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Introduction
The purpose of this document is to provide the information suppliers need to effectively transact with Coles Group via the Ariba Network. This document provides step by 

step instructions, procedures and hints to facilitate a smooth flow of procurement between Coles Group and supplier.



Select by clicking on the links: • General Information-Order Fulfillment Status Levels

• Invoicing - General Information – Inbox

• Inbox – Orders and Releases Screen

• Routing Status

• Order Status Descriptions

• Unit of Measure

• Locating a Service Purchase Order using Search Filters

• Service Order

• View Service Order Details – Header Level

• Planned Service Order – Line Item Level

• Unplanned Service Order – Line Item Level

• View Service Order Details – Line Item Level Show Item De...

• Planned Service Order – Line Item Level

• Changed Purchase Orders

• Inbox – Change Orders General Information

• Identifying the changes on a Change Order - Header Level

• Identifying the changes on a Change Order – Line Level

Table of Contents • Order Confirmation

• Identifying whether you are an Order Confirmation Optiona...

• Which Order Confirmation do I Use?
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• Order Confirmation – Confirm Entire Order – Line Level

• Adding an Attachment to Header Level 

• Order Confirmation – Update Line Items – Header Level

• Order Confirmation – Update Line Items – Confirm and Reject
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• Order Confirmation – Reject Entire Order
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Select by clicking on the links: • Unplanned Service Invoice

• Invoicing Service Orders – General Information 
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General Information-Order Fulfillment Status Levels

➢ The Inbox (Orders and Releases) displays all Purchase Orders sent from Coles Group. 

➢ Status levels indicate where in the process a Purchase Order is in. 

➢ Only Coles Group can adjust a Purchase Order, contact the requestor where there are required changes

➢ Partial status remains until all items on the Purchase Order have been confirmed

➢ The status of a Purchase Order changes as suppliers work through the entire fulfillment process based on the information contained within the Original Purchase Order

➢ Ensure you use the same Unit of Measure that appears on the Purchase Order

➢ Suppliers can elect to create the Services Entry Sheet first and an Invoice will be automatically generated or create the Invoice first and then the Service Entry Sheet will 

be automatically created

➢ For a Partially Invoiced Service Order, if you have created and Invoice first then you cannot create a Service Entry Sheet first. Whichever process you begin with for a 

purchase order must continue until the purchase order has been fully services

➢ Proof of Service Delivery must be attached to all service orders, for example signed job sheets
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Invoicing - General Information - Inbox

The Inbox provides access to the Orders and Releases page, which displays a summary of all purchase orders.

The Order Number displayed is generated by the Buyers system.

Users can sort various columns in alphabetical or numerical order by clicking on the header title, for example clicking on “Order Status” will sort in alphabetical order 

from A to Z, and by clicking once more, it will sort from Z to A.

Note (N): The Actions drop down list is located at the far right of the screen allows users to Create Invoice documents without opening the order.
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The Ver. Is the version 

number of the order.  1 = 

the original order, 2 = 

changed order and so on

The Orders and Releases 

category displays a summary of 

all the purchase orders sent 

from buyers.  

Note (N): The columns can be 

sorted into alphabetical (A-Z or Z-A) 

or numerical (0–9 or 9–0) order by 

clicking on the column heading.

The Order 

Number is the 

Buyers Purchase 

Order Number

The Order Status is 

the current status of 

the order, e.g. New, 

Confirmed, Invoiced

The Amount Invoiced

is the total amount 

invoiced to date

The Actions 

dropdown allows 

document 

creation without 

opening the order

Inbox – Orders and Releases Screen

The Amount is the 

total value of the 

purchase order

(GST Exclusive)
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Routing Status

The routing status identifies the journey of documents (order confirmation & invoices) through the Ariba Network between Coles Group and the Supplier. 

