Guide for Supplier on how to Cancel an Invoice.

1. Find the invoice you want to Cancel.

a.

“Invoices”
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After logging into your Supplier Account > Go to “Invoices” > Select and click
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b. If you know the Invoice Number
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i. Input the Invoice number in “Invoice Number” field > Select “Exact Match”

radio button > Click “Apply” button.
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ii.
need to click on the invoice number link.
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Display the invoice you searched.

You can click on the Invoice
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This will display the invoice you’re searching for. To open the invoice, you
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From address To address Actions
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i. Select “Partial Match” radio button > Select “365 days” for “Invoice Date”

field > Click “Apply” button.
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2. Once you find the invoice to cancel > Open the invoice > You’ll be brought to the invoice
page. You can check on the information of the invoice before you proceed to cancel the

invoice.



SAP  Business Network Standard Account | Get enterprise account | TESTMoDE

Invoice: INVTEST1
Cancel  Print Export XML

l Create Line-Item Credit Memo [ Create Line-Item Debit Memo l Copy This Invoice

Detail | Scheduled Payments History

Attachment(s)
Standard Invoice

Status Amount Payable: $540.00 SGD
Invoice: Sent
Routing: Acknowledged
Invoice Number: INVTEST1
Invoice Date: Tuesday 29 Aug 2023 2:43 PM GMT+08:00
Original Purchase Order: 4500006604
Submission Method: Online
Origin: Supplier
Source Document: Order

This document s digitally signed

REMITTO: BILLTO: SUPPLIER:

ANID Test Supplier A Singapore University of Technology and Design ANID Test Supplier A
Postal Address: Postal Address: Postal Address:
Orchard Road 8 Somapah Road Orchard Road
Singapore 111333 Singapore 487372 Singapore 238823
Singapore Singapore Singapore

Remit To ID: diwaribatesting@gmail.com Address ID: 1100

3. If everything is confirmed > You can proceed to Cancel the invoice.

a. Click “Cancel” button

SAP  Business Network Standard Account | Get enterprise account |  TesTmooe

Invoice: INVTEST1

[ Create Line-ltem Credit Memo ] [ Create Line-Item Debit Memo

[ Copy This Invoice Cancel |Print Download PDF v Export cXML

Detail Scheduled Payments History

Standard Invoice

b. Ariba will request for your confirmation if you want to proceed for invoice
cancellation. If you want to proceed for cancellation > Click “Yes”

SAP~ Business Network Standard Account [ Getienterprise account | TesT wooe:

m Previous

Cancel Invoice?

Are you sure you want to cancel this invoice?

4. You’'ll be brought to the list of invoice page. The status of the invoice you just Cancel will be
updated as “Cancelled”
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Technology and Desig... pore, Singapore, SGP hnology and Des,
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Note:

1. Once you Cancel your invoice, you cannot make any changes edit the invoice.

Invoice: INVTEST1

[ Create Line-Item Credit Memo [ Create Line-Item Debit Memo [ Copy This Invoice Print [ Download PDF ] Export cXML

Detail Scheduled Payments History

Canceled Invoice:

Only failed or rejected invoices can be edited

Standard Invoice

2. If the “Cancel” button is not available when you open the invoice, it means that you cannot
Cancel this invoice.

Jebit Memo Copy This Invoice Cancel |Print Download PDF v Export cXh




