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Process Flow

2

Open PO though 
Email

Log Into AN 
Supplier Account

Create Invoice
Review and 

Submit Invoice
Check Invoice 

Status



Step 1: Open the New PO to Invoice

3

From the Email containing 

the PO details select:

Process order

1

1



Step 2: Log into Supplier Account
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1

1

Enter your username and 

password to log into your 

SAP Ariba account



Step 3: Create Invoice 
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Screenshot

1 From the PO view select 

‘Create Invoice’

Select Standard Invoice 2

2

1

If you wish to copy an 

existing invoice 

click here.



Step 3: Create Invoice – Select Line
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1 Select the line of the 

invoice for which the 

invoice will be 

created.
1



Step 3: Create Invoice (Invoice Information)
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Screenshot

Complete Invoice Number

Note: Invoice is limited to 

16 character. Special 

Characters allowed are: 

underscore, comma, 

period, number sign, back 

slash

Provide a brief service 

description

1

1

2

2

3 If providing an additional 

prompt payment discount 

it can be added here. 

The discount shown is 2% 

in 15 days. 

3



Step 3: Create Invoice (Add Service Line)
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Screenshot

1 Select Add/Update to add 

general service item to the 

invoice. 

Complete the required 

fields (Description, Quantity, 

Unit, Unit Price, Service 

Start & End Dates

1

2

2

Unit for service POs is 

'Each' and MUST be 

selected from the 

dropdown menu. Start by 

typing ‘e’ into the field and 

a suggestion ‘each-each’ 

will appear – select this.

If not selected from the 

dropdown menu, the City 

cannot approve and will 

be forced to reject. 

3

3



Screenshot

Step 3: Create Invoice (Add taxes)
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1 Select the line item to take 

action.
1

Select ‘Tax’2

2



Step 3: Create Invoice (Add taxes)
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1 Click on the drop down 

menu to select tax type.1

Select ‘Sales Tax’ unless 

an alternate tax applies. 
2

2
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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’.

32

2

3

Step 3: Create Invoice

Adding an Attachment
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1 Select ‘Header Level 

Shipping’

1

Under ‘Add to Header’, 

click on ‘Shipping Cost’.
2

2

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.

2

2

Step 3: Create Invoice

Adding Shipping
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1 Under ‘Add to Header’, 

click on ‘Shipping Tax’.2

1

Step 3: Create Invoice

Adding Shipping
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1 A new ‘Shipping Tax’ 

section will open.

1

Select the tax category 

from the drop down menu.
2

2

Step 3: Create Invoice

Adding Shipping



Step 3: Create Invoice (Update and Proceed)
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1
From either the top or 

bottom of the invoice, select 

‘Update’ to validate invoice 

information

2

2

If no errors select ‘Next’ to 

proceed to the invoice 

review. 

The following message will 

appear at the top of the 

invoice if there is invalid 

information.

1

3

3



Step 4: Review and Submit Invoice
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1 If corrections need to be 

made select ‘Previous’ to 

return to the invoice 

creation screen. 

Review and Submit the 

invoice. 

Note: The Ariba Network will autogenerate a corresponding Service Sheet from the submitted 

invoice. This service sheet will be the document that is sent to the City of Ottawa for approval. 

Once approved the invoice will be sent to request payment for services. 

1

2

2



Step 5: Invoice Status
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To view the status of the 

invoice, select ‘Access the 

Order’ from the PO email. 

1

1



Step 5: Invoice or Service Sheet Status
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To view the status of the 

invoice or service sheet, 

select the number listed for 

the Related Documents to 

the PO

1

1



Step 5: Status
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Invoice Status possibilities:

On Hold, Sent, Approved, 

Paid, Rejected, Cancelled 

and Pending Approval

1

1

To return to the PO select 

the PO number listed. 

Selecting ‘Done’ will take 

the user back to the 

homepage instead of the 

PO.
2

2


