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How do | create an invoice on a PO

Step 1: Login to Ariba
1. Loginvia Ariba Network-supplier

Supplier Login

User Name

Password

Forgot Username or Password

Step 2: Open the PO
2. Click on Workbench



3. Choose Orders
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4. Click on the PO number for which you want to create an invoice (the filter is set default on

31 days)

SAP Business Network ~ Standard Account | Get enterprise account
Home Enablement Waorkbench

Workbench

New orders Orders
Last 31 days Last 31 days
Orders (2)
> Edit filter | Save filter | [Last 31 days

Order Number Customer T

52100239057 Gasunie - TEST

5210029058 Gasunie - TEST

Step 3: Create an Invoice
5. Click on Create Invoice
6. Then click on Standard invoice

Purchase Order: Zahlliliiiams.

Create Order Confirmation

Order Detail Order History

7.

M 2 ™~

Enter your invoice number and invoice Date

N
)

TEST MODE
Catalogs Messages
Invoices Orders to invoice Re
Last 31 days Last 31 days
Amount
€27,000.00 EUR
€150.00 EUR

Create Invoice »

Standard Invoice
Line-ltem Credit Memo

Line-ltem Debit Memo

The invoice date cannot be more than 2 days in the past
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¥ |nvoice Header

Summary

Purchase Order: SR

Invoice Date:* | 7 Oct 2022 =

Service Description

Remit To:

8. Check if your VAT number is present and correct. The VAT number may not contain spaces,
dashes or dots.

(") Theyellow warning under the VAT number does not disappear regardless of whether theVAT number

has been entered correctly or not.
Supplier VAT

Supplier VAT/Tax ID: =

Supplier Commercial

identifier;

Supplier Commercial
Credentials

The VAT number can be added or edited by the Administrator in the Company Profile.

9. Add an attachment when it contains specifications not included in this invoice.

Add to Header
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10. If you want to send a partial invoice, you can change the quantities.

() The price cannot be changed on the invoice. When incorrect, please ask your contact person at
Delaval to change this.

11. You can check the line items. If you do not want to invoice a specific line item, you can tick
the relevant line on the left and click Delete at the bottom. If you want to add VAT, check all
the lines that you are going to invoice. To add VAT, continue with step 12.

12. Then click Line Item Actions.

Line ltems 2 Line Items, 2 Included, 0 Previously Fully Invoiced

Insert Line Item Options

GoAT " o [ ]sn merte| |Ehectd ing [ | Dis )
Tax Categary: | 0% VAT | Reverse Charge | Shipping Documents [ | Special Handling Di Add to Included Lines
M No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
I:/‘ 1 @® MATERIAL i extra stuff | | 30 | EA 1.00 EUR 30.00 EUR
- | | | f

Tax

No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal

V) = @ MATERIAL | extrastuff [ ‘ ‘ 9 EA 100EUR  120.00 EUR
Tax

L r
[ Line ltem Actions v Delete ” Reset Tax from PO ]

13. When you have pressed Line Item Actions, you will be presented with a screen where you
can choose TAX.
Edit

Add =

Tax &}

Shipping Documents

L

Special Handling

Discount
Comments
O This ensures that you have created a tax rule for the line item. Please check the percentage

you’ve chosen. Note that all line items that you want to invoice have a VAT line even if they
show 0% VAT - and that there is no more than one VAT line per line item.
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14. When you have completed all the steps, you can click Next.

No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
|7i 2 @ MATERIAL | ‘ extra stuff | | ‘ 120 ‘ EA 1.00 EUR 120.00 EUR
Tax Cai o 0% 1910k ~ Remove
Category:* | 219 VAT / 21% VAT Taxable Amount | 120.00 EUR |
e(3t)
Location ‘ | Rete(dt) | A |
Description ‘ 21% VAT | TExAmoE | 2320 BUR |
Regime ‘ Exempt Detail: | (no value) ~ ‘

Date Of Pre-Payment: ‘ = Date Of Supply: | 7 Oct 2022 5‘

| Triangular Transaction

Law Reference

[

Line ltem Actions » J [ Delete " Reset Tax from PO ]

" w0

{7 If you receive the error message below, you have skipped steps 11-13.

Mo. Include Tvpe Part #

1 = MATERIAL

L IWAT information is required

15. You will see an overview of the amount to be invoiced. If this is correct you can press Submit
- the invoice goes directly to Delaval.

Create nvoice P = i
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How do | make an invoice without a PO
When doing business with Delaval, always ask your contact person for a PO number from Ariba. If
you unexpectedly need to create an invoice without a PO, the steps to do this are explained below.

