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Non-PO Invoice Submission

ccount [\ Getenterprise account | TEST MODE |n WorkbenCh:

Workbench Orders v Fulfillment ~ Invoices v Payments v Catalogs More v Create v

Service Entry Sheet

3 2 O Create Posting

New orders Orders to invoice Rejected invoices

g o e 0 Click “Create”
i . .
a Click “Non-PO Invoice”

Last 31 days Last 31 days Last 31 days

Feedback
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Non-PO Invoice Submission

Create Non-PO Invoice

For a trading relationship already on SAP Business Network

tomer; | Singapore University of Technology and Design (SUTD) - TEST v I

For a new trading relationship

invoice for a buying organization with whom you want to establish 2 trading relationship and transact on SAP Business Network. To create a non-PO invoice. you must request your customer to send you their unique customer code. After your customer accepts the invoice, an active

TRAILBLAZING A BETTER WORLD BY DESIGN.

You will be taken to this
screen.

a Ensure that the customer is
SUTD.

° Select “Standard Invoice”.

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

Create Invoice You will be taken to the Create Invoice
Page.

¥ Invoice Header

e Please input the Invoice Number in

e the Invoice field. Please make sure
nvoice #* [ nonl Suptotal: s?\ug SGD . .
e = | i that the inputted value is the same
Invoice Date: * ov 202 =] Total Net Amount: $0.00 SGD . . . .
= Amount Due: - $0.00 SGO as the Invoice Number indicated in

Service Description:

| your hardcopy invoice.

Supplier Tax 1D: | |

Remit To Orchard Road ~

Singapore

Singapore %

QS4ACLNT100

Choose Address

Bill To:  §UTD

Singapore
Singapore
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Non-PO Invoice Submission

Shriunting e In the Order Information
,fl| i ‘ — section, please indicate the
a — = Sales Order Number in the
— ‘ o - “Sales Order” field. If you
-~ i don’t have this
Header love ax ? & e et iar © infor'mation, ian'Jt thg
Cotogory | 3% ST/ Standar v N (>~ Invoice Number in this
: P— field.
Bescrp L—tana;,a P—— TixAmOWE $0.00SGD
L |" GsTType: [ seect v e For Tax, please choose the

"Line level tax".
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Non-PO Invoice Submission

Stipping a Check if the Shipping

Header level shipping (i) _/ Line level shipping (i) d eta i IS a r‘e CO r‘rect .
Ship From: Construction Company Singapore A Ship To:  Singapore University of Technology and Design (SUTD) - TEST
Singapore
Singapore Singapore .
Singapore Deliver T You may also input
— Additional

SR information in the
——] | “Additional Fields”
Customer Reference: \ lm I Iona Ie S
| |
| |

Supplier Reference:

section.

Payment Note

Se——— Customer: SUTD 0 Please don't forget

Singapore Singapore . . .
singapore — |s- — to indicate the email
mail:* <SUTD Contact Person email address>
* address of the SUTD
Bill From: Construction Company Singapore A
Singepere Buyer.

Singapore
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Non-PO Invoice Submission

@ @ Here, you will have the

Additional Singa Specific Fields oy e .
e | . “Additional Singapore
Customer GST ID

1 S Specific Fields” section. You
' @ may provide information in

| these fields if applicable.
| Tax Invoice Number is
| mandatory

departmentNo:

==
shipping Cost @ Don't forget to add

| Shoong Documents required supporting
Special Handling . .

B @ documents. This will
Payment Term #f GsT/ standerd v] [] biscount include the hard copy of
Additional Reference Documents and Dates .

: Conuieit Include Type Part # Description Customer Part # Quantity u the Non-PO InVOICE On
Aeachmety, LT company letterhead. To

u_; r Il s ! 1

attach the file(s), click the
"Add to Header" button
and select “Attachment”.
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Non-PO Invoice Submission

he total size of all attachments cannot exceed 100ME
i Choose Fige )Mo file chosen | ‘ Add Attachment
Ay -

G Open

« v 4 >

Organize ~ New f;

Name Status Date modified Type
# Quick access

Il Desktop *

L Nownlnade

*Attachments

The total size of all attachments cannot exceed 100MB

Choose File | No file chosen Add Attachment

&= sample attachmenb © 21/3/2023 3:18 PM Microsoft Edge PDF ...

