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Who Should Use This Guide?

This guide is for goods suppliers working with South32. It provides an overview of 
the supply process and outlines the steps from receiving a Purchase Order (PO) to 
invoicing.

Use this guide if:
• You supply goods (not services), and

• You are one of the following supplier types:

• Standard Supplier – You receive purchase orders and submit invoices via 
email.

• Standard Supplier with ERS* – You receive purchase orders via email, and 
your invoices are automatically processed based on goods receipt (ERS:  
Evaluated Receipt Settlement).

If you provide services, please refer to the QRG – The Supply Process – Services.

This guide does not apply to Ariba Network Suppliers.  If you are an Ariba Network 
Supplier, please refer to the separate guide available HERE.

Note:  An Ariba Network Supplier receives purchase orders and submits invoices 
through the Ariba Network platform, not by email.

Not sure which supplier type applies to you?  Check your purchase order - pages 4 
and 5 of this QRG to find these details.

Troubleshooting:

If you encounter any issues during the supply process—such as incorrect PO details, 
invoicing discrepancies, or delayed payments—please refer to the Troubleshooting 
Quick Reference Guide for solutions to common problems.

* For standard suppliers under an ERS (Evaluated Receipt Settlement) arrangement, the auto-generation 
of invoices is subject to country-specific regulations.  This process is only applicable where such 
arrangements are permitted. For example, Australia allows auto-generated invoices under the ERS 
process.

https://support.ariba.com/item/view/197685
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Important Notes

Please Read Carefully:

To ensure compliance with South32’s procurement process and to avoid delays in 
the receipt of goods or payment, the following requirements must be strictly 
followed:

• Do not accept verbal instructions from any South32 employee.  Goods must only 
be supplied against a valid Purchase Order (PO).

• Do not dispatch goods without a valid South32 PO.

• Goods must be delivered by the delivery date specified in the PO.  If the deadline 
cannot be met, you must contact the relevant/local purchasing team to request an 
updated PO.

• A Proof of Delivery (POD) is mandatory for all goods delivered to South32.  The 
POD enables South32 to verify the condition and quantify the delivery against the 
PO.

• All invoices must reference the exact South32 entity name as shown on the PO.

• Invoices submitted without referencing a valid PO will be rejected.

• Each invoice must reference only one PO number.

What is Covered in this QRG?

Goods Delivery

Ensure timely and compliant delivery of goods as per South32 requirements.

05

Submitting an Invoice

How to correctly format and submit invoices for processing.

06

Invoice Processing & Payment

Understand the validation, approval, and payment timelines for invoices.

07

Updating Company Information & Queries

How to update supplier details and resolve purchase order or payment issues.

07

Confirm Your Purchase Order Details

How to review, verify, and manage your South32 purchase orders.

03
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Check Your Email or Ariba Network Platform

1
South32 issues purchase orders (POs) via email or the Ariba 
Network, depending on supplier type. Remember, a separate 
guide is available for Ariba Network suppliers.
 

Note: Standard suppliers and suppliers with ERS receive POs via email. 
Both examples below would have a PDF PO copy attached to the email.  

Continued next page…

Note: Below is an email notification of a PO sent to the Ariba Network 
platform.  Suppliers then log into the Ariba Network platform to request 
changes or confirm the PO.  



The Supply Process – Goods
South32 Suppliers – Goods Providers

2 Carefully review your Purchase Order (PO) to ensure all details are correct, as 
these will be required when submitting your invoice.

Continued next page…

A. Supplier Details: Name, contact information

B. Purchase Order Number: a 10-digit PO number (e.g. 45xxxxxxxx)

C. South32 Contact Information:  company contact name, phone and email

D. Item Number:  e.g. 10, 20, etc.

E. Quantity & Unit Type

F. Goods Description:  Item details and specifications

G. Delivery Information:  Location and expected delivery date

H. Pricing:  Unit price and total price

Note: How to identify Services vs Goods
• Services: Item numbers follow a hierarchical structure with sub-line items (e.g., 

10 → 10.10, 10.20, 10.30).
• Goods: Item line numbers are sequential in multiples of 10 (e.g., 10, 20, 30) with 

no sub-line items.

