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OFFICIAL

This Quick Reference Guide (QRG) addresses how

to submit an invoice via the SAP Business Network
against a TAFE NSW contract.

Topic

. Audience TAFE NSW Suppliers
Audience PP
Backeround TAFE NSW uses the SAP Business Network as its preferred
Background 8

eProcurement Solution.

Suppliers are required to receive Purchase Orders (POs) and
Contracts via their SAP Business Network Account and submit their
invoices electronically through the Network.

When a supplier is ready submit an invoice against a contract, the
process steps are:

1) Log in to the supplier’s SAP Business Network Account

2) Find the relevant TAFE NSW contract in the Account

3) Select the relevant line items in the contract to invoice against
4) Complete all the relevant fields in the invoice

5) Submit the invoice via the SAP Business Network.

The invoice will be routed for approval within TAFE NSW, and
standard payment terms apply.

TAFE NSW SAP Business Network Supplier Training 3




OFFICIAL

The TAFE NSW Business Contract Manager will advise you when your
contract with TAFE NSW has been set up in the SAP Business Network.
Once that has been done, navigate to supplier.ariba.com and enter in your
Username and Password.

Forgot Username or Password

Mew to SAP Business Network?
Register Now or Learn Mare
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supplier.ariba.com
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From the ‘Home’ page of your SAP Business Network Account, click on the ‘Create’
dropdown in the top right-hand corner of the screen.

SAP™ Duniness Notwork v Erservie Account TEST MOOE
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Select ‘Contract invoice’ from the dropdown list.

Create \v | oco

PO Invoice

Non-PO Invoice /

Contract Invoice

Service Entry Sheet

Time & Expense Sheets
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The following screen will appear. If you have multiple customers in the SAP Business
Network, you can search for the customer’s name. Otherwise, use the radio button to
select ‘Technical and Further Education Commission’ from the list and click on ‘Next.

Technical and Further Education Commission - TEST

[~ ]
Customer Name: S ‘ Search
Customer 1
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At the next screen, select the radio button for ‘tafecheckout’ and then click on ‘Next.

Business Unit Address 1

tafecheckout
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The screen below will appear. You may have more than one contract
with TAFE NSW, so you will need to search for the correct one. To do
that, click on ‘select’ next to the words ‘Contract: * (no value)'.
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The following screen will appear. If you only have one contract with TAFE NSW, select that
one. If you have more than one, be sure to select the correct one that you want to invoice
against. The contract will then appear in the previous screen.

Choose Value for Contract

| [ Search

Effective Date Expiration Date Status T

C286 (CW13021) Nicole Contract Workspace - 10C  Tue, 27 Jun, 2023 Thu, 27 Jun, 2024  Open

Create Contract \gvoice: Select Contract
Enter the information requeste: the fields below. Required fields are indicated with an asterisk (*). Click Next to continue creating the invoice.

Contract: * £286 [ select]
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Complete the rest of the fields on this page, and then click on ‘Next’.
Note: The invoice number cannot be more than 16 characters.

Create Contract Invoidg Select Contract

Enter the information requested in the fie
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The ‘Invoice Header’ screen will appear. Complete all the mandatory fields marked with an
asterisk*. In the ‘Service Description’ field, put ‘See attached invoice/s’ or ‘See attached
spreadsheet’, depending on what sort of a document you attach later in the process.

Create Invoice

TAFE NSW SAP Business Network Supplier Training 12




ORHCIAL

After the ‘Summary’ section, the next section is ‘Tax.” TAFE NSW invoice amounts need to be added
ex-GST. Tax will be added automatically depending on the type of tax selected in the Header or at the
Line Level. If you are only invoicing against one or two lines in the Contract, and all items are taxable,
then tax can be left at the default ‘Header level tax.’ If different lines attract different tax, or you are
invoicing against multiple lines in the Contract, then you will need to select ‘Line level tax.’
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The next section is called ‘Additional Fields.’ This section is optional and can be used to
provide more information about your invoice if you wish.

Additional Fields

Information Only. No action is required from the customer.

Supplier:  Sarbu Interiors-TEST Cuciomer.  TeChnical and Further Education Commission -
Customer, To¥

SYDNEY New South Wales
Australia Ultimo New South Wales
Australia

Sarbu Interiors-TEST

SYDMEY New South Wales
Australia
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The next section is called ‘Add to Header. Click on the dropdown arrow and scroll
down to ‘Attachment.’

