‘) Quick Reference Guide

‘buq Creating an Invoice with an Enterprise Account

1. Overview

1.1. Purpose

The Ariba Network allows suppliers to easily submit an invoice to request payment after goods have been
shipped or services completed, and the purchase order has been fulfilled.

The steps below provide suppliers (with an enterprise account) with instructions on how to create an invoice
against a purchase order through their supplier Ariba Network account.

How to create an invoice from your dashboard

How to create an invoice from supplier Ariba Network

How to view invoice status

How to save an invoice

Troubleshooting

2. How to create an invoice from your dashboard

The easiest way to manage your invoicing is through the interactive dashboard that appears when you log into
your Ariba account. Provided our accounts are linked, then your Transgrid orders and invoices will be visible on
the interactive dashboard.

If Transgrid isn’t showing up for selection, then all you need to do to link our accounts is click on the Process
Order button on any of the interactive Purchase Order emails that you've received from Transgrid. Sign in with
your Ariba log-in (noting it needs to be the same log-in that you used when registering as a supplier to Transgrid)
and that’s it, our accounts are linked.

After clicking on the Orders to Invoice tile, you’'ll see all of your Transgrid orders, and simply click on the blue
Purchase Order number to open the order and commence the Invoice Creation process as per step 3.4 below
onwards.

3. How to create an invoice from supplier Ariba Network

3.1. Goto supplier.ariba.com and enter your User Name and Password. Click Login.

SAP Ariba

Supplier Login

1S your company registered?
Search
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3.2. The Ariba Network Supplier home page displays.

cases Ordes Humaer @ wl ¢

Purchase Order by Amount

Now we'e mobile.

Check it out

w Purchas raers 10 Confim Groers 1o S Oncors that s Pinnea Documants [ i
Mare B ey
Grdors. Astertion

Transg rid

Orders and Releases

il Customers| Order Number

Purchase Order by Amount Last 12 months

Purchase Order by Volume

Purchase Grder by Amount

Non-PO Invoice
Contract Invoice

Credit Memo

Time & Expense Sheets

Catalog

3.4. Alternatively, click the dropdown arrow next to Inbox, then select Orders and Releases.

SAP Ariba Network ~  Enterprise Account

Orders ai Orders and Releases 1

Time & Expense Sheets

Catalogs

Purcha ., payments

Scheduled Payments

sec Remittances
Inquiries
G
Contracts

$800
Notifications

$400 Receipts

Pending Queue
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3.5. Allist of Purchase Orders displays. For a PO Invoice, select the radio button next to required
PO number.

AP Ariba Network ~

» Search Filters

Orders and Releases (4)

3.6. At the bottom of the screen, click the dropdown arrow next to Create Invoice, then select
Standard Invoice.

L ‘ Create Order Confirmation » ] [ Create Ship Natice ] Create Invoice v Manage Time & Expenses I l Hide Resend Failed Orders.

Standard Invoice

Credit Memo

Credit Memo for Return Items

Line-item Credit Memo

Line-item Debit Memo

e All suppliers have the option of creating an order confirmation or creating an invoice.

e In addition to creating a standard invoice, suppliers have an option to create a Credit Memo or a Line-ltem
Credit Memo. Please refer to QRG - Supplier - Creating a Credit Memo with an Enterprise Account for
further information.

o Network Equipment Suppliers are required to create a Shipping Notice prior to the creation of an invoice.
Please refer to the QRG — Supplier - Creating a Ship Notice with an Enterprise Account for further
information.

3.7. The Create Invoice screen displays.

Create Invoice I Upaate H Save H it |

¥ Invoice Header * incicanes requied fieid Add to Header w

3.8. The invoice is automatically pre-populated with the purchase order data. In Ariba Network,
this is referred to as a “PO Flip”.

3.9. Complete the Invoice Header — Summary section.

Invoice # Enter an invoice # which is your unique number for invoice identification.

Please note invoice number format accepts alpha or numeric values with no spaces and no special
characters, and no hyphens and must be all caps. Date format must represent ddmmyy e.g. 210720.
(limited to 20 characters)
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Please note in the instance an invoice is rejected, the same invoice number cannot be used.

Invoice Date Invoice data will automatically populate with the invoice creation date.
Please note invoice can be back dated by 7 days.

Service Description = Enter the type of service being invoiced.

Supplier Tax Id Enter tax id if applicable. This is an optional field.

