Invoices




Invoice Practices



Before You Begin Invoicing: Customer Invoice Rules

These rules determine what
you can enter when you
create invoices.

Click Account
Settings>Setting>
Customer
Relationships.

A list of your Customers
is displayed. Click the
name of your customer
(Nanyang
Technological
University).

Scroll down to the
Invoice Setup section
and view the General
Invoice Rules.
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Before You Begin...

NTU specific tasks

Before creating an invoice:

Mark your account as a GST Supplier or a non-GST Supplier in the company profile.

For GST Supplier, please set up your legal profile.
Goods Receipt is a prerequisite to invoice a Material PO.

To access Create Invoice button, go to your Email containing the PO number and click “Process Order”
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Create Invoice -



PO Flip Invoice - Against Material PO

When you click “Process Order” when receiving a Purchase Order, the “Create Invoice” button will be greyed out. This is
because you are required to submit only after the customer confirms the Goods Receipt for the particular Purchase Order.

Once the Goods Receipt is confirmed, the status of the Order will be changed to “Received or Partially Received' and then
the "Create Invoice” button will be highlighted.

Note: You can only invoice quantity that has Goods Receipt. You will be receiving an email for the GR notification assuming

that you set this up on your company profile notification. If you haven't set it up go to Company Settings under Notification
section then Network Tab, Receipt section.

SAP  Ariba Network Standard Account I’F."“

:50000000000000000503744125: Purchase Order: 8100003079 m

v H & Cre S Not = eate e ¥ Print Download PDF Download CSV Resend

test Ariba account [ANID: ANO1399593412-T).

AN-DOC-ID:prod:50000000000000000503744125:

y us thefolloving URL o get yourdocument:hits:sicearibacom/Supler v tity=58docPayload=157A146453358 S3I60113.000000320%

82 NANYANG
TECHNOLOGICAL
| UNIVERSITY

%Y SINGAPORE

To Purchase Order
ices Finance PstcETa
versh s 8100003079
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PO Flip Invoice

To create an Invoice:
Access the email containing the PO and click the Process order button.
Login to your account and view the details of the PO.

Click the Create invoice button and select the Standard Invoice option.

Q. smtp.ariba.com

Nanyang Technological University - TEST sent a new Purchase Order 8100003079

o @
If there are dlick

a 8100003079.htm

o e ASLooicaL
'i?* UNIVERSITY

\)7 SINGAPORE

! SAP Ariba
‘ ik | R TECNOLOGICAL
S s Supplier Logi
P Segl %% UNIVERSITY
Your company - —<.ww—. . .o —.—. [ESTis already registered. \// SINGAPORE

If you don't have a user account, request one now.

fuser L From To:
NTU Shared Services Finance (
! Te Jniversity #04

Having trouble logging in?

Is your company regjistered?
Search
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PO Flip Invoice

To create an Invoice:

Populate all the items with * (asterisk) as these are
mandatory fields.

Select Header Level Shipping

On the additional fields, you have the option to
select the supplier address from the drop down.
This is applicable to those supplier with multiple
company address.

Supplier VAT/TAX ID is automatically populated
once you set this up on your Company Profile.

Create Invoice

¥ Invoice Header

Summary

Purel

ase Order

BI100003079

Additional Singapore Speciic Fields

Additional Fields

@ ||
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PO Flip Invoice

To select item to invoice
Tick the box beside the line item you wanted to invoice.
Under Line Item Actions, select Tax.

i 1 Line ltems, 1 Included, O Previously Fully Invoiced
Line ltems ir . 1 Included, y Fully ice

Insart Line [tem Options

0% G5T / Zero Rated

MATERIAL Dieskrght LKCM_izpartial testing for approwver 1 Lo $200 56D £200.00 SGD
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PO Flip Invoice

Select applicable Taxes.
Noticed that Tax field appear per line. Under Category, Select the appropriate Tax related to your item.

After selecting the applicable tax you may notice that the Tax Amount is automatically calculated.

Insert Line item Options
Tax Cats 0% GST / Tarn Rate: v Shipping Decuments Special Handling Discount
It T Par Description mer = e
~ 1 = MATERIAL o . LKCM_i=p: for =pp: 1 o 200 SGD $200.0 D
1 $200.00 SGD =
=
%0.00 SGD
i Selec i
L %
Line trem Actons v | [ peies
J E = MATERIAL Desknght LKCM_i=spartal testing for approver 1 Lo 3200 5GD $200.00 SGD
Tax etEEoT . : | Remaove
'1 1 l Category:*| 79, GST J Standard Ratsd v \.—5-:.:.:' Amount: | $300.00 SGD aw
" Location Tax it $14.00 56O
GST Type:
} ton: Standard Rated + Sel=ct A
egime: v

Note : If 7% GST/STANDARD RATED was selected as category, it
is mandatory to provide the Tax invoice Number in the additional S
Toxinvoice Numbe: | | | 'N

GSTID: | AB12345679

Singapore Specific Fields
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PO Flip Invoice
How to add attachment OPTIONAL

Scroll up to the Add to Header
field.

Under Add to Header, select
Attachment from the drop down
menu.

