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Title:  - Deutsche Bank Group – How to Submit Credit note 

  
 

- Go to the SAP Business Network supplier portal using the following link – 

supplier.ariba.com and enter your username and password here. You can find the 

username in the e-mail sent to you by SAP Business Network during registration. 

 

- Enter your username and click Next.  

In the next page, enter your password and click Sign In. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

- From the home screen, click on Workbench and select the Invoices tile. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://service.ariba.com/Supplier.aw/109539041/aw?awh=r&awssk=ijgycWuD&dard=1
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- If you do not find the Invoices tile, click on the Customize option and add Invoices. 

 

 

 

 

 

 

 

 

 

 

 

 

 

- Click on the + symbol to add the Invoices tile. 

 

 

 

 

 

 

 

 

 

 

- Select Invoices. This will add a tile and take you to the next page. 
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- On the next page, click on Apply. This will add a tile and take you to the home page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

- Select the Invoices tile and click on Edit filter. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

- From the Creation date dropdown, select last 365 days and click Apply. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Deutsche Bank Group – How to Submit Credit note  
 

 

                                      Page 4 

   

This will show you all the invoices that you have submitted in the last 365 days. 

- To submit a credit-note against a particular invoice, click on the invoice that you want to 

submit a credit memo against. 

 

 

 

 

 

 

 

 

 

 

 

 

 

- Click on Create Line-item Credit Memo. 
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- Enter the invoice number suffixed by ‘CR’ in the Credit memo number field (For 

example, if invoice number is 1234, the Credit Note number needs to be 1234CR) and 

enter the Reason for credit memo and click Next. 

 

Note: Do not change any other field in the Credit Memo. 
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- On the next page (Review page) click on Submit. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


