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How to flip a Service Entry sheet 
to an invoice with an ARIBA 
enterprise account
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Before continuing:

▪ be sure that you have an Enterprise account

▪ Verify in Ariba Network the correct status of your invoice: acknowledged

▪ Be aware that 1 invoice can only contain 1 PO!
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Prerequisites 

1. Service JMS PO’s

2. Active on Ariba

3. Activated for SE Flip by Proximus 
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To flip a service entry sheet (SE) into an invoice via Ariba 
Network, there are 3 possibilities: 

1. Flip 1 SES into 1 invoice

2. Flip multiple SES (from the 
same PO) into 1 invoice (via 
Orders)

3. Flip multiple SES (from the 
same PO) into 1 invoice (via 
Fulfillment)



1. Flip 1 SE into 1 invoice
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1. Flip 1 SES into 1 invoice

In the “Orders” , click “Purchase Orders”
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▪ Search on your PO number
▪ Select the PO number and open the corresponding PO

1. Flip 1 SES into 1 invoice
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1. Flip 1 SES into 1 invoice

▪ Select the Service Entry Sheet you would like to invoice
▪ Click on it to open it
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▪ When you have the Service Sheet open, click on 
“Create Invoice”

▪ Make sure the status of your Service Sheet is 
“Approved”

1. Flip 1 SES into 1 invoice
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▪ Fulfil the required fields
▪ Include the Tax category to the line item by selecting the 

tax category and clicking on “Add to included Lines”
▪ Make sure you include the line item you want to invoice
▪ Click on “Next”

1. Flip 1 SES into 1 invoice
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1. Flip 1 SES into 1 invoice

▪ Review all information & click on “Submit”
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Your invoice is now successfully submitted

1. Flip 1 SES into 1 invoice



2. Flip multiple SES (from the same 
PO) into 1 invoice (via Orders)
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In the “Orders” , click “Purchase Orders”

2. Flip multiple SES into 1 invoice (via Orders)
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▪ Search on your PO number
▪ Select the PO number and open the corresponding PO

2. Flip multiple SES into 1 invoice (via Orders)
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▪ Make sure you are at PO level
▪ Click on “Create Invoice”
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Follow the remaining steps from Use case 1 (Flip 1 SE into 1 
invoice) to continue the creation of your invoice

Fulfil all required data

Select the Service Entries you would like to invoice

Include the correct Tax Categories

Click on “Next”

Review the Summary

Click on “Submit”

Your invoice has been successfully submitted

2. Flip multiple SES into 1 invoice (via Orders)



3. Flip multiple SES (from the same 
PO) into 1 invoice (via Fulfillment)
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3. Flip multiple SES into 1 invoice (via Fulfillment)
▪ Click on “Fulfillment” and “Service Sheets”
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Select the Service Sheets (from the same PO!) that you would like 
to invoice

3. Flip multiple SES into 1 invoice (via Fullfillment)

▪ Remarks: 
▪ You cannot invoice a Service Sheet twice! In case the 

status is “Invoiced”, you cannot execute a Service 
Entry Flip anymore for the Service Entry.

▪ Only select Service Entries from the same PO.
▪ Click on “Create Invoice” at the bottom of the page.
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Follow the remaining steps from Use case 1 (Flip 1 SE into 1 
invoice) to continue the creation of your invoice

Fulfil all required data

Select the Service Entries you would like to invoice

Include the correct Tax Categories

Click on “Next”

Review the Summary

Click on “Submit”

Your invoice has been successfully submitted

3. Flip multiple SES into 1 invoice (via Fulfillment)
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Thank You
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