After selecting Attachment,
Attachments section will appear.
Then select Choose File.

Browse your storage and select the
file you would like to attach, then
click Open.

Click Add Attachment. Notice that
the attached document will appear.

Add to Header »

Shipping Cost

Shipping Documenis
Spacial Handling
Additional Referance Documents and Dates

Comment

12
Mo |

“Attachments

he total size of all attachments
Choosg File | No file chosen
T’;?ﬁ

o

df

£
Ilmme | TEST INVOICEp

*Attachments
The total size of all attachments cannot exceed 10MB |
Choose File | TEST INVOICE. pdf Add Attachment |

y J

*Attachments

The total size of all attachments cannot exceed 10MB

| Choose File |MNo file chosen

Remove

Name Size (bytes)

TEST INVOICE. pdf 30371

Content Type

application/par
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PO Flip Invoice
How to submit invoice
Once all details are complete and attachments are already added, click Next.
Review the details and click Submit
Purchase Order status is Invoiced/Partially Invoiced and documents created can be found under Related Documents.

L

Line Item Actions v ‘ ‘ Delete

16

GAP~ Ariba Network  Standard Account
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— Purchase Order: 8100003079 “
Create Invoice Previoy 1 m ‘
¥ Create Order Confirmation + ‘ wCre H e v Print - | Downlosd PDF | Download CSV | Resend
Confirm and submit this document.
Tax Invoice J Order Deteil | Order History
ber: Inv8100003079 Totl Amount Payable: excluding GST: $200.00 SGD
e: Thursday 19 Dec 2019 2:17 PM GMT+08:00 3ST Payabl §): $14.00 56D
Order; 8100003079 Total Amount Pryable including GST. $214.00 SGD
REMTTO BuLTO: suPPLIER: %ﬁ TECHNOLOGICAL
-TEST NTU Shered Services Finance: Address 1 \ y"\) ) UNIVERSITY
Pt Ao P — coie i N7 SINGAPORE
[ Nenyung Technological University #04-3
Singapore B0SASS 42 Nanyang Avenue, #05-01 SINGAPORE 768162
Singzpore Singapore 639815 Singapore
Tax ID of Supplier: 15052018 ;:;?SE NTU GST ID: AB12345679 From: L i
. - NTU Shared Services Finance TEST (Invaiced)
Nanyang Technological Uriversity -5/ 8100003079
42 Nanyang Averuie, #0501 SINGAPORE 768152 Amount: $200.00 SGD
Singapore 639615 Singapore bk
Singarire Phone: +1 (0000) 0000000001
Fax
BILL FROM: CUSTOMER: Email: test@deskright.com
c -TEST NTU Shared Services Finance
Payment Acknowledged
Postsl Address: Postal Address: NETO Re Inv8100003073
#04.35 Nanyang Technological University RC5470
SINGAPORE 768162 42 Nanyang Avenue, #0501 Comments B AWB12345
Singapare Singspore 639815 Comment Type: Terms and Condtions More(1) »
E Body:By accepting this Purchase Order, the Supplier agrees:
2‘;‘;’1"‘“':2 ey (a) that the sale and purchase shall be governed by all the tems and ConNGitions of the CONTACE (12 the CONITAC rSING rom the BCCEpENce of th .. View more »
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GST Regime in Singapore

Supplier legal profile Supplier is GST From location = GST charaed? Invoice label?
updated? registered? Singapore ged: '
Yes Yes Yes Yes Tax Invoice
Yes No Yes Yes Standard Invoice
Yes No Yes No Standard Invoice
No NA Singapore (*) Yes Standard Invoice
No NA Singapore (*) No Standard Invoice
Yes Yes Yes No Standard Invoice
Yes Yes No Yes Standard Invoice
Yes Yes No No Standard Invoice

* Suppliers need to select the address where they have a legal profile registered. Lines #4 and 5 indicate that the supplier has not registered

their legal profile but has chosen a location with a Singaporean address.
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Tax Invoice

Invoice Label will reflect as Tax Invoice for the following (given that legal profile has been properly set
and accepted)

Invoices created by GST Suppliers.

Invoices that contains at least one item that is charged as 7% tax.

Invoice Number: Inv8100003079 Total Amount Payable excluding GST: $200.00 SGID
Invoice Date: Thursday 19 Dec 2019 2:17 PM GMT+08:00 GST Payable (@ 7%): $14.00 5GD
Original Purchase Order: 8100003079 Total Amount Payable including GST: $214.00 SGD
REMIT TO: BILLTO: SUPPLIER:
- TEST NTU Shared Services Finance Address 1
Postal Address: Postal Address (Default): Postal Address:
I Menyeng Technological University #04-36
Singapore 605455 42 Nanyang Avenue, #05-01. SINGAPORE 768162
Singapore Singapore 639815 Singapore
Singapore
Tax ID of Supplier: 15052018 Address ID: NTU GST ID: AB12345679
BILL FROM: CUSTOMER:
[ - TEST NTU Shared Services Finance
Postal Address: Postal Address:
#04-36 Menyang Technological University
SINGAPORE 768162 42 Nanyang Avenue, #05-01.
Singapore Singapore 639815
Singapore
Address ID: NTU

Tax Summary

Tax Details:
Tax Category Tax Rate Tax Rate Type Taxable AmoLUnt TEx AmOUNT Tax Locaton Description Tax ReEgime Exempt Detail GST Type
GST T $200.00 SGD $14.00 SGD Standard Rated

Invoice Summary

Total Amount Payable excluding GST:  $200.00 SGD
GST Payable (@ 7%%):  $14.00 SGD
Towal Amount Payabie including GST:  $214.00 SGD

— —
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Standard Invoice

Invoice Label will reflect as Standard invoice for the following:

Invoices created by non-GST Registered suppliers.

