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Introduction to Contract Invoicing 

 

The Ariba Contract Invoicing solution allows you to create invoices against your contracts. 

Contract invoicing is when a company receives the goods or services of your invoice under 

your contract and payment is issued. This automated activity enables fast and efficient 

processing of payment to your contract invoices.  

Before we begin with the step-by-step instructions, below is a diagram to define the 

Contract Invoicing process sequence occurring in Ariba: 

 

 

 

 

 

 

 

 

 

 

 

 

This guide serves the purpose of demonstrating the steps required to create a Contract 

Invoice. 
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Submitting a Contract Invoice 
 

1. Air Canada has advised you that your pricing/contract terms have been created in Ariba 

and that your contract is eligible for Contract Invoicing 

 

2. As the Supplier, you are now ready to create this invoice against your contract in Ariba 

 

3. Your first step is to login to your respective Supplier Ariba Network page 

 

4. Next, you will click on the Create button located on the right-hand-side of the screen 

and select Contract Invoice from the drop-down menu 

 

 
Figure 1: Create Contract Invoice 

 

 

5. This will take you to the Create Contract Invoice: Select Customer page. Select Air 

Canada or affiliates as the customer and click on Next 

 

Figure 2: Create Contract Invoice: Select Customer 

 

 

6. You will then be brought to the Contract Invoice: Select Customer Contract Site 

page. Select the AC001_A_Montreal_HQ option and click on Next 
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Figure 3: Create Contract Invoice: Select Customer Contract Site 

 

 

7. You will now be on the Create Contract Invoice: Select Contract page. Beside the 

field titled Contract, click on select to trigger a pop-up window to appear, where you 

will select the Contract Title. If the select hyperlink does not appear, you will need to 

Log out and then Log back in and repeat the steps, starting at Step 4. 

 

  
Figure 4: Create Contract Invoice: Select Contract 
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8. A window will pop-up where you will need to Choose Value for Contract. Select a 

contract title that Air Canada has provided to you for invoicing 

 

 

Figure 5: Create Contract Invoice: Select Contract 

 

9. Based on the contract selected, some fields will be populated. The remaining fields will 

need to be completed.  

 

 
Figure 6: Create Contract Invoice: Select Contract 

 

 

 

10.Buyer Contact should be the Air Canada contact who ordered the goods or services. 

Click on the downward facing arrow and click on Search more 
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Figure 7: Create Contract Invoice: Select Contract 

 

 

 

 

11. You will then type in the name or email address of your Air Canada contact on the 

search field and click on the Search button 

 

 
Figure 8: Create Contract Invoice: Select Contract 
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12. Once you have populated the Buyer Contact field, you can continue on to complete the 

Invoice# and Invoice Date fields. Invoices can be dated up to 30 days in the past or 

in the future 

 

 
Figure 9: Create Contract Invoice: Select Contract 

 

 

 

 

13. The next step is to complete the Ship To field by clicking on the downward facing arrow 

and click on Search More 

 

 
Figure 10: Create Contract Invoice: Select Contract 

 

 

14. Here, you must Select the location where the good(s) is shipped to. Selecting the 

correct ship-to location (province/state) has tax implications whereby tax validations are 

being implemented and this field will be used to confirm the taxes used.  
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15. Note that services are directly tied to the contract, which is primarily executed at the Air 

Canada HQ in Montreal. Therefore, all services will have GST and possibly QST applied 

 

 
Figure 11: Create Contract Invoice: Select Contract 

 

 

 

16. Now that you have completed all fields, click on Next 

 

 
Figure 12: Create Contract Invoice: Select Contract 

 

 

17. Within the Invoice Header section: 

a. Click on the Add to Header button, if you have attachments or any backup 

required by Air Canada 

b. Verify that the correct, Remit To, address is selected 

c. Validate that the GST/HST/VAT # is populated, if any of these taxes will be 

invoiced. If the company profile is filled out, this field will be auto-populated 
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Figure 13: Create Contract Invoice: Invoice Header section 

 

 

 

18.In the Tax section – select Line level tax 

 

 

Figure 14: Create Contract Invoice: Tax section 

 

 

19. In Additional Fields section, ensure QST registration number is populated, if QST tax will 

be applied and invoiced. Once again, if your company profile is completed, this field will 

be auto-populated 

 

 
 

Figure 15: Create Contract Invoice: Tax section 
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20. In the Line Items section, click on Add Items 

