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COMPLETING A REQUEST FOR CREDIT

This guide is relevant if you have received a Request for Credit PO against an order previously
invoiced through Ariba.

A Request for Credit is created by Tirlan where a Credit Memo against the original Purchase order is
not possible. For example the goods were sourced over multiple POs, the POs have been closed, or
are not identifiable.

Request for Credit POs will be clearly identifiable as they will contain the text

‘This is a Request for Credit — This is not a Purchase Order (PO) Please submit the credit amount
using the ‘Create Invoice’ button above.’

INSTRUCTIONS:

ACCESSING THE ‘REQUEST FOR CREDIT’ PO

1. Log into Ariba to locate the PO that requires action by clicking here. Supplier sign-in

2. Enter your username and password that you generated during the ‘ sernarme ‘
registration process.

Password

See guide: Ariba Registration Guide. ‘ ‘

Select Sign In. =]

3. When you have successfully logged in to Ariba, locate the Request for Credit PO that an Invoice needs
to be issued against, and click the PO number to open it.

See guide: Locating Purchase Orders.

4, You will be brought directly to the Request for Credit PO
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@ The company logo has been uploaded from a source specified by the buyer. X
Neme: Gianbis Business Servces  Version  Date Submitted Order Total
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1a 21 May 2026, 14:25:59  2,000.00 EUR
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Details

General

ax
+353 () 056 7750500



https://www.google.com/url?sa=i&url=https%3A%2F%2Fen.wikipedia.org%2Fwiki%2FGlanbia&psig=AOvVaw3Hcd4WZurelTgfzGX4MpVD&ust=1587036950998000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCLDx4cOr6ugCFQAAAAAdAAAAABAD
https://service.ariba.com/Supplier.aw/125152049/ad/login/SSOActions
https://www.tirlan.com/tirlan-support
https://www.tirlan.com/tirlan-support

Document Reference: 7bAriba: Request for credit

Version: 02
Last Updated: 18" May 2026

@ Tirlan

COMPLETING THE REQUEST FOR CREDIT

5. Select Create ‘Create’, then select ‘Invoice’ at the top of the screen. -
Create v Resend
If Create Invoice is unavailable, Orday Canhmation
please refer to ARIBA FAQ’s Ship Notice
Invoice I
Credit Memo
6. Accept Request for credit v Ivoite Hoader
checkbox
Please be advised that only one tax rate should be applied per PO line item. Splitting line items across multiple tax rates will result in a failed transmission.
I J Reguest for Credit acceptance - Please accept this request for credit and submit your credit note for this amount to Glanbia I
Summary
Purchase Order. 4580000907
Iy *| Request for Credit
Invaice Date:* | 30 Apr 2020 =
Supplier Tax ID: | 231111111
Remit To: Charm Sciences Inc
Boston , MA
United States
Bill To: ¢lo Glanbia Business Services Inc.
4255 Meridian Parkway, Suite 151 | Aurora
United States
7. Enter your invoice number Summary
Input your organisation’s Purchase Order: 4500001093
internal invoice reference here. o
Invoice #:* | Credit 1234
Enter your invoice date Invoice Date:* | 24 Jun 2020
Enter your Tax/ Vat ID Service Description:
Supplier Tax 1D:* | je1234567
8. Skip the section called

Additional Fields and scroll
down until you reach the
Supplier VAT section.

Enter your VAT/Tax ID again
here

Supplier VAT

Supplier VAT/Tax 10:* | 1E000000000T

Supplier Commercial
Identifier:

