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1. Air Canada PO invoice  

Requirements: 
 
 
 
 
 
 
 
 
 

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

invoice.  

• Suppliers cannot confirm more than the amount or quantity stated on the PO. 

• Supplier invoice number must not exceed 16 characters. 

• Suppliers are required to include a Remit To ID & address on the invoice.  

• Suppliers are allowed to future date invoices for 30 days.  

• Suppliers cannot invoice for an amount or quantity greater than the PO. 

• Suppliers (Canadian) must include Tax IDs on invoices.  

• Suppliers enter taxes at the line-item level; except for HST, taxes must be entered separately 

e.g., GST + PST. 

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. 
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2. Canadian supplier 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. All suppliers must update their 

remittance information on their profile 

before submitting any invoice. 

Please refer to the following guide on 

Air Canada - Remittance Guide for 

instructions.  

Important: If you do not know your 

company’s remittance ID, you can 

request for this information via the 

Supplier Support Request Form before 

proceeding.   

 

4. Once the above steps are 

completed, you can create 

your invoice. 

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 

Network account, navigate 

to the Invoice tab and click 

on Create and select PO  

Invoice. 

 

6. From the list of available 

Purchase Orders, select 

the one you’re invoicing 

against.  

 

 

7. Once the order is 

confirmed, click Create 

Invoice. Select Standard 

Invoice. 
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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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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,    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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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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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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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 

sheet and track its 

status, from the 

Homepage, click on 

fulfilment, then click on 

service sheet. 
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22. Once your auto-

generated service sheet 

has been approved, 

your invoice will be 

submitted to Air 

Canada for payment.  

 

 

 

 

 

 


