
 

 
 

Login to your Ariba Network account 
 

1. Click on the “Orders” tab 
2. Click on “Purchase orders”  
3. Add your Purchase order number.  
4. Click on “Apply” 

 

 
 
 

 
Open the PO and follow the below instructions 

 
1. Click “Create invoice “tab 
2. Select “Standard Invoice” 

 
 

CREATE AN INVOICE 

HOW TO SUBMIT AN INVOICE TO ADOBE ON THE ARIBA NETWORK 



 

 

 
 
Fill in the required fields (*) 
 

1. Enter your invoice number. 
2. Enter your supplier Tax ID, If mandatory 

 

 
 
 

 
 
 
 

 
 
1. If your country requires, please add Supplier VAT/Tax ID  
2. If your country requires, please add then Customer VAT/Tax ID 
3. We request you to please attach the ERP/TAX invoice copies wherever applicable, since Tax 

authorities may require businesses to submit copies of invoices to support the amounts reported in 
tax returns. This helps ensure that deductions or credits claimed are valid. 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

CREATE AN INVOICE CONTINUED 

ATTACHMENTS and ADDITIONAL FIELDS 



 

4. Select “ATTACHMENT” 
 

 

 
 

 

 

 

 

 

 

 

 
 
1.Click on Choose file, browse your computer, select the invoice copy and click on Open  
2.Click on Add attachment 



 

 
 
 

 
 

1. To add tax, select line-item actions.  
Note: While selecting line items, only the quantity of the item can be adjusted (if required) that too not 
in fraction. The unit price must remain unchanged and cannot be modified. This ensures consistency in 
pricing and prevents unauthorized changes to agreed-upon prices." 

2. Click on “Line Item Actions” 
3. Click on Add 
4. Click on Tax 
 

 
 

 
   

Make all adjustments like category of taxes,rate, exempt  etc needed for your country and category of services or materials 

PLEASE “INCLUDE”  ONLY THE ITEMS YOU WISH TO INVOICE 



 

provided  
 

 
 

If there is no tax, skip the Tax section mentioned above. 
 
1.Click Next 
 

 
 
2.Click Submit 
 

 
 