3.10. Scroll down to the Tax section.

®) Header level tax (1 Line level tax

Category:* 10% GST/ 10% Goods and S... Taxable Amount: | $2,000.00 AUD femeve

Lestion Tax Rate Type:
- Rate(%): 10
Description:  10% Goods and Services Tax Tax Amount $200.00 AUD
Regime:

Exempt Detail: | (no value) v

3.11. Select the Header level or Line level tax radio button.
3.12. Select correct tax category by clicking on drop down arrow next to Category field.

e You can only select one category type for each line item either 10% GST or 0% GST.

Tax Category options

10% GST 10% Goods and Services Tax
0% GST 0% Goods and Services Exempt
Header Level Choose Header level tax if you want to add one or more tax categories at Invoice Header level. Tax details

automatically default to Header Level tax and 10% GST. The Taxable Amount is automatically calculated
based on the items listed on the invoice. Tax Rate Type is an optional free text field applied to the header
level e.g. GST or GST Free.

Line Level Choose Line level tax if you want to enter line item specific tax information (i.e. if there are GST-exempt line
items being invoiced).

3.13. Scroll down to the Shipping and Additional Information sections.
3.14. In the shipping section, select Header level shipping or Line level shipping

Shipping
@) Header level shipping Line level shipping (i
Ship From:  SK Electrical Ship To: - Yass Power Supply Region Store View/Edit Addresses
Melboumne VIC
Melbourne Victoria Australia
Australia Deliver To: vonne Rocha-Zempel
S Yass Power Supply Region Store
Additional Fields
Information Only. No action is required from the customer.
Supplier Account 1D #
Customer Reference:
Supplier Reference:
Payment Note:
jer. SK Electrical Customer: TransGrid (NSW Electricity Networlks) View/Edit Addresses
Melbourne Victoria Haymarket New South Wales.
Australia Australia
Email:
Bill From:  SK Electrical View/Edit Addresses
Melbourne Victoria
Australia
Add to Header v
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3.15. Complete fields in the Additional Fields section, as required.

3.16. Add the Supplier Account ID #, Customer Reference, etc.to the Header of the invoice.

3.17. You MUST add attachments to invoice [MANDATORY for Transgrid]. Attach required
supporting documentation, such as timesheets, detail of good/service items being invoiced, and/or
invoice pdf.

[ Add to Header v l

Tax
L Shipping Cast
Shipping Ta
Ins
Shipping Documents
Special Handling
Special Handling Tax

Payment Term

Additional Reference Documents and Dates

2 retusce, 0Py Rty Invsess

3.19. Review/ update the Quantity or Dollar Amount for each line item you are invoicing.
3.20. To delete a line item, select the checkbox next to the required line item(s) and click Delete

3.21. Click dropdown next to Line Item Actions, select Shipping Documents, Special Handling
(notes), Discount, Comments, or Attachments to add these options to the invoice line item.

2 Line Items, 2 Included, O Previously Fully Invoiced
Line Items

Insert Line Item Options.

nclude Type Part # Description Customer Part # Quanity nit

No. Unit Price
1 @ MATERIAL Not Available Bushings 1 €A 5200.00 AUD
2 ™ MATERIA Not Avaitable Bushings G EA o

3.22. Alternatively select the checkbox next to the required line item (s), Click Add to Included
Lines.
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. 2 Line Items, 2 Included, O Previously Fully Invoiced
Line Items

Insert Line ltem Options

D Tax Category 10% GST / 10% Goods and S... v I @ Shipping Documents @ Special Handling E‘ Discount I Add to Included Lines

D No. Include Type Part# Description Customer Part # Quantity Unit Unit Price Subtotal

D 1 @® MATERIAL Not Available Bushings EA $200.00 AUD $2,000.00 AUD

D 2 @ MATERIAL Not Available Bushings E EA $200.00 AUD $1,200.00 AUD
L

[ Line ltem Actions v ][ Delete

Cowe | [oe ][ = | N

e The line item options are added to all line items on the invoice.
3.23. Click Next.
3.24. Review the invoice summary.

Create Invoice Update save = | I

Pl

v Invoice Header v Adkt to Header v

Purchase Order: EP464 Subtotal:  $2,000.00 AUD ViewlEdit Adcresses
T 200.00 A

200.00 AUD
Amount Due:$2,200.00 AUD

3.25. Correct any issues, if required, then click Next
3.26. Review the invoice, then click Submit

4. How to view invoice status

4.1. To view status of invoices, login to your Ariba Network account.
4.2. In the Orders, Invoices and Payments section, select invoices.