75 KB

] 7 Size (bytes) Content Type
Emple attachment |.pdf 18198 application/pdf

L Delete

TRAILBLAZING A BETTER WORLD BY DESIGN.

Note: Scroll up, and you will see the
"Attachments" section.

@ Click "Choose File" button and
select the file that you want to
attach.

Once done, click the "Add
Attachment" button.

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

Line Items

Insert Line item Options

‘ | Tax Category

v ‘ Discount

8% GST/ Standard

G 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.

@ 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.

No No. No. Include Type Part # Description
Line Item Actions v ] [ Delete ]
Add Material
1 Line Items, 1 Included, 0 P
Line ltems
Insert Line item Options
] 89% GST/ Standard shipg i
No. Include pe Part D ption G e t Quantity U Unit Pris Subtotal
10 = ‘ tiice Cubicl | | 10000 GO
L
m A v D Add »
{ J{ ) | l N
. 2 Line Items, 2 Included, 0 Previously Fully Invoice:
Line Items
Insert Line item Options
[ Tax category 8% GST/ Standard : ding
Includ Type  Pat#  Deser iption stomerPat#  Quantity nit Uni
@ MATER! ‘ ffice Cubic ‘ ‘ o1 ‘ $10.000.00 S¢
@ ‘ hairs. 10000 S
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Non-PO Invoice Submission

‘!_ | @ — g 1 Discoun
‘ |Ta\ Category 8% GST/ Standard Weuments Special Handling [ | Discount Al vl luted Uiros
—— Taxes

Include Type Part # 89 GST / Standard Customer Part # Quantity Unit Unit Price Subtotal

@ MATERJAL ‘ 0% ZRS / Zero-rated s ‘ ‘ 1 ‘ Lot | $10,000.00 5G ‘ $10,000.00 SGD
09 00S / Out of Scope = — PI H d. t th t d t 'l

@ MATERJAL ) ‘ 1 ‘LOT | 10000 SGD ‘ ease Indicate e Tax aetalls.
0% ES / Exempted ! N, | ——

we | owe T %= ] @ To do this, choose the
correct tax category from
the dropdown menu.

M - @ Click the first checkbox.
@ ‘ 1 [ror |
= oy [onestismies V] ] e Click the "Add to Included
: . Tax details will then be Lines" button
= 1] populated for all line .
e oo items included in this
| — = L= Non-PO invoice. Note: Once done, please

review and make sure that the
line item details are correct.
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Non-PO Invoice Submission

awe | | E% @ Please check that the Non-

e — PO invoice total amount is
the same as the amount
robine | i | indicated in your hardcopy
Non-PO invoice.
Subtotal: $20,000.00 SGD View/Edit Addresses
Total T $1.600.00 SGD
Total Gross Amount: $21,600.00 SGD
O === € To submit this Non-PO
N invoice to SUTD, click the

Next button.
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Non-PO Invoice Submission

T == @You will be redirected to the
confirmation page. You can then do a

Create Invoice

M Sl e o il final review of the details of the Non-
. — e PO invoice to ensure accuracy.
[N
- @ If you see any errors/issues, please

click the "Previous" button to
update the Non-PO invoice.

To send the Non-PO invoice to
SUTD, click the "Submit" button.
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Non-PO Invoice Submission

@ You will be redirected to this page.
Invoice nonPO has been submitted.
@ Click “Print” to have a copy of the

Non-PO Invoice.
Print a copy of the invoice.
CNE NI EYEUEN. @ To exit, click the “Exit” link.
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Non-PO Invoice Submission

Home Enablement Discovery v Workbench Orders v Fulfillment v~ Invoices Payments Catalogs Mot
@After clicking the “Exit” link,
st you will be redirected to the
@ Workbench screen.
6 3 2 2 To check the Non-PO Invoice
Orders New orders Orders to invoice Invoices you jUSt Created:
Last 31 days Last 31 days Last 31 days Last 31 days
@ Click the “Invoices” tile.
Orders . .
Invoice . n _ The Non-PO Invoice will be
S aer Customer Reference Invoiced Date Amount Routing Status . . .
displayed in the list of
Singapore University of . .
nonPO , Nov 8, 2023 $21600 SGD Acknowledged newly submitted Invoices.
Technology and Desig...
sampleinvoi Singapore University of
. 4500006792 Nov 3, 2023 $259.74 SGD Acknowle{g‘ged
cel Technology and Desig...
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