
 

 

Supplier process 

*All screenshots provided are examples only 

Overview 

On occasions, it may be required that TMR reject an invoice you have submitted. Typically, this would 
be due to an error which cannot be manually corrected by TMR, such as incorrect Tax, therefore 
requires a resubmission from the supplier.  
 
In these instances, please: 

 Do not attempt to resubmit the original invoice without correcting errors 
 Read the rejection comments carefully that TMR has provided 
 Remember that the invoice number on the resubmission needs to be a unique number  
 Ensure you follow the steps below for a successful resubmission 

 
Hint – fields marked * within the SAP Business Network are mandatory fields and are required to be 
completed. 

 

Instructions 
 
Step 1:  
 
Navigate to the SAP Ariba Business Network Account https://supplier.ariba.com and enter your 
username and password.  
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Step 2:  

You will be navigated to the Home page which shows the dashboard.  
 

 
 

Step 3: 

Click on the ‘Invoices’ tab.  
 
You will then be navigated to a list of invoices that has been submitted by your company.  
 

 
 
 
 

Step 4:  

There are two locations that will show if one of your invoices has been rejected.  
 
The first is the section box for ‘Rejected Invoices’ showing one invoice has been rejected, the second 
area you can identify this is the status against the invoice. 
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Click into the invoice by clicking on the invoice number. This will open the invoice. 
 
 
 

Step 5: 

The next step is to investigate why the invoice was rejected and initiate the resubmission.  
 
You will notice a section explaining the rejection reason code, plus a comment added from a TMR staff 
member.  
 
Click on Edit & Submit  
 

 
 
 
 

Step 6:  

You will now be able to edit the invoice to correct the errors.  
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Please Note – the invoice number cannot be a duplicate of the original rejected invoice. Most 
suppliers add a suffix behind the original number such a ‘_v2’ but this is up to the individual supplier.  

Correct any other errors then click on Next.  

 
 
 

Step 7:  

Review invoice details such as values and tax then click on Submit.  
 

 
 
 

Step 7:  

The original invoice will now display showing the status is now ‘obsolete’. Click on Done to return to 
the home screen.   
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Need further assistance? 

For assistance with creating your SAP Business Network account contact the Supplier Enablement 
Team on supplier_enablement@tmr.qld.gov.au 

For SAP Ariba purchase order, payment and invoicing queries please contact the Ariba Support 
team on Ariba_Support@tmr.qld.gov.au  

For SAP Fieldglass enquiries please contact the Fieldglass Central PMO team on 
Fieldglass_CentralPMO@tmr.qld.gov.au 


