
Ariba Network
PO Flip Guide



© 2014 - 2015 Ariba - an SAP company. All rights reserved. 2Public

PO Flip Invoice

To create a PO-Flip Invoice

1. Select the PO Invoice link under 

the Create Invoice section in the 

navigation menu on the left.

2. For PO Invoice select a PO 

number.

3. Click on the Create Invoice 

button and then choose 

Standard Invoice

.
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PO Flip Invoice - Header 

Invoice is automatically pre-populated with the

PO data. Complete all fields marked with an

asterisk and add tax as applicable.

1. Enter an Invoice # which is your unique

number for invoice identification.

2. The Invoice Date* will auto-populate.

3. Select Remit-To address from the drop down

box if you have entered more than one.

4. Tax and Shipping can be entered at either

the Header or Line level by selecting the

appropriate radio button.

5. You can also add some additional

information to the Header of the invoice such

as:

• Special Handling

• Payment Term

• Comment

• Attachment**

• Shipping Documents

6. Then Scroll down to the Line items section

to select the line items being invoiced.

Note: Support of Addt’l Reference Documents &

Dates is applicable for CSC customers only

**Attachment file size should not exceed 40MB.

*Buyers can allow suppliers to create future dates on invoices submitted
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PO Flip Invoice – Line Items

Line Items section shows the line 

items from the Purchase Order.

1. Review or update Quantity for 

each line item you are invoicing.

2. If line item should not be invoiced, 

click on the line item’s Green 

check mark to exclude it from the 

invoice OR click the check box on 

the left of the item and click Delete 

to remove the line item from the 

invoice. You can generate another 

invoice later to bill for that item.

3. Select the line item to which tax is 

to be applied using the Line Item # 

checkbox. To apply the same tax to 

multiple line items select those line 

items to be taxed at the desired 

rate.

4. To configure additional Tax Options 

within the Tax Category tool, use 

the Configure Tax Menu option.

5. Check Tax Category and use the 

drop down to select from the 

displayed options. Click Add to 

Included Lines. (see Slide 14 for 

additional details)
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PO Flip Invoice – Additional Tax Options & Line Item 

Shipping

To configure additional tax options click Configure Tax Menu under the Tax Category drop down. Create new tax 

categories and as needed.

1. To apply different tax rates to each line item select the Line Item. 

2. Click Line Item Actions > Add > Tax. Upon refresh, the Tax fields will display for each selected line item.

3. Within each line item, select Category, then either populate the Rate(%) or Tax Amount. Click Update.

4. Shipping: If line level shipping 

has been selected at the line level, 

enter shipping cost to the 

applicable line items.

Note: To remove 

a tax line item, 

click Remove.
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5. Additional information can be viewed at the Line Item Level by editing a Line Item 

PO Flip Invoice – Detail Line Items
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6. If line level shipping has been selected and CSC enabled, enter Retail Details, Shipping 

Document Information and Informational Pricing related to the line item.

PO Flip Invoice – Line Item Shipping
NOTE: Slide applicable only for Collaborative Supply Chain (CSC) customers
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PO Flip Invoice – Line Item Comments

7. To add comments at the line items select Line Items, then click at Line Item Actions >Add > 

Comments.

8. Upon refresh, the Comments field will display. Enter applicable Comments in this field.

9. Click Next.
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PO Flip Invoice – With Allowances and Charges

If Allowances and 

Charges are 

included in the 

PO, these  will 

convert to the 

Invoice at either 

Invoice Header or 

Lined Item Level 

based on where 

the information is 

on PO

Header 

Allowance 

and

Charges

Line level 

Allowance 

and  

Charges


