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Follow the steps below to submit an invoice for a PO in Ariba 
Network: 

1. Login to Ariba Network and you will be taken to the landing 
page.

Submit an Invoice - PO Flip

Submit an Invoice - Search for PO
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2. Select Orders and Releases from the Inbox drop-down menu.
3. Select the appropriate PO from the list or follow step 4 if you 

cannot find the PO.
4.

Submit an Invoice - PO Flip
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4. You can search for the appropriate PO if you do not see it on 
the list, click Search Filters to expand the Search section.

5. Select the appropriate Customer group (Alphabet/Google)  
from the drop-down menu.

6. Enter the appropriate Order Number in the field.
7. You may also choose to search by any of the additional 

criteria (Invoice Number, or Date Range).
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Once you open the desired PO, follow the steps below to submit 
invoice:
8. Open the Create Invoice drop-down menu.
9. Select the Standard Invoice option.

10. Enter the appropriate Invoice #.

Submit an Invoice - PO Flip
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11. Select if you want the shipping charges to be applicable at 
Header Level or Line Level.

12. Click View/Edit Addresses.
13. Update the Ship From and Ship To details. Click OK.
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14. Scroll to the bottom of the page and select the PO line item. 
Enter Quantity, Unit, and Unit Price.

15. Select the Tax Category checkbox.
16. Click Add to Included Lines to add tax values to line item.

88
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17. Scroll below the line item to populate additional details 
including:
a. Tax Details
b. Shipping Cost
c. Additional Fields: Enter the Start Date, and the End Date

99
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18. Open the Add to Header drop-down menu.
19. Select the Attachment option (Note: Providing supporting 

documents in a PDF attachment is mandatory while creating 
an invoice).

Submit an Invoice - PO Flip

Submit an Invoice - Add PDF Attachment

19

18

NOTE: Providing supporting documents in a PDF attachment is mandatory while creating 
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20. Click Choose File, and upload the appropriate PDF.
21. Click Add Attachment.
22. Review if the document has been successfully uploaded.

Submit an Invoice - PO Flip

Submit an Invoice - Add PDF Attachment (contd.)
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23. Click Next.
24. You will be navigated to the Invoice Summary page, review the 

information and click Submit.

Submit an Invoice - PO Flip

Submit an Invoice - Submit Invoice

23

24



| 13

 

13

25. Choose to either Print the invoice or Exit the invoice creation 
process.

26. Click Done.

Submit an Invoice - PO Flip
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27. Open the Outbox drop-down menu.
28. Select the Invoices option.
29. Verify that the submitted invoice is reflecting in your Outbox.

Submit an Invoice - PO Flip
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Contact for 
support here Find FAQs here

Resources

Review supplier 
information 

website

mailto:p2phelp@google.com
https://support.google.com/corporate-suppliers#topic=9902269
https://support.google.com/corporate-suppliers#topic=9902269

