Ariba Light Account:
How to Upload PO Invoice

1  Locate and open the

o From: "Thomson Reutars - TEST" [mallto: ordarsender-prod@ansmtp.ariba.com]
original Purchase Sant: Tuesday, August 01, 2017 10:24 AM
Order email notification To: Thompson, Mark 1 (TR Taechnology & Ops)

Subject: Thomson Reuters - TEST =ent a new Purchase Order 7000046748

(Be sure to select the
correct PO email if you
have several POs with
Thomson Reuters).

2 Click Process Order

fraex “Thorson Rastery - TEST [ondersencer prociBeranty, arde. com| Sert VWad3Aaoal
from the body of fex N, [

184
the email. This will ubject Thaorman Feuters - TEST wert & naw Purchan e Qréer TOOOOHEIIE
automatically open A Mesiage | o0 [0000HEIK. herw (33 KDY

Ariba in another SAP Ariba _

browser tab.

Note: You will be
prompted to do either Thomson Reuters - TEST sent a new order

two of the following: Your customer sends ther orders Srough Arba Network. Yo | get 8 FREE Aroa Network, e 30000 1D process ths
order. |1 you have an aooount, You can use it and kg in now

If you don’t have an
account, click Sign up
to start the registration

w
If you have an existing

Ariba Network
account with another
customer, click Log in

TAt purcheae ordler was debvered Oy 4cids NModwovk,  Por smore rdarmadion sdvot S-ids and Anba Notwork, vixt bip S arda coen

t d ill From - THAINING CO.LTD PEEMIA O
ST
© [RIESES elnlel P Tl REUTERS LIMITED lK (3408) ' TEST

be connected to the T sneme e -
PO BOX 7

Purchase Order Page to LoMD O &0 28U

. . TOWER HANLETS Urited Kinpdom

process an invoice EL4 10O Fhone
United Kingdam ron
Phone: +24 (0207] S42eens Emelt

You will then be taken to I - 121172 NE O TR S, COM

the Supplier Login Page

Enter your login details. SAP Ariba Oroers & Invoices

Supplier Login

Your company OTCOC BUROPE LTO-UAT-TEST (» abwady regisisred

The Financial and ™
Risk business of R E F I N I T I V

Thomson Reuters

is now Refinitiv. ‘
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3 Click the Create Invoice
from the Purchase
Order Page.

Purchase Order: T000048826

T ™y v N i i & Conate Invnice w Prim Downkad PDF Daswvmioied TS5V Rasand

Standart Invaice

Order Detald Crdder Hestory

Line-ltery Cradit Memo

4 Complete the following
fields in the Invoice
Header Summary

v Invoice Header

section. Saniminry
O AU Purchase Order 7000046326 4
Number
¢ Adjust invoice date |
if necessary e * 2 Sep 2017 -

5 Scroll down to the

Tax section. Tax
i @ Header lavel fac e kvl tax

+ Select either header Header bavel & ekt @ B

or line level tax. S
Catzon Jakes Tax ek e 10000 1IN

* Change the category
of tax if needed. > & Rate Type: | |

o Adjust the taxable
amount if you are
entering a partial
invoice.

* Enter appropriate tax
Rate (%) or Amount
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6 OPTIONAL: Add
Attachments Scroll
down to Add to Header
(located just above
Line Items). Here you
can attach supporting
documents.

o Click Add to Header

o Select Attachment
(at the bottom of the
drop-down list)

¢ ClickChoose File
or Browse, then
locate and select the
document on your
computer

* Click Add Attachment

After it’s attached, you’ll see
it on the screen like this.

Or you may see changes
in a paper clip icon. This
will update as you add
attachments.

From: @ To: 4

7 Scroll down to the Line
Items Section

¢ Select the lines you
want to invoice and
click the green slider
to exclude lines you
are not ready to
invoice yet.

+ Update / change the
quantity or amount
field if needed.

* Under Subtotal,
check the
amount shown.

Confirm the Total Amount
without Taxon your invoice
¢ Itis veryIMPORTANT
to have the correct
amount here.
* Do not use the
default amount unless
it is correct.

EmETEm|C .

Tox

Shipping Cost

Shipping Documents

Specinl Handing

Adowance

Charga

Additional Referance Documants and Datas

Commeant

Attachmant

Ariachments

1l e of all stfachm ] b Bocs

Browsa. . Adz Attachment

Suppler.pd! %0 application'pt
:
wawt Line Bar Dpticas
) Luantiy Subtota
¥ 4 3
10 100.00 INR
) -
Subtotal: 100.00 INR
Total Tax 0.00 INR
Total Amount without 100 00 INR
Tax
Amount Due:  100.00 INR
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8 Click Update or Next to
move to the next screen
to review your invoice.

9 Invoice summary screen
will be displayed.
Review the invoice
details and click the
Submit button.

10 A confirmation will be
displayed confirming
your submission of
the invoice.

Click the Exit link to exit
invoice creation.

11  The system will display
the Purchase Order
page again (if the PO
is not fully invoiced).

Click the Done button
to log out of Purchase
Order page. (if you

do not wish to upload
another invoice).

Create Invoice
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11 You will be taken to
the Ariba Light Account
Home page in the
Portal.

Ariba Network

Orders, Invoices and Paymants

SAP Arib
Dy Do (A M v ) G b 3 S 1T T T | MLAANTI MM TR OO | TE. TERT | Mt ot ¥

Dde Pty Tewte Dhnlemes  Tevws of Lo

12 To Log out from the
Light Account Portal,

H b4 Compam, 5y ATV a | v »
Ariba Network L et ) o Mor i parry Satteg 521 ! . Bah v | i

Go to User Name >
Click dropdown arrow >
Click Logout. Setkh To

Orders, Invoices and Payments AX C(mdsever Lt 18 dhay Semathi sahan

Ariba Light Account: Next Steps

1. The “Preparer” and “Requester” of your PO will be notified to enter a receipt confirming the goods were received or services
provided if it is not already entered in Ariba.

2. Once the receipt is entered, the invoice will flow to Thomson Reuters SAP Accounts Payable system. Payment will be made
according to the payment terms that are setup on your vendor record.

3. Once your invoice has been submitted successfully you will receive an email notification with your e-invoice attached for your
records. Additional email notifications will be issued on the progress on your invoice through each stage of the process.

Getting support
You may find Supplier Support Options on the Supplier Portal FAQ Page. This includes the ability to create a support ticket

Visit myrefinitiv.com

REFINITIV_
N\


https://www.refinitiv.com/en/supplier-portal/faq
http://myrefinitiv.com/
http://myrefinitiv.com/
http://myrefinitiv.com/

