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1. Non-PO Invoice Submission
Via Ariba Supplier Network



TRAILBLAZING A BETTER WORLD BY DESIGN.

Non-PO Invoice Submission

In Workbench:

1. Click “Create”

2. Click “Non‐PO Invoice”
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Non-PO Invoice Submission

You will be taken to this 
screen. 

1. Ensure that the customer is
SUTD.

2. Select “Standard Invoice”.

3. Click “Next” button to
proceed.
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Non-PO Invoice Submission

You will be taken to the Create Invoice 
Page.

1. Please input the Invoice Number in
the Invoice field. Please make sure
that the inputted value is the same
as the Invoice Number indicated in
your hardcopy invoice.
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Non-PO Invoice Submission

1. In the Order Information
section, please indicate the
Sales Order Number in the
“Sales Order” field. If you
don’t have this
information, input the
Invoice Number in this
field.

2. For Tax, please choose the
"Line level tax".
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Non-PO Invoice Submission

1. Check if the Shipping
details are correct.

2. You may also input
Additional
information in the
“Additional Fields”
section.

3. Please don't forget
to indicate the email
address of the SUTD
Buyer.
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Non-PO Invoice Submission

1. Here, you will have the
“Additional Singapore
Specific Fields” section. You
may provide information in
these fields if applicable.
1. Tax Invoice Number is

mandatory

2. Don't forget to add
required supporting
documents. This will
include the hard copy of
the Non‐PO Invoice on
company letterhead. To
attach the file(s), click the
"Add to Header" button
and select “Attachment”.
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Non-PO Invoice Submission

Note: Scroll up, and you will see the 
"Attachments" section.
1. Click "Choose File" button and

select the file that you want to
attach.

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

3. Files attached for this Non‐PO
invoice will be displayed here.

4. Tick the checkbox next to the
attached pdf. file. Otherwise,
the submission cannot proceed
to the next page.

Note: If you have multiple files to 
attach, you need to click the 
"Choose File" button again and 
repeat the process.
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Non-PO Invoice Submission

In the “Line Items” section, add 
at least one line item. 
Suppose that this Non‐PO invoice 
is for office cubicles, you can add 
an empty line item for the 
cubicles.

1. To do this, click “Add” button
and choose “Add Material”.
Input the necessary details
for the line item.

Note: For an invoice with 
multiple line items, you must 
repeat step a for each of the line 
items.

a.
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Non-PO Invoice Submission

Please indicate the tax details. 
1. To do this, choose the

correct tax category from
the dropdown menu.

2. Click the first checkbox.

3. Click the "Add to Included
Lines" button.

Note: Once done, please 
review and make sure that the 
line item details are correct.

Tax details will then be 
populated for all line 
items included in this 
Non‐PO invoice.

a.

a.

b.

b. c.

c.
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Non-PO Invoice Submission

1. Please check that the Non‐
PO invoice total amount is
the same as the amount
indicated in your hardcopy
Non‐PO invoice.

2. To submit this Non‐PO
invoice to SUTD, click the
Next button.
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Non-PO Invoice Submission

You will be redirected to the 
confirmation page. You can then do a 
final review of the details of the Non‐
PO invoice to ensure accuracy.

1. If you see any errors/issues, please
click the "Previous" button to
update the Non‐PO invoice.

2. To send the Non‐PO invoice to
SUTD, click the "Submit" button.

a.

b.

a. b.
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Non-PO Invoice Submission

You will be redirected to this page.

1. Click “Print” to have a copy of the
Non‐PO Invoice.

2. To exit, click the “Exit” link.

a.

b.

a.

b.
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Non-PO Invoice Submission

After clicking the “Exit” link, 
you will be redirected to the 
Workbench screen.

To check the Non‐PO Invoice 
you just created:

1. Click the “Invoices” tile.

2. The Non‐PO Invoice will be
displayed in the list of
newly submitted Invoices.

a.

b.

a.

b.
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