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How to submit Invoice in Ariba PO from Momentive Invoice
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1. Click on create 
Invoice- Standard invoice

2. Enter Details like Invoice 
number & date*

*The Invoice Date: will auto-populate 
as current date and kindly change 
the invoice date as per the PDF 

invoice copy (up to 60 days back 
date)

Order confirmation is 
mandatory before 
invoice creation !
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How to add line-item details 

3. Select the line (check the required 
line item) 

Please update quantities as per the invoice and subtotal 

will auto be calculated as per the quantity and unit price.

If it is 1:1 PO (blanket PO) update the invoice amount 
excluding tax in quantity column and subtotal will be auto 

calculated

Invoice
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Invoice How to add Tax information

4. Tax information

Select the line

Line-Item actions
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Invoice How to add Tax information

Click Tax  option  

If the invoice have Zero (00) Tax 

information, please update Rate 

(%) as Zero (00) and amount 

should be Zero (00)
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Invoice How to add PDF attachment

5.Attach original invoice copy in Ariba PO

Attachment 

Select the line

Choose file 

Add attachment

Line-item actions
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Invoice How to add Shipping/Special handling charges if applicable

6.Only if the shipping/freight/handling charges apply, please follow this 

below steps, otherwise please continue with step 7 (next slide).

On the top right corner of portal you can see 

add to Header option, Choose the appropriate 

charges.

Update the charges/amount and description 
of charges.

Only for US: if shipping is taxable, please fill out 

shipping tax section.
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Invoice Final validation of invoice details 

Please validate your invoice number date, amount and PO line (quantity and amount), if everything is 

correct, please click on submit option.

7.Click on Next button.

Once submitted below screen will be visible
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CONFIDENTIAL AND PROPRIETARY

This presentation and its content, including any supporting materials and related discussions, is owned by, or licensed for use 
by, Momentive Performance Materials Inc. and/or its affiliates and is for the sole use of the intended audience or other 
intended recipients. 

This presentation contains information that is confidential, proprietary or otherwise legally protected. It may not be further 

disclosed, copied, reproduced, republished, downloaded, distributed or publicly displayed without the express written 
permission of Momentive Performance Materials Inc. or its affiliates. 

Recording (including audio recording), photographing, or taking screenshots of any portion of this presentation is strictly 
prohibited.
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DISCLAIMER:  THIS PRESENTATION, INCLUDING ANY SUPPORTING MATERIALS AND RELATED DISCUSSIONS, IS OWNED BY MOMENTIVE PERFORMANCE MATERIALS INC. AND/OR ITS AFFILIATES AND IS FOR THE SOLE USE OF THE 
INTENDED AUDIENCE OR OTHER INTENDED RECIPIENTS. THIS PRESENTATION MAY CONTAIN INFORMATION THAT IS PROPRIETARY OR OTHERWISE LEGALLY PROTECTED, AND IT MAY NOT BE FURTHER COPIED, DISTRIBUTED OR 
PUBLICLY DISPLAYED WITHOUT THE EXPRESS WRITTEN PERMISSION OF MOMENTIVE PERFORMANCE MATERIALS INC. OR ITS AFFILIATES.

© 2023 Momentive Performance Materials Inc. and/or its affiliates. All rights reserved.

Momentive and the Momentive logo are registered trademarks of Momentive Performance Materials Inc.

The use of the TM symbol designates registered or unregistered trademarks of Momentive Performance Materials Inc. or its affiliated companies. 
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THIS PRESENTATION, INCLUDING ANY SUPPORTING MATERIALS AND RELATED DISCUSSIONS, IS OWNED BY MOMENTIVE PERFORMANCE MATERIALS INC. AND/OR ITS AFFILIATES AND IS FOR THE SOLE USE OF THE INTENDED 
AUDIENCE OR OTHER INTENDED RECIPIENTS. THIS PRESENTATION MAY CONTAIN INFORMATION THAT IS PROPRIETARY OR OTHERWISE LEGALLY PROTECTED, AND IT MAY NOT BE FURTHER COPIED, DISTRIBUTED OR PUBLICLY 
DISPLAYED WITHOUT THE EXPRESS WRITTEN PERMISSION OF MOMENTIVE PERFORMANCE MATERIALS INC. OR ITS AFFILIATES.

© 2023 Momentive Performance Materials Inc. and/or its affiliates. All rights reserved.

Momentive and the Momentive logo are registered trademarks of Momentive Performance Materials Inc.

The use of the TM symbol designates registered or unregistered trademarks of Momentive Performance Materials Inc. or its affiliated companies. 

THE MATERIALS, PRODUCTS AND SERVICES OF MOMENTIVE PERFORMANCE MATERIALS INC. AND ITS SUBSIDIARIES AND AFFILIATES (COLLECTIVELY “SUPPLIER”), ARE SOLD SUBJECT TO SUPPLIER’S STANDARD CONDITIONS OF 
SALE, WHICH ARE INCLUDED IN THE APPLICABLE DISTRIBUTOR OR OTHER SALES AGREEMENT, PRINTED ON THE BACK OF ORDER ACKNOWLEDGMENTS AND INVOICES, AND AVAILABLE UPON REQUEST. ALTHOUGH ANY 
INFORMATION, RECOMMENDATIONS, OR ADVICE CONTAINED HEREIN IS GIVEN IN GOOD FAITH, SUPPLIER MAKES NO WARRANTY OR GUARANTEE, EXPRESS OR IMPLIED, (i) THAT THE RESULTS DESCRIBED HEREIN WILL BE 
OBTAINED UNDER END-USE CONDITIONS, OR (ii) AS TO THE EFFECTIVENESS OR SAFETY OF ANY DESIGN INCORPORATING ITS PRODUCTS, MATERIALS, SERVICES, RECOMMENDATIONS OR ADVICE. EXCEPT AS PROVIDED IN 
SUPPLIER’S STANDARD CONDITIONS OF SALE, SUPPLIER AND ITS REPRESENTATIVES SHALL IN NO EVENT BE RESPONSIBLE FOR ANY LOSS RESULTING FROM ANY USE OF ITS MATERIALS, PRODUCTS OR SERVICES DESCRIBED HEREIN. 
Each user bears full responsibility for making its own determination as to the suitability of Supplier’s materials, services, recommendations, or advice for its own particular use. Each user must identify and perform all tests 
and analyses necessary to assure that its finished parts incorporating Supplier’s products, materials, or services will be safe and suitable for use under end-use conditions. Nothing in this or any other document, nor any 
oral recommendation or advice, shall be deemed to alter, vary, supersede, or waive any provision of Supplier’s standard Conditions of Sale or this Disclaimer, unless any such modification is specifically agreed to in a 
writing signed by Supplier. No statement contained herein concerning a possible or suggested use of any material, product, service or design is intended, or should be construed, to grant any license under any 
patent or other intellectual property right of Supplier covering such use or design, or as a recommendation for the use of such material, product, service or design in the infringement of any patent or other intellectual 
property right.
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