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Ariba Network Service Purchase Order Guide 
 

 

 

 

 

 
 

Enter invoice 
 

 

We expect to receive your invoice via the Ariba Network. 

You can submit an invoice for a service purchase order. Ariba Network parks that invoice and 

automatically creates a service sheet on your behalf (it shows the service that you provided). This 

service sheet is sent to us (customer) for approval. Once approved, the parked invoice will automatically 

be sent to us. 
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To submit an invoice, open the purchase order and then click on "Create Invoice" and then “Standard 

Invoice". 
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Enter your «Invoice number». This number must be unique, can contain max. 16 characters and 

cannot contain special characters. Then enter the “Service Start Date” and “Service End Date”. These 

2 dates cannot be in the future. 
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Please scroll down to section «Supplier VAT». 

 

Please enter your “Supplier VAT/Tax ID”. This ID can be stored in your Ariba Network profile, so you 

don’t have to be enter it for every invoice (see chapter 4). 

 

If you want to have your invoice paid by QR-Code, then the system is differencing between QR-IBAN 

with QR-Reference and SCOR with IBAN incl. Payment reference. 

 

Important for the input of QR-IBAN with QR-Reference is: 

 

• Account/IBAN Number from the payment slip must be filled in the field “QR IBAN” 

• Reference Number from the payment slip must be filled in the field “QR/ESR Reference Number” 

• Additional Information from the payment slip must be filled in the field “additional Information” 
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Important for the input of SCOR with Payment Reference: 

 

• Reference from the payment slip must be filled in the field “QR/ESR Reference Number”. The 

reference number must be started with RF. 

• Additional Information from the payment slip must be filled in the field “additional Information” 
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Please scroll down to «Line Items” section. 

 

Now you create the invoice line item. It is important to describe in the line item the provided service. To 

do this, click on «Add/Update» and then «Add General Service». 

 

 

The invoice line item is created. Please enter following detail information: 

A. Please enter the Description of the provided service. 

B. Please enter Quantity, Unit (unit of measure) and Unit Price of the provided service. This 

amount will be invoiced.  

Following unit of measure are available: They must be entered in capital letter: 

a. EA --> Piece / Each 
b. HUR --> Hour 
c. DAY --> Days 
d. ANN --> Year 

It is sufficient for us when you enter the quantity 1 for the entire service, use the unit of measure 

EA (piece) and then enter the total price of the service (see example in the screenshot below). 

But of course, you are free to describe the provided service more in detail and use different unit of 

measures. 

C. You can add Attachments if necessary. If available, please attach your time sheet as an 

attachment. 

D. If you submit an invoice where the price is lower than the purchase order price and your service is 

finished, then please tick «Final Service Entry Sheet». This indicates us, that you will not charge 

further services despite the open amount on the purchase order. 
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You have created the invoice item. Now you must add VAT: 

A. Please select the «Tax Category». Default is 8.1%. 

B. Tick the box next to Tax category. 

C. Click on «Add to Included Lines». 

D. Tax is automatically added for each line item.  

E. Submit the invoice with "Next". 
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The summary of the invoice is displayed. If all the information is correct, please click "Submit".   

If you want to adjust the invoice, click on «Previous». 

 

 

The invoice has been submitted. Please click on «Exit». This will take you back to the purchase order. 

 

 

 

A. The status of the purchase order has changed to "Invoiced". 

B. Under the section “Related documents” you can see that the Ariba Network automatically created a 

service sheet on your behalf and sent it to the requester for approval. As soon as the requester 

approves the service sheet, the invoice (C) is automatically sent to Migros Industrie company. The 

service sheet can be viewed if necessary. 

C. Your invoice is available under "Related Documents" section and can be viewed if necessary. 
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