
INTERNAL

Ariba Network – Standard Account
Submitting Invoices for Ralph Lauren
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Submitting Invoices for Ralph Lauren

• Submitting PO Invoices

• Submitting Non-PO Invoices
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Submitting PO Invoices for Ralph Lauren
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• Begin the process of creating an Invoice by locating the Purchase Order sent to your email address

• Click “Process Order” to Log In to your Ariba Network StandardAccount, and begin the Invoicing process
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Submitting PO Invoices for Ralph Lauren
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• If you cannot locate your original interactive email containing the “Process Order” button, you also have 

the ability to resend yourself a copy

• After logging into your account, on the Home Tab you will see an “Orders, Invoices and Payments” 

dashboard. Depending on when the PO you’re looking to invoice was originally sent, you may need to 

adjust the dashboard filters (see recommended settings below)

• There are a number of different tiles on the dashboard where you can navigate to locate the PO based 

on its status and once you have you can then choose “Select” > “Send me a copy to take action” which 

will trigger a new “Process Order” email

Ralph Lauren

Ralph Lauren

Ralph Lauren
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Submitting PO Invoices for Ralph Lauren

• This will take you to the Purchase Order Details page which will include all of the details associated with the PO

• After reviewing the details and have confirmed that everything is correct, you can then select “Create Invoice > “Standard Invoice”



6INTERNAL© 2021 SAP SE or an SAP affiliate company. All rights reserved.  ǀ

Submitting PO Invoices for Ralph Lauren

• You will be taken to the invoice creation screen where you can begin to enter the details of your invoice

• The totals listed at the top of the invoice will reflect all of the line items included and any additional charges applied

• Note: Required fields will be noted with an asterisk (*)

• The first two required fields are:

• Invoice #

• Invoice Date (will automatically populate the current date, but can be backdated up to 45 days)
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Submitting PO Invoices for Ralph Lauren

• The next required fields will be under the “Tax” section

• The tax “Category” will automatically be set to “Sales Tax” – this can be left as is

• The “Taxable Amount” is a reflection of the line items included on the invoice (but can be edited as needed)

• You will also need to populate either the “Rate” or “Tax Amount” – populating one will automatically calculate the other 

• If you do not need to add tax to your invoice, you will still need to populate “0” in these fields

$8,750.00 USD

8

$700.00 USD
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Submitting PO Invoices for Ralph Lauren

• Next you will need to attach a copy of the invoice that you would typically email or mail to Ralph Lauren

• Acceptable attachment formats are pdf,doc,docx,xls,xlsx,jpeg,png,msg,txt,jpg

• One the left side of the screen under the “Additional Fields section you will see a button labeled “Add to Header”

• Click the “Add to Header” button and select “Attachment” from the subsequent dropdown menu
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Submitting PO Invoices for Ralph Lauren

• An “*Attachments” section will then populate directly above the “Add to Header” button

• Within that section, click “Browse…” – this will allow you to search and select the file from wherever you have it saved

• After selecting the file, you will see the file location populated and will then need to select the “Add Attachment” button
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Submitting PO Invoices for Ralph Lauren

• You will know you’ve successfully attached your invoice when it appears under the “Attachments” section as depicted below
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Submitting PO Invoices for Ralph Lauren

• The last portion of the invoice you will need to review is the “Line Items” section

• The full amounts which were included on the PO will automatically be populated to be included on the invoice, so if you are

only submitting a partial invoice at this time, you would just want to adjust the “Quantity” field and click Update which will adjust

the subtotals present in the “Line Items” section as well as in the “Taxable Amount” field previously mentioned
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Submitting PO Invoices for Ralph Lauren

• After adding any additional charges and making any necessary updates in the “Line Items Section” you can review the totals

present at the top of the invoice creation screen to ensure everything is correct and then select “Next”
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Submitting PO Invoices for Ralph Lauren

• This will take you to a final review screen where you can again check that all details of the invoice are correct and select “Submit”
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Submitting PO Invoices for Ralph Lauren

• Once you’ve submitted your invoice, you will receive a confirmation email from the address ordersender-prod@ansmtp.ariba.com

• The confirmation email will have a PDF copy of the invoice you’ve just submitted attached for you reference

• Also in the email will be a “View Invoice” button which you can you use to easily access the invoice in Ariba and monitor its status

• For more information on how to access and monitor the invoices you’ve submitted, 

please reference the Standard Account Home Screen & Dashboard guide here: https://support.ariba.com/item/view/183805

• For all documentation (guides/videos/support links) available to assist you as you transact on the Ariba Network, 

please reference the Ralph Lauren Standard Account Supplier Information Portal here: https://support.ariba.com/item/view/193326

mailto:ordersender-prod@ansmtp.ariba.com
https://support.ariba.com/item/view/183805
https://support.ariba.com/item/view/193326
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Submitting Non-PO Invoices for Ralph Lauren

