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Standard Account Process: 
Invoice to Contract
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1. Visit supplier.ariba.com - enter your User Name
and Password

2. Click the Login button to access your account

Log into your account
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3. Click Create

4. Select Contract Invoice 
from the dropdown list

5. If you invoice multiple 
buyers, select Aviva from 
the list of customers

6. Click Next

Create a contract invoice
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Create a contract invoice

7. Select the Business Unit Address child1

8. Click Next
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Create a contract invoice

9. Click [select] to view a list of Aviva 
contracts

10. Locate the applicable contract 
and click Select
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Create a contract invoice

11. Enter the Invoice # (special 
characters +-_@/\.=* are allowed 
as well) 

12. Enter an Invoice Date
(Backdating is not permitted)

13. Select the correct Ship To address 
for the goods or services being 
provided to Aviva.  The Province 
Code will be used to validate that 
the correct tax is being applied

14. Click Next
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Create a contract invoice

15. On the Additional Fields 
screen ensure Aviva appears 
in the Choose Address field

16. Verify that your Bill From 
address is correct, as it will be 
used to determine whether 
overseas and/or withholding 
taxes should be applied 

17. Click View/Edit Addresses to 
make changes
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Create a contract invoice

18. The Supplier VAT/Tax ID and 
Customer VAT/Tax ID fields 
should be pre-populated. If 
the fields are blank, enter the 
applicable tax numbers.

19. You can add one/more     
supporting documents (e.g.
PDF invoices/ supporting 
spreadsheet) by following the 
below steps:

a. Click on Add to Header and 
then select Attachment

b. Choose file  and browse in 
order to select needed 
document

c. Click on Add attachment

Scroll down to view the contract 
lines for invoicing
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Create a contract invoice

g
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20. Click Add Items to select the 
catalogue items you would 
like included on the invoice

21. Use the checkbox to select 
the applicable items (select all 
that apply)

22. Update the Qty field

23. Click Add Item

24. If there are no items to add, 
click the + icon next to the 
shopping cart to add a non-
catalogue item

25. Complete the mandatory 
fields:

• Commodity Code
• Request Type
• Reference Data
• Full Description
• Qty 
• Price and Currency 

26. Click Save
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Create a contract invoice

27. Click on the Shopping Cart icon

28. Click Review Cart to checkout

29. Lines can be edited if required. Select the 
line using the checkbox. Adjust lines by 
updating the quantity or clicking on 
Delete or Edit to make changes.  
Additional lines can be added using Add 
Item

30. Click Done to add the lines to the invoice
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Create a contract invoice

31. Review the Subtotal for each line item. This 
represents the net value

32. Use the checkbox to add taxes

33. Select the correct tax from the Taxes dropdown 
list
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Create a contract invoice

34. Click Next

35. Verify all the details are correct and click Submit to send 
the invoice to Aviva

36. A pop-up box will confirm the invoice has been 
submitted

You will receive an email with a copy of the invoice that was 
sent to Aviva
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1. Once on Home page, click on Overview and then on Invoices

2. To easily identify your invoice select Edit filter and search by Invoice number (ticking Exact match), then click on Apply

3. Click on invoice number in blue 

4. To create a credit memo click on Create Line-Item Credit Memo

5. Enter a unique Credit Memo # (special characters +-_@/\.=*are 

allowed as well) 

1

Create a credit memo
Header 
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1. Review or update the Quantity
and Subtotal for each line item 
you are crediting

2. To exclude an item from the 
credit memo click the line item’s 
green slider OR click the check 
box to the left of the item and 
click Delete

Create a credit memo
Line items

2
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Create a credit memo
Line items

3. Click Next once all details have been added

4. Review the Create Line-Item Credit Memo 
summary and click Submit

5. You will receive a notification confirming that the
Credit has been submitted 
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1. Once on Home page, click on Overview and then on 
Invoices

2. To easily identify your invoices select Edit filter , Creation 
date range and then click on Apply

3. The status of each invoice (Sent, Approved, Paid, Rejected) 
is listed in the Invoice Status column

Invoice status
Dashboard

• Sent – The invoice is being validated against the PO 

• Approved – The invoice has been matched successfully to the 
PO and will be paid within the Payment Terms

• Paid – The invoice has been paid

• Rejected – The invoice has been rejected
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4 .   To see detailed information                               
about an invoice, click on the invoice 
number in blue.

Invoice status
Dashboard
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5. The Detail tab captures all the information about the invoice.

Invoice status
Scheduled Payments
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6.    Click the Scheduled Payments tab to see when the invoice will be paid

Invoice status
Scheduled Payments
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1. Once on Home page, click on Overview, then on More and 
Invoices

2. To see detailed information about an invoice, click on the 
invoice number in blue.

3. On the Detail tab review why the invoice was rejected, then 
click Edit & Resubmit to make changes 

Invoice rejection
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