
How to Submit an Invoice
Ariba Network Guidance –Material Purchase Orders
1. Go to https://service.ariba.com

2. Select Supplier and log into your account

3. Go to the Workbench

4. Open the Orders tile

5. Click on the PO number that you are submitting the 

invoice against

6. Always remember to check the PO structure

8. Enter your invoice number 

9. Enter the date of your invoice

10. Click Add to Header and select Attachment on the drop down

11. Attach a PDF copy of your tax invoice – we will use this to verify the 

record against your tax records and will reject the invoice back to you if 

they don’t match

12. Enter the quantity being invoiced 

13. Tick the box to the left of the line(s) and click line item actions

14. Select Tax in the dropdown to add 20% VAT to your invoice

15. Check the value of the VAT mirrors your invoice

16. Click Next

17. Check the summary information and submit

The filter is set to 31 days 

– change this to 365 days 

which is the maximum

Remember user names 

and passwords are case 

sensitive

If the unit price includes VAT

Delivery fee is missing

Not enough funds on a call off or service order

Contact the PO owner before creating 

your invoice

Only ONE invoice per record
Max 16 digits

Can be back dated up to 365 days –

forward dating will pull the invoice 

through on the invoice date

7. When you are ready to proceed, click Create Invoice and 

select Standard Invoice

If one PO line and taxable and non-

taxable items on your invoice enter 

the VAT value on the summary of 

your invoice – DO NOT CHANGE 

THE TAXABLE AMOUNT

To change the tax amount, remove 

the tax amount and rate (%), enter 

the correct value and click update

This must mirror your own tax invoice 

as the system will assume you are 

invoicing for the full remaining amount 

https://service.ariba.com/