• Begin by logging into your Ariba Network Account

• In the upper right corner of the Home Tab, select “Create” > “Non-PO Invoice”
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Submitting Non-PO Invoices for Ralph Lauren

• On the following screen, select “Ralph Lauren” as your customer and “Standard Invoice” as your invoice type, then click “Next”

• If you do not see Ralph Lauren in the “Customer” dropdown or you are being prompted for a “Customer Code”, then you 

have not yet established a relationship with Ralph Lauren and should reach out to RL-Supplier-Enablement@ralphlauren.com

mailto:RL-Supplier-Enablement@ralphlauren.com
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Submitting Non-PO Invoices for Ralph Lauren

• You will be taken to the invoice creation screen where you can begin to enter the details of your invoice

• The totals listed at the top of the invoice will remain $0.00 until you add line items to the invoice (see slides 22-23)

• Note: Required fields will be noted with an asterisk (*)

• The first two required fields are:

• Invoice #

• Invoice Date (can be backdated up to 45 days)
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Submitting Non-PO Invoices for Ralph Lauren

• The next required fields will be under the “Tax” section

• The tax “Category” will automatically be set to “Sales Tax” – this can be left as is

• The “Taxable Amount” is a reflection of the line items you will be adding to the invoice

• This field will be $0.00 to start, but will update as line items are added to the invoice (see slides 22-24)

• You will also need to populate either the “Rate” or “Tax Amount” – populating one will automatically calculate the other 

• If you do not need to add tax to your invoice, you will still need to populate “0” in these fields
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Submitting Non-PO Invoices for Ralph Lauren

• Next you will need to attach a copy of the invoice that you would typically email or mail to Ralph Lauren

• Acceptable attachment formats are pdf,doc,docx,xls,xlsx,jpeg,png,msg,txt,jpg

• One the left side of the screen under the “Additional Fields section you will see a button labeled “Add to Header”

• Click the “Add to Header” button and select “Attachment” from the subsequent dropdown menu
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Submitting Non-PO Invoices for Ralph Lauren

• An “*Attachments” section will then populate directly above the “Add to Header” button

• Within that section, click “Browse…” – this will allow you to search and select the file from wherever you have it saved

• After selecting the file, you will see the file location populated and will then need to select the “Add Attachment” button
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Submitting Non-PO Invoices for Ralph Lauren

• You will know you’ve successfully attached your invoice when it appears under the “Attachments” section as depicted below
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Submitting Non-PO Invoices for Ralph Lauren

• The last portion of the invoice you will need to populate is the “Line Items” section

• Begin by clicking the “Add” button and selecting “Add Material”

• ”Add Material” will be the only available option and what you will want to select regardless of

whether or not you are providing a good or a service
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Submitting Non-PO Invoices for Ralph Lauren

• This will populate a new blank line item for which you can fill out the details as they are depicted on the invoice you attached

• The fields you will need to populate are:

• No. – Put “1” for the first line item and continue on in that fashion if you need to add additional line items

• Description – Feel free to give a brief description of the good or services you’re providing or instruct the reviewer

to reference the invoice you’ve attached for more details

• Quantity – This can be set to whatever is applicable to the details of your invoice

• Unit Price – Can also be set to whatever is applicable to the details of your invoice

• After these fields have been populated you will want to select the “Update” button
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Submitting Non-PO Invoices for Ralph Lauren

• Selecting “Update” after adding line items will automatically recalculate the information in the totals at the top

of the invoice as well as the information in the “Tax” section
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Submitting Non-PO Invoices for Ralph Lauren

• After you’ve populated all required fields you can then select the “Next” button in either the top right or bottom right corners

• This will take you to a review screen where you can check that all details of the invoice are correct and then select “Submit”
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Submitting Non-PO Invoices for Ralph Lauren

• Once you’ve submitted your invoice, you will receive a confirmation email from the address ordersender-prod@ansmtp.ariba.com

• The confirmation email will have a PDF copy of the invoice you’ve just submitted attached for you reference

• Also in the email will be a “View Invoice” button which you can you use to easily access the invoice in Ariba and monitor its status

• For more information on how to access and monitor the invoices you’ve submitted, 

please reference the Standard Account Home Screen & Dashboard guide here: https://support.ariba.com/item/view/183805

• For all documentation (guides/videos/support links) available to assist you as you transact on the Ariba Network, 

please reference the Ralph Lauren Standard Account Supplier Information Portal here: https://support.ariba.com/item/view/193326

mailto:ordersender-prod@ansmtp.ariba.com
https://support.ariba.com/item/view/183805
https://support.ariba.com/item/view/193326

