Ariba Invoice Creation with Shipping

and Handling

Purpose: The purpose of this training is to provide the step by step
Instructions on how to create an invoice in Ariba with shipping and
handling charges and add the associated taxes for the shipping and
handling charge.

After reviewing the training if you have additional questions or require additional help please
reach out to your local Accounts Payable contact at Gerdau.
@ GERDAU

Shape the future



Create Invoice

Create Invoice « I

Create Invoice

I Standard Invoice |

———————————————————————
Line-ltem Credit Memo

Line-ltem Debit Memo

Go



Entering Invoice Header Information

¥ Invoice Header

Summary

Purchase Order: 4518806575

Invoice #:*{| InvoiceNumber1]
024

Invoice Date: *

Supplier Tax ID: ‘ 123456789 RT 0001

Customer Part # Quantity

1 |

Price Unit Quantity: * \1—

Line Items

1

Include




Adding Shipping/Handling Charges

Bill From: Gerdau Dummy Vendor 02 CA - TEST

Toronto ON
Canada

ier GST/HST | 987654321 RT 0001
on Number: L !

| Add to Header I

Line Items

Include Type

N ) MATERIAL

Go



Adding Shipping/Handlin

g Char

eS

Canada

Bill From: Gerdau Dummy Vendor 02 CA - TEST
Toronto ON

Canada

987654321 RT 0001

Add to Header
Shipping Cost
ping T:

Shipping Documents

Special Handling Description

Special Handling Tax Line 2
Additional Reference Documents and Dates

Comment

Go



Adding Shipping/Handling Charges

Toronto ON
Canada

Shipping Cost

Shipping Amount:

Shipping Tax

Payment Term

07/31/2024)

Go



Adding Shipping/Handling Taxes

Toronto ON
Canada

lier GST/HST | 987654321 RT 0001

ion Number:

| Add to Header

Line ltems

No. Include Type

N ) MATERIAL
Please Note:

Toronto ON

987654321 RT 0001

Add to Header «

Shipping Tax

Shipping Documents

Special Handling

Additional Reference Documents and Dates
Comment

Attachment

Go



Selecting the Tax Categories

again be sure to match these

selections to the tax categories used on the line items.

Shipping Cost

Go




Submitting the Invoice

I Update |

Update

e Triddlandine rewriirsad Bsla
* Inadicates J’E'\_f'L'FJrI'I.JL‘f field




Example - U.S. Sales Tax

Go



Example - Manitoba PST and GST

Shipping Cost

Customer Pat # Juanitity it Unit Price

Shipping Tax

Pricing Detals




Example - Ontario

Line ltems

Shipping Cost
I:I No. Include Type 5 ar Quantity Unit Unit Price

] : e@ w

Pricing Detaills

Go



Ariba Shipping Tax Reminders

Canada usS

HSTTax SalesTax
GSTTax SalesTaxCity

PSTTax SalesTaxCounty
QSTTax SalesTaxState
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