
Add the
invoice
number.

Select

Standard

Invoice.

Then, click
Next.

You will

receive a

confirmation

email from
SAP Ariba

network.

Enter the

quantity of

each line item.

After

reviewing the

invoice

preview page,

click Submit 
to send the

invoice.

Click Add to

Included Lines.

Check the box

to add “Tax”

to an item.

Choose the 
Tax Category.

The “Line

Items” section

lists the goods

and services

from the

purchase order.

Click on the

Create Invoice

menu button 
of the 
Purchase

Order.

If needed, click

on the button

to exclude a

line item. 

This column

indicates which

line items will

be included in

the invoice.

If needed, add
additional 
fields to the
Invoice Header,
like:  special
handling,
payment term
and comment.
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When the total

amount is not


correct, the change

must be done in the


Purchase Order.

HOW TO CREATE AN INVOICE


