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OFFICIAL

This Quick Reference Guide (QRG) addresses how to

submit an invoice in the SAP Business Network
against a TAFE NSW Purchase Order (PO).

TAFE NSW Suppliers

Background

TAFE NSW Purchase Orders (POs) are sent to suppliers via the SAP
Business Network. Once the order has been fulfilled, suppliers are
required to submit their invoices electronically through the Business
Network.

You may receive a:

* Standard PO — Qty and value as per quote or catalogue

* Contract PO — Qty and value as per Contract Terms

* Value-Based PO (VBPO) - Qty is the value of the PO. Used for partial
invoicing. (Blanket Order for a set period).

When a PO has been sent to a supplier, the supplier will receive a PO
email notification requiring them to log in to their SAP Business
Network account (if already registered) or create a Business Network
account (if no account) to view the PO. The PO can be converted
directly into an invoice for submission to TAFE NSW.

Note: Standard payment terms apply. Click Here for Terms and
Conditions.
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https://cd.tafensw.edu.au/api/-/media/Files/PDFs/Partnerships/Suppliers/TAFE-NSW-Purchase-Order-Terms-and-Conditions.pdf?rev=ca5ffdb31d9f43e09b17ee897f863e42&_gl=1*1yr0zad*_ga*MTY3MjUxOTI4Mi4xNzUyMDE1NzQz*_ga_HVPWRW2WHJ*czE3NTIwMTU3NDMkbzEkZzEkdDE3NTIwMTU3NTgkajQ1JGwwJGgw

TAFE NSW PO Notifieatiémis sent via email to the main supplier email address TAFE NSW has
for your organisation. TAFE NSW uses the same email address for all correspondence, including
orders, remittance notices, etc. If you need to change any of your organisation’s details, please
email suppliers@tafensw.edu.au.

In the PO notification email, click on ‘Process Order

o
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mailto:suppliers@tafensw.edu.au
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Log in to your Business Network account using your existing account details.
If you are not registered, select ‘Register Now’ .

Now available: SAP Business Network,
promote subscription

New to SAP Business Netwark?
Register Now or Leam more
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From the ‘Home’ Tab, click on ‘New orders’ to see Purchase
Orders sent to you within the past 31 days.
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OUFFICTIAL
You can change the date filter in the ‘Creation date’ field if you

need to see orders prior to 31 days before. Click ‘Apply’ once you
have changed the filter.
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Click on the Order Number you wish to create an invoice for.
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Once you can see the Purchase Order, review the ‘Quantity,
‘Price, ‘Total Amount, ‘Ship All Items To’ and ‘Deliver to’ fields.

Note: For VBPOQO'’s, the quantity will be the value of the PO.
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Once you have fulfilled the order, you are ready to invoice against
the Purchase Order. Click on the ‘Create Invoice’ dropdown menu.

Purchase Order: 7000000609

Create Order Confirmation v “ Create Ship Notice v Hide | Print Download PDF Export cXML | Download CSV | Resend

Order Detail Order History

TAFE:

From: . Purchase Order
TAFE Finance Shared Service ors: (New)
L on 51 5 e 7000000608
0 Amount: $10,000.00 AUD

Payment Terms |
NET 30
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From the ‘Create Invoice’ dropdown, select ‘Standard Invoice’

| Create Invoice v Hide

Standard Invoice

Line-ltem Credit Memo

Line-ltem Debit Memo
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This will begin the standard invoicing process. Start with the ‘Invoice

Header and ‘Summary’ section. The mandatory fields are ‘Invoice # and
‘Invoice date’

Note: The ‘Invoice # cannot be more than 16 characters.

Create Invoice

¥ Invoice Header

tal Net A $0.00 AUD
Amount Due:  $0.00 AUD

Australia
To:  TAFE Finance Shared Senvice

Parramatta NSW
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‘Service Descriﬁfft'ﬁ'r“can be used to provide a title for the invoice, and/or for
additional information about what you are invoicing.

You can add attachments such as the invoice created by your ERP or
accounting system by selecting ‘Add to Header -> Attachment.

Create Invoice

¥ Invoice Header
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In the ‘Tax’ section, 10% GST is added by default. If invoicing against a single PO line, keep the
default ‘Header level tax’ and choose 10% or 0% from the 'Category' dropdown. For multiple
PO lines, select ‘Line level tax’ and apply 10% or 0% based on GST applicability.
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In the ‘Line Items’ section, each line has a default ‘Include’ toggle. Green means the line
will be invoiced; if required, switch it to grey to exclude it from the invoice.

TTnE ems, T REI0aed, U Previausty Flly Tvoied
Line Items

Insert Line Item Options

EEOTY: 108 GST/ GST Inclusive Shipping Documents ‘Special Handling o Add to Included Lines

Incluge| Type Parts Description Customer Part # Quantity Uit Unit Price Subtotal

MATERIAL Not Available: Required for maintenance 1 EA $10,000.00 AUD £10,000.00 AUD

Delete
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To invoice the full amount, click ‘Next’ or ‘Save’ to come back.

To invoice a partial amount, adjust the ‘Quantity’ field (e.g., enter 0.5 for half). For VBPQO's the
invoice value must be entered in the ‘Quantity’ field.

For questions, contact the person listed in the PO header.

- TORE e, TTNEaed, U Préviausly Fally Tvoied
Line Items

Insert Line ltem Options

10% GST / GST Inclusive Add to Inclisded Lines

No. Include Type Part # Description Customer Part # Unit Price Subtotal

1 @ MATERIAL Not Available Required for maintenance $10,000.00 AUD $10,000.00 AUD

Line ltem Actions v Delete

Purchase Order: 7000017412

o Confimation » Create Ship Notce

TAFE:

TAFE FINANCE & STRATEGY GROUP
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If there are multiple lines, apply tax at the line level. Tick ‘Line level tax’ in the invoice header. For each
line, go to ‘Line Item Actions - Add Tax’ to open the tax box and select either 10% or 0%. Repeat for
all lines as needed—10% GST is the default. Click ‘Next.’
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On the summary page, check the details. Click ‘Submit’

Create Invoice

confirm doc 1t will not be ‘according ta the countries of origin

ountry is:Australia, The document's destination country is:Australia.

[z
1fyou want your invaices.to be stored in the Arba long term document arciving, you can subscribe to an archiving service. Nole o wil a0 0 et vt Wt you subscribe to the archiving servic

Tax Invoice

125

REMIT T0; BILLTO;

Sarou interiors-TEST TAFE Finance Shared Service

Postal Address:
Test

Syriney NSW 2000
Australia

Remit To ID: TAFENSW

Tax ID of Supplier: 123456789

Amount Due

$10,000.00 AUD

$1,000.00 AUD
$11,000.00 AUD
$11,000.00 AUD
$11,000.00 AUD

SUPPLIER:
Sarbu Interiors-TEST

Postal Adaress:
East Swrest
SYDNEY NS
Australia
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Further
assistance

OFFICIAL

Invoicing TAFE NSW

Call 1300 823 343

Press Option 2 for ‘Finance’

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

Help with SAP from
TAFE NSW

Call 1300 823 343
Press Option 2 for ‘Finance’
Then Press Option 2 for ‘Help with SAP’

Any other assistance
with SAP

Email suppliers@tafensw.edu.au

Login into SAP Business
Network

Click here to navigate to the step-by-step instructions
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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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