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INVOICING STANDARD PURCHASE ORDERS

This guide is relevant if Tirlan has sent you a Standard Ariba Purchase Order (PO) and you wish to
create an invoice against this PO.

A Standard Ariba PO will be easily identifiable, as the PO number will begin with the numbers 49 or 459.

Note: If you have received a PO that begins with the numbers 479, please refer to the guide: Ariba
Invoicing_Framework_ Purchase Order.

BEFORE YOU START:

o If this is your first time using Ariba and you do not have a username and password, complete
your registration first by following the instructions provided in the guide: Ariba Registration

ACCESSING THE PO

1. Log into Ariba with your username and
password.

31 21 2 30 0

From your workbench click on the ‘Orders
to Invoice’ tile and select the PO that you
wish to submit an invoice against.

tirlam .

REVIEWING THE PO DETAILS

2. You will be brought directly to the PO you

. . . Purchase Order: 4590138975
wish to invoice.

Create Order Confirmation l I Create Ship Motice ] I Create Invoice «

Order Detail Order History

4 Tirlan

From:

Glanbia Business Services
Glanbia Ireland DAC

Co. Waterford

X35 F207

Ireland

Phene: +353 () 056 8836000
Fax: +353 () 056 8336001
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IMPORTANT: Before you begin to create your invoice, review the PO details to ensure it contains accurate

guantities, prices and relevant line items.

You will not be able to create an invoice that does not match the PO

Contact the requester if the PO does not contain accurate information so that the PO can be amended. The

requester’s email address will appear on the PO.

ENTERING HEADER DETAILS

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

If Create Invoice is unavailable,
please refer to FAQ'’s guide

¢ Create Order Confirmation v ‘ Print - | Download PDF

Standard Invoice

Order Detail Order History

Line-ltem Credit Memo

4, Select Standard Invoice

v Create Order Confirmation v 1 Create Invoice ¥ 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
INV287657

Invoice #:*

6. Invoice Date

The Invoice date entered in Ariba will
determine your payment due date.

Please note you can only backdate invoices
up to 5 days in Ariba.

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

7. Enter your organisation’s VAT/ Tax ID.

Save this to your profile under
‘Company Settings’ to save you
having to enter this each time!

Summary

Purchase Order: 4900004835

Invoice #*  INV287657

Invoice Date:* = 9 Feb 2020

Service Description:

Supplier Tax ID: * I IE0000000T I
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Skip the section called Additional Fields
. Supplier VAT Customer VAT
and scroll down until you reach the
. . Suppl Ev‘-.’ﬁ'"ljx\D" Customer VAT/Tax ID:*  |E 9513123F
Supplier VAT section.
Identifier
Enter your VAT/Tax ID again here — (can I e

also be saved to profile!)

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

SELECTING LINE ITEMS TO INVOICE

9. Scroll down the page to the Line ltems :
section.
Insert Line ltem Options
For the line item(s) you do not wish to S g SNSRI
submit an invoice for at this time (i.e. for
goods or services not yet delivered), you No.  incude  Type Part # P—
can exclude these lines by clicking the . WATERIAL  NotAwilble  TESTITEM charges fost
include button. Excluded line items cannot be modified.
. ) . 2 MATERIAL Not Available TEST ITEM charges test
The button will turn grey when the line item [
haS been eXClUdEd. 3 ] MATERIAL Not Available TEST ITEM charges test
Tax
No Include Type Part # Description
4 @ MATERIAL Not Available TEST ITEM charges test
10. If there is only one line item but you only
need to partially invoice the PO, ensure
that you reduce the quantity on the line
item. - © e 2w
If the PO is setup with only a quantity of 1, _
but you need to invoice for half the PO at ety mt s
this time, enter 0.5 in the quantity field. PR = T @ st
Adjust this number to reflect the percentage e | owmen

of the PO you wish to invoice.

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 the PO requester to amend

the PO.




