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1. Credit Note Submission
Via ARIBA Supplier Network



TRAILBLAZING A BETTER WORLD BY DESIGN.

Credit Note Submission

In Workbench:

1. Click “Create”;

2. Choose “Non-PO Invoice”.
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Credit Note Submission

You will be taken to this screen. 

1. Ensure that the customer is SUTD;

2. And that the “Credit Memo” is
selected.

3. Click “Next” button to proceed.
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Credit Note Submission

From here, you will be taken to the Create 
Credit Note Page.

1. Please input the Credit Note Number in
this field.
Please make sure that the input value
is the same as the Credit Note Number
indicated in your hardcopy standalone
credit memo.
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Credit Note Submission

Create Credit Note Page:

1. In the Order Information section,
please indicate a Sales Order 
Number in the Sales Order field. 
If you don’t have this value, please 
input the Credit Note Number in the 
Sales Order Number field.

2. Please check if the Address details
are correct.
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Credit Note Submission

Create Credit Note Page.

1. You may also input
Additional information in the
Issued by and Invoice
Recipient section.

1. In the Invoice
Recipient section,
please indicate the
email address of
SUTD Buyer.

2. Please check if the
Shipping Information is
correct.
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Credit Note Submission

Create Credit Note Page.

1. In Shipping Information section -
Please input comments/reasons for
issuing the standalone credit memo.

2. In Adjustment section, input the total
credit memo amount. This must be of
negative value
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Credit Note Submission

Create Credit Note Page.

1. In Adjustment in Tax section,
add the tax details. To do this, 
click “Create Tax” button and 
choose the tax type. 
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Credit Note Submission
Create Credit Note Page.

In Attachments section, please don't forget to add required 
supporting documents. This will include standalone credit 
memo on company letterhead and Copy of D.O if 
applicable.
1. To attach the files, click "Choose File" button and

select the file you want to attach.

2. Once done, click the "Add Attachment" button.

3. If you have multiple files to attach, you need to click
the "Choose File" button again and repeat the process.
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Files attached for this standalone 
credit memo will be displayed here.
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Credit Note Submission

1. To submit this standalone credit memo to SUTD, click the Next
button

2. You will be directed to the confirmation page. You can then do a final
review of the standalone credit memo details to ensure accuracy.

1. If you see any errors, can click the "Previous" button to update
the standalone credit memo.

2. To send the standalone credit memo to SUTD, click the
"Submit" button.
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Credit Note Submission

1. You will be redirected to this page.
1. Click "Print" to have a copy of the

standalone credit memo.
2. To exit, click the "Exit“

2. You will be redirected to the Workbench screen.
1. To check the standalone credit memo you

just created, click the Invoices tile.
2. The standalone credit memo should be

displayed in the list of newly submitted 
Invoices.
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