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CREATE A SERVICE PO INVOICE ON SAP ARIBA

WHY?

A Service PO invoice is linked to a service purchase order and includes details of the services
procured under that order. You can submit the invoice once the related service sheet has been
approved. If you submit the invoice without an approved service sheet, the system will
automatically generate one. In this case, your invoice will remain on hold until the auto-
generated service sheet is approved by your Air Canada contact.

e Suppliers must create an Order Confirmation for the Purchase Order before creating the

invoice.
e Suppliers cannot confirm more than the amount or quantity stated on the PO.
1. Air Canada PO invoice e Supplier invoice number must not exceed 16 characters.
Requirements: e Suppliers are required to include a Remit To ID & address on the invoice.

e Suppliers are allowed to future date invoices for 30 days.
e Suppliers cannot invoice for an amount or quantity greater than the PO.
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 supplier must enter their R

Tax Registration number under g | vROTGsita o

their Company profile before My Account

submitting invoices. If there are any v ;”A;:

changes to your Tax IDs, please R

update them in your Company profile g T iR

accordingly. Refer to the quick guide Prmun Pacage

on how to Update Company's Tax ID Company Profle

numbers. setings g

Logout

3. All suppliers must update their
remittance information on their profile
before submitting any invoice.
Please refer to the following guide on

MARRIOTT@aircanada.ca [
Air Canada - Remittance Guide for : Sty scount ‘

¥ Q ® M

More v MARRIOTT T

instructions. a || unkuserips
Important: If you do not know your

Contact Administrator

company’s remittance ID, you can WARRIOTT MONTREA. |
request for this information via the o szsuisszar B
Supplier Support Request Form before Companym;le
proceeding. i e )
Accelerated Payments | Losoit
4. Once the above steps are !
completed, you can create = T

your invoice.
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https://support.ariba.com/item/view/209261
https://support.ariba.com/item/view/209261
https://support.ariba.com/item/view/214590
https://forms.office.com/Pages/ResponsePage.aspx?id=34MdSZEQ-EC8-bES-aNfzwK9R-p6jQ5FthBQmY0gOAZUOUY4SUo1VzU0R0hHQjA3ODNMWEVSVllFRC4u
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5. Once logged into your Ariba Create v | ens
Network account, navigate ¥ ( o nvoice 5
to the Invoice tab and click Non-PO Invoice
on Create and select PO Contract Invoice
Invoice. ' Service Sheet
Time & Expense Sheets \
6. From the list of available W Create posing |

Purchase Orders, select
the one you're invoicing

against.
Purchase Order: 4800005688
. Create Order Confirmation v
7 R O n C e th e O rd e r I S AIR CANADA requires you to create an order confirmation for the PO before creating an invoice
Order Detail Order History
confirmed, click Create
.
Invoice. Select Standard
Invoice. Purchase Order: 4800005688
Create Order Confirmation v Create Service Sheet Create Invoice v
Standard Invoice | o
Order Detail Order History Line-ltem Credit Memul Create an invoice against the purchase order
Line-ltem Debit Memo
From: To:
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8. Select the line you
wish to submit an
invoice for.

9. Enter the required
fields on the Invoice
Header: Invoice #.

10. The shipping section
should already be filled
per the PO. Nothing is
required here.
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Select Item to Create Invoice with Auto-Generated Service Sheet

Line Items

¥ Invoice Header

Summary

Purchase Order: 4800005688 Subtotal: $0.00 CAD
i i Total Tax: $0.00 CAD
Inv vithout Tax:  $0.00 CAD
T 24 Nov 2025 Amount Due: $0.00 CAD
on
et
F x 1D
Remit To 11 Place du Canada
Shipping
(@) Header level shipping () Line level shipping (D
Ship From: Ship To: DORVAL 975 ROMEO VACHON
DORVAL QC
Montreal QC Canada
Canada Deliver To: KETSIA JOSEPH

DORVAL 975 ROMEO VACHON




11. The line that you
initially selected should
appear under line-
items. Click
Add/Update, select
Add Contract/Catalog
Item to add contracted
service line items.
Should the service you
are looking to add is not
available, go back and
select General Service.

12.You are then prompted to
add your @ Part no.
(small description of your
service) @ description,
the © quantity, O unit
of measure* ,® price,
© service start and

@ end date. All those fields are
mandatory. The non completion of
those fields will cause your service
sheet to be rejected
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Line Items

Insert Line Item Options
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Subtotal

from PO
Create Service Sheet: Add Item m | Cancel
. 0
insert Line Item Options:
,,,, Disc
1o In
No. tud Type escription ubty
1 K ilable stallation Addnt
No. Tuick Type escription Quantity Unit Uriit Price Subtotal
® e lation o installation of backdrop e a e HUR e $50.00 CAD e $200.00 CAD
Service Period =] e Date:* | 19 Nov 2025 =] o
L
Reset Tax from PO
* SEARCH UNIT <C erearo e ava o e
]
t  Symbol 1
N ar
A days  Select
A ch
R UR hours. Select
GN MON anth ele
WEE WEE ceks Selec
Close




13. For each invoice line where taxes
are applicable, select the line(s)
by ensuring the Include slider
is blue. Then “check” the box to
the left of Tax Category, open the
drop-down menu to the right of
Tax Category and select the
appropriate tax to apply on
each line, then click on Add to
Included Lines. Repeat this if
multiple taxes have to be applied
(example: GST + QST or GST +
PST)

14. Make sure your Tax amounts
on Ariba match the ones on
your invoice.

15.Click on add to header to
attach a copy of your PDF
invoice.
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Line Items.

