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Electronic invoice via SAP Ariba

Agenda

1. Before you start invoicing (slide 3)

2. How to invoice the PO in Ariba

2.a. PO line item – configured (slides 11-15)

2.b. PO line item – to configure (slides 16-19)

2.c. Blanket PO – to configure (slides 20-24)

2.d. Other tax (slides 25-26)



Make sure that the PO is available in Ariba Network

The PO fulfilled partially or completely

DO NOT send the PDF invoice. 

1. Before to start invoicing
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3

1 You registered your Ariba account from the 
invitation sent by Proximus. 

Your account is configured as it’s
explained here. 

You invoice only the Goods or/and 
services delivered. 

1. Avant de facturer: bon à savoir



2. How to invoice the PO in Ariba

1. Open your PO notification
2. Click on « process order »
3. Login in



1. FROM
2. TO

3. PO number



2. How to invoice the PO in Ariba



2. How to invoice the PO in Ariba

This steps contains 2 parts:
1. The invoice header.



2. How to invoice the PO in Ariba

This steps contains 2 parts:
2. And « the line items »



2. How to invoice the PO in Ariba

1. Invoice# = invoice number
2. Invoice date = creation date (J-10 maximum)
3. Bill to= no blocking message means that the bank account was

completed corretly
4. View/Edit addresses = to check the bank account used



2. How to invoice the PO in Ariba



2.a. PO line configured



2.a. PO line configured

Quantity= It’s possible to invoice less than what Proximus ordered
Update= click on "update" if you changed the quantity



2.a. PO line configured

Flag the box « Tax category » 
Select the right VAT rate in the drop menu
Click on « Add to included lines »



2.a. PO line configured



2. b. PO line to configure



2. b. PO line to configure



Service description

2. b. PO line to configure



2. b. PO line to configure

Check the box « Tax category » 
Select the right VAT rate in the drop menu
Click on « Add to included lines »

If you don’t see the drop down list with the different vat rate, 
please go to the slide 25.



2.c. Blanket PO – to configure



1. Select the line item 
2. “Create” 
3. “Service”

2.c. Blanket PO – to configure



1. Complete the “quantity”
2. Complete the “unit price” 
3. The “service period” is not mandatory but could be completed

2.c. Blanket PO – to configure



2.c. Blanket PO – to configure

1. Drop menu: “Line Item Actions”
2. Select “tax” to add the vat rate.



Rate Description 
Exempt 
details

0 Export tax rate Exempt

0 Art 44 Belgium tax 
code

Exempt

0 Art. 20 co-contractant 
(reverse charge)

Exempt

0 Intra-comm tax rate Exempt

12 12% Belgium tax rate No value

6 6 % Belgium  tax rate No value

21 21% Belgium  tax rate No value

Use the table above to complete “the rate” – “description” and the “exempt detail” in case of 0 %  
Click on “create”
“Next “
“Submit”  

2.c. Blanket PO – to configure



2. d. Other tax
Rate Description 

Exempt 
details

0 Export tax rate Exempt

0 Art 44 Belgium tax 
code

Exempt

0 Art. 20 co-contractant 
(reverse charge)

Exempt

0 Intra-comm tax rate Exempt

12 12% Belgium tax rate No value

6 6 % Belgium  tax rate No value

21 21% Belgium  tax rate No value

Sometimes, the different vat rate are not proposed . The only
option that you get is « Other tax » or « VAT »- select what you
get. Follow the steps above to configure the VAT manually. 
For Bebat – Auvibel – Recupel taxes, click here. 



2. d. Other tax

1. “Next” 
2. “Submit”



Thank You

More info?

www.proximus.com/suppliers/ariba
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