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Service Order Invoicing

How to Submit an Invoice for a Service 
Purchase Order in SAP Business 
Network

Fortescue requires a Purchase Order (PO) to be 
confirmed before an invoice can be created.

If the “Create Invoice” button is disabled, this indicates 
that the order confirmation is not yet complete.

ERP stand for Enterprise Resource Planning, which is 
the software system that Fortescue uses for 
procurement.

Important Notes:  

1. A Service Entry Sheet (SES) must be approved by 
the business before an invoice can successfully be 
processed in Fortescue’s ERP system.

2. Payment terms will be calculated from the date the 
invoice is received in Fortescue’s ERP system, 
specifically based on the SES approval date.
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1. Sign in to the SAP Business Network, click on Orders

2. Select Purchase Orders

3. Locate and select the Orders to invoice tile

4. Locate the Customers filter and select Fortescue Ltd and if required 

change the Creation Date time frame

a. The Last 31 days is the default time frame.  To change click on the Creation date 

and select the required time frame from the drop-down list.

b. Filters can only be saved from the Workbench, refer to the SAP General 

Functionality Guide for Adding, moving and removing tiles – CLICK HERE

5. Click on Apply

Accessing Orders to Invoice

https://support.ariba.com/item/view/166215
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6. To open the relevant PO, click on the blue PO number from the Order 

Number list

7. Click on Create Invoice and select Standard Invoice

8. Enter the Invoice Number

a. Capital Letters only

b. Specified special characters only

c. Maximum length = 16 characters (including spaces)

d. If an error appears read the information and edit as specified

9. Review and confirm the Supplier Tax ID (ABN) is correct

10. Locate the Additional Fields and complete the Service Start and 

Service End Date

a. This is the service dates the service invoice is being submitted for

Starting a Service Order Invoice
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11. Locate and click on Add to Header and select Attachment

a. All Service Invoices must have an attachment, Invoices received without the 

mandatory attachment will be rejected

b. Attachments include proof of service delivery, a copy of the invoice, signed 

timesheets or other documentation that supports the delivery of the service on the 

invoice

12. Click on Choose File, select the documents required, click on Open

13. Click on Add Attachment (repeat steps 12 to 13 to add multiple 

documents), the documents added will appear in a list

14. If required, Suppliers can add Comments for the Fortescue approver, 

click on Add to Header 

15. Locate the comment section and add your Comments

16. Scroll down to Line Items

Adding an Attachment to Service Order Invoice
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17. If the PO has more than one parent line you will need to select 

the required parent line first, you can not create invoices for 

more than 1 parent line at a time, select the required Parent 

Line and click on Next

18. Where a parent line has multiple child lines, use the 

Include/Exclude toggle next to the lines to exclude. Enter the 

Quantity you wish to invoice in the Quantity box

19. All taxes are shown at Line-Item level, review and confirm the 

correct tax rate is applied, if the incorrect tax rate is displayed do 

not submit the invoice.  An order confirmation must be submitted 

to amend the tax rate on the PO.  An invoice submitted against 

a PO with incorrect tax rate will be rejected

20. Click on Update, correct any errors

21. Click on Next

Completing Service Invoice Line Items
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22. Review the information, including Tax

23. Click on Submit

24. Click on Exit

Submitting a Service Order Invoice
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1. To identify the invoice Status, click on Invoices and select Invoices

2. Click on the Invoices tile and locate the invoice you require

3. The Invoice Status provided information about the status of the 

Invoice, Pending Approval indicates that it is waiting for Fortescue 

to review and approve

a. Use setting to add or remove headings such as Routing Status

Status of a Service Order Invoice
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