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I. Introduction
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SNCB is excited to announce that SAP Ariba is added as an additional invoicing 
platform. 

This new channel will:

• Streamline the invoicing process 

• Offer real-time invoice tracking and payment visibility

• Improve speed of treatment

• Reduce errors and simplify invoice submissions
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What is changing?

New

• PO based Invoice submissions

• Approval tracking

• Payment status

No change

• Business relationships

• Contract terms

• Pricing agreements



II. Account overview 
& administration
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How to get started?

Account Overview and Administration

Account Overview –

Use and customize your account

User Creation –

Create and administrate account users

Get Enterprise Account –

Review why and how to upgrade your account

In case of problem/question:
See Chapter VII. Who to contact in case of questions

Please have a look at the following video’s to get your account set 

up:

https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsapvideo.cfapps.eu10-004.hana.ondemand.com%2F%3Fentry_id%3D1_c7ne18si&data=05%7C02%7Chelios.gilis%40belgiantrain.be%7Cbea89961e6b44c730e1408dd183389ef%7C7919ea654c524980bfcdce7ffd32f1ea%7C0%7C0%7C638693331835097208%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=WFtOt6HPYAgchXEbcrCzHeFYpfx122kR3XYRY4bKScY%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsapvideo.cfapps.eu10-004.hana.ondemand.com%2F%3Fentry_id%3D1_vbie452g&data=05%7C02%7Chelios.gilis%40belgiantrain.be%7Cbea89961e6b44c730e1408dd183389ef%7C7919ea654c524980bfcdce7ffd32f1ea%7C0%7C0%7C638693331835188752%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=b77rd6QDXm96pSSP5DMZSQAlWkrph2gl83F%2B0K744kw%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsapvideo.cfapps.eu10-004.hana.ondemand.com%2F%3Fentry_id%3D1_4e3e3pvy&data=05%7C02%7Chelios.gilis%40belgiantrain.be%7Cbea89961e6b44c730e1408dd183389ef%7C7919ea654c524980bfcdce7ffd32f1ea%7C0%7C0%7C638693331835227938%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=x7yJemOrr8CSVeE3nSXaMrEoLlhEl%2Br%2FxgY8cSWIbY0%3D&reserved=0


III. How to create an invoice 
manually?
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In case of problem/question:

See Chapter VII. Who to contact in case of questions

How to get started?

Please have a look at the following video’s to see how to use the 

SAP 

Ariba network to invoice:

• PO Invoice –
Create an Invoice for a material order

• Credit Memo –
Create a Credit Note for an Invoice

See examples : Appendix 1

Please be advised that the responsibility for the final invoice rests with you, to ensure its 

prompt processing

https://sapvideo.cfapps.eu10-004.hana.ondemand.com/?entry_id=1_bztule6i
https://sapvideo.cfapps.eu10-004.hana.ondemand.com/?entry_id=1_bztule6i
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsapvideo.cfapps.eu10-004.hana.ondemand.com%2F%3Fentry_id%3D1_wopyx0m4&data=05%7C02%7Chelios.gilis%40belgiantrain.be%7Cf4412a5e83e1464b9eb308dd1840d425%7C7919ea654c524980bfcdce7ffd32f1ea%7C0%7C0%7C638693388917802250%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=rgCTPz%2FdRH3HLRXxy0imQjDWpefL5fkMzrCuHQHpkUo%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsapvideo.cfapps.eu10-004.hana.ondemand.com%2F%3Fentry_id%3D1_wopyx0m4&data=05%7C02%7Chelios.gilis%40belgiantrain.be%7Cf4412a5e83e1464b9eb308dd1840d425%7C7919ea654c524980bfcdce7ffd32f1ea%7C0%7C0%7C638693388917802250%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=rgCTPz%2FdRH3HLRXxy0imQjDWpefL5fkMzrCuHQHpkUo%3D&reserved=0


IV. Attention points



SAP Ariba Invoicing - Help Book – p. 11

Attention points Actions for Suppliers

Po’s created before Go Live are also 
visible in Ariba

Only invoice PO’s via Ariba that have not yet been invoiced via another channel

Bank account to be used • The supplier must ensure that this account is known to SNCB ➔ provide an official bank 
attest if necessary

• The supplier confirms that the other accounts known to SNCB are still in use or that they can 
be put «on hold»

Factoring The supplier provides the bank attest required for payment to be made to the factor’s account

Subsidiary company • The supplier provides the bank attest (signed by his bank) required for payment of the order 
to the subsidiary's account.

• The supplier indicates on the invoice the VAT number of the third party to whom the invoice 
is to be paid.

• The supplier indicates on the invoice the bank account of the third party to whom the 
invoice is to be paid.