Add to Header v

Add to Header «

Shipping Documents

Special Handling

Additional Reference Documents and Dates

Comment

Attachment
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There are two steps to'addirig an attachment. First select ‘Choose File’ to select the invoice/s from your
ERP/Accounting System to attach. Alternatively, you can attach a summary spreadsheet, or any required
document that you need to attach for evidence. Your TAFE NSW Contract Manager may require certain
documents to be attached here. Once you have chosen the relevant files, you will need to select ‘Add
Attachment’ to attach them to the SAP Business Network invoice. When the file/s have been successfully
attached, you will see them as a blue-text hyperlink on the screen.
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The next Section is the Line Item section. This is where you will add the lines to invoice against
from the Contract. Select ‘Add items.’

L
l Line Item Actions I[ Add ltems ”
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You will come to the ‘Create Contract Invoice: Add Contract Items’ screen. Here you
will see one or more lines that you are able to invoice against. You will need to look at
all the lines and decide which you are going to invoice against.

ICreaze Contract Invoice: Add Contract Item I
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Once you have identified the correct line item, put the ex-GST value from your ERP/Accounting

system invoice into the ‘Quantity’ field for that line. Then click ‘Add Item.” You will notice that
an item has been added to the shopping cart on the right-hand side of the screen. If you need to
invoice against additional line items, follow the same process until you have added all required
lines. When you are finished, click ‘Done.’
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Now you will be back in the invoice screen. Check that you have added all the lines you needed to add,
and the ex-GST value is correct. If you have made a mistake, or have forgot to add an item, you can
select ‘Add Items’ again or select ‘Change Items.” You will need to tick the box next to the line you want
to change to identify which line you want to change. This will bring up a new screen where you can
change the ‘Quantity’ value or delete the item altogether. When you are sure everything is correct,

select ‘Next.’

L

Line Item Actions v I Add Items I I Change ltems ] ’ Update l i
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If you have muItib’IrerIHE\'s‘ to invoice against, you will need to have selected ‘Line level tax’ back at
Step 10. Now you will need to add the correct tax against each line level. To do that, tick the box
next to the line you are going to add tax to. Select the ‘Line-Item Actions’ dropdown arrow and

then select ‘Tax’ at the top of the list.
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The line-level tax box will appear. 10% GST is the default choice, and if the
line item attracts GST, select that option. Do the same for each of the lines in
your invoice.
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Once you have checked all the items, and added line-level
tax if needed, you are ready to click ‘Next.’
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OT T ICrT

You will now see the below summary screen. This is a chance to do one final check before
submitting your invoice to TAFE NSW. If you need to correct something, select ‘Previous’
and make the required change. If you want to save the invoice and come back to it later,
click ‘Save.” You can also ‘Exit’ without saving, or, if ready to invoice, click ‘Submit.’

oo ] [ =)
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Once you have submitted the invoice, you will be notified that that
invoice has been submitted. At this point you can ‘Print’ a copy of the
invoice or simply ‘Exit’ the invoice creation process.

SAP Business Network Enterprise Account  TEST MODE

Invoice Test invoice 20230912 has been submitted.

» Print a copy of the invoice.
s Exit invoice creation.

E- ":l £ 2022 SAP SE or an SAP affiliate company. All rights reserved.
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Once you have submitted the invoice, you can check your invoice from your home page in the
account. Under the ‘Invoice’ tab, select ‘Invoice.
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You can change the filter to increase the view to 365 days by selecting the dropdown next to
‘Invoice date’ and then clicking ‘Apply. You can then see previous invoices and their status.
Invoices that you have just submitted will say ‘Sent” while previous invoices may have other
statuses, such as ‘Reconciled, ‘Scheduled for payment’, or ‘Paid’
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Further
assistance
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= Call 1300 823 343

= Press Option 2 for ‘Finance’

= Press Option 3 for ‘Accounts Payable and Supplier Accounts —
Unpaid Invoices’

Invoicing TAFE NSW

Help with the SAP = (Call 1300 823 343
Business Network from = Press Option 2 for ‘Finance’
TAFE NSW = Then Press Option 2 for ‘Help with SAP Ariba’

Any other questions
about using SAP ® Email suppliers@tafensw.edu.au
Business Network

Login into SAP Business

= Click here to navigate to the step-by-step instructions
Network — & p-by P
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mailto:suppliers@tafensw.edu.au
https://cd.tafensw.edu.au/api/-/media/Files/PDFs/Partnerships/Suppliers/Contacting-SAP-Ariba-for-Support-with-POs-and-Invoices.pdf?rev=332d505d9bad47cb8ebfdf85988351b4&sc_lang=en&hash=CF5A790693982B05D570B2D101F27CCF&_gl=1*drrdb1*_ga*ODk4NDY4NzUzLjE3NTgyNTkwNDc.*_ga_HVPWRW2WHJ*czE3NTgyNTkwNDckbzEkZzEkdDE3NTgyNTkwODckajIwJGwwJGgw

Thank you

TAFE: .
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