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INVOICING FRAMEWORK PURCHASE ORDERS

This guide is relevant if Tirlan has sent you an Ariba Framework Purchase Order (PO)

If you have received a PO that begins with the numbers 479, this is a Framework PO that you will
submit multiple invoices against for a specified period and these invoices will be approved by the
designated Tirlan approver.

Please follow the instructions provided in this document to submit your invoices to Tirlan.
BEFORE YOU START:

o Ifthis is your first time using Ariba and you do not have a username and password,
complete your registration first by following the guide: Ariba Account Registration.

o Once you have generated a username and password, proceed to follow the below
instructions.

INSTRUCTIONS:

ACCESSING THE PO

1. | Log into Ariba with your username

and password. =

From your workbench click on the 31 21 2 30 0
‘Orders to Invoice’ tile and select s
the PO that you wish to submit an
invoice against. e

rder Number Customer Amount  Date &
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2. | You will be brought directly to the
PO you wish to invoice.

Purchase Order: 4590138975

Create Order Confirmation ] [ Create Ship Notice l [ Create Invoice ]

Order Detail Order History

+ Tirlan

From

Glanbia Business Services
Glanbia Ireland DAC

Co. Waterford

X35 F207

Ireland

Phone: +353 () 056 8836000
Fax: +353 () 056 8836001

ENTERING HEADER DETAILS

3. | Select Create Invoice at the top
of the screen.

¥ Create Order Confirmation ‘ Print - | Download PDF

Standard Invoice

Order Detail Order History

Line-ltem Credit Memo

4. | Select Standard Invoice

¥ Create Order Confirmation 1 Create Invoice v Print - | Download PDF

Standard Invoice

Order Detail Order History

Line-ltem Credit Memo

5. | Enter your Invoice #

Input your organisation’s
internal invoice reference here.

Create Invoice

¥ Invoice Header

Summary

Purchase Order: 4900004835

Invoice #:* | INV287657

6. | Invoice Date

The date you submit the invoice
through Ariba will be the invoice
date.

Invoices should only be
submitted through Ariba once
the goods or services have been
delivered.

Summary

Purchase Order: 4900004835

Invoice #*  INV287657

Invoice Date: * I 9 Feb 2020 I

Service Description:

Supplier Tax ID:* ' IEO000000T
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Additional Fields and scroll
down until you reach the Supplier
VAT section.

Enter your VAT/Tax ID again
here.

US Suppliers: If the Customer
VAT/Tax ID is not automatically
defaulted, enter the number 1 in
this field.

Supplier VAT/Tax ID: |EQQ0000000T

Supplier Commercial
Identifier:

Supplier Commercial
Credentials:

7. Enter your organisation’s Tax ID
Summary

You can save this to your profile Purchase Order: 4900004835

under ‘Company Settings’ to Invoice #:* | INV287657

save gnterlng this manually Invoice Date:* | 9 Feb 2020

each time.

Service Description:
Supplier Tax ID:* I IE0000000T
8. Skip the section called
Supplier VAT Customer VAT

Customer VAT/Tax ID:* | |E 9513123F

SELECTING LINE ITEMS TO INVOICE

Service

9. Scroll down the page to the
-
Blanket PO section. Please m
. . Line Quantity uom Price Part # Auxiliary Part 10 Description
|gn0re a” Other sections 10 Undisclosed ce2 Undisclosed  Non Calalog ltem Catring Services
v | Edil ‘ | Jelete
10. | Select the line you need to invoice
. Blanket PO Items
agaInSt' Line Quartity UM Price Part # Auxiliary Part ID Descriplior
10 Undisclosed ce2 Undisclosed Non Calalog ltem Catering Services
Check the description carefully to o | e ][ oo
ensure you are invoicing against
the correct line.
11. | Select Create Blanket PO Items
Line Quantity UoM Price Part # Auxiliary Part ID Descriptior
~/ 10  Undisclosed ca2 Undisclosed Non Catalog ltem Catering Services
e
12. | Select either Goods or Service
Blanket PO Items
Line Quantity UoM Price
\/ 10 Undisclosed ce2 Undisclosed
XN - [
Goods
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ENTER INVOICE DETAILS

13. | The following screen will appear.

Blznket PO ltem

o Port ID Deciptican Subtotal
Tess Foou Validty Peos 12 menths 235 Unsiscloss

) Undisciased c6z Undselosed  Hon Cetalog llem

rts: Non Catalog fom

“amem

Subisel 000EUR

14. | Enter 1 in the Quantity field.

¥ Invoice Item

e

Unit Price:* | 0.00 EUR

Subtotal:  0.00 EUR

15. | Enter the total amount of the
invoice before VAT/Tax in the
Unit Price field.

Quantity: * 1

Unit Price:* I 500.00 EUR I

Subtotal 0.00 EUR

ADDING VAT/TAX TO LINE ITEMS

IMPORTANT: The PO must contain separate line items for different VAT/Tax rates.

You cannot add different VAT/Tax rates to one single line.

If the PO does not contain separate lines for different VAT/Tax rates, please contact your Tirlan
representative to amend the PO.

