Guide for Supplier on how to Retrieve a Draft Invoice.

1. After logging into your Ariba Account > Locate the Purchase Order where you created the
draft invoice for.

Go to Orders > Purchase Orders

SAP Business Network v Standard Account | Get enterprise account

Home Enablement Discovery ~ Warkbench Fulﬁllmwvoices v Payments Catalogs v More ~

Purchase Orders

Workbench

Order \nq‘ Purchase Orders

a. If you know the Purchase Order number:
i. Inputthe <Purchase Order number> in the Order Numbers field > Select
“Exact Match” radio button > Click “Apply” button
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ii. This will display the Purchase Order. Open the Purchase Order by clicking on
the Purchase Order link.
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Order Number 4 Customer Amount Date Order Status Amount Invoiced Actions.

4500006697 Singapore University of Technology and Design (SUTD) - TEST $20SGD  Sep19,2023 Received

b. If you don’t know the Purchase Order number:
i. Select “Partial Match” radio button > Select “Last 365 days” for Creation
Date field > Click “Apply” button.



New orders (1)
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. This will display all the Purchase Order that was send to you within 365 days.
Find the Purchase Order and open it by clicking on the Purchase Order link.

Orders (32)

“Editfilter | | Last 365 days

Customers Order numbers Creation date Order status
Select or type selections © Type selection Last 365 days v '—A—Aﬁ Select or type fic] ‘
| Last 365 days
(® Partialmatch () Exact match
Resend Failed Orders. ‘ (= 54
Order Number 4 Click on the Amount  Date Order Status Amount Invoiced Actions
purchase order
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2. Once you open the Purchase Order, you can locate the draft invoice by scrolling to the right
of the page and find “Draft Invoices” section.
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Purchase Order: 4500006697

Order Detail  Order History
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i
SINGAPORE UNIVERSITY OF
TECHNOLOGY AND DESIGN
From: o: Purchase Order
Customer ANID Test Supplier A (Received)
Singapore University of Technology and Design Orchard Road 4500006697
8 Somapah Road Singapore 238823 Amount: $20.00 SGD
Singapore 487372 Singapore Version: 1
Singapore Phone:
Fax:
Email: dwaribatesting@gmail.com
Payment Terms [ Routing Status: Acknowledged
NET 30 External Document Type: Purchase Order (PO)
within 30 days Due net glated Documents: 8000001514
== Draft Invoices: Invoice: Draft Invoice
Comments

2. All prices indicated in this Purchase Order (PO) are exclusive of GST. Allinvoices shall be billed to SINGAPORE UNIVERSITY OF TECHNOLOGY AND DESIGN and indicate .. View more »
[CONFIDENTIAL]

1. All purchases are subject to SUTD and/or its related entities standard terms and conditions published on SUTD website (http://www.sutd.edu.sg/procurement.aspx), e .. View more »
Notes to Supplier:

(Attn: Sunplien Please refer to auotation (Ref: 8801130121) dated 15.Jan 2023.

3. Click on the draft invoice link to open the draft invoice. You can continue to edit this draft
invoice. Once you are done, you can either save it as draft again or submit it to SUTD.



Routing Status: Acknowledged

External Document Type: Purchase Order (PO)
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Draft Invoices: Invoice: Draft Invoice
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Create Invoice

v Invoice Header

Summary

Purchase Order: 4500006697
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.

Remit To

Singapore
Singapore
BillTo: _ingapore University of Technology and Design

Singapore
Singapore

() Header level tax Line level tax

Shipping

Header level shipping (O Line level shipping

TEST MODE

Subtotal:

Total Tax:

Total Gross Amount:
Total Net Amount:
Amount Due:

$20.00 SGD

$1.60 SGD
$21.60 SGD
$21.60 SGD
$21.60 SGD
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* Indicates required field Add to Header v

View/Edit Addresses




