SUPPLIER QUICK REFERENCE GUIDE

SUBMITTING ELECTRONIC
INVOICES AGAINST A CONTRACT
QRG Topic
Audience
Background

This Quick Reference Guide (QRG) addresses how a supplier can submit an invoice against a Contract
to TAFE NSW
Suppliers
TAFE NSW uses SAP Ariba as its preferred eProcurement Solution. Suppliers are required to receive
Purchase Orders (POs) and Contracts from SAP Ariba, and submit their invoices electronically through
the Ariba Network. For specific Suppliers, TAFE NSW will contact you directly to inform how to
invoice directly against a contract through the system. When the Supplier is ready submit an invoice
against a contract, they can:
1) Log in to the system
2) Select items from the contract, and
3) Submit the invoice
The invoice will be routed for approval within TAFE NSW, and standard payment terms apply.

Step 1
Navigate to supplier.ariba.com
and enter in your User Name and
Password.

Step 2
A new screen displays the Ariba
supplier home page, click the
Create drop down in the top right
hand side of the screen.
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Step 3
From the Create drop down
menu, select Contract Invoice.

Step 4
A new screen will display a list of
your customers in the Ariba
Network. To select the customer
click the radio button next to their
name. Click Next.

Step 5
A new screen displays. Select the
appropriate Customer Contract
Site.
Note: For TAFE NSW, there will
only be one Contract Site.

Step 6
A new screen displays, select the
hyperlink next to the Contract
field to search and select the
contract to submit an invoice
against.

TAFE NSW

Page 2 of 5

Version 1.0

Step 7
A list of contracts will display in a
new screen from which you can
Select.
You can search for contracts by:
-

ID
Title
Effective Date
Expiration date
Status

Once you have found the relevent
contract, click Select and Done.

Step 8
This will load the contract for
invoicing.
Complete the mandatory fields
including:
•
•

Invoice # - Your Internal
Invoice ID
Invoice Date - The date of
the invoice

Select Next.
Note: The invoice date cannot be
in the past and the ‘Sold To Email’
will auto-populate from the
contract.
You are also able to add any
attachments (e.g. additional
documents that need to be
attached to the invoice, including
the payment claim, payment
schedule, Subcontracting and
Supporting Statements) as
required by selecting Add to
Header -> Attachment.
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Step 9
Contract information will be prepopulated in the following
sections.
Service Description can be used
to provide a title for the invoice
and for additional comments.

Step 10
Scroll down and complete Tax
related details where applicable.

Step 11
Scroll down to Additional Fields
which are optional and can be
used to provide information such
as Supplier Account ID, Customer
Reference, Supplier Reference.

Step 12
Scroll down to the Line Items
section to select items from the
contract to include in the invoice.
Here you will be able to invoice
selected items as per the
contract.
To add an item, select Add Items.

Step 13
The items on the contract will be
displayed. Adjust the quantities
and add the item/s you wish by
clicking Add Item.
Selecting Add Item will carry over
the item to the invoice set-up.
You can do this with multiple
items.
Click Done.
TAFE NSW
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Step 14
The items with adjusted
quantities will be brought into
the invoice.
You will notice the line items are
the ones you previously selected.
Scroll to the top of the screen and
confirm your amount and that the
appropriate tax has been applied.
Click Next.

Step 15
After cicking next, a summary
page of your invoice will be show.
Ensure that all the details are
correct on the Summary.
If the details are correct, click
Submit.
A notification will display
confirming the invoice has been
submitted to TAFE NSW via SAP
Ariba to process.
Note: Follow the prompt if you
would like to print a copy of the
invoice, otherwise exit.

FURTHER ASSISTANCE
TAFE Finance Shared Services

TAFE NSW

Please contact the TAFE Finance Shared Services Contact Centre on 1300 TAFE
HElp (1300 823 343).
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