Supplier Commercial
Crecentials

Customer VAT

Customer VAT/Tax 10" E 9513123F
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9. Scroll down thg page to the Lt s L L 1 sy s
Line Items section.
Insert Line tem Optons
The Request for credit PO DTaxDategﬂvy 0% VAT  Second Reduced . v D Shipping Docurens DSaeua\Hauu‘mg DD\scwm Acd o ncluced Lires
should match exactly the
amoun t yOU haVe agree d tO D No. Inclide  Type Pat# Destription Customer Part # Quetry Uit UnitPrice Stbtetal
cre d |t t (o} T| rl a'n D 10 a MATERIAL ~ Non Catelog ltem LEEK WHITE FRESH DICED 10MM 000C00000001004182 10 kG 160EWR  160.00EJR
Picing Detals Price Unit: KG Piice Unit Quanty: 1
It Conwersinr: 1 Nesrrintin
10. Select Tax Category
Line Items
A) EMEA SupplierS: Insert Line Item Options
J Tax Category:  23% VAT / Standard Rate Shipping Documents
Select the applicable VAT/Tax
rate from the dropdown menu.
Insert Line ltem Options
B) US Su ppliers: o/ TaxCategory: 230 VAT Standard Rate Shinnina Racumen . Spec
Taxes
Select the applicable Sales No. Include Type Part # 9% VAT / Second Reduced ... omer Pa
TaX from the drOpdown menu 1 © MATERIAL Not Available 13.5% VAT / Reduced Rate
’ Excluded line items cannot be modified. 23% VAT / Standard Rate
T [ apply ey 2 ®© MATERIAL Not Available 0% VAT / Zero Rated / EX...

of VAT/TAX that you entered on
the original invoice

Excluded line items cannot be modified.

ADDING ATTACHMENTS TO YOUR SUBMISSION

For certain purchase types, Tirlan may require you to attach a PDF copy of your own Credit Document to your
submission. If you are required to attach a copy of your credit document, an error will occur if you try to submit

your credit memo without adding an attachment.

11. Scroll to the top of the page and -/ ETTD et e
click Add to Header. Creste mice
|
12. Select Attachment from the

dropdown menu.

EUR
EUR
EUR

* Indicates required field Add to Header v

Shipping Cost

Shipping Tax
shipping Documents

Additional Reference Documents and Dates
Comment

Attachment
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13. Scroll down the page to the

Attachment section (beneath Suppiler VAT 1+ tEpobocoponT Cusomer VATTa 0 1E ss1a1zaF
Supplier VAT). e
Click Browse.
Zo
14. Locate a copy of your PDF credit x
memo from your computer. ? DeHlop » moiess [B] | Search vsice 2
e @ @
"~ Name - Date medified Type Size
Inveice 259678 14/08/2019 16:51 Adobe Acrobat D... 144 KB
Double click on the document
you wish to add to your
submission. G
M
ol
Invoice 259678 v‘ All Files (%) ~
B

15. Select Add Attachment so that
the document is added to your

submission.

If you have added your document
successfully, it will appear as per
screenshot.

Add Attachment

Attachments

The total size of all attachments cannot exceed 10MB

C\Users'kellyallen\Desktop\Invoices\Invoice 259678 pdf

SUBMITTING THE REQUEST FOR CREDIT

16. At the bottom of the page,

select Next.

Review the details of the credit
and select Submit.

Update

Create Invoice

Confirm and submit this document. It will be electronically signed according to the countries of origi

nd

L = ‘

Trade. The document

country is:ireland.

invoice. ion qualifies as Domestic

yisi . The
1f 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 also be able to archive old

invoices once you subscribe to the archiving service.

Standard Invoice

Invoice Number: Gredit 1234

Invoice Date: Wednesday 24 Jun 2020 10:11 PM GMT+01:00

Original Purchase Order: 4590001093

REMITTO:
Meadowfresh Foods Ltd-TEST
Postal Address:

Test

Waterford

Ireland

Tax ID of Supplier: ie1234567

BILL TO:
Glanbia Chilled Foods

Postal Address:
Glanbia Foods Ireland Limited

PO Box 16. Dungarvan Co. Waterford
X35 F207

Ireland

Address ID: GHIL

Subtotal 160.00 EUR

Total Tax 21.60 EUR
Amount Due: 181.60 EUR
SUPPLIER:

Meadowfresh Foods Ltd-TEST
Postal Address:

Test

Waterford

Ireland
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