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Submission

Supplier QRG



Introduction BHP

This document gives a step-by-step guide to submit the Blanket Order Invoice in
Ariba.

What are the changes

+* Before the change

When the supplier creates a Blanket Order invoice in Ariba and does not want to
invoice the full amount, the only option available is to invoice a partial quantity. This
works the same as any other PO, where suppliers are not allowed to change the net
price in the invoice.

«+ After the change

Suppliers will now have the flexibility to invoice a partial amount by adjusting the net
price instead of the quantity. This enhancement allows suppliers to bill based on the
actual amount agreed without being restricted to quantity adjustments.
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1. Go to the Ariba Portal and ensure the Order Confirmation is created.

A
[T Business Network -~ Enterprise Accoust @

Order Confirmation: OC_4514615308 m Previous
Print  Export CXML

Detall  History

Confirmation #:  OC_4514615308

K e 21002025

Purchase Order; 4514615308

Line Items
Line#  No.Schedule Lines Part # Customer Part # Revision Level reed By ship By unit Price Sublotal  Custamer Location Tax  storage Location
0 1 1,000 (PCE) 14 Sep 2025 $30,000,00 AUD 33000000AUD  FXIA $3,000.00 AUD

Descriptian:
Curren Order Status:
1 Confirmed As Is {Schedule line number: 1; Estimated Delivery Date: 14 Sap 2025 - defaulted hom Requested Delivery Date in order]

Print  Export XML

m Frevius

2. When creating an invoice for a partial amount, the invoice subtotal will initially show as zero. You
will need to add the line item manually as described in Step 3.

-
I Business Network . Enterprise Account @
Create Invoice Update Save Exit
* Invoice Header *Indlcates required field Add to Header v
Summary
Blanket Order: 4514615308 Subtotal:$0.00AUD \iewlEdit Addresses
Y Total Tax: $0.00AUD
Iovoice #:| INV_4514615308 Amount Due: $0,00 AUD
Invoice Date:*| 21 Oct 2025 =:]
Sarvice De:
Femil To: - gHP- SPOTLESS TEST
Brisbane Queenstand
Australla
Payment Term
Discount or Penalty Termidays): 60 Percentage(®s): 0000
Within 60 days Due net
Supplier. BHP- SPOTLESS TEST Ferth Wi
e pustralia
Adetaide South Australia Email
Australia
&ill From: BHP- SPOTLESS TEST \iewlEdk Addresses
MELBOURNE Westem Australia
Australia
Supplier VAT Customer VAT
Supplier VAT/Tax ID: _AU4G085776B051. Customer VAT Tax ID;_46 008 700 381 v
The total size of all attachment: wceed 40MB Remove =
[[Choose Fill | No fite chosen Add Attachment
Name Sizs (bytes) Content Type
4518309150.00 17078 textplain
L Delete
Add to Header v
Blanket PO Items
Line Quantity vom Price  Part# Auxiliary Part ID Description Subtotal
M 10 1.000 PCE $30,000.00 AUD Test $30.000.00 AUD
Create Edit Detste
Goods.
Service
Update Save Exit Next
BT 2022 540 5 or an 547 s company. A righs reserved Privecy Statement  Securty Daclosure Terma of Use
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4. Insert the amount to be invoiced in unit price field. No change required for the Quantity field

[N usiness Network - Enterprise Account ®

Create Invoice Create Cancel

Blanket PO Item

Line Quantity oM Frice  Part# Auiliary Part 1D Description Subtotal
1 1000 FCE $30,000.00 AUD Test $30,000.00 AUD
v Invoice Item * indlicates requived field Line ltem Actions

Quantity: * '!7 Unk:  PCE

unit Price:* [ s30.000 00 AUD

Subtotsl:  $30,000.00 AUD

Pricing Details Price Unit:  PCE Price Unit Quantiy: 1
Unit Conversion: 1 Description:

Inspection Date " Reference Date: =,
Tax Catogory:* —‘GST > Twabla Amcurt. $30.000.00AUD o

5. Click Create once all the information populated

a
Ey. "W Business Network .  Enterprise Account (O]
Create Invoice Cancel
Blanket PO Item
Line Quantity oM Fiice  Fartd Ausiliary Part 10 Description Subtotal
10 1000 PCE $30,000.00 AUD Test $30.000.00 AUD
¥ Invaice Item * indiicates required field Line Itern Actions v
auantit* [ 1 unit: PCE
wnit Frece.” | §10,000.00 AUD
Subtotsl - $30,000.00 AUD
Descripton Dascription:* | Tast
4
Pricing Details Price Unit:  PCE Price Unit Guantiy: 1
Unit Conversion: 1 Description
Inspection Date: = Reference Date =
Tax . ~ ‘ Taxable Amount:  $30,000.00 AUD
Category:*| GST {15} 10,000 -

6. After click on the create button, it will navigate to main screen and invoice subtotal will be
displayed with the amount to be invoiced.

