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Updated: Sept. 1, 2023

This Quick Reference Guide (QRG) is designed to show the steps needed to clear invoice exceptions in

SAP Ariba.

HELPFUL HINTS

» Assembile all supporting documentation prior to beginning work in SAP Ariba.
» For the best experience, please use the following browsers:

Google Chrome (64-bit)
Microsoft Edge (32-bit)
Mozilla Firefox (64-bit)

PROCEDURE

Apple Safari (64-bit)

Microsoft Edge Chromium (32-bit and 64-bit)

1. Access SAP Ariba by clicking the “SAP Ariba — Procure to Pay” tile in Firefly.
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2. From the Classic U/, click the “Invoice” tab and select the invoice to be reconciled (status of

“Reconciling”).
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PROCEDURE (CONTINUED)
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3. The invoice screen displays. Click "Open.”
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1-1-655

Print

Exceptions Line vii Approval Fiow Reference History

1-1-655

ce ID: INVTESTFORRELISH-1-655

rom: BECKMAN COULTER INC on Fii, 01 Sep, 2023
Invoice Type: Purchase Order

Purchase Crder(s): 4800000348

Header Information ¥

Assigned To Me (2) All Exceptions (2)

PO Charge Amount Variance

These are the details of the request you selected. Depending n its status, you can edit, change, copy, cancel, or submit the request for approval. You may also print the details of the request. Review your request and take the desired action(s)

The charge ameunt on the invoice, $114.36 USD, exceeds the available charge ameunt for invaicing on the purchase order, $0.00 USD.
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Status: Reconciling
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Total Amount; $682.56 USD Details

1 Open

4. The invoice displays. Exceptions can be reconciled at the

LINE LEVEL by clicking the “Action” drop-down and selecting the appropriate action (e.g.,

“Accept...”, “Defer...”, “Manual Match”, etc.), or at the

Match”, etc.).

INVOICE LEVEL by clicking the options at the top of the page (e.g., “Reject”, “Manual

Click “Submit” when all exceptions have been reconciled.
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You can continue to edit the invaice before submilting it for appraval

Exceptions Line View Approval Flow Reference History

IRTESTFORRELISH-1-655

Invaice D: INVTESTFORRELISH-1-655
Invaice From: BECKMAN COULTER INC on Fri, 01 Sep, 2023

joic urchase Order
e (s): 4800000348
Header Information ¥

Assigned To Me (2) All Exceptions (2)

PO Charge Amount Variance

Invaice with Discount
Invoice with Discount
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ﬂ'm Exit ‘ Reject [ Update Exceptions H Refer l Manual Match ! Print

The charge amount on the invoice, $114.35 USD, exceeds the available charge amount for invoicing on the purchase order, $0.00 USD.
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Total Amount: $682.56 USD Details

10y

Charges :5114.36 USD
Expected Charges :50.00 USD

nual Match

Defer to someone else
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PROCEDURE (CONTINUED)

5. Click “Save.”
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IRTESTFORRELISH-1-655 “

This request has generated warnings; review the warnings,

The changes you made to this document may require the approval of different people. Ariba will regenerate the approval flow automatically.
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6. The confirmation screen displays.
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HOME PROCUREMENT INVOICING CATALOG

Invoice Reconciliation - Submitted

You can view the status or the approval flow to see where the reconciliation s in the process.

IRTESTFORRELISH-1-655 has been successfully reconciled and submitted.

Print a copy of this reguest

View the status of your request ?

Continue warking an other invoice reconciliations

Return to the Ariba Buyer Home Page
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