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How to submit invoice
1. You can Log in toAriba Network using the URL Supplier.ariba.com

IMPORTANT-Tobe able to useAriba Network, you must have received aPurchase Order from LIPTONTeas and Infusionsviaemail. This
email will contain a link entitled “Process Order”,clicktocomplete your registration.
Ifyou cannot find theemail,but have a purchase order number please get support by raising a ticket with

https://lipton.service-now.com/csm

2.Once loginto Ariba Network, click on orders tab and click on purchase orders.

1

2

1

2



How to submit invoice

3.Click on the order number to 
submit the invoice.
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How to submit invoice

4. Please find PO details and line-item type, whether Service or Material determines the further steps in 
creating an invoice.
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How to submit invoice

5. Click on create invoice and choose 
standard invoice.

6. Fill the invoice header details invoice 
number, description.

Note : The invoice number should be the 
same as the invoice number in their ERP 
system.

6

5



How to submit invoice

7. Fill Supplier VAT / TAX ID number in the format 
used in your country 

Note: Until 1-7 steps are similar for both material and 
service (PO) line items, Difference you can find it in 
next slides.
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6. Upload an original invoice copy in pdf format 
for further reference as supporting document.



How to submit Invoice
for

a Service line item (PO)



How to submit invoice – Service line item (PO)

8. New Update: Click on Add/Update button which is highlighted green at line-item level and click on add 
contract/Catalog items as highlighted in below screen and next steps (#9,10).

Don't use the add button, which is highlighted in red, as it leads to creating a new line.
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Note: This change takes effect on 

February 1, 2026.



How to submit invoice – Service line item (PO)

9. This step is additional as part of change click on (+) Symbol 
to add further details mentioned in next step (#10).

10. Full description, commodity code, Price/Amount are 
mandatory. Commodity code is always predefined, update 
amount and description. 

In a new update there is change in User Interface.

Two additional clicks on Save (it takes you previous scree) 
and finally click on Done.
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Note: This change takes effect on 
February 1, 2026.



How to submit invoice – Service line item (PO)

Note: The line item as stated on the invoice must be the same as the line item of the PO number. This enables 
matching in Lipton’s Vendor Invoice Management system.



How to submit invoice – Service line item (PO)

11. Select line item, click on line-item actions to add 
Tax/Vat amount.
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How to submit invoice – Service line item (PO)

12. Please choose tax type and enter tax value or Tax Rate %, finally click on next.
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How to submit invoice – Service line item (PO)

13. You can see the preview of invoice 
complete details, Please review and 
submit everything is right. Invoice will 
be successfully submitted.

13



How to submit Invoice
for a 
Material line item (PO)



How to submit invoice – Material line item (PO)

8. This option simple compared to service line, you can enter quantity, Unit price (Subtotal auto 
calculates) and select line item and click on line item action to add VAT/TAX amount.
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How to submit invoice – Material line item (PO)

9. Please choose tax type and enter tax value or Tax Rate %, finally click on next.
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How to submit invoice – Material line item (PO)

10. You can see the preview of invoice complete 
details, Please review and submit everything is right. 
Invoice will be successfully submitted.
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