Invoices created by GST Registered and if tax is not charged — that is, zero rated, tax exempt or

out of scope.

Invoices created for goods that are shipped out of Singapore.

tncara iovorcs

ar . TEST23456

jer - 8100002153

REMIT TO:
Postal Address.

Singapore 605455
Singapore:

Tax ID of Supplier 15052016

ale . Tuesday 9 Oct 2018 4.42 PM GMT+08:00

BILL TO:

NTU Shared Services

Postal Address (default)

Student Services Centre Level 5, 42 Nanyang Avenue

Singapore 639815
Singapore
Address 1D: MAIN

‘otal Amount without Tax

Amount Payable

$3.36 SGD
$3.36 SGD

SUPPLIER:

Address 1

Postal Address:
£04-36

SINGAPORE 768162
Singapore

GST ID: 12345555

BILL FROM: CUSTOMER:
-TEST NTU
Postal Address: Postal Address
#04-36 Jurong
SINGAPORE 768162 Singapore 13455
Singapore Singapore
Tax Summary
Tax Dataits:
Tax Camgary Tax Rale Tk ate Ty X AmOUR Tk Regire pF et G Type
GsT o $35 300 50008 vemp Suppites
Invoice Summary
i 5336560
nnnnnn Fayasie: $3.36 360
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Edit and Resubmit Invoices

Choose the Email notification for the rejected e
invoice. Click View Invoice

Log in tO yOUI’ daccou nt Supplier Login

Your company is already registered.

Choose to Edit and Resubmit the invoice

User Name

= |2

Fud: Rejected - Invoice 123 - to Nanyang Technological University - TEST (ANID: AN01392586839-T) - Notification from Ariba Network

Invoice: 123
. e P Dourinad POF - Expor L
SAP Ariba
Your customer Nanyang Technological University - TEST updated your invoice on Ariba Network. Click View Invoice to log into your Ariba Network account (ANID: AN01399593412-T). Detat

Country SG

. . - Rej I
Customer  Nanyang Technological University - TEST uu::f 55
Invoice Commant Rsoching for Cansea {Divga P Saboo, 20 LA 22T 2200080700
123
number Hoader Lo Excapiions
T " anstched Tha rvcions pajmar s NET. e sriscogiaa {adhoch o e o the pchase crder's cayment e
Smulce Rejected PO Payment Tems miamatched The iivoke's paymentboms, NET: sthes aniecrgrizad jachoc) of ane st from the puchiase crdse's ayment s
Status
Comment:Rejecting for Czesca (Dibya P Sahoo, 2018-03-22122:09:08-07:00)----—Header Level Exceptions: --- PO Payment Terms mismatched The invoice's payment terms. Lo b2
NET30 ((0%/30, 0, 0)) are either unrecognized (adhoc) or are different from the purchase order's payment terms of 0001 ((0%/0, 0, 0)) .~ PO Payment Terms mismatched The :* ‘:”“'_
i , : : i : - Desection Exam
Description  invoice's payment terms, NET30 ((0%/30, 0, 0)) are either unrecognized (adhoc) or are different from the purchase order's payment terms of 0001 ((0%/0, 0, 0)) .~-—Line item’ Excaptiin .
- Line Number:2--- Part Number:--- Description:Exempt--- Exceptions: --- Tax Calculation Failed Tax cannot be calculated for this invoice because the invoice data does not
‘match a valid tax configuration.— Tax Calculation Failed Tax cannot be calculated for this invoice because the invoice data does not match a valid tax configuration.—
Partial
Amount 000

=

31139 A GMTA08.0
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Check Invoice Status

Invoice Status - Reflects the status of NTU action on the Invoice

Status Explanation

The invoice is sent to the NTU but they have not yet
Sent verified the invoice against purchase orders and
receipts

Cancelled NTU approved the invoice cancellation

NTU paid the invoice or is in the process of issuing
Paid payment. This status applies only if NTU uses
invoices to trigger payment

NTU has verified the invoice against the purchase

SuRRgRes orders and receipts and approved it for payment

NTU has rejected the invoice or the invoice failed
validation by Ariba Network. If NTU accepts invoice

Rejected or approves it for payment, invoice status updated
to Sent (invoice accepted) or Approved (invoice

approved for payment)
Ariba Network experienced a problem routing the

Failed .
Invoice

If you configured your Invoice Notifications as noted earlier in this presentation, you will receive emails regarding invoice

status
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