Document Reference: 05Ariba: Invoicing Standard Purchase Orders

Version: 01
Last Updated: 4" Sept 2023
Updated By: Maryjane Ahern

@ Tirlan

11. If there is only one VAT/Tax rate to be
applied to your invoice: Line Items
Put a check in the box beside Tax
Insert Line ltem Options
Category
23% VAT / Standard Rate v Shipping Docurnents
Line Items
Select the required rate from the dropdown. Insert Line Item Options
\/ Tax Category:  23% VAT / Standard Rate D Shipping Documents
Add to |n Cl u ded L| nes to apply the Shipping Documents Special Handling Discount Add 1o Included Lines
appropriate VAT/Tax rate to your entire
. . escription Customer Part 4 Quantity Unit Unit Price Subtotal
Invoice.
EST ITEM charges test 0 EA 5,50 EUR DEUR
12. If there are multiple VAT/Tax rates to be
applied to your invoice:
Insert Line Item Options
Select one VAT/Tax rate to start with. S o T —
Use the switcher beside each line to o e e . N
eXCIUde the “ne(s) that you do nOt Want to 1 MATERIAL Mot Available TEST ITEM charges test
add this VAT/Tax rate to. —
Excluded line items cannot be modified.
. . . ™ ot Available charges tes
(Lines which are grey will not have the rate N [
. . . . Excluded line items cannot be modified.
applied, lines which are green will).
3 @ MATERIAL Mot Available TEST ITEM charges test
Tax
Repeat Steps above until all No. Include Type Part # Description
VAT/Tax rates have been 1 @ MATERIAL Not Available TEST ITEM charges test
applied to the relevant line items.
*Remember to ensure all lines
are ‘Green, before proceedlng to Shipping Documents Special Handling Discount
SU bmlt,* escription Customer Part # Quantity Unit Unit Price Subtotal
EST ITEM charges test 0 EA 5.50 EUR 0EUR
13. | A) EMEA Suppliers:

For Suppliers whose transactions are
Zero Rated or Exempt, you will see two
dropdowns:

0% Supply Good or Service
0% Exempt Good or Service

Please select the relevant option.

Insert Line ltem Options

[ raxcategory: 9% vaT  Second Reduced Rate
[] Mo incude  Type Part#
D 1 ®© MATERIAL  Not Available
Excluded line ftems cannot be mouified.
D 2 o MATERIAL Mt Available
Excluded line fterns cannot be moified.
[] = © MATERIAL  Not Avallable

Taxes

9% VAT / Second Reduced Rate
13.5% VAT / Reduced Rate
23% VAT / Standard Rate

21% VAT [ Standard Temp rate (15t Sept 2020 until 2Bth Feb 2...

03 VAT / 0% supply good or service

0% VAT / Exempt good or service
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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

Category:* 0% VAT / Exempt goad or senvice

Taxable Amount: - 300.00 EUR
Rate(%): 0
Tax Amourt:  0.00 EUR

v

Location:

Description:  Exempt good or service

Regime

| —————————

‘ Exampt Detail:
D Reverse charge
A

14.

B) US Suppliers:

Select the applicable Sales Tax from the
dropdown menu.

Enter your Tax Rate in the field provided. If
there is no tax required, enter 0%.

15.

Once all applicable VAT/Tax rates have
been added, a VAT/ Tax line will appear
underneath each line item.

Review this information carefully
to ensure VAT/Tax rates have
been applied correctly.

Irchuse

<}

Type

MATERIAL

Parts Deseription

bt Balabie: TEST ITEN churges test

CEEGANT 235 VAT { Stendard Rate

16.

IMPORTANT: Ensure that you have not
added more than one VAT/Tax rate to line
items.

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), or
this will cause your invoice to be rejected
by Ariba.

V* 8% VAT Second Reduced ..

Law Reference:

Remuue

£
6.5 EUR

Gl (novsiue) ~

Date OF Supply:* | 9 Feb 2020 =]
Triangular Transaction

ADDING ATTACHMENTS TO YOUR SUBMISSION

For certain purchase types, Tirlan may require you to attach a PDF copy of your own invoice to your submission to
support tax validation. If you are required to attach a copy of your invoice, an error will occur if you try to submit
your invoice without adding an attachment.

All suppliers can attach a PDF copy of their invoice as a supporting document (even if it is not
mandatory for you to do so) but the amount that will be paid to you will be the amount that is

processed on your Ariba submission, not the amount on your PDF invoice.
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17. Scroll to the top of the page and click Add e —————
tO Headel’ Create Invoice
Suppler Tes 1D ‘ IEotoco0aT] |
18. Select Attachment from the dropdown
menu.
l Update ‘ ‘ Save | l Exit ’ “
* Indicates required field
Shipping Cost
EUR Shipping Documents
EUR
EUR Additional Reference Documents and Dates
Comment
I Attachment I
19. Scroll down the page to the Attachment
section (beneath Supplier VAT). e o
Click Browse.
20. Locate a copy of your PDF invoice from *
> Desktop » Inveices v O Search Invoices P
your computer. ———
A Name Date modified Type Size
FOI’ US Suppllers AISO your BOL and I\EInvm(eZSﬂW& 14/08/2019 16:51 I’"A(\th,':\(mhatn 144 KB
COA
Double click on the document you wish to
add to your submission. N
P
)
Invoice 259678 vl All Files (.7} v
Gancel
21. Select Add Attachment so that the
document iS added to your SmeiSSiOﬂ. The total size of all attachments cannot exceed 10MB
_C:Wsers'kellyallen\Desktop\Invoices\Invoice 259678.pdf
Add Attachment
22. If you have added your document
successfully, it will appear with the atacheents 7 I
Invoice 259679.pdf 146934 application/pdi