- — _ 3
ETF Business Network - Erergrne dccou (AT @

Create Invoice Update Save et “

v Ivaice Headar * incheanes otk Al o Haader v
Sasrmmany
larie Order: 4514615208 St FI000 55 AT ViewESE Addrassis
4 = . . Trsted Taon F1.000/00 AUD
Imevien =+ inv_as1a615308 Aot Dus: $11,000.00 A0
¥ 21 B 303 = -
Sensoe Description Ser, - =
0] Bt T e, SPOTAESS TEST {
Brebane Cueensiand
p—
Payrnen Teem
Derount o Penalty Termidms): 60 Pesentage(M]: 0000
Wiithin 881 chrys Due et -
BHP. SROTLESS TRST v on O Py Lad U T —
5 Parth WA
suppler
wpber P SPOTLESS TEST vl
Acelawde Sout Susraba Em
smtrain
0 e . SPOTUESS TEST e —
MELBCURNE Weste m Austrssy
Smtratn
Suupplies VAT st AT
Sy WAT T I3 AUMSOOET PGSR ] Carmomer JTTIes S 405 D05 700 991 .
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4
A *Please not that the attachment name length cannot be longer than 40 characters.
Anachments
The tatal size of all anachments cannot excesd 40MB Remove
Choosa File | no fle chosen ‘Add Attachment
Name Size (bytes) Content Type
[] ssiezomsosn 170 Tenttain
L Delete
Add to Headar v
Blanket PO ltems
Line Quantity uom Pica  Part#t Ausiliary Part ID Description Subtotal
|z| v 1 1000 PCE $30.,000.00 AUD Test $30,000.00 AUD
M 10.1 i PCE I ‘ Test '$10.000.00 AUD
I_l $10,000.00.
Create v Edit Delete
Al

7. Input the mandatory field in main screen and upload the attachment. Click Next to submit the
invoice

A i
)
a’-’ Busiss Network . Eriepeen e [T @
Create Irvoice Update v Bt
¥ |mvoice Header " it rguaied fadd A by Haackr »
Summary
Blarikes Order 4514615308 ) ﬁ:tmt iﬂg?:tl; VerwEdt Addvassis
el Tox 20000
Imemiee &%) _451 4545008 i ——
e Do | 21 0et 2055 -] Terdce Hart e 2
S Demcription [ ] Seraoe End Dane:® 5]
) Aemt o gup. 4POTLESS THST t
Britane Quisnatand
Kumiraln
Paymem Term

Dimcoud o Penalty Termjdaysl: 80 Pesceriage(Ml: 0000
Vithin 60 sy Due net

Custorse I o Oew Py L3 VLK Addraniin

5 Parth W
SUppieT BHP- SPOTLESS TEST
M Bustraiie
Adelyide Souf Ausirala
Masiraln
) P @D SPOTLESS THST

b

Vit AE addransin

MELBCLIRNE Westem Ausiniin
]

Suppler VBT
L. Syppler T I ABETREEN]

T 45008 700 361 1
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8. The system will display the full quantity even if you create an invoice for a partial quantity. To
proceed, enter the partial or full invoice amount as needed by modifying the unit price. A warning
message will appear: “The subtotal invoiced exceeds limit”. Please ignore this message and click
Create to complete the process.

W Business Network . Enterprise Account

Create Invoice “ Cancel

I Please correct the following errors and resubmit

Blanket PO Item
Description Subtotal
$30,000.00 AUD

Line Quantity uom Price  Part# Auxiliary Part ID
10 1,000 PCE $30,000,00 AUD Test

¥ Invoice Item *indicates required field Line ltem Actions v

R Unit: PCE
Uit Brice:* | $10,000.00 AUD

Subtotal $30,000.00 AUD

1 The sublotal invaiced exceeds limt.

—— Description: * | Test

Pricing Details Price Unit:  PCE Price Unit Quantity: 1
Desaription:

]
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