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Instruction Screen Shot 

Click on ‘Process Order’ in the Ariba 
purchase order email 

 

If you haven’t already registered with 
Ariba, this will take you to the site to 
create an account. 

 
 

If you have already registered, enter your 
‘User Name’ and ‘Password’. 

 

This will then take you straight to the 
purchase order or blanket purchase 
order. 

 

Click ‘Create Invoice’ and then ‘Standard 
Invoice’ from the dropdown 
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The Invoice will contain information from 
the purchase order or blanket purchase 
order, so input the “Invoice Number”, 
“Invoice Date” and then click ‘Next’. 

 

 



 

4   |   Supplier Guide to Ariba BPO’s 

Attach invoice, click ‘Add to Header’ and 
‘Additional reference documents’. 

 

In the ‘Line Items’, click ‘Add Items’. 

 

Choose line items and click ‘Done’ once 
finished adding items to the cart. 

 

You will see that the item is now added 
to the invoice. 

 

Click ‘Next’ to the invoice review page 

 

Click ‘Submit’ after checking that all the 
information is correct 

 

The screen will then show that the 
invoice has been submitted. 

 

 

 
 
 
 
 
 
 
 

 



 

 

The invoice number will be displayed as 
a ‘Related Document’ 

 

You’ll receive a confirmation email. 

 

 
 

Possible issues 
- If lost the email but can log in 

• Can click on order to resend email 
- If lost the email and don’t have log in details 

 
Procurement needs to make changes to BPO so Ariba system resends another email to the supplier 

 
 