Status Level Definition

Accepted Ariba accepted the purchase order from your customer or from the catalog tester

Order Queued Ariba Queued the purchase order from cXML processing

Sent Ariba successfully converted the purchase order

Acknowledged Ariba received a positive functional acknowledgment from you

Failed Ariba could not route the purchase order and it lists the reason for the failure.  The supplier needs to 

resend the purchase order after correcting the issue.  Contact Help Centre for further assistance
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Order Status Descriptions

Status Level Definition

New Initial state.  This is a new purchase order

Changed Existing purchase order has been Canceled  or replaced (obsoleted) by this subsequent (changed) purchase 

order

Confirmed All sub-quantities are confirmed

Failed Ariba experienced a problem routing the order to the supplier. Suppliers can resend failed orders

Shipped Final state.  All sub quantities are shipped.  A line item or sub-quantity that is shipped cannot be updated again

Invoiced All ordered quantities have been invoiced

Partially Confirmed Some of the ordered quantities have been confirmed

Partially Shipped Some of the ordered quantities have been shipped

Partially Invoiced Some of the ordered quantities have been invoiced

Partially Rejected Some or the ordered quantities have been rejected

Obsoleted Purchase order that has been replaced by a subsequent (changed) order
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Unit of Measure

Code Name

1I Fixed Rate

A9 Rate

DAY Day

EA Each

IE Person

LH Labour Hour

MIN Minute

MON Month

OT Overtime hour

RH Running or operating hour

SRV Services

The Units of Measure (UOM) provide suppliers with the information about the required materials or Services requested by Coles Group.  When entering or selecting a 

UOM, it must be Upper Case, for example, hours must be HRS not hrs.  
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1. Click the Inbox drop down 

menu and select Orders and 

Releases

➢ Screen displays Orders and 

Releases

2. Click on Search Filters

3. Select the Date Range (if 

required)

➢ Screen displays the search 

filter options

4. Click on Select Search only 

service purchase orders

5. Click on Search

➢ Screen displays the results in 

Orders and Releases

6. Click on the required Purchase 

Order

Locating a Service Purchase Order using Search Filters



Service Order
• Service Orders do not have a specific prefix that identifies it, as a Service or Material Purchase Order.  

• The Description field is a mandatory field by Coles Group as they need this information, do not enter more than 40 characters otherwise this will be rejected

• The Part number and Customer Part number are not mandatory fields and has a character limit of 19 characters

• Service Orders are further classified into Planned or Unplanned 

• Multiple Invoices can be created against the same PO line up to the quantity/value available on that PO line

• For Planned Service Items, prices are locked and cannot be changed on the Invoice screen. Contact the requestor where there are required changes.

• Quantity Balance Tracking is in place for Planned Service Items

• Price Balance Tracking is in place for Unplanned Service Items

• Claims can be made against Unplanned Service lines if the price is sent through as 0. The system will balance track the invoices up to a limit set by Coles Group

• Supply Or Service Order Types

• Planned Service

• Unplanned Service
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The Purchase Order Header  

displays the:

1) Purchase Order Number

2) Order History

3) Purchase Order Status (Status 

will change as the order is 

actioned.  E.g. Once an invoice 

is created the Order Status will 

say Invoiced).

4) Payment Terms

5) Header Level Comments

6) Other Information

7) Ship All Items To, Bill To and 

Deliver To details

8) Done, to return to selection 

screen

9) Routing Status

View Service Order Details – Header Level
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➢ Planned Child Lines - Item 

Type ‘SERVICE’

➢ A Planned Service Item is 

generally a continued service 

where Coles Group knows the 

details and value of the 

service carried out and will 

provide line details. 

➢ The numbering of Planned 

service lines are sequential 1, 

2, 3 etc.

➢ Planned Service orders 

consist of Parent and Child 

lines

➢ For Unplanned Service orders 

ensure that only one line item 

is applied when generating 

invoices for Coles Group

Planned Service Order – Line Item Level
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➢ Unplanned Item Type 

‘SERVICE’

➢ An Unplanned Service Item is 

where Coles Group places a 

limit value on a Service Order 

line which allows the supplier 

to draw down on the order up 

to the value of the limit set by 

Coles Group

➢ Unplanned Service Order 

Invoices have a Purchase 

Order Total usually with a 

Quantity of 1.

Unplanned Service Order – Line Item Level
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➢ When reviewing a Purchase 

Order use Show Item Details 

to identify any comments or 

further information from Coles 

Group

View Service Order Details – Line Item Level Show Item Details

➢ To see all Line Items details 

click on

➢ To hide all line item details 

click on

➢ To see specific line item 

details click on 

➢ To hide specific line item 

details click on 

➢ Anything is blue can be 

clicked on to provide further 

information
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➢ Planned Child Lines - Item 

Type ‘SERVICE’

➢ A Planned Service Item is 

generally a continued service 

where Coles Group knows the 

details and value of the 

service carried out and will 

provide line details. 

➢ The numbering of Planned 

service lines are sequential 

10.10, 10.20, 10.30 etc.

