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HOW TO CANCEL AN INVOICE 

1. Once logged in to your SAP Business Network account, click on Invoices at the top of the

toolbar and select Invoices. Alternatively, you can select the Invoices tile from the middle of

the screen.
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2. Find the invoice you wish to cancel by using either partial or exact invoice number. Select

Apply to search the invoice number. Click into the invoice number once it is found.

3. On the next page, select Cancel.



3 | P a g e

4. Click Yes
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HOW TO EDIT & RESUBMIT AN INVOICE 

 

1.  Once logged in to your SAP Business Network account, click on Invoices at the top of 

the toolbar and select Invoices. Alternatively, you can select the Invoices tile from the 

middle of the screen. 
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2. Find the invoice you wish to edit and resubmit by using either the partial or exact invoice 

number. Select Apply to search the exact invoice number. Click into the invoice number 

once it is found. 

 

 
 

 

3. On the next page, select the Edit button or Edit & Resubmit. Please note that it will only 

appear for rejections. 
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4. Make the desired changes to your invoice and click Next. 

 

 

 

5. Review the changes made and select Submit once you are ready. 
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HOW TO CHANGE THE REMITTANCE ADDRESS AND 

REMITTANCE ID 

 
1. From the Home Screen, click on the Company Initials bubble on the top right. Then 

select Settings and under Network Settings click on Remittances. 

 

 

 

2. Select the bubble next to the Address that you would like to change and click Edit. 
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3. Make your changes to the Address, City, State, ZIP or Remittance ID in their respective 

fields. 

 

 
 

4. Click OK at the top or bottom of the page once the changes have been made. 

 

 
 

5. Click Save at the top or bottom of the page to save your changes. 
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HOW TO CHANGE THE ACCOUNT ADMINISTRATOR 

 

1. From the Home Screen, click on the Company Initials bubble, on the top right. Then 

select Settings and under Account Settings click Users. 

 

  



10 | P a g e  

 

2. Click the Manage Users tab.  

 

3. (Optional) If the new administrator has not yet been added as a user, click the + to create 

a new user. 
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4. Once the new administrator is in your account, go down to the username on the Manage 

Users page and click Actions. Select Make Administrator from this drop-down menu. 
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WHY WAS THE INVOICE REJECTED DUE TO “TAX 

EXCEPTIONS: UNDER TAX VARIANCE/ MISSING TAX 

EXCEPTION” 

 
1. An invoice which was rejected for reasons citing “under tax variance” and “missing tax 

exceptions” are sometimes inaccurate. It is often the case that these invoices are rejected 

due to missing information in the customer fields when the invoice was submitted. 

 

 

For this reason, it is important to review comments left by person who rejected the invoice.  
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2. To see if the missing customer date caused the rejection, log in to your SAP Business 

Network account, click on Invoices at the top of the toolbar and select Invoices. 

Alternatively, you can select the Invoices tile from the middle of the screen. 
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3. Find the invoice you wish to edit and resubmit by using either the partial or exact invoice 

number. Select Apply to search the exact invoice number. Click into the invoice number 

once it is found. 

 

 

4. Review the invoice for the CUSTOMER information in one of the quadrants. If it is not 

there, you will need to resubmit the invoice so that the CUSTOMER information shows. 
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5. On the next page, select the Edit button or Edit & Resubmit. Please note that it will only 

appear for rejections. 

 

 

 

 

 

 

6. Scroll down to the Additional Fields section. Choose the appropriate address from the 

customer address list. 
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7. Ensure that the chosen address is in the field and enter your buyer’s email address in the 

Email field. Please note that the email address needs be an individual’s email address 

only. 

 

 

8. Once the customer information has been entered click Next. 
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9. Review the changes made to ensure the customer quadrant is there and select Submit 

once you are ready. 
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WHY IS THE INVOICE BUTTON GRAYED 

OUT/UNAVAILABLE 

 

1. When submitting an invoice against a PO, the invoicing button will remain grayed 

out/unavailable until the purchase order is confirmed. 
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2.  
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WHAT TO DO WHEN AN INVOICE IS REJECTED DUE 

“MATHEMATICAL ERRORS” 

 

1. Occasionally when an invoice is rejected, you will receive a message which states 

“Invoice has mathematical errors”. This is usually because tax was added at both header 

and line level 

 

 
 

2. The invoice will need to be resubmitted by clicking on Invoices at the top of the toolbar 

and select Invoices. Alternatively, you can select the Invoices tile from the middle of the 

screen. 
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3. Find the invoice you wish to resubmit by using either the partial or exact invoice number. 

Select Apply to search the exact invoice number. Click into the invoice number once it is 

found. 

 

 
4. On the next page, select the Edit or Edit & Resubmit button. Please note that it will only 

appear for rejections. 
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5. Either remove the tax from the header and add it to the line level or vice versa. Click Next 

once ready.  

 

 
 

 
 

6. Review the changes made and select Submit once you are ready.  
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WHY CAN’T I INVOICE AGAINST SOME OF THE LINE ITEMS 

ON MY PURCHASE ORDER 

 

1. When you are unable to invoice against some of the line items on your purchase order, it 

may be because the lines are not included. You will need to log in and select Orders and 

click and Purchase Orders. 

 

 

 

2. Find the purchase order you wish to invoice against by using either the partial or exact 

invoice number. Select Apply to search the order number. Click into the order number once 

it is found.  
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3. Click Create Invoice and select Standard Invoice 

 

 
 

4. Complete all required fields marked with an Asterix (*). 
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5. Go down to the Line Items section and find the line item you want to invoice against. If 

the quantity is zero and you are unable to change the amount, click on the white switch 

button under the Include column.  

