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Initial Set-up of Withholding Taxes
Set-up of withholding tax information is a one-time task of initial set-up of 
Ariba Business Network account.
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Withholding Tax for Suppliers4

This following steps will provide instructions on how to setup Withholding Taxes in the SAP Business Network for 
Suntory Global Spirits. 

1. Access the SAP Supplier Business Network and log in to your account

2. Click on ‘Orders’

3. Select an Order from Suntory Global Spirits

Supplier Invoicing – Withholding Tax Set-up:
Locate the Purchase Order
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4. Select ‘Create Invoice’ (Standard Invoice) to get to the invoice creation screen, which is where you can configure the 
Withholding Taxes

5. Scroll down to the Tax section and select the drop-down menu from ‘Category’

6. Select ‘Configure Tax Menu’

Supplier Invoicing – Withholding Tax Set-up:
Configure the Withholding Tax
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Note: Withholding Tax can only be entered at the header-level. 
Line-level Withholding Tax will not be accepted. 



Withholding Tax for Suppliers6

7. Select ‘Create’ 

8. Then choose the category of ‘Other’ and complete the details for the Withholding Tax based on the information 
provided by your primary procurement contact with Suntory Global Spirits 

9. Click ‘OK’ to save the Withholding Tax configuration

10. Click ‘Exit’ and the ‘Delete’ the invoice you created, as these steps were only related to the setup of the Withholding 
Tax and not the creation of the invoice

Supplier Invoicing – Withholding Tax Set-up:
Save the Withholding Tax configuration
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Invoice Processing with Withholding Taxes
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This following steps will provide instructions on how to submit an invoice with Withholding Taxes to Suntory Global 
Spirits. 

1. Access the Purchase Order you would like to create an invoice for

2. Select ‘Create Invoice’ (Standard Invoice) 

3. Enter your Supplier Invoice Number and Invoice Date

Supplier Invoicing – Withholding Tax Invoice Creation:
Create Invoice from Purchase Order
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4. Scroll down to the Tax section and in ‘Category’ use the dropdown to select ‘VAT’ and enter the appropriate 
percentage of VAT tax (this could be 0%)

5. Next, scroll down to the bottom of the Tax section and select ‘Add to Header’

Supplier Invoicing – Withholding Tax Invoice Creation:
Add standard VAT to invoice
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6. Then select ‘Tax’ to add an additional Tax line to the invoice header

7. This will create a second section for Tax to add Withholding Tax details

Supplier Invoicing – Withholding Tax Invoice Creation:
Add Withholding Tax line to invoice
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8. Then from the ‘Category’ dropdown select the correct Withholding Tax from the options you previously configured

9. Validate that the tax percentage for the Withholding Tax is correct

Supplier Invoicing – Withholding Tax Invoice Creation:
Add Withholding Tax details
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10. Complete the remaining required fields as prompted

11. Complete the remaining invoice line-item details

12. Click ‘Next’ and review your invoice details and click ‘Submit’ to send the final invoice to Suntory Global Spirits

Supplier Invoicing – Withholding Tax Invoice Creation:
Complete and submit invoice
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