A.
B.

C.

D. E.

F. G. H.

Confirm Your Purchase Order Details - Continued…
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Receiving Your Purchase Order - Continued…

Note: 
• If you notice any discrepancies, contact the 

relevant/local South32 purchasing team using 
the email address listed on your purchase order 
or refer to the contact details at the end of this 
QRG.

• For Ariba Network vendors, submit a Change 
Order request directly in the Ariba Network 
platform.

Note: Identifying Your Supplier Type
• ERS Suppliers: Your purchase order will state 

"No Invoice Required", as invoices are 
automatically generated upon Goods Receipt.

• Standard Suppliers: You must submit invoices 
manually via email to GBSinvoices@south32.net.

• Ariba Network Suppliers: Purchase orders are 
only received through the Ariba Network 
platform, and invoices must be submitted 
through the platform.

Goods Delivery

Requirements

1 Once the PO is confirmed, suppliers must deliver goods according to South32’s 
requirements.

Prepare Goods for Delivery: Ensure items are properly packaged and labelled 
according to South32’s delivery requirements.

Attach Necessary Documentation: Include a Packing List and any required 
regulatory certificates.

Deliver Goods On Time: Goods must be delivered to the designated location on or 
before the PO-stated date. A South32 representative must sign the Proof of 
Delivery (POD).

Goods Receipt Validation: South32 will validate the delivery and issue a Goods 
Receipt. Once issued, the supplier can submit an invoice.

ERS Supplier address example

Standard Supplier address example



The Supply Process – Goods
South32 Suppliers – Goods Providers

06 Published 10/04/2025

Submitting an Invoice

Requirements

1 Prepare the Invoice: Ensure the invoice meets South32’s invoicing requirements:

• Clearly labelled as Invoice or Tax Invoice

• Contains your company’s name, address, and registration number

• South32 entity name and address (e.g. South32 Group Ops Pty Ltd, South32 
Worsley Alumina Pty Ltd, South32 Hermosa Inc., etc.) 

• Invoice date and unique invoice reference number

• 10-digit PO number

• Line item details & total cost (including applicable taxes)

2 Submit the Invoice: Ensure the invoice meets South32’s invoicing requirements:

Depending on the supplier type:

• Standard Suppliers: Email the invoice to: GBSinvoices@south32.net

• Standard Suppliers with ERS: No invoice submission is required.  The invoice is 
automatically generated upon Goods Receipt.

• Ariba Suppliers: Submit the invoice via the Ariba Network.

Ensure the invoice is:

• In PDF, TIFF, DOCX, JPG, HTML, or RTF format

• Less than 3MB in size

• Submitted only once.  Duplicate invoice submissions will be rejected.

3 Invoice Receipt: You will receive an auto-generated confirmation email once your 
invoice is received.

mailto:GBSinvoices@south32.net
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Action Type Description Action

Invoice 
Submission 
& Processing

For invoice submission only.  
Note: Only submit an invoice 
once. Duplicate invoice 
submissions will be rejected.

Email:
GBSinvoices@south32.net 

Purchase 
Order 
Changes & 
General 
Procurement 
Queries

Queries related to purchase 
orders or contracts.

Contact South32 using the email 
address listed on your PO.

Invoice & 
Payment 
Queries

Queries regarding invoices or 
payments. 

GBSvendorqueries@south32.net
(for general vendor queries)

Company 
Information 
Updates

Updates to banking details, 
email addresses, physical 
addresses, or telephone 
numbers.

Email:
GBSvendorcreation@south32.net
Include your vendor number and 
relevant supporting documents.

Invoice Processing & Payment 

Requirements

1 Once an invoice is submitted, South32 will validate it against the Purchase Order 
(PO) and Goods Receipt before processing.

Once the invoice is successfully processed, payment will be made according to the 
agreed payment terms outlined in the PO.

2

Note: If you experience any delays or have questions regarding 
payment, please contact: GBSvendorqueries@south32.net

Key Contacts and Support Information

mailto:GBSinvoices@south32.net
mailto:GBSvendorqueries@south32.net
mailto:GBSvendorcreation@south32.net
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