16. | Select Line Item Actions

Uit Fice.* | 500,00 BUR

ok 0.00 EUR

17. | Select Tax

* Indicates required field Line Item Actions v

Unit: C62 —
Tax
Part #:  Non Catalog Item
Discount
Comment

Attachment
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18. | Scroll down to the section called Tax.
Tax feqory * 23% VAT Taxdble | 500,00 EUR e
Rogin 115,00 EUR
Exempl | (no valug) v
Reversa charge
19. | Select the applicable VAT/Tax rate from the . EI ]
ax Cateqory* | 23% axable | 50000 EUR e
dropdown menu.
Regime: A Tax Amount | 115.00 EUR
Exempt | (no valug) ~
Jatal
Ravarsa charge
20. | IMPORTANT: Ensure that you have not
added more than one VAT/Tax rate to the rn oy AT St et rumsie s | 15005
line item(s). acion Tax ot 38.45 EUR
Description:  Standard Rate. Exempt Detail:  (no valug) ~
If you have added more than one VAT/Tax = =
rate to a line item, use the Remove button
to delete the additional VAT/Tax rate(s).
If you submit multiple et st et | powtar
VAT/Tax rates to one line =
item, your invoice will be = oo 8
rejected by the Ariba system. :
21. | A) EMEA Suppliers:
Supp“erS pl’OVIdIng Zero Rated OI’ ‘:::w.: Type \‘;n:. Description Customer Part & Quantity unij
Exempt transactions; you will see two .
dropd OWHS. ategory:* 0% VAT / Zero Rated / Ex. ount oa?soEUR
0% Supply Good or Service
Pro-Pay (=] [}
0% Exempt Good or Service
If your Goods or Services are subject to
Reverse Charge VAT accounting then
please ensure you indicate this by putting a
‘check’ in the ‘Reverse Charge’ box on your
VAT line. Tax Cotsany*| 08 VAT | Exempt good o senice v Taxable Amount 30000 EUR

Rata%): 0
Tax Amount: 0.00EUR

Location:

Exempt Detail:

(no value) v

Description:  Exempt good or service

Regime:

| ] Reverse charge
A

—————




Document Reference: 06Ariba: Invoicing Framework Purchase Orders
Version: 02

Last Updated: 4" Sept 2023 ~
Updated By: Maryjane Ahern %Tiflan

ADDING ATTACHMENTS TO YOUR SUBMISSION

For all invoices submitted against a Framework PO, you must attach a PDF copy of your own invoice to your
submission.

Please note that you will be paid based on the details provided in your Ariba submission, not
based on the amount on your PDF invoice.

22. | Scroll back up to the top of the page and

click Line Item Actions and select + Ivolee em
Attachment. s — -
23. | Scroll down the page to the Attachment | —
section (beneath Supplier VAT). ot seongs | o —
Click Browse.

“Attachments

The total size of &l sttachments cannot excesd 10MB

Browse... Add Attachment

24. | Locate a copy of your PDF invoice from
5 Desktop » Invoices v O Search Invoices »
your computer. . e

A Name Date modified Type Size

—
1] invoice 259678 14/08/2019 16:51  JAdobe Acrobat D... 144 KB

Double click on the document you wish
to add to your submission.

Invoice 250678 v [anFites ¢ -

25. | Select Add Attachment so that the
document is added to your submission. The total size of all attachments cannot exceed 10MB
_C:\Users'kellyallen\Desktop\Invoices\Invoice 259678.pdf

Add Attachment
26. | If you have added your document
successfully, it will appear as per Atachms
ScreenShot Invoice 250678 pdf 148034 application/pal
L Delate

27. | Once you are happy with all of the

invoice details and the relevant
attachment has been added, select Create Cancel

Create.
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MULTIPLE INVOICES

If you have multiple invoices to submit at this stage or you need to create an invoice against another line on
the Framework Order, please follow the below steps.

Please skip to Step 32 if this step is not relevant to you and you are ready to submit your invoice.

28. | You will be brought back to the first page

where you will see it has been updated with Blanket PO ltems
the invoice you have just created. Now you EXITy
v 10 Undisclosed c62 Undisclosed Non Catalog Item
can 1 I 10.1 . cB2 0,00 EUR Non Catalog ltem
. Line Quantity uom Price Part #
Select the same line to create another » Undiclosed Undsdosed  Non Catlagfem
invoice OR
Select a different line to create an invoice
against
29. | Select the line you wish to create an invoice
for Blanket PO Items
Line Quantity uom Price Part #
E v 10 Undisclosed ce2 Undisclosed ~ Non Catalog Item
101 ce2 Non Catalog ltem
1 50.00 EUR
Line Quantity uom Price Part #
20 Undisclosed c62 Undisclosed Non Catalog Item
Create v H Edit ‘ ‘ Delete

30. | Then select Create > Service as before.
Blanket PO ltems

Line Quantity UOM
J v 10 Undisclosed C62
101 C62
1
Line Quantity UOM
20 Undisclosed CcB2
o RN

Goods

Service

31. | You will be directed to the same page as
before when you created your first invoice. o e ¥

Non Catalog llem

T Invoice Item

Repeat steps 12-31 and continue until all —
required invoices are created. I
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SUBMITTING YOUR INVOICE

32. At the bottom of the page,

select Next.

‘ Update ‘ ‘

Save ‘ ‘

33. Review all of the invoice
details displayed before

selecting Submit.

Create Invoice

Fravious

qualifies as intra-EU Trade. The document's originating country is:United Kingdom. The document's destination country is: Ireland.

If you want your inveices to be stored in the Ariba long term document archiving, you can subseribe to an archiving service. Hote that you will also be

able to archive old inveices once you subscribe to the archiving service.

Standard Invoice

Sublotal: 500.00 EUR £41
otal Tax 11500 EUR £10555 GAP
Total Amount without Tax. 50000 EUR €463 25 GBP
Amount Due: 616.00 EUR £569 80 GBP
(1 Euro = 0.9265 British Pound)

Wednesday 14 Aug 2019 505 PM GMT+01-00

Original Blanket Purc 4790000057

o ‘ o

Confirm and submit this document. It will be electranically signed according fa the countries ef origin and destination of inveice. This fransaction

34. Once you have
successfully submitted your
invoice, you will receive the

following message.

Invoice 579832 has been submitted.

+ Print a copy of the invoice.
+ Exit invoice creation
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