➢ Planned Service orders 

consist of Parent and Child 

lines

Planned Service Order – Line Item Level



Changed Purchase Orders
A changed purchase order may be sent when:

• A price change has been accepted

• The order was rejected because the wrong information was sent

• The purchase had too many errors for the Supplier to effectively correct

Note: Any field with an * is a mandatory field and a value is required to be entered
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• A change order is triggered, when a Supplier contacts the Buyer to indicate that there are some changes to a Purchase Order. 

• Only the Buyer can change a purchase order.  Contact the requestor where there are required changes.

• Invoicing for an amount different to that shown on the Purchase Order may result in the invoice being rejected and this may delay the process.

Inbox – Change Orders General Information

The Version number 

increases by one for 

each changed version

The Order Status 

Obsoleted & Changed

The only 

instance where 

the purchase 

order is the 

same on a 

purchase Order
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➢ The Change Purchase Order 

is displayed

➢ All changes are shown in a 

brownie coloured writing.  

This remains throughout all 

processes for the life of the 

Purchase Order including 

Confirmed and Invoiced

➢ Examples of changes include 

but not confined to:

➢ Supplier Addresses

➢ Ship All Items To

➢ All Order Status’s will be 

shown in brown for all 

change purchase orders

➢ All previous versions can be 

access by selecting Previous 

version

Identifying the changes on a Change Order - Header Level

Examples only
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➢ Line Items with an Edited or 

Deleted indicates a change 

has occurred 

➢ Changed items will have a 

line through the original 

information

➢ The new Amount is 

displayed

➢ Sub-total reflects the new 

amount

Identifying the changes on a Change Order – Line Level

Examples 

only



Order Confirmation
• An Order Confirmation is required for the materials providers

• An Order Confirmation is used to confirm that the materials ordered can be provided and that the information contained within the Purchase Order is correct

• An Order Confirmation are required to be created for a Material Purchase Order is in a New or Changed Status

• There are 3 types of Order Confirmation; a Confirmation can be created to either confirm, update or reject the order:

1) Confirm Entire Order: used to confirm all line item details of the order

2) Update Line Item: use when specific items need to be placed on Back Order or a portion of the Purchase Order needs to be 

amended or there are changes to items such as cost, part number or a line requires a rejection 

3) Reject Entire Order: used to reject the order if it cannot be fulfilled

• Note that Coles Group will not respond to Order Confirmations for optional Order Confirmation Suppliers
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Identifying whether you are an Order Confirmation Optional or 

Mandatory Supplier

Order Confirmation - Optional

➢ When the Create Invoice 

selection is active and can 

be selected, this indicates 

that an Order Confirmation 

is Optional

Order Confirmation –

Mandatory

➢ When the Create Invoice 

selection is inactive and 

cannot be selected this 

indicates that an Order 

Confirmation is mandatory
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1. Click Inbox drop down list

2. Select Orders and 

Releases

➢ Screen displays Orders and 

Releases

3. Click on Search Filters

4. Click on Search only 

Service Orders

5. Click on Search

➢ Screen displays all Service 

Purchase Orders

5. Select the required Order 

Number

➢ The Purchase Order is 

displayed

Begin the Order Confirmation – Inbox and Search Filters
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➢ With the Purchase Order 

Open

1. Click on Create Order 

Confirmation

2. Select either Confirm Entire 

Order or Update Line Items

➢ The Confirming PO screen is 

displayed

3. Enter the Confirmation

number, (this is the number 

you provide to Coles Group)

4. Enter the Est. Completion 

Date

➢ Add Attachment if required, 

refer to Slide 27, Adding an 

Attachment at Header 

Level

Order Confirmation – Header Level
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➢ Scroll down to Line Items

1. Click Next

➢ Screen displays the Review 

Order Confirmation

➢ Review the Order Confirmation

2. Click Submit

➢ The screen returns to the 

purchase order with an 

updated status of confirmed

Order Confirmation – Confirm Entire Order – Line Level
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➢ With the Purchase Order 

displayed

1. Click on Choose File

2. Select the file required from 

your computer and select 

Open

3. Click on Add Attachment

➢ The selected document is 

added

➢ Repeat until all attachments 

are added up to a maximum of 

10MB

➢ To delete a document:

1) Click on the document

2) Click on Delete

➢ The attachment has not been 

added until Add Attachment 

has been selected

Adding an Attachment to Header Level 
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Order Confirmation – Update Line Items – Header Level