Step 1: Log in Ariba
1. Loginvia Ariba Network-supplier

Supplier Login

User Name

Password

Forgot Username or Password

Step 2: Making a Non-PO Invoice
2. Click Create at the top right
3. Choose Non-PO Invoice

@ PW

Creaie oaa

Non-PQ Invoice ‘
ucu—rmrﬁl}n\mﬂf l

stings for urgently-neel

4. Choose Delaval and click on Next
Create Non-PO Invalce m Esn

For a trading relationshsp already on Aripa Nehwork
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5. Enter your invoice number and then the invoice date

-

) The invoice date cannot be more than 2 days in the past

S

6. Enter your sales number and your sales order number date. Not sure what to fill in here?
Then re-enter the invoice number and date.

(') When you invoice for a specific entity of DeLaval, you choose the relevant company here.

example Delaval Services GmbH, Delaval NV etc.,)

¥ |nvoice Header

Summary

P

nvoice Date:* | 7 Oct 2022

Service Description

Remit To

Sales Order Date:

7. Under extra fields you must select the address of DelLaval or one of the other entity.
8. The e-mail address is the address of your contact person at DelLaval. This person will also
receive the invoice for approval.

-

('} The screen below may differ from the one you see, but this does apply to your invoice.
Additional Frelth
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9. Check if your VAT number is present and correct. The VAT number may not contain space,
dashes or dots.

) The yellow warning under the VAT number does not disappear regardless of whether
the number has been entered correctly or not.

Supplier VAT

Supplier VAT Tax 1D =

10. Add an attachment when it contains specifications that are not included in this invoice.

Add to Header ’{E’)J

11. For Line Items, insert a line stating what will be billed and for what amount. Choose Add.
12. Then choose Add material, for example.

Line Items

Insert Line ltem Options

| Tax Category; 0% VAT / Reverse Charge

l:/ Mo. Mo. MNo. Include Type Part # Descriptiol

| Line ltem Actions - | | Delete | m

Add General Service

Add Labor Service

Add Material {")
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13. Enter a Sequence Number (01), a Description of what you are billing, the Quantity, Unit and

a Unit Price.
14. Tick the item(s)
15. Click Line Item Actions to add a tax rule

Line Items

Insert Line [tem Options.

@ Tax Category

| 2196 VAT / 219 VAT

1 LINg Iems, 1 INCIUOed, U Previc

»| ‘7| Shipping Documents |7| special Handling ‘ Discount add to
Description Customer Part # Quantity Unit Unit Price

Order

| | [w |

D No. Include  Type Part &
E MATERIAL
Tax
l Line ltem Actions v l Delete I [ Add « ]

16. Click on Tax

Tax
Shipping Documents

)

This ensures that you have created a tax rule for the line item, with the correct tax

percentage. Note that all line items that you want to invoice have a VAT line even if they
show 0% VAT - and that there is no more than one VAT line per line item.

17. A VAT line is now visible on the invoice under the created line item. Click Next when you are

done filling the invoice.

Quantity

| [ ]

Add to Included Lines

Unit Unit Price Subtotal
| each ‘ 100.00 EUR | 10000:EUR;

‘ Remave

m Tax Category: | 215 VAT [ 219 VAT ~ D Shipping Documents |:| Special Handling Discount
Include Type Part# Description Customer Part #
@ MATERIAL | | | order
Category:* ‘ 219 VAT / 219 VAT v ‘ Taxable Amount: | 100.00 EUR
%)
Location ‘ | Rate(26) | 2
; i
GG ‘ e | Tax Amount: | 21.00 EUR
Regime ‘ ‘ Exempt Detail (no value) ~
Date Of Pre-Payment Date Of Supply: | 70ct 2022
1
Law Reference. | Triangular Transaction
fions ¥ [ Delete ] [ Add v ]
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When you receive the error message below, you have skipped 14-16

Mo. Include Type Part #

1 ®

MATERIAL

L IWAT information is required

18. You will now see an overview of the invoice you have just created. If this is correct click
Submit. The invoice will be sent directly to your Delaval contact person.
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Searching in the Workbench

You can trace your PO again in Ariba in several ways. When the PO number is known you can find
the this via Exact search. Click on Apply to Search.

Orders (2)
v Edit filter
Customers Order numbers
Select or type selections e ‘ 5210029057 X 1 selection ‘

") Partial match @ Exact matché

Was the PO sent by Delaval in the past 365 days? The default filter setting is 31 days - change this to
365.

Orders (2)
v Edit filter
Customers Order numbers Creation date
‘ Select or type selections [ ‘ ‘ Type selection ‘ ‘ Last 31 days
(®) Partialmatch () Exact match Last 24 hHours
ICompany codes . IPurchasmg organizations . Last 7-days
Select or type s [ | | Select or type se e
S ! Last 14 days
Last 31 days
Routing status Min ameount  Max amount  Currency
‘ All ~ ‘ ‘ ‘ ‘ ‘ ‘ EUR v ‘ Last 90 days

Last 365 days

Custom date range

Still can't find the PO?

