Step 1: Click on “Create Invoice” then

“Standard Invoice”
Purchase Order: 3000962720
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Order Detail Order History
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Pilbara Iron Co Serv P/L Rio Test Supplier AU
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Training Sheet — Completing an Unplanned Service Invoice

Ariba Network Supplier Education Materials Portal for Rio Tinto Suppliers Portal - Click Here

Create Invoice

v Invoice Header

Summary

Purchase Order: 3120856492
Purchase Order
(Confirmed)
3000962720

Invoice #* | 999688867TSESINY

Invoice Date: () * | 30 Nov 2018

|

Update ‘ ‘ Save ‘ ‘ Exit

Subtotal: $0.00 AUD
Total Tax:  $0.00 AUD
Amount Due:  $0.00 AUD

* Indicates required field Add to Header v

View/Edit Addresses

NOTE: The invoice Subtotal, Total Tax and Amount Due display a “zero” dollar value.
This is correct. Suppliers need to add the items to the invoice

Create Invoice ‘ Previous

Canfirm and submit this document.
Standard Invoice | Tax Invoice
lawoice Number | TESTSS5454545

Invoice Date - Thursday 29 Nov 2018
Oviginal Purchase Order © 3120856436

Subtotal
Total Tax
Amount Due

$35,867.00 AUD
$3,586.70 AUD
1945370 AUD

Invoice 123456777PP has been submitted.

+ Print a copy of the invoice.
+ Exit invoice creation

Step 9: Click Exit

Purchase Order
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Step 2: Only Complete the Invoice
Header fields circled

Create Invoice

v Invoice Header

Summary
Purchase Order: 3000962720

Invoice # €_123456777TPP

Invoice Date: ¢ 17 Dec 2018

Service Description:

Supplier Tax 1D:

Tax paid through a Tax Representative

Supplier VAT

< SuEpIierVATfl'axlD:* 9876543
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Step 7: Click Tax Category, select the correct rate, click
Add to Included Lines, click Update, click Next

(Invoiced)
3000962720
Amount: $100.00 AUD
Version: 1
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Step 8: Confirm Tax has been added, click Submit
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Step 6: Enter the Description, Quantity, Unit of Measure and the Unit Price,
click on Update. The Subtotal is displayed, confirm the total is correct.

Add further items if required.
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Service End Date:
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Tax Category:

Informational Pricing

Type
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Part# Description
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Add to Included Lines

Quantity  Unit Unit Price  Subtotal
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Add General Service

Add Labor Service
Add Material
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Step 5: It is advised that taxes are added after all items have been updated as

© 2020 SAP SE or an SAP affiliate company. All rights reserved

multiple taxes may be added. Click on Add/Update, then select Add
General Service, refer to the Service Order Guide

Step 3: Scroll to Supplier VAT,
enter or confirm ABN

Attachments

The total size of all attachments cannot exceed 10MB
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Step 4: Add proof of service delivery, click Add to
Header, select Attachment, click on
Browse, locate file, click open, click Add
Attachment



https://connect.ariba.com/KAAcontent/1,,172367,00.html?bypass=1