document name as per screenshot.
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SUBMITTING YOUR INVOICE

23.

At the bottom of the page, select Next.

‘ Updaie ‘ ‘ Save

24,

Review all of the invoice details displayed
before selecting Submit.

Create Invoice Pravious

Confirm and submit this document. It will be electronically signed according fo the countries of origin and destination of invaice. This fransaction

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

If you want your invoices to be stored in the Ariba long term document archiving, you can subscribe to an archiving service. Note that you will alsa be

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

Standard Invoice

579837 Subtotal: 500.00 EUR £463 75 GRP
Wednesday 14 Aug 2019 505 PM GMT+01:00 otal Tax: 11500 EUR GBP
780000087 Total Amount without Tax, 500.00 EUR £ GBP
Amount Due: 616.00 EUR £569.80 GBP

(1 Bure = 0.9265 British Pound)

Original Blanket Purchase Orde

25.

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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APPENDIX 1: INVOICES THAT REQUIRE A ‘GOODS RECEIPT’

The following information is relevant if you supply Tirlan with goods or services that require a goods receipt

note (GRN) to be completed by Tirlan before an invoice can be submitted.
What is a Goods Receipt Note (GRN)?

A GRN is an acknowledgement that is entered on Tirlan’s procurement system by the requester when
goods or services have been delivered.
How will | know if this rule is applicable to my invoices?

Suppliers will see that the Create Invoice option in Ariba is greyed out when a goods receipt has not been
completed.

When you hover over the greyed out button, a message will appear indicating that a receipt is required
before an invoice can be generated.

Purchase Order: 4590000229 Cannot generate an invoice for this order because there are no
receipts. At least one receipt is required.

1T V_l
‘ ®) Create Ship Notice =] Cre v Hide Changes Print Download PDF

¥ Create Order Confirmation v

Order Detail Order History

If this message appears, it means you will not be able to submit an invoice until the goods receipt has been
completed.

If you have delivered the goods or service and need to submit an invoice, please contact the requester
(email address can be found on the PO) as they will need to complete the goods receipt before you can
submit your invoice.

Once a goods receipt has been completed, the Create Invoice option will become available.
The following instructions are provided to help suppliers;

o Enable alerts to notify suppliers when a goods receipt has been completed by Tirlan
o Identify which PO line items can be invoiced against
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ENABLE GOODS RECEIPT ALERTS/NOTIFICATIONS
The following instructions are relevant if you wish to be notified if a goods receipt has been
completed by Tirlan and therefore you can submit your invoice(s).
1. Log into Ariba using the following
link and your username and
password. _ _ -
Unichem_F_Name Unich...
. nichemB013727 @ glanbia.i
In the top right-hand corner of the ACCOUNT SETTINGS e e
screen, click your Ir_utlals to get to Custome Retasionstips My Account
the Company Settings.
Users Link User IDs
Then select Notifications. I Contact Administrator
Application Subscriptions Unichem_5013727_TEST
ANID: AND1464301785-T
Account Registration Company Profile
NETWORK SETTINGS Settings
Electronic Order Routing Logout
Electronic Invoice Routing
Accelerated Payments
Remittances Security Disclosure  Terms of Use
Network MNotifications
2. Select the Network tab.
Account Settings
Customer Relationships Manage Users Motifications Application Subscriptions Account Registration
G EEry e
3. Scroll down the Receipt section.
JReceipt I
Enable this notification by clicking o s vien
the box. i I /| Send a notfcation when a new receipt i received. I . [elyatengaantio e
4. You can update the email address
that these notifications will be sent ||*"
tO. Receipt J Send a notification when a new receipt is received I kellyallen@glanbia e I



https://service.ariba.com/Supplier.aw/125042050/aw?awh=r&awssk=AYgkAl5b&dard=1&ancdc=1
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5. Select Save at the bottom of the
page to save your changes.

