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Header level Comments
Mandatory:
Purchase Order Number This must be included on all invoices and credit notes or your invoice/credit note will be 

rejected by Tungsten. This number is provided on your Sopra Steria Purchase Order. Valid 
Sopra Steria Purchase Orders begin with '9000' or 'SXU'.

Invoice Currency This must be the same as provided on your Sopra Steria Purchase Order or it will be rejected 
by Sopra Steria.

Ship to Address This is not the same as the invoice to address, but the delivery address where the 
goods/services are physically delivered to. This will be included on your PO.

Preferred:
Delivery Note Number If you have a Delivery Note Number then please provide this on your invoice.

Original Invoice Number Used only if you are issuing a credit note to Sopra Steria.  Please enter the original invoice 
number the credit note refers to.
(If your invoice has been rejected by Sopra Steria then please do not send a credit note but 
send a new invoice)

Line level Comments
Mandatory:
Purchase Order Number If your invoice relates to multiple Sopra Steria Purchase Orders then the Purchase Order 

number is mandatory for each invoice line.
If the invoice relates to a single line Purchase Order then the PO Number is suffient at Header 
Level.

Unit of Measure (UOM) Must always be 'Each'

Tax Type Sopra Steria will only accept invoices with VAT at :
1. Standard rate (currently 20%), 
2. Zero rate 
3. Exempt from VAT

Unit Price Sopra Steria require the Unit Price to be identical to that quoted on the Purchase Order.

Preferred:
PO Line Number It is stongly preferred that this should match that shown on the Sopra Steria Purchase Order 

(see 'Example PO') and will be in the format 1, 2, 3 etc.
Quantity Sopra Steria require the quantity provided in the invoice to be identical to that quoted on the 

Purchase Order. This will enable us to automatch your invoice for payment. 
If possible please do not breakdown the purchase order line (e.g. for a purchase order with 
line of quantity 1 X £1000 unit price do not invoice 2 X £500 unit price).

Product Description Sopra Steria would prefer for the Product Description to be identical to that quoted on the 
Purchase Order with any additional description of goods/services entered in the "Additional 
Information" field.

Freight Freight costs will only be accepted if already existing as a line item on your Sopra Steria 
Purchase Order

Notes

Zero value invoice lines Please do not send zero value invoice lines to Sopra Steria.

Please provide in your data file all of the fields curre ntly on your paper invoice and additionally note the fol lowing requirements 
for this particular buyer, failure to do so may cause de lay in payment processing:

List of fields that must be supplied by a Supplier (in add ition to Tungsten's mandatory list):


