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Step 2: Create 
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Step 3: Review and 
SubmitStep 1: Log In
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Step 2: Create Non-PO Invoice

Creating your Invoice



Step 1: Log in
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1 Once you have registered 
your accounts, log in either 
through an existing PO, or 
by logging in through Ariba 
directly.

Please ensure that you are 
using a compatible 
browser. Please visit 
http://supplier.ariba.com
for an updated list. Scroll to 
the support browsers link at 
the bottom of the page that 
will display the supported 
browsers in real time.

1

http://supplier.ariba.com/


Step 2: Create Non-PO Invoice
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1

1
From the ‘Create’ drop 
down menu, select Non-PO 
Invoice
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1 Select ‘Standard Invoice’

2 Click ‘Next’

1

2

Step 2: Create Non-PO Invoice
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1 Enter your invoice number 
up to 16 characters.

Enter the invoice date.

Enter a Service Description

1

Step 2: Create Non-PO Invoice
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1 Do not enter order 
information.

2 Tax should remain at the 
header level, unless you 
are submitting multiple 
lines on your invoice that 
have varying tax rates.

1

2

Step 2: Create Non-PO Invoice

3

The header level tax 
automatically appears at 
13%. Do not edit if not 
necessary.

3
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1 Enter any additional 
information if required.

2 REQUIRED
Enter the email address of 
the City contact who placed 
the order.
Ex John.Smith@Ottawa.ca

1

2

Step 2: Create Non-PO Invoice

3

3 Enter your tax ID



10

1 Click ‘Add’ to select either a 
General Service of Material 
line.

1

Step 2: Create Non-PO Invoice
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1 Enter line item information.

1

Step 2: Create Non-PO Invoice

2

2 For the Unit of Measure, 
type ‘e’ to generate the 
drop down menu. Select 
‘each-each’ from the drop 
down menu. 
DO NOT type the word 
‘each’ into this field.
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Step 2: Create Non-PO Invoice

Adding an Attachment 
Adding attachment section only applicable to your invoice if you’d like to add supplementary information to your 

submission, otherwise skip this section.



13

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

1

Step 2: Create Non-PO 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 2: Create Non-PO Invoice
Adding an Attachment
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Step 2: Create Non-PO Invoice

Adding Taxes at the Line Level
Taxes are only to be added at the line level if your invoice has multiple line items with various tax rates OR if your 

invoice has shipping, otherwise skip this section.
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1 Select ‘Line level tax’ for 
the invoice so that you can 
add header level shipping 
tax.

1

Step 2: Create Non-PO Invoice
Line-Level Taxes

This step 
is only applicable 
when you have multiple 
lines on your invoice with 
different tax rates.



Screenshot

Step 2: Create Non-PO Invoice
Line-Level Taxes
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1 Select the line item to take 
action.

1

Select ‘Tax’ from the Line 
Item Actions drop down 
menu

2

2

This step 
is only applicable 
when you have multiple 
lines on your invoice with 
different tax rates.

*Repeat this step for each 
line item.



Step 2: Create Non-PO Invoice
Line-Level 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

This step 
is only applicable 
when you have multiple 
lines on your invoice with 
different tax rates.

*Repeat this step for 
each line item.
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Step 2: Create Non-PO Invoice

Adding Shipping
Shipping is to be added to the header level, not the line level. If shipping is not applicable, skip this section.
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1 Select ‘Header Level 
Shipping’

1

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

2

2

Step 2: Create Non-PO 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 2: Create Non-PO Invoice
Adding Shipping
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1 Select ‘Line level tax’ for 
the invoice so that you can 
add header level shipping 
tax.

1

Step 2: Create Non-PO Invoice
Adding Shipping

This step 
is only applicable 
when adding shipping to a 
Non-PO. Tax will only 
need to be entered at the 
line level when 
you've added shipping 
and shipping tax at the 
header level.
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1 Under ‘Add to Header’, 
click on ‘Shipping Tax’.2

1

Step 2: Create Non-PO 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 2: Create Non-PO Invoice
Adding Shipping



Screenshot

Step 2: Create Non-PO Invoice
Adding Shipping
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1 Select the line item to take 
action.

1

Select ‘Tax’2

2

This step is only 
applicable when adding 
shipping to a Non-PO. Tax 
will only need to be 
entered at the line level 
when you've added 
shipping and shipping tax 
at the header level.



Step 2: Create Non-PO Invoice
Adding Shipping
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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

This step is 
only applicable when 
adding shipping to a Non-
PO. Tax will only need to 
be entered at the line 
level when you've 
added shipping and 
shipping tax at the header 
level.
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Step 2: Create Non-PO Invoice

Adding Payment Terms
Payment terms are net 30, unless otherwise agreed to by the City. Please only modify this section if alternate payment 

terms have been agreed to, otherwise skip this section.
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1 Under ‘Add to Header’, 
click on ‘Payment Term’.2

1

Step 2: Create Non-PO Invoice
Adding Payment Terms
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1 A new ‘Payment Term’ 
section will open.1
Net Term will always be 30 
days. 

22

Step 2: Create Non-PO Invoice
Adding Payment Terms

3 You can offer a Discount for 
early payment. No Penalty 
can be applied..

3
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Step 2: Create Non-PO Invoice

Review and Submit



Step 2: Create Non-PO Invoice
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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 3: 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. 

1

2

2
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