1. You may not have the correct permissions. Find out who the administrator is through your
profile and click on 'Contact administrator'. This can give you extra rights.

2. Areyou logging into the correct account? Send a message to the supplier department
(supplier.ariba@delaval.com) with your Ariba Network (AN) number and ask whether the
PO number has been sent to this account. The AN number can also be found in the profile.

3. The PO may not have reached your account. Send a message to
supplier.ariba@delaval.com to check this.
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Edit the Workbench

You can also edit your Workbench. For example, when you have saved an invoice.

1. Goto Workbench
2. Click on Customize

Workbench Catalogs Messages Create v

474 Customize

2 0 2 0 iR

3. You can remove tiles by clicking on the cross
4. You can add a tile by pressing the plus sign

Edit Workbench

You can add, delete, re-arrange tiles (using drag and drop) and set filters on your workbench,

x x X

2 2 0

New orders Orders Invaices

-

5. For example, choose Draft invoices here

Invoices @ £ Pinned documents @ +
Orders @ * Invoices pending approval @ +
Rejected invoices @ A Approved invoices pending payment (@ +
Remittances @ + Paid invoices +

Scheduled payments @ + Draft invoices +
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6. When you click Apply you can find the Draft Invoice in your Workbench

Edit Workbench @ I

You can add, delete, re-arrange tiles (using drag and drop) and set filters on your workbench.

2 0

Orders to Invoice Rejected invoices

N
: N
o

a
o
c
3
:
b

You'll see the actual
b count on the
‘Workbench page. +

Draft invoices

7. You can edit the Draft invoice via Actions, Edit.

(e 494

Amount Actions

Edit

Delete

Finding your invoice

When you have created an invoice on the PO, you can open the order and find the matching
documents on the right.

e e

Paymary Ty |
Covrmparty

If you want to find other invoices, you can search Workbench. By default there is a tile with Invoices
in the Workbench. You can also create a tile for Draft invoices. More information about this can be
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found in the chapter 'Edit workbench'. Similarly, you can add a tile about invoices that have been
rejected.

VAT Number
To submit an invoice to Delaval, your VAT number must be entered in your account. If not, the
invoices you create and submit will be immediately rejected by Ariba.
Click on the letters at the top right of your profile
1. Then click on Company Profile

My Account
Link User IDs

Contact Administrator

I |
ANID I I r

Standard account |

Company Profile
Marketing Profile
Settings >

Logout

2. Go to the Business tab
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Company Profile

Basic (2) Business (2

3. Enter Tax number and VAT number here. These are two different places where you have to
enter your VAT number. See the example below.

Tax Information

AL {no value) “

axXgion iype N0 value L

VAT Registersd

4. Go tothe Basic tab to see if you also have additional company addresses. If you don't have
this, you can skip the steps below, you can then continue with invoicing.

Company Profile

m
=
7]
|
1]
i
o

Basic (2)

5. Check the address and click Edit
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Additional Company Addresses

Agideess Name | Adddiress 1D VAT ID Tan 1D Atidiess Coouniry/Fegion Legsl Profiie Stams*®

6. Also enter the VAT and tax number here

Address Name

7. Save the new data
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Add attachment

You can add an attachment to an invoice containing specifications that are important to your contact
person.

1. When you are working on the invoice you will see a blue button called Add to header. It's
best to add your attachment here and not under the line items.
2. Choose Attachment

Add to Header «

Shipping Cost
Shipping Documents
Special Handling
&I Payment Term
Additional Reference Documents and Dates 4T
Comment

il attachment {b

1 1

3. You will now be given the option to choose a file

Allachments

The total size of all attachments cannot exceed 10MB

Add Attachment

4. Choose the file you want to add.

Home Share View
ﬁg, J oy Cut x i P Mew item = @ 4 Open [ selec

: ) " Wl Copy path - -f_] Easy access ™ ] Edit ) Selec
F‘|nat:;eE§LsJ|ck Copy  Paste J‘J Sl I'-.t!j'-.-'e l’tjjp, DeLete Rename fgled'.-:r Propfmes & History ,j'—-llnver
Clipboard Jrganize MNew Jpen Se
A ~ » ThisPC » Documents » P2ZP | | v 0
~
A [ Mame Status Date madified Type :

Adobe Acrobat D...

v 3 Quick access
B Te—— ]

B Desktop
Instructions Invoicing

+ Downloads ; : i
@ Documents r

)‘

Adobe Acrokat D..
Microsoft Word D...

Adobe Acrobat D..,

"‘-

@0 0




5. When you have chosen the file, you can click on Add attachment.

Attachments

he total size of all attachments cannot exceed 10MB

=pdf ‘ Add Attachment

)

6. The attachment has now been placed on the invoice
Attachments

he total size of all attachments cannot exceed 10MB

I I Add Attachment

Mame
=3

L»
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