➢ With the Purchase Order 

Open

1. Click on Create Order 

Confirmation

2. Select Update Line items

3. Enter Confirmation #

4. Enter the Est. Completion 

Date

➢ Scroll down to Line items
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Order Confirmation – Update Line Items – Confirm and Reject

➢ Complete Header Level Details, 

refer Slide 29, Order Confirmation 

– Header Level

➢ To Confirm All Line Items in one 

selection:

1) Scroll to the last Line Item, 

click on Confirm All, all 

items will be confirmed 

with the total requested by 

Coles Group on the 

Purchase Order

➢ To Confirm All Line Items – each 

line item entered separately, for 

each item:

1) Click on Confirm

2) Repeat until all items are 

confirmed

➢ To Reject Line Items, 

1. Click on Reject

2. Select the reason for the rejection

3. When all items have been 

actioned, click on Next

➢ Refer to Slide 33, Finalise Service 

Order - Order Confirmation

Note: refer to Slide 31, Adding 

an Attachment at Line Item Level 

(if required)
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➢ Identify the line item that 

requires an Attachment

1. Click on Choose File

2. Locate the required document 

to attach, click on Open

3. Click on Add Attachment

➢ The attachment is added

➢ Repeat if there are further 

Attachments required for Line 

Items

➢ To delete an attachment:

1) Click on the attachment

2) Click on Delete

Note: You can add multiple 

attachments up to a maximum of 

10MB

Adding an Attachment at Line Level  
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➢ After selecting Reject Entire Order

1. Select a Rejection Reason from 

the drop down box.

2. Enter Comments for the rejection 

(if required)

3. Click Reject Order.

➢ Screen returns - Purchase Order.  

Order Status has changed to 

Rejected

➢ Use the Reject if; 

• You can no longer fulfil the 

order

• The order was not 

intended for your company

• Include detailed notes 

advising reason for 

rejection

➢ Only use the following Reject codes:

1) Duplicate Order

2) Incorrect Supplier Code 

Used

3) Incorrect UOM

4) Not our Product Line

5) Unable to Supply Item(s)

6) Other

Order Confirmation – Reject Entire Order

➢ Use Update Line Items to 

confirm and details to update or 

notify Coles Group about:

➢ Delivery Date – confirm 

and use Details to provide 

an alternative date

➢ Incorrect Description –

Coles Group does not use 

description

➢ Incorrect Price – confirm 

and use Details to provide 

a price notification to Coles 

Group

➢ Incorrect Stock/Part 

Number – confirm and use 

Details to enter the correct 

part number
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➢ The review Confirmation screen is 

displayed

1. Click on Submit

➢ Screen displays the Purchase 

Order, the Create Ship Notice and

Create Invoice selections are now 

active

➢ The Status of the Purchase order 

will display Partially Confirmed 

where there is a backorder.  Once 

good arrive confirm the remaining 

total

2. Click on Done to return to the 

Inbox, Orders and Releases screen

➢ Confirmed

➢ All items on the Purchase 

Order have been 

confirmed, even where 

adjustments have been 

identified

➢ Partially Confirmed

➢ There are line items that 

have been rejected or not 

confirmed

Finalise Order Confirmation
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➢ From the Dashboard or 

Homepage

1. Click on Outbox

➢ Screen displays Invoices

2. Select Order Confirmation

➢ Screen displays the list of 

sent Order Confirmations to 

Coles Group

Note:  Untitled Confirmation 

Numbers are displayed for order 

confirmation that did not have an 

identifiable number entered.  

However, the Order Number is 

displayed

Locating sent Order Confirmations



Unplanned Service Invoice
• All service invoices require an attachment of supporting documentation (e.g. signed time sheet, invoice, service report)

• Multiple service invoices can be created against the same PO line up to the quantity/value available on that PO line

• The ABN is defaulted from the Coles Group ordering system 

• All taxes are to be added at line level

• Do not send a hard or soft copy Invoice to Coles Group, all invoices must be created and submitted using the Ariba Network

• There are four types of Service Entry:

➢ Add Contract/Catalog Item

➢ Add General Service 

➢ Add Labor Service

➢ Add Material
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Invoicing Service Orders – General Information 

▪ Where there are multiple parent and child lines you will need to select the required parent line to be invoiced.  Only one parent line per claim.

▪ Always review the unit of measure and the unit price as some Service Purchase Orders will display a zero dollar value on the header, this type of Service Purchase 

Order requires suppliers to add/update details by adding the services that make up the invoice.

