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Process Flow

Log Into Supplier
Account View New POs Open PO to Invoice

Create Invoice
•Optional Copy previous
invoice

Review and Submit
Invoice Check Invoice Status
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Step 1: Log into Supplier Account
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Input your login credentials:

https://supplier.ariba.com



Step 2 – Select PO for Invoicing

1

From the Ariba account
Workbench select:

Select Purchase Order
number, continue to
step 3.
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Order Tab
Note: If your workbench 
does not look like the 
example click here
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Note:  *If you do not see
your PO number listed –
please review next slide.*



Step 2: Open the New PO to Invoice – Edit Filters to view PO’s

Under Creation Date, 
select “Last 365 days” 
to view all PO’s issued 
within the last year. 
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1 Orders Tab 1
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1

Select “Edit Filter”2
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Step 3: Create Invoice

1 From the PO view select
‘Create Invoice’

Select Standard Invoice2
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If you wish to copy an
existing invoice
click here.
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Step 3: Create Invoice (Invoice Information)

Complete Invoice Number
Note: Invoice is limited to
16 character. Special 
Characters allowed are: 
underscore, comma, period, 
number sign, back slash

1

2 If providing an additional 
prompt payment discount it 
can be added here.
The discount shown is 2%
in 15 days.2
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Step 3: Create Invoice (Invoice Information)

DO NOT SELECT THIS
BOX.
Checking this box will result 
in the entire document 
being rendered as 
information only and will
not be payable.
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8



Step 3: Create Invoice (Goods Information)

Enter Part Number1

1 2

Enter Quantity2
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1 To add a supporting 
document, click on ‘Add to 
Header’ to add an 
attachment if required.

1

Step 3: Create Invoice 
Adding an Attachment
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1

Click ‘Browse’ to select
your document.

1

A new section with appear
titled ’Attachments’

Once you’ve selected your
document, click ‘Add
Attachment’.
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Step 3: Create Invoice 
Adding an Attachment



1 Select ‘Header Level 
Shipping’

1

Under ‘Add to Header’, 
click on ‘Shipping Cost’.

2
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Step 3: Create Invoice 
Adding Shipping
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1 A new ‘Shipping Cost’ 
section will open.

1

Enter the shipping amount 
before tax and the shipping 
date.
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Step 3: Create Invoice 
Adding Shipping
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1 Under ‘Add to Header’, 
click on ‘Shipping Tax’.2

1
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Step 3: Create Invoice 
Adding Shipping



1 A new ‘Shipping Tax’ 
section will open.

1
Select the tax category 
from the drop down menu.
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Step 3: Create Invoice 
Adding Shipping



Step 3: Create Invoice (Update and Proceed)

1

2

2

If no errors select ‘Next’ 
to proceed to the invoice 
review.

From either the top or 
bottom of the invoice, 
select ‘Update’ to validate 
invoice information

The following message 
will appear at the top of 
the invoice if there is 
invalid information.

3
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Step 4: Review and Submit Invoice

Screenshot

1 Review the Invoice. If 
corrections need to be 
made select ‘Previous’ to 
return to the invoice 
creation screen.

Submit the invoice.2

1 2
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Step 5: Invoice Status

Suppliers can view the 
status of their invoices 
through the Outbox 
dropdown menu.
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Step 5: Invoice Status

Suppliers can view the 
status of their invoices 
through the Outbox 
dropdown menu.
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Step 5: Invoice Status

Invoice Status can also be 
seen when opening the 
invoice.
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Copy Existing Invoice
(Enterprise Account Only)

1 From the home page select 
Invoices from the Outbox 
dropdown menu

3

2
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2 From the list of invoices 
select the invoice you wish 
to copy.

3 Once the invoice is open 
select ‘Copy This Invoice’

Note: The copied invoice will include all of the information from the original invoice. 
Vendors must create a new invoice number.
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Add Tiles to Workbench 

1 From the Workbench select
Customize.

3

2

1

2 2. Select and remove 
action tiles as desired. 
You can drag and drop 
your selected tiles. 

3 3. Select “Apply” at the 
bottom of your screen’
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