Save Close

6. When a goods receipt is
completed for a PO that you need
to invoice, you will now receive an
email notification.

LU ETAN

Dear Amalgamated Hardware Ltd (Partners)-TEST,

You have received a new receipt. You can find this receipt in your online Inbox.
Customer: Glanbia Plc

Supplier:

Receipt No.: 5001703582

Receipt date: 2019-11-19 07:07:45 America/Los_Angeles

Order No.: 4590000510

This receipt is available to you online: 5001703582

If you are unable to launch a browser using this link, copy the link and paste it into the
address bar of any of the supported Web browsers to form a single-line URL.

1f you have any questions regarding this receipt, please contact Glanbia Plc directly.
Please do not reply to this email. Replies to this email will not be responded to or read.

© 2017 SAP Ariba All rights reserved.

7. To access the relevant PO, click
on the receipt number provided in
the email.

AP Ariba /\

Dear Amalgamated Hardware Ltd (Partners)-TEST,
You have received a new receipt. You can find this receipt in your online Inbox.

Customer: Glanbia Plc

Supplier:

Receipt No.: 5001703582

Receipt date: 2019-11-19 07:07:45 America/Los_Angeles
Order No.: 4590000510

This receipt is available to you online:}5001703582

If you are unable to launch a browser using this link, copy the link and paste it into the
address bar of any of the supported Web browsers to form a single-line URL.

If you have any questions regarding this receipt, please contact Glanbia Plc directly.
Please do not reply to this email. Replies to this email will not be responded to or read.

© 2017 SAP Ariba All rights reserved.

8. This will bring you into the receipt
in Ariba. You can then scroll
across to Related Documents
where you will be able to click on
the PO number.

Receipt No.: 5001703582
Receipt Date: 19 Nov 2019

Routing Status: Sent

Related Documents: || 4590000510

Delivery Address Type Unit Rate Amount Status

10
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9. This will then bring you directly to AP Ariba Network

the PO where you can select
Create Invoice to begin the Purchase Order: 4590000510
invoicing process.

Standard Account Upgrade

v Create Order Confirmation v || W/ Create Ship Notice |I =l Create Invoice v I |

Order Detail Order History

11
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APPENDIX 2: IDENTIFYING THE PO LINES AVAILABLE TO INVOICE

IDENTIFYING WHICH PO LINE ITEMS ARE AVAILABLE TO INVOICE AGAINST

will only be able to submit an
invoice for the same quantity that
has been goods receipted by
Tirlan.

If you try to submit an invoice that
exceeds the received quantity by
Tirlan you will receive an error
message.

Customer Part # Quantity

000000000006014613 200,

1. Access the PO you wish to submit
A ) inst Purchase Order: 4590138975
an invoice against.
[ Create Order Confirmation + l [ Create Ship Motice ] [ Create Invoice
If the Create Invoice button is
selectable and not greyed out, Orderemi. | Orer History
then it is possible to submit an W Ticl&
invoice against either all or some Fm_:'- Irlan
of the PO line items. Glanbia Business Services
Glanbia Ireland DAC
Co. Waterford
X35 F207
(You do not need select Create Fhone: +253 0 05 BE35000
Invoice at this time) B
2. Scroll down the page to the Line | I
|tems Sect|0n Line Items Show Item Details =
’ Line # Part #/ Description Type Return Qty (Unit) Need By Unit Price Subtotal
10 Non Catalog Item Material 10.000 (EA) 9 Sep 2019 100.00 EUR 1,000.00 Details
EUR
Contract Labour
20 Non Catalog Item Material 6.000 (EA) 9 Sep 2019 50.00 EUR 300.00 Details
EUR
Spare parts
3. Select Show Item Details
Line ltems =
Line # Part # / Description Type Return Gty (Unit) Need By Unit Price Subtotal
10 Non Catalog Item Material 10.000 (EA) 9 Sep 2018 100.00 EUR 1,000.00 Details
EUR
Contract Labour
20 Mon Catalog Item Material 6.000 (EA) 9 Sep 2019 50.00 EUR 300.00 Details
EUR
Spare parts
4, Further detail will be displayed
K i i i i Line ltems Hide Item Details
which will indicate the quantity
that has been goods I’ecelpted by 10 Non Catalog tem Material 10000 (EA) 95ep2019  100.00 EUR LUU(;S; Summary
T| r| an. Contract Labour
Status
10 Invoiced Amount; 1,000.00 EUR
10.000 Unconfirmed
5. When creating your invoice, you

|! Quantity exceeds the received quantity limit of 20EI.SDD|

12
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