▪ There are two types of Service Order – Planned and Unplanned

Service Sheet has been created first

Step 1: Receive and confirm Service Order

Step 2: Provide service

Step 3: Create Service Sheet

Step 4: Send to Coles and the Ariba Network will auto create the invoice

Step 5: Create the Service Sheet Invoice in the Ariba Network
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➢ From the Dashboard or 

Homepage

1. Click Inbox 

➢ Screen displays the Orders 

and Releases

2. Click on Search Filters

3. Click on Order Status and

select Confirmed

4. Click on Search only service 

purchase orders

5. Click on Search

➢ Only confirmed service orders 

are displayed

6. Click on the required Service 

Purchase Order

➢ The Service Order is displayed 

on the screen

Note: Select the date range if 

required

Locate Service Order – Inbox and/or Search Filters
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➢ With the Purchase Order open

1. Click on Create Invoice

2. Select Standard Invoice

➢ A System Message appears

3. Click on the X

➢ Screen displays Invoice Header

4. Enter the Invoice Number

5. Confirm or enter the Invoice 

Date

Note:  Unplanned Service Invoices 

display zero until items have been 

added to the invoice

➢ Add Proof of Service Delivery, 

refer to Slide 27, Adding an 

Attachment to Header Level

➢ Scroll down to Line Items

Service Invoice – Invoice First - Header Level
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➢ Line Items will be displayed

1. Click on Add/Update

2. Select the required add/update 

item

➢ For Add Contract/Catalog Items, 

refer to Slide 39, Create Service 

Order Invoice – Line Items Add 

Contract/Catalog Items

➢ For Add General Service, refer to 

Slide 41, Create an Unplanned 

Service Order Invoice – Add 

General Service

➢ For Add Labor Service, refer to 

Slide 42, Create an Unplanned 

Service Order Invoice – Add 

Labor Service

➢ For Add Material, refer to Slide 

44, Create an Unplanned 

Service Order Invoice- Add 

Material

Unplanned Service Invoice – Add/Update Line Items
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➢ Line Items for the Service Invoice 

is displayed:

1. Click on Add/Update

2. Select Add Contract/Catalog 

items

➢ Screen displays Add item

3. Select the Category required

➢ Catalog opens, catalogs may be 

created by Coles Group on a 

suppliers behalf or uploaded by 

the Supplier

➢ Use       to sort as a Grid

➢ Use         to sort as a list

4. Identify the item to add to the 

Invoice, enter the amount

Note:  Note the price and Unit of 

Measure when entering the totals

Create Service Order Invoice – Line Items Add Contract/Catalog 

Items

5. Click on Add to cart

1) The Cart total is 

updated

➢ Repeat until all items have been 

added to the Invoice

6. Click on Done

➢ Screen displays the Invoice with 

the Line Items added
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➢ Items added are shown

7. Click on Tax category

8. Select the correct tax rate

9. Click on Add to Included 

Lines

➢ A Tax section opens for each 

item added

Note:  Further items can be 

added, however confirm that tax 

has been added, do not click on 

add to included lines again as this 

will add another tax section to all 

items, even if tax had been 

previously entered

10.Click on Next

➢ Refer to Slide 45, Finalise n 

Unplanned Service Order  

Invoice

Create Unplanned Service Order Invoice – Add Line Items Add 

Contract/Catalog Items cont.
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➢ Line Items is displayed

1. Click on Add/Update

2. Select Add General Service

➢ A Service line will open

3. Enter the Description

4. Enter the Quantity

5. Enter the Unit of Measure

6. Enter the Unit Price

7. Enter the Service Start Date

8. Enter the Service End Date

9. Click on Update

➢ Review and add further items if 

required

10. Click on Next

➢ Refer 45, Finalise an Unplanned 

Service Order Invoice

Creating an Unplanned Service Order Invoice – Add General Service
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➢ Line Items for the Service 

Invoice is displayed:

1. Click on Add/Update

2. Select Add Labor Service

➢ Screen displays the Labor 

service information fields 

3. Enter Description of the 

service

4. Enter the Quantity

5. Enter the Term

6. Enter the Rate

7. Enter the Unit of measure

Create Unplanned Service Order Invoice – Line Items Add Labor 

Service
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8. Enter the Service Start Date

