
Steps for Confirming and Invoicing an Ariba PO 

1. Log into the Ariba Portal 

2. Go to your Inbox “Orders and Releases” 

a. Click on the “Search Filters” arrow to open the filters. 

b. Enter the PO number in the Order Number field and select “Exact Number” underneath 

c. Then click Search and this should bring up the PO you need to invoice. 

d. Click on the PO number to open the PO. 

 

3. At the top of the page there will be a button to create an Order Confirmation: 

 

Confirming Entire Order 

4. If you are confirming the entire order, you will click on “Create Order Confirmation” and select 

“Confirm Entire Order”: 

  



5. On the Order Confirmation page for confirming the entire order, do the following steps: 

a. Fill in the Confirmation Number (this is a number you assign to it)  

b. Fill in the Ship Dates (even if you aren’t shipping anything) 

i. Please keep in mind you cannot backdate the ship dates more than 2 days  

c. Click NEXT 

 

 

Confirming part of an order 

6. If you only want to confirm part of the order, click on “Create Order Confirmation” and select “Update 

Line Items”. Please keep in mind you will only be able to invoice for what you confirm. You will have to 

do another confirmation when you are ready to invoice for more money. 

 

 

  



7. On the Order Confirmation page for confirming part of the order, do the following steps: 

a. Fill in the Confirmation Number (this is a number you assign to it)  

b. Fill in the Ship Dates (even if you aren’t shipping anything) 

i. Please keep in mind you cannot backdate the ship dates more than 2 days  

c. Under line items, put the amount you are confirming in the “CONFIRM” box 

d. Click NEXT 

 

 

  



8. After clicking NEXT on the confirmation number, no matter which confirmation you do, it brings you to 

a page to review what you are submitting. 

a. Review to make sure everything looks good and click SUBMIT 

 

9. After clicking Submit on the Confirmation, it will take you back to the PO. 

10. You will then click on “CREATE INVOICE” and choose “STANDARD INVOICE” 

 

  



11. On the invoice page you will do the following steps: 

a. Fill the Invoice # 

b. Fill in the Invoice date – please keep in mind you will not be able to backdate the invoice more 

than 2 days. 

c. Over to the right of the page you will see a drop down titled “Add to Header”. For all Service 

PO’s you have to attach backup documentation to the invoice you submit via Ariba or the 

invoice will be rejected on our end. 

i. Click on the drop down and choose “ATTACHMENT” – this will add an attachment area 

above the line item area on the invoice. 

 

12. Tax data is accepted at the line item level of the invoice. 

a. For PO flip suppliers, tax will copy from purchase order to invoice. 

i. Even if the tax is at 0%, we do not want our suppliers “removing” the tax section. 

 

 

 

 

 

 



13. Scroll down until you come to the “ATTACHMENT” section and do the following steps. 

a. Click on either “BROWSE” or “CHOOSE FILE” 

b. Find your file and select it to add the path into the box. 

c. Once the path is in the box, click “ADD ATTACHMENT. This will add the attachment just above 

the Line Items. 

 

 

14. On “LINE ITEMS”, make sure the box is checked beside the line you are invoicing and the green button 

is on. If you have multiple lines and are not invoicing all of them do not check the box beside the lines 

you do not want to invoice and turn off the green button beside the line. 

a. If you are invoicing the full amount of the PO this is all you do on the line items. 

b. If you are invoicing only a partial amount, you will need to change the “QUANTITY” field to 

match your invoice total. 

c. When you have everything done, click “NEXT” 

 

15. After clicking “NEXT” you will be brought to the page to review the invoice to ensure everything is 

correct. If so, click “SUBMIT” 



 

 

16. This will bring you to a page with a couple of options. You can print the invoice or exit invoice creation.

 

 


