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Creating an Invoice
To start your invoice, on the 

purchase order details page, 

click Create Invoice and then 

Standard Invoice
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Creating an Invoice

The invoice number and invoice 

date are required for you to enter
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Creating an Invoice
Another required field in your 

Ariba Network invoice, is 

attaching a copy of your invoice. 

Scroll down on your screen to 

find Add to Header. Click Add to 

Header and choose Attachment
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First, click choose file

Select the invoice copy from your 

computer. Click Open

Lastly, click the Add Attachment 

button on your invoicing screen. 

Make sure your attachment is 

listed correctly below. 
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Scroll down on your invoicing screen to 

view the Line Items. Here, you can see the 

same details as what was shown on the 

purchase order details page. If you’d like to 

invoice for a partial amount, you can 

change the quantity here

If there is more than one line 

item, and you do not want to 

invoice on a certain line item, 

you can dis-include that line item 

for your invoice. You are able to 

go back and invoice again, for 

any remaining amounts and 

items. 
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Once your invoice is complete, 

click Next

On the next screen, please 

review your invoice information. 

If something is not correct, you 

can click Previous, to take you 

back to edit. If everything is 

correct, click Submit, to submit 

your invoice to Amtrak.

You can then print a copy of your 

invoice if you’d like, or Exit the 

invoice creation.



Thank you.
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