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• Supplier able to flip PO to Invoice from Ariba Supplier Portal and submit it to SGRE without any rejection by configure the supplier 

profile accordingly. 

• These 2 key inputs below are required supplier to configure in Supplier Profile prior creating and submitting Invoice to SGRE. It’s 

mandatory to prevent your invoice from being rejected and to ensure it is processed without delay. 

1. Configure Remittance Address: Supplier should maintain Bank Remittance Information that you would like to be paid for this 

invoice and Supplier can maintain multiple remittance and choose the remittance while creating an invoice. Then Remittance bank 

data will be presented on the invoice and invoice pdf (invoice automatic generated from Ariba) which required by SGRE

▪ Supplier can create multiple Remittance Address (in case supplier have multiple bank data). It will appear as a drop-down list in 

Invoice Creation and supplier can select bank remittance accordingly during invoice creation

2. Configure Supplier VAT ID/TAX ID: Supplier MUST Maintain data in company profile - > Additional Address by following 

below point. See guideline in slide p.8 – p. 9

▪ Supplier VAT ID – Mandatory for Supplier Country in  Europe

▪ Supplier TAX ID – Mandatory for Supplier Country in APAC, LATAM, IN and optional for Supplier Country in US & 

Canada

• Supplier can follow Step by Step guideline how to configure the profile in the slide (p. 4 - p.9)

Key Considerations !!



1. Configure Remittance Address
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Go to tab Settlement

EFT/Check Remittance

Select Create to update remittance or Edit to adjust exisitng one.

Go to your profile (top right) and select Setting → Remittance
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1. Create Remittance Address (1/2)
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Update Remittance Address. * is mandatory field
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Check ‘Make this address default’. Supplier should mark 

default remittance address. If supplier have multiple remittance 

address maintained. When creating an invoice the default will always selected but 

supplier can change to desire  remittance address from the lists that have been 

maintained.

SGRE required supplier Select ‘Include 

Bank Information on the invoices’

5

Remittance ID: Input your Bank Key6

* : Must maintain

*

*

*



1. Create Remittance Address (2/2)

87 Payment Method: Always select ‘Wire’

7

Scroll down to WIRE TRANSFER and Input all information 

required. Account type = Checking, Select Swift Code always. 

Input Swift code, IBAN, Bank Name, Bank Account, Account Name, 

Branch name (if any), Country and Bank Address

After update all information then Click OK9

Then it will return back Network Settings/Settlement screen 

and the Remittance address that you have created will be visible 

in EFT/Check Remittances. 
Note: (Supplier able to create multiple remittance address. You can 

repeat creation step. Supplier can choose remittance address in the 

invoice creation screen when create an invoice (see example on slide p.7)
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11
Click SAVE (top right) then you will see the message that your 

profile has been updated successfully as show in the green 

message box

Select Swift Code

* : Mandatory  

(required input)

*



1. Create Invoice – in case Single o Multiple Remittance created

• In case you have created Multiple Remittance, In Invoice creation screen -> Invoice header-> 

Remit to: drop down list of Remittance that you have created 

• Remit to is always select the default remittance address. 

• Supplier can choose the remittance address relevant to invoice to be paid
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2. Configure Supplier VAT ID / TAX ID
Go to user Profile (top right corner) -> Company Profile -> Additional Address -> Select CREATE
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Tax ID is Mandatory to maintain 

for Supplier Country in APAC, 

LATAM, IN and it‘s optional for 

Supplier in US & CA

2
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VAT ID is Mandatory to 

maintain for Supplier Country 

in Europe

supplier company who has VAT ID and SGRE 

require this input from supplier and it should visible 

on the invoice
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And Click SAVE again and ensure you see the green highlight 

visible (means updated data is saved properly

7

5

Then click               you will see data below. 



Invoice Creation Screen 
After maintained Company VAT or Tax ID – Supplier can see the data populalated automatically in Supplier 

VAT/Tax ID field in hte Invoice creation screen1
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Invoice Screen 

Supplier can view the Invoice and VAT/TAX ID and Remittance data, if maintained properly, data will show on the invoice accordingly. 1

1

1

1



11

Change Log Slide# Change log

Change how to maintain Supplier Company VAT/Tax ID #3, #8 - #10 July 2024

Change History
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