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SAP Ariba Quick Reference Guide

How to Submit a Discount Invoice

Supplier process

*All screenshots provided are examples only
Overview
On occasions it may be necessary to apply a discount to an invoice.
In these instances, please:
o Ensure the discount is added BEFORE tax is applied

e Ensure you follow the steps below for successful submission

Fields marked * within the SAP Business Network are mandatory fields and need to be completed.

Instructions
Step 1:

Navigate to the SAP Ariba Business Network Account https://supplier.ariba.com and enter your
username and password.

[0 @ S5APBusiness Network Supplier X a
&« C A O mp lier.aw/10954 ] & FiQadard=1 a A 8l )
[T susiness Network ® 0

Supplier sign-in Have you visited our supplier community?
s,
and
Username
=
Forgor usereme
New to SAP Business Network?
Register Now or Leer more
2
Step 2:
p 2:

You will be navigated to the homepage and dashboard.
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Step 3:
Click on the ‘Orders’ tab.
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You will then be navigated to a list of Purchase Orders received from Department of Transport and
Main Roads.
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Step 4:

Locate the Purchase Order in the list that you wish to invoice, click the ellipsis option, then click on
‘Standard Invoice’.
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This will initiate the invoice creation.

Step 5:

Complete the Header information of the invoice. The mandatory fields to complete include Invoice #,
Invoice Date, Supplier Tax ID
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Step 6:

Next, update the line-item information. You will notice the invoice creates a mirror image of the
Purchase Order. This is known as ‘Purchase Order Flip’. If you don’t wish to invoice the total amount
of the PO, you will need to update the quantities and/or remove lines from the invoice if necessary.

Additionally, this is the area where you can add a discount to the rate.
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Step 7:

In this scenario, the rate will be discounted down to $15 ea. for the first two line-items and remove the
remaining lines from the invoice.

First, remove unnecessary lines. Use either the toggle function or tick the line and click the delete
option.
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Next, add the discount.
Tick the line item, click Line-ltem Actions, Discount
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This will bring ‘Discount %’ and ‘Discount Amount’ fields into the line item. Add the amount or % in the
fields provided and repeat to the next line if required.
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Step 8:

The next step is to add Tax to the line items.

Tick the line items, Line-ltem Actions and click on Tax
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The Tax detail will now appear. Use the drop-down fields to select relevant tax.
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You will notice the Tax amount is calculated on the line-item amount which is the discounted value.
This is why it's important to add the discount prior to adding tax.

Once you've checked the tax values, click on Next.

Step 9:
Review the Invoice detail to ensure the discount, tax and information is correct.

Once reviewed, click ‘Submit’
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Step 10:

You will now be navigated to a screen where a submission message will be displayed with the options
to Print or Exit.
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Invoice 56478 has been submitted.

Need further assistance?

For assistance with creating your SAP Business Network account contact the Supplier Enablement
Team on supplier_enablement@tmr.qgld.gov.au

For SAP Ariba purchase order, payment and invoicing queries please contact the Ariba Support
team on Ariba_Support@tmr.qgld.gov.au

For SAP Fieldglass enquiries please contact the Fieldglass Central PMO team on
Fieldglass_CentralPMO@tmr.qgld.gov.au
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