How to merge
multiple service
entry sheets (SES)
In one invoice



As explained in the invoice
submission training for service
Purchase Orders (POs), a
Service Entry Sheet (SES) is
always required.

If you have multiple SESs and
you wish to submit only one
(1) invoice for them, you have
the option to include these
SESs in one (1) single
invoice*.
*Exception for suppliers located in the

ANZ region as you can only submit
one (1) SES per one (1) invoice.
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What actions do you need to take?

To start the invoice submission process, first open the PO by clicking on the PO order number
in Ariba. In this case, you must create the invoice from the PO page and not
from the related Service Entry Sheet.

1. Click on the “Create Invoice” button and select “Standard Invoice”. The invoice creation page will be
displayed.

Purchase Order: 4950023488 m m

{ Create Order Confirmation J Create Service Sheet Create Invoice v olrt =
Order Detail Order History
bp From: To: Purchase Order
(Partially Invoiced)
4950023488
Amount: $10,000.00 USD
Version: 1
Payment Terms Routing Status: Acknowledged
NET 60 Related Documents: SS101-A
Within 60 Days Due Net S5101A

INV101
Comments More(2) »
Comment Type: Terms and Conditions o
Body:PARTIES

This PO is between the BP entity specified in the 'From' section and the Supplier specified in the ‘To" section of this PO and includes individual line orders for the supply of Goods/Services by ... View more »

Other Information

Company Code: 0100
Purchasing Unit Name: North America / US /0100

Payment Terms Description: V084



2. Please fill in all the required information in the header field by following the instructions covered in
the training material. After navigating to the Line — item section, all approved SESs will be visible in
the list. At the beginning of each ling, there is an “Include” button.

Line Items

Insert Line ltem Options

Service Sheet Details

Service Period

Include Type Part Descriptio

L. SERVICE Test 7 E 21 £100.00 USE

Service Sheet Details

Service Period

3. To include or exclude a line from the invoice, click the line 4. Adding the Tax information to
item’s green slider in the “Include” column. For the these lines will follow the same
lines that you exclude, you can generate another invoice at steps as previously demonstrated.

a later date.



You are recelving this guideline because you have registered on the bp Supplier Portal.
Please click this link to visit the portal



https://supplierportal.bp.com/#Home-show