VAT-code per article The supplier is responsible to indicate the legal VAT code on the invoice issued, as well as the 
following legal information

Down Payment In Ariba, a down payment invoice is issued as a « partial invoice » 
➔ the amount to be invoiced as a « pre-payment » must be clearly stated in the terms and 

conditions of the offer sent to the buyer 
➔ the PO will be worded in the same way to allow rapid payment of the down payment
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Remit-To (Invoicing Party & factoring) & Bank Accounts
INVOICING PARTY & FACTORING

Click on Remittances

Create new remit-to addresses

Don’t forget to activate “Include bank 

Account Information In Invoices”

In case of Factoring, don’t forget to set 

the flag “Factoring Service”

One of those address can be defined by 

default

As payment method, set “Wire”

Don’t forget to mention your IBAN

1

2

3

4

1 2

3

4
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No Subsidiaries
NO SUBSIDIARIES 

Click on Company profile

On tab “Business”, supplier can enter 

their enterprise number as Tax ID 

(xxxxxxxx) and VAT number as VAT ID 

(BExxxxxxxx)

1

2

1

2
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Subsidiaries
SUBSIDIARIES

Click on Company profile

On tab “Additional Addresses”, supplier 

can list his subsidiaries and maintain 

corresponding Tax ID (Enterprise 

Number) and VAT ID (VAT Number (with 

prefix BE for example)

1

2

1

2



V. SNCB 
specific considerations
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Financial discount with payment terms
FINANCIAL DISCOUNT

In case of financial discount, the 

supplier can add discount terms

After adding the discount term, the 

taxable amount needs to be adjusted 

manually for correct tax calculation

1
1

2

2
98 

EUR
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Financial discount with payment terms
FINANCIAL DISCOUNT

Result after adjustment

In case of taxable additional cost, 

adjustment on the taxable amount 

of the shipping tax also needs to 

be performed

3
3

4
4
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Financial discount with payment terms 
FINANCIAL DISCOUNT

In case of taxable additional cost, 

adjustment on the taxable amount of 

the shipping tax also needs to be 

performed

5 5

9,8 

EUR
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Financial discount with payment terms, 

shipping cost and taxes on line item levelFINANCIAL DISCOUNT

In case of financial discount, the 

supplier can add discount terms

Select line level tax

After adding the discount term, the 

shipping cost and the shipping tax, the 

taxable amount needs to be adjusted 

manually for correct tax calculation

1
1

2
2

9,8 

EUR

3

3
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Financial discount with payment terms, 

shipping cost and taxes on line item levelFINANCIAL DISCOUNT

Because of the payment discount, the 

taxable amount needs to be adjusted 

on each line item

Result summary

4

490 

EUR

4

5

5
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Commercial discount on line item level
COMMERCIAL DISCOUNT

In case of commercial discount, the 

supplier can add them on line item. 

After adding the discount, the taxable 

amount is adjusted automatically after 

updating the screen

1 1

2
2
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Commercial discount on header
COMMERCIAL CREATION

In case of commercial discount, the 
supplier can add them on header.

After adding the discount, the taxable 
amount is adjusted automatically after 
updating the screen

Note that tax calculation for discount is 
done automatically only in case the 
discount and the tax are entered on the 
same level (header vs line)

1 1

2

2
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Entering Shipping Charges and Taxes for 

Shipping in an Invoice HeaderCOMMERCIAL CREATION

Click Add to Header and select 

Shipping Cost.

Enter the charge for shipping all of the 

items on the invoice.

To add taxes on shipping, do the 

following:

- In the Tax section of the invoice 

header, select Line level tax.

- Click Add to Header and select 

Shipping Tax.

- Enter tax information for your 

shipping and your item lines

- Repeat as needed to add more 

shipping taxes.

Click Update to calculate shipping 

totals and taxes for the invoice.

1

1 2

2

3

4

5

3

4

5
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Entering Shipping Charges and Taxes for 

Shipping in an Invoice ItemINVOICE CREATION

In the Shipping area of the invoice 

header, select Line level shipping.

For each invoice line:

- Review the Ship To and Ship From 

information for the invoice and click 

View/Edit Addresses to make any 

changes.

- Enter the charge for shipping that 

line.

- Select the date on which you will 

ship that line.

Click Update to calculate shipping 

totals for the invoice.

In case of taxes, please adjust the 

taxable amount 

1
1

2

2

3

4 3 4

110 

EUR
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Entering Special handling and Taxes in 

an Invoice HeaderINVOICE CREATION

Click Add to Header and select 

Special handling.

Enter the special handling.

Check header level tax:

Click Update to calculate special 

handling totals and taxes for the 

invoice.

1
1

2
2

3

4

3

4
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Entering Special handling for deposit in

an Invoice HeaderINVOICE CREATION

Select line level tax

Click Add to Header and select 

Special handling Tax.

Enter the special handling taxes.

