How to create Invoice
and Credit Memo
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Invoice Creation
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Invoice Creation (1/8)

To create invoice, follow the below steps:

1) Go to the particular Purchase Order from your Workbench by clicking “ ”(a). You can
refer to the User Guide : How to use Filter / Search Function to help you locate the Purchase Order.

2) Click on the Purchase Order Number, which you would like to create the invoice for (b).

3) Click “ " (c) and select Standard Invoice. If the “ ” button is grey out, it means
that the Purchase Order has yet to be received by the recipient. Please contact the recipient to complete
Goods Receipt from their end.

=

Purchase Order: 8000001535

Standard Invoice

Order Detail Order History

ustomer A u Amount Invoice
National University of Singapore - TEST $2,975005GD  Mar2, 2023 B & N U S
%; U sity
onfirmed

National University of Singapore - TEST $4.474.90 SGD Feb 22, 2023

of Singapore
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https://www.nus.edu.sg/suppliers/docs/default-source/default-document-library/supplier-resources/user-guide-for-po-invoice-related/how-to-filter-search-functione69fc982-63bf-4925-9c93-4a4ed6cfdfa7.pdf?sfvrsn=1ea167a_9

Invoice Creation (2/8)

4)

5)

6)
7)

Most of the information are populated from the Purchase Order. Be sure to provide all mandatory

information, marked with *, such as “ ”and “ " (d).

For “ ”, please enter your company Invoice Reference number. (Limit to 16 characters, alpha-
numeric including space, / and —).

For “ ”, you may backdate it up to 7 days.

Click “ " (e) and “ " (f) to attach your invoice copy. Note the size limit of 100MB.
Scroll to the “ ” section (g). Click “ ” and “ ”. The uploaded

attachment(s) would appear at the section below, where you can manage accordingly (h).

Invoice Header
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Invoice Creation (3/8)

8) Checkthe “ ” Checkbox (i), and select the appropriate Tax Description (j) from the drop-down list.

- For GST-items, please select the relevant “ "or“ GST.
- For non-GST items, please select “ "
- Updating of Goods and Services Tax (“GST”) is mandatory for all Supplier.

9) Clickon“ ” (k). The Tax Information shall populate to each line item.

10) For partial invoicing, toggle the “ " button to include or exclude the particular line item from billing (1).

[ Line Items 1 Line ltems, 1 Included, O Previously Fully Invoiced

Insert Line Item Options

1~
‘/ Tax Categond 1 | 8% GST / Standard rate 8% { Shipping Documents | Special Handling | Discount
1 1
______ 1
No. : Include g Type Part # Description Customer Part Quantity Unit Unit Price Subtotal
T -
1 1 @ 1 MATERIAL Nat Available Catering Lunch $1,000.00 SGI
- - |
Tax
L Line ltem Actions » l Delete H Reset Tax from PO

I Update
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Invoice Creation (4/8)

Tax Category :

“

* For GST (m), ensure the Taxable Amount, Rate and Tax Amount are correctly calculated.

Please do not make any changes to the GST Type Dropdown Box, leave it at the defaulted “Select” option.

"

* For ” GST (n), you may select GST Type “ ",

"

* For

” item (o), you may select GST Type “ ",
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Invoice Creation (5/8)

11) Click “Next” to proceed (p).
At any moment, you can click on “Update” to update the invoice information or “Save” to save the information
for 7 days.

If there is no respond after you click “ ,” there may be a validation error in your invoice details. Scroll
through the page for any Error Message in Red, amend the required before clicking “ ” again.

Note: Singapore Suppliers must create a GST profile, or the system will show an error when creating invoices.
You may refer to the User Guide : How to create GST profile (GST status) to create a GST profile prior to Invoice
Submission.

L [ Line Item Actions » I Delete “ Reset Tax from PO

During invoice creation, the system displays an error message if you have not created a legal profile. Create a legal profile to
continue creating the invoice.

SAP  Business Network Standard Account | Get enterprise account |  TESTMODE

Create Invoice Update Save Exit m

¥ Invoice Header * Indicates required fiek Add to Header v ‘
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https://www.nus.edu.sg/suppliers/docs/default-source/default-document-library/supplier-resources/user-guide-for-nus-supplier-new-to-ariba/how-to-create-gst-profile-for-singapore-registered-suppliers.pdf?sfvrsn=8b07a3db_51

Invoice Creation (6/8)

12) After clicking on “ ”, it will bring you to the review page, where you will see the Invoice Number, Date
and corresponding PO reference (g) and invoice payable amount (r). Take a moment to review all the

information.
13) To proceed with the invoice creation, click on “ " (s).

14) Once submitted, the SAP Business Network would show you that the invoice was submitted successfully
and you shall have the option to either print a copy of the invoice or to exit the page (t).

15) The Purchase Order status would be updated to “ " or“ ” (u), with the invoice
document hyperlink appearing under the Related Documents.

Create Invoice

Confirm and submit this decument, 1t will be slectronically signed according o the counsies of ordgin and destination of ivvolcs, The decument’s ariginating country is:Singapore, The document's destin.

