Setup Invoice Archiving

Please click on Settings and “Electronic Invoice Routing”
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First, click on ,Enable long-term archiving” and confirm the Popup

Second, click on “Configure Invoice Archival”
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Invoice Archival
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Enabling Long-tem archiving of invoices allows YOU to archive tax invoices for the Gme span required by the tax authoriies in your county. Ariba Network col

purpor

|z| Enable long-term invoice archiving. See the terms and policies for the optional document archiving service. To view the list of countries supperted for long-term archiving, click view countries.

If recurring or one time data deletion feature is enabled, the invoices from Ariba Network will be deleted. You may not be able to search or retrieve those invoices from the archiving service provider.

Please use this recommended setup and click on “Update Frequency” and after that on the “Save
Delivery Option” button.
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Download Archived Invoices

If you want to download archived invoices, simply click on the 3 dots on the upper right corner and
choose “Archive Documents”. All invoices are archived from the time invoice archiving was set up, no
past invoices.
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