
 

Invoicing an existing Purchase Order  
Ariba allows suppliers to invoice incoming Purchase Orders (POs) within the portal. A PO can 
be invoiced using the following steps: 

 

Go to the Ariba supplier login page at 
https://supplier.ariba.com/ and login to your desired 
account.  

 

Once logged in, navigate to the Workbench tab and click on 
the Orders option.  

 

In the Purchase Order field, click on the number of the PO 
you wish to invoice.  

 

In the PO Display, click on the Create Invoice button on the 
top of the screen, and choose the Standard Invoice option.  
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In the invoice creation screen, fill in the details of your 
invoice. Fields with an asterisk (*) are mandatory.  

 

Scroll down to the bottom of the screen. In the Line Items 
display, tick the box next to Tax Category and choose the 
appropriate tax name (VAT, GST etc.) in the box directly to 
the right of it.  

 
Click the Add to Included Lines button on the right side of 
the screen to add the tax to the invoice. The Taxable Amount 
line will be populated automatically. Add the tax rate in the 
Rate (%) line to allow Ariba to calculate the tax. If you choose 
a Tax Exemption from the Exempt Detail menu, this will need 
to be justified. 
 
Please be aware that this needs to be done for each line that 
your are invoicing.  

 
Scroll down to the bottom of the screen and click the Next 
button. 
 
Please be aware the clicking Save will save your current 
progress but will not submit the invoice.  

 

In the review screen, you can verify that all the invoice 
details are correct before making the Submission final. 
 
 
 
 
 

 



 

 

Scroll down to the bottom of the screen. If revisions need to 
be made, click the Previous button to go back to the invoice 
editing screen. If all the data is correct, click the Submit 
button. 
 
Please be ware the pressing the Save button will save your 
current progress but will not submit the invoice.  

 

You will receive a notification that the invoice has been 
submitted.  

 

 

 

 

 

 

 

 

 