SAP Ariba Network ~  Standard Account | Upgrade & @ o B
Home Documents v Create v
.l (]
Tends  Refresh
Orders, Invoices and Payments All Customers +  Last 14 days Now we're mobile.
Check it out.
5 0 0 5
Orders o Invoice  Orders that Need  Invoices Rejected Invoices ore § o
Attention -
[ — Customer Reference Date 1 Amount Action
Tasks
1TST2807 ? TransGrid (NSW Electricity Networks) EPBSL 28 Jul 2020 $62,500.00 AUD Approved Select
Update Profe Iformation [ |
2NVTST2807 . TransGrid (NSW Electricity Networks) epas2 28 Jul 2020 $137,50000 AUD  Approved Select
CMBECL ¥ TransGrid (NSW Electricity Networks) EPB52 28 Jul 2020 $-27,500.00 AUD Sent Select
LBHIRE2807 7 TransGrid (NSW Electricity Networks) EPB7L 28 Jul 2020 $5,50000 AUD Sent Select
DRAKEDEMO134 7 TransGrid (NSW Electricity Networks) EPBTB 29 Jul 2020 $5,50000 AUD sent Select
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4.3. You can view whether the invoice is sent, approved, rejected, or paid.

4.4. To view a copy of the invoice, click dropdown next to select and click Send me a copy to
take action.

SAP Ariba Network ~  Standard Account | Upgrade & @
Home Documents v~ Create v

aq G

Trends  Refresh

Orders, Invoices and Payments All Customers +  Last 14 days Now we're mobile.
Check it out.
0 0 2 vee
Ordersto Invoice  Orders that Need  Invoices Rejected Invoices P . £
Attention More... & App Store

Invoice Number Customer Reference Date 1 Amount Invoice Status Action

Tasks

INv12345 i TransGrid (NSW Electricity EP426 8 Jul 2020 $5500.00 AUD  Approved Select v
Networks)
)

- - i ici i 35%
cwspzm 120720 g I‘rea“n:g::)msw Electricity cpasa 12 30 2020 $220000 AUD  Sent Send me a copy to take action |formation

5. How to save an invoice

5.1. Access the Purchase Order details screen

5.2. Click dropdown next to Create Invoice. Select Standard Invoice.

AP~ Ariba Network Standard Account [Niipgrade ©)

Purchase Order: EP1138 m
Create Order Confirmation v Print - | Download PDF Download CSV | Resend

Order Detail ‘Order History
Credit Memo

Line-Item Credit Memeo

4‘? TransGrid @

ibuy
From: To: Purchase Order
TransGrid Head Office Deliveries Heywood Technologies (New)
B 300 Jackson Street EP1138
Melbourne VIC 3000 MEIbOL‘ImS Victoria 3000 Amu‘unl $3,200.00 AUD
Australia Australia Version: 1
Phone:
Fax:
Email:

5.3. Enter invoice number, click Save then Exit.

GAP~ Ariba Network Standard Account [ iipgrade

Create Invoice Update | Exit Hext

Invoice "120820A" is saved. The saved invoice will be kept uniil 19 Aug 2020, I
¥ Invoice Header  Incfcates required fisld Add 1o Header v |
Summary

Sublotat: $3,200.00 AUD
Totsl Tax:  $320.00 AUD
Amount Due: $3,520.00 AUD

View/Edit Addresses

.
“| 12 Aug 2020 =]
n

Remit To:  Heywood Technologles

tia

o TransGrid Head Office Deliverios.

Melbourne VIC
Australia

5.4. To work on a saved invoice, click on Draft Invoices on the Purchase Order screen.
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SAP  Ariba Network Standard Account | Upgrade

Purchase Order: EP1138 m

Create Order Confirmation ~ Create Invoice » Print Downlead PDF | Downlsad CSV | Resend

Order Detail  Order History

4:'? TransGrid @
iouy
:‘r’::sl:‘-id Head Office Deliveries
2

Welbourme ViC 3000
Australia

{New)
EP1138
Amount: $3,200.00 AUD
Wersion 1

Payment Terms |
NET 28

i GRID
me: TransGrid Opetations Trust

6. Troubleshooting

6.1. If you are having trouble logging in to Ariba, please ensure you’re using either
Microsoft Edge or Google Chrome.

1. If you still require assistance please do not hesitate to call Procurement Systems and Operations team on
02 9620 0140 or email Procurement.Enquiries@transgrid.com.au
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