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

Go to Orders > Purchase Orders
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If you know the Purchase Order number:

Input the <Purchase Order number> in the Order Numbers field > Select “Exact Match” radio button > 
Click “Apply” button
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This will display the Purchase Order. Open the Purchase Order by clicking on the Purchase Order link.

Guide for Supplier on how to Retrieve a Draft Invoice 
via Purchase Order



A BETTER WORLD BY DESIGN.

If you don’t know the Purchase Order number:

Select “Partial Match” radio button > Select “Last 365 days” for Creation Date field > Click “Apply” button.

Guide for Supplier on how to Retrieve a Draft Invoice 
via Purchase Order



A BETTER WORLD BY DESIGN.

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.
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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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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.
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Do note that a draft invoice has a 
retention period of 50 days. 

If you edit it again, the draft is saved for 
50 days from its latest change date.

You can edit a draft invoice more than 
once.

If the invoice is not submitted or edited 
within 50 days from the last change 
date, the draft invoice is automatically 
deleted.

Guide for Supplier on how to Retrieve a Draft Invoice 
via Purchase Order



Guide for Supplier on how to Retrieve a Draft Invoice 
via Invoice Search



A BETTER WORLD BY DESIGN.

The other way to retrieve the Draft invoice is go to Invoices Tab > Click Invoices 
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Click the Draft invoices section. Then it will display all draft invoice/s created. 
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Click the Actions (…) on the right side of invoice. Then select Edit to update and submit the draft invoice. 
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Thank you
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