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What‘s next?
Ariba journey moves on…

Agenda

1. Standard Invoice

2. Add shipping cost

3. Add line level tax and discount

4. Edit and resubmit invoice

5. Line-item credit memo

6. Help center
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Invoicing
Standard invoice

Ariba Network supports the creation of the 
numerous types of invoices.

Click “Create Invoice  Standard Invoice to 
create a PO-based invoice. 
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Invoicing
Standard Invoice

1

2
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1. Fill all the required fields
2. Add header level information
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Invoicing
Add header level shipping cost – valid for unplanned shipping costs

1

2

1. Add header level Shipping Cost
2. Enter the Shipping cost amount

and shipping date
3. Add Shipping Tax (shipping tax 

unavailable before adding 
shipping cost), select tax category 
and tax rate

3
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Invoicing
Add line level shipping cost – planned shipping costs

1
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1. Select Line level shipping
2. Enter the Shipping cost amount

and shipping date
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Invoicing
Add line level taxes and discount

3

1

1. Add line level taxes
2. Select Tax Category
3. Enter tax rate, tax rate should be zero if 

no VAT should be applied (exempt 
detail is required if tax rate is zero)

4. Add line level discount
5. Enter discount rate or discount amount
6. Update the invoice and click “Next” 
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Invoicing
Standard Invoice

1. Preview the invoice
2. Click “Submit”
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Invoicing
Edit and resubmit invoice

1. Click the document number 
in PO page to see the detail 
of the Invoice

2. See the comments made by 
buyer

3. Click “ Edit & Resubmit”, edit 
the invoice
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Invoicing
Edit and resubmit invoice

1. Change the Invoice number
2. Edit the invoice according the 

reason provided by buyer
3. Click “Next”

1
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Invoicing
Edit and resubmit invoice

1. Preview the edited invoice and submit
2. Edited Invoice successfully submitted
3. Click “Done” to go back to PO page

1

3
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Invoicing
Edit and resubmit invoice

Related Documents in PO page updated
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Invoicing
Line-item credit memo

3

2 1. A credit memo is an invoice that 
represents a refund owed to the buyer.

2. Click “Line-item Credit Memo”
3. Select a Invoice to credit
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Invoicing
Line-item credit memo

1. Enter the amount you want to refund: the 
Quantity should be a negative number

2. Enter the reason for the Credit Memo
3. Click “Update” and check the amount
4. Click “Next” to preview the credit memo and 

submit it
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Invoicing
Help Center

Clicking “Help” on the 
dashboard, you will be 
guided to Help Center 
where you can search 
for answers and 
documentation.

If no answer is available, please click 
“Support” at the bottom. Enter your 
question in “I need help” and click “start”.
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Invoicing
Help Center

You can also get help through 
Live chat or Phone calls if 
you didn’t find the result you 
want.