Insert Line item Options.

5% GST/ GSTTax.

uuuuuuuuuu

1 Line ltems, 1 Included, O Previously Fully Invoiced

Inst

Add to Header + @

Shipping Cost
Shipping Documents
Special Handling

Allowance

Charge i% GST/ GSTTax

| l:l Discount

Additional Reference Documents and Dates

2ot &
Comment 2t

Attachment dot Available

Description

Installation




16. Click Next.

17.Review the invoice. Confirm
that the Amount Due is the
same as the invoice copy
attached and that the Remit
to ID & Address, Bill To and
Tax IDs are valid.

18. Press Submit.
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Desciiption

Service Periad 17 Now 2025

Line ltem Actions Reset Tax from PO

Installation of backcrop

=

y-+| 5% GST/ GSTTax

Senice £nd Date:

Exermipt Dot

19 Now 2025 =

s
51000 CAD

o value) ~

Update

Remove

invoice. The

Confirm and submit thi

It will ly to the countries of origir
1f you want your invoices to be stored in the SAP Business Network long archiving.

Standard Invoice

11223344556

4800005688

SERVICE PERIOD
StatDate: 1 Now 2025
EndDate: 24 Nov 2025

REMITTO:

ARRIOTT MONTREAL CHATEAU CHAMPLAIN

Postal Address:

Canada
Remit To ID: 0011000320:0011000320

Tax 1D of Supplier: 764079885

BILL FROM:
MARRIOTT MONTREAL CHATEAU CHAMPLAIN
Postal Address:

1 Place du Canada

Montreal QC H3M 2v2
Canada

ing service. Note that you wil aiso be

Tuesday 25 Nov 2025 11:15 AM GMT-05:00

BILLTO:
730 COTE-VERTU OAIR CANADA HQ
Postal Address:

730 COTE-VERTU O
DORVAL QC H4S 1Y9

c
Address ID: 0000001571

country is:Canada. The document's destination country is:Canada.
0 ices once it

Invoi

Subtotal
Total Tax
5

Amount Due:

archiving service.

$10.00 CAD

SUPPLIER:
MARRIOTT MONTREAL CHATEAU CHAMPLAIN
Postal Address:

1 Place du Canada

Montreal QG H3M 2v2

canada

GST ID: 764079885

CUSTOMER:

AIR CANADA

Postal Address:
730 COTE-VERTU ©
DORVAL QC H4S 1Y
Canada




19.You will notice that the
status of your invoice
will be ‘pending
approval’ and routing
will say ‘on Hold'.

20. Until your auto-
generated service
sheet is approved by
your Air Canada
contact, your invoice
will remain on hold.

21.To retrieve your service
sheetand track its
status, from the
Homepage, click on
fulfilment, then click on
service sheet.
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Standard Invoice

Status
Invoice: Pending Approval @
Routing: On Hold
Invoice Number: 11223344556
Invoice Date: Tuesday 25 Nov 2025 11:15 AM GMT-05:00
Original Purchase Order: 4800005688
Submission Method: Online
Origin: Supplier
Source Document: Order

SERVICE PERIOD
Start Date : 1 Nov 2025
End Date: 24 Nov 2025

Subtotal:

Total Tax:

Total Amount without Tax:
Amount Due:

$10.00 CAD

$0.50 CAD
$10.00 CAD
$10.50 CAD

Drafts

My widgets — ARCanADA v

E match v O
by

Purchase orders Last 3 months v Invoice aging

€2NOK <1 1QM

w Q0 wm




22.0nce your auto-
generated service sheet
has been approved,
your invoice will be
submitted to Air
Canada for payment.
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Service Sheet: 11223344556_SS_1 m
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Detail History

Service Sheet Subtotal: $10.00 CAD
(Sent) A—

11223344556_55_1

Date: 25 Nov 2025

Final Service Sheet: No

Purchase Order: 4800005688

Subtotal: $10.00 CAD

Service Start Date: 1 Nov 2025

Service End Date: 24 Nov 2025

Service Sheet: 11223344556_SS_1 m

Detail History
Service Sheet Subtotal: $10.00 CAD
(Approved) —m—

11223344556_SS_1

Date: 25 Nov 2025

Final Service Sheet: No
Purchase Order: 4800005688
Subtotal: $10.00 CAD

Service Start Date: 1 Nov 2025
Service End Date: 24 Nov 2025