5-Singa
i yous jices 1o be siored i th Ariba lang term document archving. you £an subserine i 3n anchiving senice. Nate that you will aiza be able to archive ol inveices once you subscr

Standard Invg

0
1
1
1
1

|
s supRLiER 1 Purchase Order
1, |
1 (Partially Invoiced) :

Remit-to Infermation, normally N S supplier Name and Postal
refers to Supplier Name and e Address
Postal Address '

Amount: ¥100 585 JPY
Version: 1
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Invoice Creation (7/8)

16) Email shall be sent to the registered email address with the invoice information and to notify your
organization that the invoice submission is successful, where you can find the invoice in pdf format
attached in the email (v).

Invoice 2023/01 for $1,080.00 SGD has been submitted to National University of Singapore

erdersender-prod@ansmip.ariba.com

Dear| Supplier Entity
4 submitied lawoice 202301 for 31.080.00 330 to Nationa i

o have sustess
Singapore - TEST

A PDF copy of the invoice and the invoice data in cXML format are attached to this email. Please

retain these files to support your local business records storage and srchiving requirements.

impertant
Remember tofolow your country's eleciranic invoice (e-invoice

thoss formulaied

Where can | get mor
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Invoice Creation — Additional Note on Exchange Rate (8/8)

Note : If you are a GST-registered company with a foreign currency invoice, do remember to override
the ” (w) under “Additional Fields” and ensure the Foreign Currency and SGD
Equivalent Amount (x) are the same as your attached Tax Invoice before you click

A Group Limited

i Gioup Limited

e s e -

Create Invoice Pre ave

Confirm and submit this documsent. it will be electronically signed acconding to the countries of origin and destination of invoice. The document's originating country is-Pakdstan. The document's destination country is-Singapone

Standard Invoice

toeal: $TSINAUSD  § 18 560
& e

e SBLI24USD 51,07
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Credit Memo Creation
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Credit Memo Creation (1/4)

In any event whereby credit memo is required to cancel a particular invoice, follow the below steps:

1) Clickon“ " (a),

N

Click on the “ " tile (b) and a list of the invoices that were created would populate,

w

)
)
) Click on the invoice which the credit memo is to be created for (c),
4)

Click “ ”(d),

Workbench

Invoice: 2023/01

Copy This Invoice Print
Invoice

Number

Customer Reference Invoiced Date ¥ Amount Routing Status. Invoice Status

20237011 National University of 8000001535

Singapore - TEST Mar 23, 2023 $1,080.00 SGD Acknowledged Approved tail History
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Credit Memo Creation (2/4)

5) Enter the Credit Memo Reference (d). All mandatory fields are marked with *.

6) The“ " ”and “ ” value (f) are populated from the original invoice. Take a
moment to review the figures.

7) Enterthe “ " (8)-

8) Click “ ”and “ ” (h), then “ ” (i) and “ ” (j) to upload
the attachment to this document. Note of the size limit of 100MB.

Comment

Attachments

tal size of all attachments cannot exceed 100MB

Add Attachment
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Credit Memo Creation (3/4)

9)
10)
11)

12)

Ensure the tax category is correctly reflected (k) and the amount is entered with minus (-) sign,

Click “ ” (1) to proceed,

At the Create Line-ltem Credit Note review page, where you will see the credit note information. Take a
moment to review all the details before clicking “ ” to proceed (m). Click “ ” to amend any
details.

Once submitted, the SAP Business Network would show you that the credit memo was submitted
successfully and you shall have the option to either print a copy of the invoice or to exit the page (n).

Line Items

Create Line-Item Credit Note

$1,080,00 SGD

Invoice 2023/01-CN has been submitted.

t a copy of the invoice!
xit invoice creation.
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Credit Memo Creation (4/4)

13) The Purchase Order Status shall revert back to “ ” (o) if there is a ship notice created or
“ " if there is a order confirmation created.

14) Hyperlinks to the original invoice and credit memo documents will appear under “ "

(p).

15) Email shall be sent to the registered email address with the credit note information and to notify your
organization that the credit memo submission is successful, where you can find the credit note in pdf
format attached in the email (q). Do note the Credit Memo is a negative amount (r).

ordersender-prod@ansmtp.ariba.com

Purchase Og

- 8000001585 Dez rs
upplier Entity
Amount: $1,000.00 SGD

wersion: 1 You have successiully submitied Invoice 2023/31-CN for 3-1.080.00 560 to National University of Daar Supplier Entity

Sing: - TEST through ine Ariba Metwerk [

1
Track Qrder APDF copy of the involce and the invoice data in cXML format ae attached o this email. Pleass I 1
i n these files to support your local bu ords storage and archiving requirements You have successfully submitted Invoicd 2022401-CH for §-1.080.00 SGDite Mational University of
1

mportant Singapore - TEST through the Ariba Nemmm = === = = = = —————— !

- Juhmﬁwdhﬁuﬁd&ﬁd—
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THANK YOU
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