9. Enter the Service End Date

10.Click on Tax Category

11.Select the Tax rate

12.Click on Add to Included 

Lines

13.Click on Update

➢ Review 

14.Click on Next

➢ Refer to Slide 45, Finalise an 

Unplanned Service Invoice

Create Unplanned Service Order Invoice – Line Items Add Labor 

Service cont.
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➢ Line Items for the Service Invoice is 

displayed:

1. Click on Add/Update

2. Select Add Material

➢ A Materials Field is added 

3. Enter the Description of the 

service

4. Enter the Quantity

5. Enter the Unit of measure

6. Enter the Unit Price

7. Click on Tax Category

8. Select the required Tax

9. Click on Add to Included Lines

10. Click on Update

➢ The Subtotal is calculated and 

displayed

➢ Click on Next

Create Unplanned Service Order Invoice – Line Items Add Material

➢ If Line Level Tax was selected, refer to 

Slide 27, Creating a Service Invoice –

Line Level Tax

➢ To Finalise the Invoice, refer to Slide 

45 Finalise an Unplanned Service 

Order Invoice
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➢ With all services and materials 

added

1. Click on Next

➢ Screen displays the Invoice

2. Review then click Submit

3. Click on Exit

➢ Screen displays the Purchase 

Order with an order status of 

Invoiced or Partially Invoiced

Note:  All previous documents 

sent are shown in Related 

Documents

Finalise an Unplanned Service Order Invoice
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➢ The Service Order is displayed

1. Click on Order History

➢ The History screen is 

displayed

➢ The Sub-Total shows the total 

value of the Purchase Order 

and the amount already 

Serviced

1) Click on Done

➢ Screen returns to the Orders 

and Releases Screen

2) Click on Order Detail, to 

return to the Purchase Order

Unplanned Service Invoice History Tab



Planned Service Invoice
• All service invoices require an attachment of supporting documentation (e.g. signed time sheet, invoice, service report)

• Multiple service invoices can be created against the same PO line up to the quantity/value available on that PO line

• The ABN is defaulted from the Coles Group ordering system 

• All taxes are to be added at line level

• Do not send a hard or soft copy Invoice to Coles Group, all invoices must be created and submitted using the Ariba Network
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1. Click the Inbox drop down list

2. Select Orders and Releases

➢ The Orders and releases 

screen is displayed

3. Click on Search Filters

4. Select Search only service 

purchase orders 

5. Click on Search

➢ A list of only service orders is 

displayed

6. Select the required order

Note:  There is no way to 

determine which service orders are 

planned or unplanned.  Nor is there 

a prefix that identifies the order 

from a Service Order to a Service 

Order

Locate Service Order – Inbox and/or Search Filters
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➢ With the Purchase Order open

1. Click on Create Invoice

2. Select Standard Invoice

➢ A System Message appears

3. Click on the X

➢ Screen displays Invoice Header

4. Enter the Invoice Number

5. Confirm or enter the Invoice 

Date

Note:  Planned Service Invoices 

display the total value outstanding  

until the total value has been 

invoiced

➢ Add Proof of Service Delivery, 

refer to Slide 27, Adding an 

Attachment to Header Level

➢ Scroll down to Line Items

Planned Service Invoice – Header 
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➢ Line Items for the Service Invoice 

is displayed:

1. Click on Tax Category

2. Select the required Tax Rate

3. Click on Add to Included Lines

Note: A Tax section for each item 

will open

4. Enter the Quantity for each 

Service type

5. Enter the Service Start Date

6. Enter the Service End Date

➢ Use          to exclude           items 

from the current invoice

7. Click on Update

8. Click on Next

➢ Refer to Slide 53,  Finalise a 

Planned Service Invoice

Create Planned Service Order Invoice – Line Items
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➢ With all services and materials 

added

1. Click on Next

➢ Screen displays the Invoice

2. Review then click Submit

3. Click on Exit

➢ Screen displays the Purchase 

Order with an order status of 

Invoiced or Partially Invoiced

Note:  All previous documents 

sent are shown in Related 

Documents

Finalise a Planned Service Invoice



Support
Support Type Description

Help Centre

For all your support needs

Note: Support Centre Options are based on your account type and all 

options may not be available

Types of Support available:

1. User Community

2. Ask questions or view documentation

3. Live Chat

4. Request a call back

Supplier Information Portal

(Location of Training Guide/s and Video/s)

1. On the Home screen

2. Click on Company Settings

3. Click on Customer Relationships

4. Click on Supplier Information Portal

Ariba Network Training Request E: an.sellertraining.aus@sap.com

mailto:an.sellertraining.aus@sap.com

