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CREATE A CONTRACT INVOICE ON SAP ARIBA

WHY?

Contract invoicing is when a company receives the supplier's goods or services, and
the supplier must invoice under the contract and payment is issued. This
automated activity enables fast and efficient processing of payment to the
supplier's contract invoices.

. . . e Supplier invoice number must not exceed 16 characters.
1. Air Canada contract invoice

i e Suppliers are required to include a Remit To address on the invoice.
requirements.

e Suppliers are allowed to back-date invoices for 30 days.
e Suppliers are allowed to future date invoices for 30 days.
e Suppliers (Canadian) must include Tax IDs on invoices.

e Suppliers enter taxes at the line-item level; except for HST, taxes must be entered
separately e.g., GST + PST.
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2. Canadian suppliers must enter
their Tax Registration number
under their Company profile
before submitting invoices. If
there are any changes to your
Tax IDs, please update them in
your Company profile
accordingly. Refer to the quick
guide on how to Update
Company’s Tax ID numbers.

3. From the home screen at the top right
corner, click Create and select
Contract Invoice.
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4.Select Customer page:
Select Air Canada as the
Customer Name and click
on Next.

5.Select Customer Contract Site
page: Choose Bill To Address:

0000001997: Air Canada

0000001996: Air Canada
Rouge

0000001797: Trans-Canada
Capital

6. Click on Next.
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Create Contract Invoice: Select Customer

Select a customer from the list below and click NeXt to continue the process. If the customer is not in the list displayed, you can search far them by entering the name in the Customer Name entry field.

Customer Name: | [ Search I

Customer T

‘l!/' AIR CANADA - TEST




7.Select Contract page:
Beside the field titled
Contract, click on select to
trigger a pop-up window to
appear, then select the
Contract ID that you wish
to invoice.

8. Based on the selected
contract, some fields will be
populated. The remaining
required fields will need to
be completed.
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nvoice Date: * | Thu, 14 Aug, 2025

Sold To Email:
Payment Terms:  NT30 [ select ]
Wire Request: No Choice v
ument Type: ™ | Invoice v

SHandlingCode

ShipTo(Plant): | 0000001996 (730 COTEVERTU QAR C...

Ship From:

Choose Value for Contract

| ID v ‘ [ ] [ Search
1D Title
C12-v6  (CW2217898) Testing Contract Invoicing_Bread and Company_Sept 30
ca7 (CW2219483) Contract No Release
C71-v11l (CW2219030) TEST 3 - CONTRACT INVOICING TEST
C336 (CW2230845) Line ltem and Contract Value TEST 2
C321-V6 (CW2230560) Invoice Exception Test
C229 (CW2226697) Test Contract Term File - Delete
C194 (CW2223655) Ship to Field final testing CW

Effective Date
Thu, 1 Aug, 2019
Mon, 28 Oct, 2019
Mon, 20 Jan, 2020
Mon, 1 May, 2023
Sat, 1 Apr, 2023
Wed, 6 Oct, 2021

Mon, 1 Mar, 2021

Expiration Date
Sat, 31 Aug, 2024
Thu, 15 Feb, 2024
Wed, 31 Jan, 2024
Fri, 31 May, 2024
Tue, 30 Apr, 2024
Wed, 20 Oct, 2027

Wed, 9 Mar, 2022

Status
Processing
Open
Open
Open
Open
Open

Open

Select

Select

Select

Select

Select

Select

Select




9.In the Sold To Email field, type
in the email address of your Air
Canada contact (the person
who reviews, codes, and/or
approves your invoices. It can
be the person who requested
the good(s)/service(s) from
your company.)

10.Select one of the available
options from the drop-down
menu for the Invoice
Document Type.

11.Click on the Add to Header
button to add an Attachment
and attach a copy of your
invoice.
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Line Items.

12.In the Line item section, click | _......
on Add items. -

list of items to invoice will .,
appear. Identify the item(s)to | —

0
r G

13 . Ad d CO ntra Ct |te m S e Cti O n : a Create Contract Invoice: Add Contract Item
-

Sort by

invoice, add the quantity and e — e

[»

click on the Add Item button.
Once all items are selected,
click on Done. -

* If you need to add an item that does not figure on the list, go to page 8 of this guide to learn how to add them*

14.For each invoice line where
taxes are applicable, select

t h e I i n e(s) by e n su ri ng t h e Line Items 1 Line Items, 1 Included, 0 Previously Fully Invoiced

Include slider is green. Then i [ s —
“Check" the bOX to the |eft of T No. Type Include Part # 9.975% QST / QST Quebec Quantity Unit Unit Price Subtotal

- 79% PST / British Columbia _
‘ 1 MATERIAL @ 1 EA $100.00 CAD $100.00 CAD

Tax Category, open the drop-

om:  ARIBA TEST SUPPLIER 6% PST/ PST SK Ship To:  AIR CANADA View/Edit Addresses

down menu to the right of s | e e
Tax Category and select the S o s -
appropriate tax to apply on

each line, then click on Add to

Included Lines. Repeat this if
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multiple taxes have to be
applied (example: GST + QST
or GST + PST).

15.0nce complete, press
Next

16.Review the invoice. Confirm
that the Amount Due is the
same as the invoice copy
attached and that the Remit
to Address and the Tax IDs
are valid.

17.Press Submit.
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Create Invoice

Canfirm and submit this document. f will not b ‘countres of crigin of invaice. The s orig is
If you want your invoices to be stored in the SAP Business Network long term document archiving, you can subscrlbe tn an archiving service. Note that you wil also be

Canada. The d

tion country is:Canaa.
You subscribe to i

Standard Invoice
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th

$86.23 CAD
$86.23 CAD
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INVOICING ADHOC NON-CATALOG ITEMS ON A CONTRACT INVOICE

If you are submitting an item not listed on the contract, you are submitting an Adhoc
Non-Catalog item on the Contract Invoice. To create an Adhoc Non-Catalog Invoice,
follow steps 3 through 13 and then follow the below instructions.

1. If your contract is setup
to allow Adhoc Non-
Catalog items, the button
on the right-hand side
of the page, beside the
shopping cart, will be
available to add items
not listed.
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Enter the Supplier Part#,
Qty, Unit, Price, Currency
and Full Description for
each item. Select the Ship
To address if applicable.

To complete the
submission of the
invoice once all items are
entered, click on Save.

If you would like to
review what is in your
cart, click on the
shopping cart icon and
then click Review Cart.

When you have added all
your Adhoc Non-Catalog
items, follow steps 15
through 18 to Submit the
invoice.
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Create Contract Invoice: Add Non-Catalog Item
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