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Introduction

This document gives a step-by-step guide to submit the Blanket Order Invoice in 

Ariba.

What are the changes

❖Before the change

When the supplier creates a Blanket Order invoice in Ariba and does not want to 

invoice the full amount, the only option available is to invoice a partial quantity. This 

works the same as any other PO, where suppliers are not allowed to change the net 

price in the invoice.

❖After the change

Suppliers will now have the flexibility to invoice a partial amount by adjusting the net 

price instead of the quantity. This enhancement allows suppliers to bill based on the 

actual amount agreed without being restricted to quantity adjustments.
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Blanket Order Invoice Submission Step

1. Go to the Ariba Portal and ensure the Order Confirmation is created.

2. When creating an invoice for a partial amount, the invoice subtotal will initially show as zero. You 

will need to add the line item manually as described in Step 3.

3. Click on create button and select the Goods
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Blanket Order Invoice Submission Step

4. Insert the amount to be invoiced in unit price field. No change required for the Quantity field

5. Click Create once all the information populated

6. After click on the create button, it will navigate to main screen and invoice subtotal will be 

displayed with the amount to be invoiced.
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Blanket Order Invoice Submission Step

 

7. Input the mandatory field in main screen and upload the attachment. Click Next to submit the 

invoice
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Blanket Order Invoice Submission Step

8. The system will display the full quantity even if you create an invoice for a partial quantity. To 

proceed, enter the partial or full invoice amount as needed by modifying the unit price. A warning 

message will appear: “The subtotal invoiced exceeds limit”. Please ignore this message and click 

Create to complete the process.
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