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Create a PO-Based Invoice



Agenda

➢ How to create a Manual PO based invoice

➢ How to add shipping and handling charges to an invoice



Important: Points to be considered for creating a PO-Based Invoice

➢ Invoice can be created manually by navigating to Ariba Buying & Invoices from Guided Buying

➢ This QRG explains on how to access Buying & Invoices solution from Guided Buying and how 

to create a PO based invoice



Create Invoice

Click on the ‘Invoice & Payment’ 

tile
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Create Invoice (Continued)

Click on the tile ‘Link to SAP Buying 

& Invoicing’ to access the Buying 

and Invoicing Solution
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Create Invoice (Continued)

Click on ‘Create’ button
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Create Invoice (Continued)

Select the option ‘Invoice’ to 

navigate to invoice creation 

screen
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Create Invoice (Continued)

Select the option ‘PO-Based’ to 

create invoice against a PO
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Enter the PO Number or select 

from the dropdown 
(All the information from the PO will be auto 

populated to the rest of the fields)
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Create Invoice (Continued)

Add the necessary attachment
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Create Invoice (Continued)

Verify the Supplier name and 

Supplier contact name
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Enter the Supplier Invoice 

number
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Verify the remittance location
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Create Invoice (Continued)

Select the department from the 

drop down
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Enter the quantity of item to be 

invoiced
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Verify the price the of item to be 

invoiced
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Create Invoice (Continued)

Click the button ‘Add Item 

Details’ to add any additional 

charges
(e.g. Taxes, Shipping or Special Handling)

*Withholding taxes should not be added in SAP*
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Create Invoice (Continued)

Select the charge type from the 

drop down

Select ‘Shipping or Handling 

charges’
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Create Invoice (Continued)

Add the shipping 

charges
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Click ‘Add’ button
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Create Invoice (Continued)

Once completed, Click ‘Submit’ 

to submit the invoice

20



Create Invoice (Continued)

Click the ‘View’ button to display 

the status of the invoice
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Create Invoice (Continued)

Click the button ‘Approval Flow’ 

to view the approval workflow
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