group

 After creating an account or
logging in to an existing
account click Create invoice

* For debit notes click Standard
Invoice

Done
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Create Invoice

v Invoice Header

(o) o ] (=]

Summary
Purchase Order: PO7578 77.00 EUR
..... Total Tax  18.48 EUR
Rwocs Total Gross Amount.  95.48 EUR
Total Net Amount: 95,48 EUR
Invoice Date:* | 29 Jul 2020 =] Amount Due: 9548 EUR
Service Description:
Remit To
Bl To:
Tax @
() Headertevettax @ | (8) Line leveltax @
Header level shipping () f\-,'l Line level shipping (1)
Ship From:
Supplier VAT Customer VAT

cotes ecurea et |

Tax

Shipping Cost
Shipping Tax
Shipping Documents
Special Handling

Special Handiing Tax

Feedback

Discount
Additional Reference Documents and Dates
Comment

| Auachmen: 1

Supplier VATITax m-@ Customer VATTax ID:

| Required field

Supplier Commercial
Identifier:

Supplier Commercial
Credentials:

paymentReference:
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ViewlEdit Addresses.

Add the Invoice ID (invoice number

Attach the original invoice by clicking
Add to Header

Choose Line level tax
Add the Supplier VAT/Tax ID



» To create and delete tax categories,
choose Configure Tax Menu (this
configuration has to be done only once)

ine Items, 1 Included, 0 Previously Fully Invoiced

* The created tax values can be found on
the Tax selection after configuration.

)

andar
o Sales
[] e e pe po— wr
GST
| | @ MATER! e
PST
Tax
osT
& [ie e s ] ( ] [ar v
ithholding Tax
Update l | Save | [ Exit
Configure Tax
* Tax Category * Rate Tax Description
O e I z B |

L Delete | I Create I
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1 Line ltems, 1 Included, O Previously Fully Invoiced

* Select the line item/items by ticking the

Insert Line item Options
[ Tax cotegory: | aasovar «| [[] stioping vocumens [ ] specialvandig [ ] piscount box
oy Mo, nclude  Type Part Descripion  Customer Part # Quantity  Unit Unit Price Subtotal
1 @ MATERIAL Testitilaus. ] 1 EA 77.00 EUR 7700 EUR . . .
° IcK Line Item Actions
Tax

b [ oevemecoon = J [ owee | | [ maav ] [ e ClICk TCIX

1 Line Items, 1 Included, O Previously Fully Invoiced

Line Items
Insert Line ltem Options:
| ]m Category: 2404 VAT - |:| Shipping Documents |:| SpecialHandling | | Discount Add 0 Inchaied Lines:
[[] M incude  Type Pant# Description ~ Customer Part # Quantty  Unit Unit Price Subtotal
M 1 @ MATERIAL Tesitilas. 1 EA 700 EUR 7700 EUR
Edit
L add
Delete dd v
Tax

Shipping Documents.

Special Handling

G = (o)

Comments

Attachment
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N S e — e T
* Choose the correct Tax Category
Tax .
category: | 2498 var | Taxable Amount: | 7200 EUR | femae
Locaton: | | Rate(t: [ 21 | . . . . .
° dit line item details if needed
Descrpton: ‘ | Tax Amaunt |mABEuw |
Regime: S Exempt Detail:
* C(lick Next
Lo Relerence: ‘ | ’—| Triangular Transaction
] we ncude e Part # Description  Customer Part & Unit Unit Price Subtotal
1 @ MATERIAL l:l Tesitlaus EA 77.00 EUR
Tex Categary:*  24% VAT M Taxable Amaunt |71.quuR I rene
Lozation: Rare(ie): | 24
Regime: ; Exempt Detall: | (novalue) ~
Date Of Pre-Payment: ‘ m Date Of Supply: |2§Julmzn m]
Law Reference: [[] manguter Transacin

N -
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Create Invoice

* Review the invoice carefully and
B finally click Submit

Invoice Number: sdsdasd Subtotal 77.00 EUR

Invoice Date: Wednesday 29 Jul 2020 12:35 PM GMT+03:00 Total Tax 18.48 EUR

Original Purchase Order: PO7578 Total Gross Amount: 95.48 EUR
Total Net Amount; 95.48 EUR

Amount Due: 95.48 EUR
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How to contact Ariba support if you are having
problems with your account?

* (o to page:

AAAAA https:/service.ariba.com/Supplier.aw

Supplier Login

e (Click the question mark (top right
corner of the page)

* Click Support (bottom right corner)

SAP Ariba

Supplier Login
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https://service.ariba.com/Supplier.aw