 

 
 

This switch will now be blue, and you will be able to change the quantity. 
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HOW TO COPY A NON-PO INVOICE 

 
1. Click on Invoices at the top of the toolbar and select Invoices. Alternatively, you can select 

the Invoices tile from the middle of the screen.  

 

 

 
2. Find the invoice you wish to copy by using either the partial or exact invoice number. Select 

Apply to search the invoice number. Click into the invoice number once it is found.  
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3. Click the Copy This Invoice button. 

 

 
 

4. Enter the new invoice number and date, You may need to enter an “A” after the invoice 

number to avoid a duplicate rejection. 
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5. Scroll down to the Additional Fields section. The previous address and customer email 

address will be copied over; however, this can be changed to match your new invoice. 

 

 
 

6. Scroll down to select Add to Header and click Attachment. 

 

 
 

7. Select Choose File and click Add Attachment once the invoice file is selected. The file 

attached will appear below. 
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8. Scroll down to the Line Items section. The line items will copy over from the previous 

invoice; however, you can change any of these fields to best match your new invoice. Click 

Next. 

 

 
 

 

9. Review your invoice and click Submit when you have confirmed that everything is correct. 
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HOW DO I UPDATE EMAIL NOTIFICATIONS IN THE SAP 

BUSINESS NETWORK 

 

1. From your homepage, click on your initials on the top right. Go to Settings and click 

Notifications. 

 

 
 

 

2. Change or add the email address on the appropriate field. An additional email address can 

be added to the field by first adding a comma after the previous email address (up to 

five). 
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3. If you did not find all the email notifications that you were looking for, there are a few 

more places you can update such as Electronic Order Routing and Electronic Invoice 

Routing. 

 

 

4. As with the other email notifications, change or add the email address on the appropriate 

fields. Up to five additional email addresses can be added to the fields by first adding a 

comma after the previous email address. 
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HOW DO I UPDATE THE COMPANY PROFILE EMAIL 

ADDRESS 

 

1. From your homepage, click on your initials on the top right. Go to Company Profile. 

 

 

 

2. Click Contacts on the left side of the page. 
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3. Click Edit under Company Contact Information. 

 

4. Change the email address and click Save. 

 

5. Click on your initials on the top right of the page and click My Account. 
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6. Change your email address and click Save on the top right of the page. 
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HOW TO SUBMIT A SUPPORT TICKET 

 

1. Go to the SAP Business Network Login Page. Click on the question mark on the top right 

of the page. 

 

 
 

2. Click on Support. 

 

 
 

  

https://service.ariba.com/Supplier.aw/109564056/ad/login/SSOActions
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3. On the next page, click Contact us and select Sign-in help. 

 

 
 

4. Scroll down and click the appropriate options. 

 

Click Create a Case on the bottom right of the page.   
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5. Write a description of the issue you are experiencing and upload any relevant files in the 

corresponding fields. 

 

 

6. Scroll down to provide your contact information including your first name, last name, 

company name, email address and phone number in the corresponding field. Check the 

box next to I agree and click One last step on the bottom left. 
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HOW TO ADD PERMISSION TO A USER 

 
1. From the Home Screen, click on the Company Initials bubble, on the top right. Then select 

Settings and under Account Settings click Users.  
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2. Click the Role Name you would like to update. 

 

3. Check boxes next to the Permissions you want to give those roles and click Save. 

Optionally, you can click the top checkmark to select all permissions 
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HOW TO CHANGE CURENCY IN YOUR ACCOUNT 

 
1. From the Home Screen, click on the Company Initials bubble, on the top right. Then select 

My Account. 

 
 

 

2. On this next page, you will click the Select Currency button. 
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3. Select your preferred currency. There are a few more pages of currencies if you don’t 

immediately see yours. 

 

 
 

 

4. Now that your new default currency is shown. Click Save then Close to get back to the 

homepage 
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HOW TO DOWNGRADE MY ENTERPRISE ACCOUNT 

 

1. Go to your initials at the top right of the page. From the drop-down menu, Select Covert to 

Standard account. 

 

 
 

2. Click Check eligibility now. 

 

 
 

3. If the status indicates that your account meets all eligibility requirements, click Convert 

now. 

 

  



43 | P a g e  

 

HOW TO CHANGE MY COMPANY’S NAME 

1. Go to your initials at the top right of the page. Click Company Profile. 

 

 
 

2. Click the pencil next to the company name 

 

 
 

3. Make the change to your company name. Please note that you will only be able to this if 

you’re the account administrator or have the required privileges assigned. Click Save. 
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HOW TO MERGE ACCOUNTS WITH SEPARATE ANIDS 

1. Click your initials at the top right of the page. Select Link User IDs. 

 

 
 

2. You can send an invitation to the other account, in which case you will need to enter their 

username/email address, or you can login directly if you already have the login username and 

password. 
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3. Once this is complete, you can switch between accounts using the Switch Account button. 

This can be done from any linked account. 
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HOW TO ACCEPT SAP BUSINESS NETWORK INVITATION 

1. When you receive the email invitation to transact with Gallo via the SAP Business Network, 

you will need to click the Get started link. 

 

 
 

2. You will be given a couple of options on the next page. If you already have an SAP Business 

Network account, please click the Use existing account button and log in. If you do not 

already have an account, please use the Create new account button.  

 

 
 

Please disregard the Review accounts button. 

 




