CREATING A PO-FLIP
INVOICE IN SAP ARIBA

°\ 7 SIMPLE STEPS TO CREATE~_

< AND SUBMIT AN INVOICE

1) OPEN THE EMAIL NOTIFICATION
AND CLICK THE “PROCESS ORDER”
BUTTON

As a supplier, you will receive an email
containing purchase order information.

The email contains a Process
Order link to open the purchase
order in your SAP Business
Network account.

@ veoua

A new purchase order from Veolia Environmental Services
(Australia) Pty Ltd is waiting for your response on
SAP Business Network.

Process order

5) ATTACH ANY DOCUMENTS

You can optionally attach
documents to be sent with your
invoice.

Click Add to Header then
choose Attachment

The system accepts most

Add to Header

Tax )
Shipping Cost
Shipping Documents
Special Handling
Discount

Allowance

Charge

Additional Reference Documents and Dates

Purchase order details
I
=

commonly used file types,
including PDF, DOCX, XLSX.

Comment

Attachment
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Supplier Login

2) LOG INTO YOUR ARIBA
NETWORK SUPPLIER ACCOUNT

Follow the prompts to log into your
SAP account and see the new
purchase order.

3) THE PURCHASE ORDER SCREEN
WILL DISPLAY

Click the dropdown arrow next to Create
Invoice, then select Standard Invoice.

SAP  Business Network Standard Account | Get enterprise account

Purchase Order: 7400328183
Order Detail  Order History
From: To: Purchase Order
Customer James Monroe (+ Invoiced)
Veolia Environmental Services 1 piytt street 7400328183
Level 4 65 Pirrama Roat d North Sydney Amount: $130.00 AUD
¢ NSW 2009 mmwww\ﬁ/\wm‘ ver

6) REVIEW THE LINE ITEMS SECTION

Choose the Line Item(s) to include on the invoice, change
the Quantity if required, change the Unit Price if required,
click Next.

Line| 1 Line Items, 1 Included, O Previously Fully Invoiced
ine Items

Insert Line Item Options

4) COMPLETE THE INVOICE HEADER
SUMMARY SECTION

Enter your Invoice Number
in the field provided.

Summary

ase Order: 7400328183

*| JM9100012

ate:* | 6 Oct 2023 =]

TAX SECTION
Choose the Tax Category
" that applies.
ry:*| 109 GST / Taxable Supply (AUS) v TaX can be app“ed at
Line level if required.

@ veoua

7) SUBMIT YOUR INVOICE

Check the invoice data is correct and matches what you
want to send to Veolia. If everything checks out OK, click
Submit and your invoice will be sent for payment.

Tax Summary

EXIT INVOICE CREATION

Click Exit to leave the invoice
creation area of the system.

SAP  Business Network

Standard Account

Click Done to close the order.

SAP  Business Network Standard Account | Getentr

Purchase Order: 0000377447



