
Honeywell Confidential - ©2022 by Honeywell International Inc. All rights reserved. 1

QRG – INVOICE CREATION & SUBMISSION

In this Quick Reference Guide: WE EXPLORE HOW TO CREATE & SUBMIT INVOICE OR SEARCH INVOICE IN ARIBA

CREATE INVOICE – OPTION 1

From the Workbench:

1. Click Workbench.

2. Use one of the Workbench Order tiles to identify the PO / SA.

3. Use filters to identify the correct reference document.

4. Click Action button on the right-hand side of your screen and select 

Standard Invoice.
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CREATE INVOICE – OPTION 2

From the Homepage:

1. Click Orders > Orders and Releases.

2. Use search filters to identify reference document.

3. Click Order number to open a reference document.

4. Click on the Create Invoice button and then choose Standard Invoice.

2 4

3

INVOICE HEADER

Invoice is automatically pre-populated with the reference document data. 

Complete all fields marked with an asterisk and add tax as applicable.

1. Enter an Invoice # which is your unique number for invoice 

identification. The Invoice Date will auto-populate. You may back date 

an invoice 7 calendar days.

2. Enter your Supplier Tax ID.  

3. Shipping must be entered at the Header level. Tax must be entered at 

the line level.

4. You can also add some additional information to the Header of the 

invoice such as: Special Handling, Payment Term, Comment, 

Attachment, and Shipping Documents.

Note: Header level shipping amount is subject to a tolerance. Please 

check with the buyer on the PO to verify the amount. If shipping amount 

exceeds tolerance the invoice may require additional approvals for 

payment. When attaching the original tax compliant invoice, the 

attachment file size should not exceed 40MB.
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1. Review or update Quantity for each line item you are invoicing.

2. Click on the line item’s Green slider to exclude it from the invoice, if 

line item should not be invoiced OR click the check box on the left of 

the item and click Delete to remove the line item from the invoice. You 

can generate another invoice later to bill for that item.

3. Select which tax is to be applied using the drop-down menu. 

4. To apply the same tax to multiple line items, select those line items to 

be taxed at the desired rate and select Add to Included Lines.

5. To configure additional Tax Options within the Tax Category tool, use 

the Configure Tax Menu option.

LINE ITEMS SECTION 

shows the line items from the reference document .

TAX OPTIONS & LINE-ITEM SHIPPING

1. Select the Line Item to apply different tax rates to each line item. 

2. Click Line-Item Actions > Add > Tax. 

Upon refresh, the Tax fields will display

for each selected line item.

3. Click Remove to remove a tax line item, if not necessary.

4. Select Category within each line item, then either populate the rate 

(%) or tax amount and click update.

5. Enter shipping amount to the applicable line items if line level shipping 

has been selected.

Note: To configure additional tax options click Configure Tax Menu 

under the Tax Category drop down. Create new tax categories as 

needed.
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QRG – INVOICE CREATION & SUBMISSION (CONT.)

In this Quick Reference Guide: WE EXPLORE HOW TO CREATE & SUBMIT INVOICE OR SEARCH INVOICE ON ARIBA
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REVIEW, SAVE, OR SUBMIT INVOICE

Review your invoice for accuracy from the Review page. Scroll down the page 

to view  all line item details and invoice totals.

1. If no changes are needed, click Submit to send the invoice to Honeywell.

2. If changes are needed, click Previous to return to previous screens and 

make corrections before submitting.

3. Alternatively, Save your invoice at anytime during invoice creation to work 

on it later. 

4. You may resume working on the invoice by selecting it from Invoices >

Drafts on your Home page. 

Note: In the event of errors, there will be a notification in red where 

information must be corrected

INVOICE SEARCH – 3 WAYS

From the Workbench:

1. Click on Workbench > Invoices tile. 

2. Use search filters.

From the Invoices Tab:

4. Click on Invoices > Invoices

5. Use search filters.

From the Homepage:

3. Enter invoice details in the Homepage 

search field and set Invoices in the 

document type.

OR
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INVOICE STATUS - ROUTING STATUS TO YOUR CUSTOMER

If you configured your Invoice Notifications, you would receive emails 

regarding invoice status. Routing Status reflects the status of the transmission 

of the invoice to Honeywell via the Ariba Network.

• Obsoleted – You canceled the invoice

• Failed – Invoice failed Honeywell invoicing rules. Honeywell will not receive 

this invoice

• Queued – Ariba Network received the invoice but has not processed it

• Sent – Ariba Network sent the invoice to a queue. The invoice is awaiting 

pickup by the customer

• Acknowledged – Honeywell invoicing application has acknowledged the 

receipt of the invoice

INVOICE STATUS - REVIEW INVOICE STATUS WITH YOUR CUSTOMER

Invoice Status reflects the status of Honeywell’s action on the Invoice.

• Sent – The invoice is sent to Honeywell, but they have not yet verified the 

invoice against purchase orders and receipts

• Cancelled – Honeywell approved the invoice cancellation 

• Paid – Honeywell paid the invoice / in the process of issuing payment. Only 

if Honeywell uses invoices to trigger payment.

• Approved – Honeywell has verified the invoice against the purchase orders 

or contracts and receipts and approved if for payment

• Rejected – Honeywell has rejected the invoice, or the invoice failed 

validation by Ariba Network. If Honeywell accepts an invoice or approves it 

for payment, invoice status is updated to Sent (invoice accepted) or 

Approved (invoice approved for payment)

• Failed – Ariba Network experienced a problem routing the invoice
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