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Recommended TILES under WORKBENCH  

Please enable the below tiles under the WORKBENCH, to set as default view (however, can be modified as per the supplier’s 

requirement)  

Click on the “Orders to Invoice” tile >> make sure tile is reflecting “LAST 365 DAYS” of data (Click Edit filter>> under customers 

= select =Singtel/ NCS Group >> under creation date = select “Last 365 days”; save filter) 

For the PO/SO under this tile, the suppliers can submit the invoice to Singtel/NCS group depending on the type of PO/SO created  

You can identify if a GR/SE has been created from the below steps: 

  

PROCESS TO SUBMIT PO - INVOICE IN ARIBA 

STEP 1 

 Suppliers can submit invoices for a Purchase Order (PO)/Service Order (SO) only when a Goods Receipt (GR)/Service Entry (SE) 

has been created by Singtel/NCS. 

Identify type of order – SO (Service Order) or PO (Purchase Order) 

    

 SECTION A 

SERVICE ENTRY SHEETS (SE) 

To Identify a Service Entry (SE) created for a Service Order (SO)  

• If the EXTERNAL DOCUMENT TYPE reflects SO, then this type of order is called a Service Order.  

• An SE is created indicating that the Service is completed, and the supplier can invoice for the completed service. 

• An SE number begins with 100XXXXX series and can be found under related documents, below the “EXTERNAL 

DOCUMENT TYPE” (to the right of the screen)  
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• Furthermore, for a SE 100XXXXX number, it must be approved internally by Singtel, upon approval will allow the supplier 

to submit an invoice. To check for approval, click on this number and you will notice the status as indicated below.  

• If the SE created is approved, click on the “Create invoice” button, proceed to step 2  

• 1 invoice to be submitted for 1 SE created by the Singtel/NCS user  

  

Note: if there are 2 SE 100XXXXXX series number created as indicated below, then you will have to create 1 invoice for first 

100XXXXXX number, follow STEP 2, and then back to the PO, click the second 100XXXXXX to create another invoice.  

A Service Sheet can also be in any other format and if this number is available under the related documents section >> 

proceed to create/submit the invoice 
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Now, proceed to STEP 2, if you are submitting an invoice for a PO 

SECTION B 

GOODS RECEIPT (GR) 

TO IDENTIFY GOODS RECEIPT (GR) created for a PURCHASE ORDER (PO) 

• If the EXTERNAL DOCUMENT TYPE reflects: NCS PO OR STANDARD PO for ST, then this type of order is called a Purchase 

Order.  

• A GR is created indicating that the delivery of goods is completed, and the supplier can invoice for the delivered quantity.  

• The GR number begins with 560XXXXX series and can be found below the “ROUTING STATUS” (to the right of the screen)  

 

 

If it is 560XXXXXX number, there is no need to check for approval >> Suppliers can click “create invoice” >> Standard Invoice >> 

proceed to step 2 

 

 

NOTE: If there are 2 Goods Receipt performed by the Singtel/ NCS user, (depending on the number of line items in the PO), 

when you click on “Create Invoice”, the Ariba network will prompt you with the below screen >> first, select one of boxes >> 

click next proceed to STEP 2 (in such instances, 2 invoices need to be submitted for 2 GR’S)  
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Note: A Receipt can also be any in other format and if this number is available under the related documents section >> proceed 

to create/submit the invoice 

STEP 2 

When you click “Create Invoice” whether for a Service Entry (SE)/ Goods Receipt (GR), you will see the below page, and the fields 

that need to be populated are:  

a) Invoice number  

b) Tax Category = GST and Rate (%)  

c) Email Address (Singtel/NCS purchase requestor)  

d) Attachments/Comments (if any, this is not mandatory)  

Note: you cannot back date the invoice submission, so select the date that you are submitting the invoice (and reach out to 

your Singtel/NCS contact to expedite the payment if it is delayed)  

 

 Step 3: Under the TAX section >> click on the drop down under “CATEGORY” >> select the appropriate “TAX TYPE” from the 

below table for the entity that you are billing to i.e., Company (SINGTEL/NCS entity)/Country you are submitting the invoice. 

Type in the appropriate Rate (%). 
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 NOTE: If you are not liable for GST, please select the tax type from the below table, under rate%>>0 

>> Exempt detail >> select Zero Rated  

For example: If you are invoicing for Singapore Telecommunications/NCS Pte Ltd. and based outside 

Singapore, then:  

Under Category = select GST; Rate % = 0; and Exempt detail = Zero rated  

If you are invoicing to Sudong Sdn Bhd, then:  

Under Category = select Sales; Enter the tax rate in Rate (%) field (enter 0, if Rate (%) is exempted)  

 

 

 

Step 4: enter the email address of the “Singtel/NCS purchaser” in the box, as indicated below (PO creator) 
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Note: If you are submitting the invoice in a currency different to SGD, ensure the exchange rate has only 5 digits after decimal 

(the last number can be deleted, so it will allow smooth processing of invoice) 
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Step 5 (OPTIONAL): This is not mandatory task by the suppliers, but if any attachment needs to be added to the header, 

suppliers can refer to the below screenshot.  

 

 

 

Step 6: Click “update” at the top of the screen to validate for any errors >> Click next (if there are no errors or necessary 

corrections) >> Review if all the information entered is correct (Tax Type and GST Rate %) and then click “SUBMIT”  

Print a copy of the invoice if required >> click “EXIT” INVOICE CREATION 

 

***************************************END OF PROCESS************************************************** 

 

 


