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How to Submit Invoice Through Ariba 
  

In order to submit invoice through Ariba Network, login to your Ariba account through Ariba Network Supplier and 
go to “New Orders” or “Orders to Invoice” tab. Kindly ensure that you have set up the filter in your Ariba workbench 
to show data in last 365 days instead of last 31 days to see older PO. How to do this?   

1. Go to “Workbench” and below page will appear. Select “New orders” or “Orders to invoice” tab. 
2. Click “Edit filter”, select “Partial match”, update creation date accordingly (e.g.: Last 365 days), and click 

“Apply”. You can also select specific customers using this function.  
3. If you want to check a specific PO number, you can click “Exact match” input the PO number under “Order 

Numbers”, and click “Apply”.  

Note: You can save the filter by clicking “Save filter” button in “Orders” tile.  

 

Resource: SAP Business Network Supplier Training (NEW) | Navigating your Account (ariba.com) 

 
All PO that fulfill the criteria will appear after you have applied the filter. You need to find the PO that you are trying 
to invoice and click on the PO number. The PO page will then be opened and you will have option to “Create Invoice” 
and then select “Standard Invoice”. 
  

 
 
 
You can take note on below points while submitting your invoice: 

1. Fill up all the compulsory fields with asterisk (*) mark. You can skip fields that are not compulsory. 
 

2. Adding an Invoice Attachment is compulsory on Ariba. How to add attachment?  

https://service.ariba.com/Supplier.aw/125009076/aw?awh=r&awssk=0MOfOx.g&dard=1&ancdc=1
https://support.ariba.com/Adapt/Ariba_Network_Supplier_Training/#/id/61b9f7d2dd5c4c2c4d6bd88b


I. Select “Add to Header” and choose “Attachment”   
II. Click “Browse” to choose the file from your computer. This will trigger a new window where you can 

select the file you want.  
III. Once file is selected, click “Add Attachment”.  

NOTE: The total size of all attachments cannot exceed 10MB. Only PDF format file is accepted. The 
file name cannot be the same as Invoice# you input on Ariba.  
 

 
 

3. Tax is a compulsory field on Ariba. Please follow below steps to add tax on your Ariba invoice. 
i. Tick “Tax Category”. 
ii. Select the type of tax that you want to apply to your invoice from drop down list.  
iii. Make sure that the line(s) that you are invoicing have green toggle icon in the Include column which 

indicates that the line item is included on your current invoice. 
iv. Click “Add to included lines” and tax subline will appear on each line item included. 
v. Populate the “Taxable Amount” if the taxable amount is lesser than total line item amount, otherwise 

you can skip this step.  
vi. Populate the tax rate under “Rate(%)”. 
vii. Click “Update” and Ariba will auto-calculate the tax amount according to the tax rate that you input. 

 
Resource: Ariba Network Supplier Training (NEW) | Invoicing 

 
4. You can update Quantity / Pricing for each line according to your invoice. 

 
 
 

https://support.ariba.com/Adapt/Ariba_Network_Supplier_Training/#/id/61b9f7d2dd5c4c5a4f6bd881


How to Submit Credit Note 
Please note that credit note will need to be submitted against a specific invoice instead of PO. Kindly follow below 
steps to create a line level credit memo against an invoice: 
1. Click the Invoices tab. 
2. Select your previously created invoice. 
3. Click the Create Line-Item Credit Memo button on the Invoice screen. 
4. Complete information in the form (the amount and taxes will automatically be negative). Make sure that all 
required fields marked with asterisks (*) are filled in.  
5. Click Next > Review Credit Memo > Submit. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



How to Submit Downpayment Invoice  
1. Select “Yes” to “Is this invoice for a Downpayment Request?” when creating the Ariba invoice (see 

highlighted in the screenshot below). 

 
2. Zero out the line item value and enter all remaining line item details needed to complete the invoice (see in 

the screenshot below). 

 
3. Click the “Update” button. 

 
4. Enter the amount of the downpayment in below highlighted field.  

 
5. Add PDF copy of the proforma invoice at the header level as attachment. 



 

 
6. Submit the invoice with zero value. Lilly will process the downpayment in the amount confirmed in step 4. 

NOTE: To submit the final invoice against the downpayment, please create the Ariba invoice as per the standard 
invoice creation method in the Ariba network and indicate that the invoice is not a downpayment request. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Additional Resources and Support 
SAP Ariba Network Supplier Training   
SAP Ariba Help Center    
Lilly Supplier Portal   
Eli Lilly Supplier Information Portal  
Eli Lilly Supplier Guide Add-On - APAC (ariba.com)  
Standard Account Functional Training Recording  
Ariba Network - Standard Account Training Videos 
SAP Business Network (Ariba) Tips & Tricks Eli Lilly 
SAP Ariba Subscriptions and Pricing    
Which account type is best for you?   
 
 

https://support.ariba.com/Adapt/Ariba_Network_Supplier_Training/
https://support.ariba.com/item/view/183459
https://support.ariba.com/item/view/183459
https://support.ariba.com/item/view/183459
https://www.lilly.com/suppliers/lilly-supplier-ariba-portal
https://www.lilly.com/suppliers/lilly-supplier-ariba-portal
https://support.ariba.com/item/view/187148
https://support.ariba.com/item/view/199644
https://event.on24.com/wcc/r/3816361/14442C8013449004B3318D3509AB50CB
https://cdnapisec.kaltura.com/html5/html5lib/v2.86/mwEmbedFrame.php/p/1921661/uiconf_id/31736811?wid=_1921661&iframeembed=true&playerId=kaltura_player_1507216725&flashvars%5bstreamerType%5d=auto&flashvars%5bplaylistAPI.kpl0Id%5d=1_qh2goflw
https://support.ariba.com/item/view/204206
https://www.ariba.com/ariba-network/ariba-network-for-suppliers/accounts-and-pricing
https://support.ariba.com/ariba-network-overview
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