Accessing Composing Invoices in Ariba
Ariba

Accessing Composing Contract Invoices (No Release)

1. Click Orders > Contracts from the upper-left of the home page.
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2. Click the View contract invoices link.
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3. Select your customer and click Next.

Next Back to Inbox

View Contract Invoices: 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 for them by entering the name in the Customer Name entry field
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Your contract-based invoice drafts appear. You can edit and continue working on the invoices or delete

them from this page.

€ Go back to Select Customer

Invoice Drafts

Composing Invoices
Requester

This page displays invoices you are composing that are saved in drat state. You can click 2 link to continue composing the invoice. Invoices are removed from this page when you submit them. Draft invoices are stored indefinitely. You can also delste, copy. and print draft invoices

Contract

Title Date Created 1 N Summary  Status Invoice Date
INV2994 Tue, 23 Aug, 2022 $6,000.00USD  Composing
1NV3991 Thu. 18 Aug, 2022 Composing
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Accessing Composing Purchase Order Invoices (Release)
Click Invoice, then in the dropdown select “Drafts.”
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Your draft invoices will display on your screen.

Draft invoices (1)
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Invoice Number Customer Reference Date Last Modified 4 Amount Actions
Test 082422 % City of Tacoma - TEST 9000005100 Aug 24, 2022 $0.00 USD
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