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1. PO Invoice Submission
Via Ariba Supplier Network



TRAILBLAZING A BETTER WORLD BY DESIGN.

PO Invoice Submission

After you have received 
the PO from your 
customer and you need 
to do invoicing, find the 
PO and open the PO in 
your supplier account.
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Note: You will need to perform 
the acknowledgement of 1st PO 
before you can submit your 
invoice to SUTD. Otherwise, you 
will not be able to view the PO



PO Invoice Submission

You can find the PO from SUTD by using 
the correct filter. 
• The default value of your filter will be

Last 31 days.
• Change the filter by going to “Creation

Date” field and choose “Last 365 days”;
• OR filter by “Order numbers” and paste

PO number from SUTD (only if you have
known the PO number). Choose “Exact
match” radio button.

• Once you have the correct filter in
place, click “Apply”.
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PO Invoice Submission

In the PO details page

1. Click on “Create Invoice” button and
select “Standard Invoice”
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Note: If the “Create Invoice” button is greyed out; this could 
indicate that:

• The current account is not allowed to issue invoices. In
this case, please reach out to your Ariba Administrator

• Or, this PO does not have Goods Receipt document (for
Standard POs) or Service Entry Sheet (for Service POs). In
this case, please reach out to SUTD Buyer.
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PO Invoice Submission

You’ll be taken to Create Invoice page.
You’ll be required to provide all required 
information.

1. Enter the “invoice Number”. Please
make sure that the input value is the
same as the Invoice Number indicated
in your hardcopy invoice.
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PO Invoice Submission

You’ll be required to provide all 
required information.

1. For tax, please choose the "Line
level tax".

2. Please check if the Shipping and
Payment Terms are correct.
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PO Invoice Submission

You’ll be required to provide all 
required information.

In this section, please don't 
forget to indicate SUTD Buyer.

1
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< SUTD Buyer email address >
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PO Invoice Submission

Please provide all the required information.

1. Tax Invoice Number is mandatory.

2. Please attach the softcopy of the
invoice by clicking “Add to Header” and
select “Attachment”

1. Scrolling up the form, a section
“Attachments” will appear.
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PO Invoice Submission

1. To add the attachment in the
“Attachments” section:

1. Click “Choose File”.

2. Select the file to upload.

3. Click “Add Attachment”

4. Files attached for this invoice will
be displayed here.

5. Tick the checkbox next to the
attached pdf. file. Otherwise, the
submission cannot proceed to the
next page.
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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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PO Invoice Submission

1. For standard POs, you can update the
invoice quantity.

1. For full invoice, retain the pre-
populated quantity.

2. If the invoice quantity is not the
same as the pre-populated
quantity, please amend
accordingly.
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Note: You cannot increase the 
invoice quantity more than the 
pre-populated quantity (i.e. from 
100 to 101).
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PO Invoice Submission

1. For service POs, only the line iten
description can be updated but not the
pre-populated amount.

2. To submit different invoice for multiple
line item, you can also choose to
exclude some of the line items. Simply
click on the button in the "Include"
column.

1. Grey means the line item will be
excluded from this invoice .

2. Green means the item will be
included in this invoice <click the
button again>.
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PO Invoice Submission

Please indicate the tax details

1. Choose the correct tax category
from the dropdown menu

2. Click the first checkbox.

3. Click the "Add to Included Lines"
button
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Tax details will then be populated for 
all line items included in this invoice.
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PO Invoice Submission

1. Next, please review and make sure
that the line item details are correct.

2. Check that the invoice total amount
is the same as the amount indicated
in your hardcopy invoice.

3. Click the Next button.
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PO Invoice Submission

You will be directed to the confirmation 
page. 

Please do a final review of the invoice 
details to ensure accuracy.

1. If you see any errors, click on the
"Previous" button to update the invoice.

2. If you want to save the document as
draft, click on the "Save" button.

• Draft invoice will not be sent to
SUTD and can only be kept for a
couple of days.

3. To send the invoice to SUTD, click on
"Submit" button.
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PO Invoice Submission

You will be redirected to this page
.
1. You can click "Print" to have a copy of

the Invoice.

2. To exit, can click the "Exit"21
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PO Invoice Submission

After submitting the invoice to SUTD, you 
wil be redirected to the Purchase Order 
Screen.

1. The created invoice can be found in the
"Related Documents" section.

1. You can click on the invoice
number to view the created 
invoice.
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PO Invoice Submission

1. Here you can view the details of the
Invoice;

2. Or the transaction log of the Invoice.

3. To close the current screen, click
"Done" button.
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