Check summary of taxes:

Click Update to calculate special 

handling totals and taxes for the 

invoice.

1

1

2

2

3

4 3

4



VI. Invoice status
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In Ariba, there are 2 statuses: the routing status and the invoice status

• The routing status is a technical status that indicates the arrival of the invoice in SAP VIM SNCB: 

o Queued : On the way from Ariba to SAP VIM

o Failed : Rejected by a rule in Ariba 

o Acknowledged : Successfully arrived in SAP VIM

• The invoice status is updated in Ariba based on the action choosen by the accountant in SAP VIM :

o Sent : Invoice sent from Ariba to SAP VIM, awaiting processing by the accountant.

o Approved : Invoice approved for payment (without blockage), no modification possible by the supplier. The supplier must send a credit note if he

made a mistake.

o Paid : Invoice paid or in the process of being paid.

o Rejected : Invoice rejected by the accountant (marked as « obsolete »). It can be modified by the supplier and resubmitted. It than returns to the 

« Sent » status.

See details : Appendix 2 & 3



VII. Who to contact in 
case of questions
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Contact in case of questions/problems:

➢ Technical: 
• Connexion Ariba SNCB: SAP Ariba for Procurement | SNCB (belgiantrain.be)
• Utilize the Help Center SAP: Help Center

➢ SNCB invoices / payment: ariba.invoicing@belgiantrain.be

https://www.belgiantrain.be/en/3rd-party-services/supplier/procurement/ariba
https://sapvideoa35699dc5.hana.ondemand.com/?entry_id=1_i0jdz1v8
mailto:ariba.invoicing@belgiantrain.be


Appendix 1:
Invoice creation
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Start up in SAP Ariba - Invoice creating 
INVOICE CREATION

Invoices to be created in the business 

network.
1 1
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Start up in SAP Ariba - Invoice creating 
INVOICE CREATION

Invoice created manually from the 

order: 
2

2
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Start up in SAP Ariba - Invoice creating 
INVOICE CREATION

Information on invoice 3
3
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Start up in SAP Ariba - Invoice creating 
INVOICE CREATION

Information on invoice4
4



SAP Ariba Invoicing - Help Book – p. 36

Start up in SAP Ariba - Invoice creating 
INVOICE CREATION

• Full GR quantity is fetched automatically

• Lines can be included or excluded

• Additional services can be added

• VAT

5

5
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Start up in SAP Ariba - Invoice creating
INVOICE CREATION

• Summary before creation

6
6
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Start up in SAP Ariba - Invoice creating
INVOICE CREATION with planned del 

cost

• Planned delivery cost automatically 

proposed to vendor 

• Can be switched to %

1

1
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Start up in SAP Ariba - Invoice creating 
INVOICE CREATION

• Multiple tax rates on lines of invoice - Ariba 

invoicing

1

1
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Start up in SAP Ariba - Invoice creating
INVOICE CREATION

• Multiple tax rates on invoice - Ariba 

invoicing 

2

2
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Start up in SAP Ariba - Invoice creating 
INVOICE CREATION

• Multiple tax rates on invoice - Ariba 

invoicing 

3

3
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Start up in SAP Ariba - Invoice creating 
INVOICE CREATION

Resubmit rejected invoices - Ariba invoicing

Suppliers can resubmit rejected invoices easily: 

1 1
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Start up in SAP Ariba - Invoice creating 
CREDIT MEMO CREATION

• Credit memo

1

1
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Start up in SAP Ariba - Invoice creating
CREDIT MEMO CREATION

• Full Credit memo

2

2
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Start up in SAP Ariba - Invoice creating 

INVOICE CREATION

Suppliers can create line-item debit memo​, with 

price increase per item: 

1 1



Appendix 2:
Order status - details
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Start up in SAP Ariba - Invoice creating 
ORDER STATUS

Order status - Ariba order totally received
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Start up in SAP Ariba - Invoice creating 
ORDER STATUS

Order to invoice - Ariba order partially received
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Start up in SAP Ariba - Invoice creating 
ORDER STATUS

Order to invoice - Ariba order partially invoiced
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Start up in SAP Ariba - Invoice creating 
ORDER STATUS

Order to invoice - Ariba order completely

invoiced



Appendix 3:
Invoice status - details
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SAP Ariba - Invoice status 
INVOICE STATUS

Order to invoice - Feedback statuses: 

Invoice sent from Ariba to SAP/VIM: 

1

1
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SAP Ariba - Invoice status 
INVOICE STATUS

Invoices not yet approved
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SAP Ariba - Invoice status 
INVOICE STATUS

Order to invoice - Feedback statuses: 

Invoice free for payment : 
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SAP Ariba - Invoice status 
INVOICE STATUS

Order to invoice - Feedback statuses: 

Invoice paid: 



Thank you
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