 

 
Figure 16: Create Contract Invoice: Add items 

 

 

21. In the Create Contract Invoice: Add Contract Item section, a list of items to invoice 

will appear. Identify the item(s) you wish to invoice, enter a Quantity for the selected 

item(s) to equal your subtotal for that line and click on the Add Item button. Once all 

items are selected, click on Done 

 

Note: Do not modify the amount/rates that are provided. Only edit the qty so that 

it equals your invoice amount or click on the “+” beside the shopping cart and create an 

adhoc line item 

 

 

Figure 17: Create Contract Invoice: Add items 
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22. For each invoice line where taxes are applicable, select the line(s) by ensuring the 

Include slider is green. Then “check” the box to the left of Tax Category, open up the 

drop down menu to the right of Tax Category and select the appropriate tax to apply 

on each line, then click on Add to Included Lines. Repeat this if multiple taxes have to 

be applied (example: GST + QST or GST + PST). 

 

It is recommended to Configure Tax Menu, if not already done. This will assist you on 

all future invoice entries as it will apply the correct Tax Description (GST/HST/QST/PST) 

and rate (%) as seen enclosed in blue below. 

 

 

Figure 18: Create Contract Invoice: Select Tax 

 

 

23. Once completed, click Next at the top or bottom of the page 

 

 
Figure 19: Create Contract Invoice: Invoice Submission 
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24. A summary view of the invoice will be presented. Review all information to confirm 

correct 

 

25. Submit the invoice 

 

 
Figure 20: Create Contract Invoice: Invoice Submission 

 

 

26. You will then receive confirmation of your submission 

 

Figure 21: Create Contract Invoice: Invoice Submission 
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Invoicing Adhoc Non-Catalog Items on a Contract Invoice 
 

1. If you are submitting an item not listed on the contract, you are submitting an Adhoc 

Non-Catalog item on the Contract Invoice 

 

2. It is preferred that Adhoc Non-Catalog items are invoiced separately from the items 

listed on a contract 

 

3. To create an Adhoc Non-Catalog Invoice, follow steps 3 through to 19 and then follow 

the below instructions 

 

4. If your contract is setup to allow Adhoc Non-Catalog items, the button on the right-

hand-side of the page, beside the shopping cart, will be available to add items not listed 

 

Figure 22: Create Contract Invoice: Adding Adhoc Non-Catalog items 

 

5. Enter the Supplier Part#, Qty, Unit, Price, Currency and Full Description for each 

item 

 

 

6. Click on Save to add the item to the cart 

 

Figure 23: Create Contract Invoice: Adding Adhoc Non-Catalog items 

7. To complete the submission of the invoice once all items are entered, click on Done  

1 

5 

4 
3 2 



 

Supplier Training Manual v4.0   13                                              

 

Figure 24: Create Contract Invoice: Submitting Adhoc Non-Catalog items 

 

8. If you would like to review what is in your cart, click on the shopping cart icon and 

then click Review Cart 

 

Figure 25: Create Contract Invoice: Submitting Adhoc Non-Catalog items 

 

9. When you have added all Adhoc Non-Catalog items, follow steps 21 through to 26 to 

Submit the invoice. 
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Rejected Invoice and Next Steps 

 

1. For Standard Accounts, you will receive an email indicating that your invoice has been 

Rejected 

 

2. Click on the link on your email to review the rejected invoice 

 

3. Otherwise, if you are an Enterprise Account, you can verify if your invoice is rejected on 

the Ariba Network 

 

4. Go to your Outbox and click on the hyperlink found under the Invoice# column for the 

Rejected invoice 

 

 

 

Figure 26: Rejected invoice 

 

5. This will take you to the Invoice and Detail tab of the invoice. This section will provide 

the reason for the rejected invoice and allows you to Edit & Resubmit. Click on this 

button to begin editing the invoice 
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Figure 27: Rejected invoice 

 

6. Once you click on the Edit & Resubmit button, Ariba will take you to the Edit Invoice 

page to fix the error. Fix the error and click on Next 

 

Figure 28: Rejected invoice 
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7. You will then review your invoice and select Submit once you feel that you have fixed it 

correctly. 

 

Figure 29: Rejected invoice 

 

8. On the following page, you will click on the button Done and Ariba will take you back to 

the Invoices page where you will see the Invoice Status as Sent 

 

Figure 30: Rejected invoice 


