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Ariba Login - https://supplier.ariba.com  

Invoicing against a Contract 

Step 1: From the home screen, please click on the blue button titled “Create.”

 
 

 
 
Step 2: Then Select “Contract Invoice.” 

 
 
 

https://supplier.ariba.com/
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Step 3: Select the Company Name that you are trying to Invoice and click “Next”. If you have numerous customers, you 
may want to perform a search in the “search” box. 
 

 
 
Step 4: You are now at the main Invoicing Screen, from here you will have numerous items to fill-in before your invoice 
is complete. Optionally, you may click on the paper clip to attach the original supplier invoice. 

 
 
 
 
 
 
 

Supplier Name 

Supplier Name 

Supplier Address 

Supplier Address 
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Step 5: Please fill in an Invoice Number in the “Suppler Invoice #” Section which is your company’s invoice number. 
However, it cannot be a duplicated invoice number (i.e. if the invoice 1234 has already been rejected once submit as 
1234A). Also fill in the “Invoice Date”. 
 

 
 
 
Step 6: Next, click on the blue “select” link, this will display a text box allowing you to select the contract that you’d like 
to invoice against. 
 

 
 
 
 
 
 

Supplier Name 

Supplier Address 

Supplier Name 

Supplier Address 
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Supplier Address 
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Step 7: Click “Select” next to the contract that you’d like to invoice against. 

 
 

 
Step 8: After selecting the contract, click “Yes” next to “Does a matching PO or Contract exist in ESP for this Invoice?”. 
You can fill in the rest of the information on the left side, however it is NOT REQUIRED.  

 
 
  
Step 9: Next, please click the drop-down arrow to “Search More” in the “Ship To:” section. You will need to select where 
you are shipping to.  
 

Supplier Name 
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Step 10: If you are shipping to the Erie Home Office, please select Receiving. If you are shipping to a branch location, 
please select the Branch Location. If, you are not shipping anything physical, and simply providing a service, please still 
select Receiving.  
 

 
 
 
Step 11: After completing step 10, you will be ready to update the “Line Items” section.  
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Step 12: To begin filling in the “Line Items” section, please click on “Add Item”, and then select “Catalog Item”. 
 

 
 
 

Step 13: Most contracts will show all the lines automatically (skip to Step 14) or you may need to “Browse By Category” 
to see the lines. If this is the case, you will need to click on the category that you are invoicing for then select the other 
description listed. Then, the items for you to invoice against will populate. 
 

 
 
Step 14: IF this is a single line contract, please click “Add Item” next to the item you are invoicing against, it will then 
automatically take you to the next screen. IF you are invoicing against a multi-line contract, you will need to click “Add 
Item” next to each line individually or  click the check box next to each item that you would like to invoice against, and 
then click “Add Item” at the top of the top of the section. 
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THIS IS AN EXAMPLE OF A SINGLE LINE ITEM CONTRACT

 
 
THIS IS AN EXAMPLE OF A MULTI-LINE CONTRACT: 

 
Step 15: After you add your line item(s), you will then add tax or shipping by updating the Header Taxes, Charges, and 
Discounts section IF NEEDED. Not all invoices will need these items added. If no Header Taxes, Charges, and Discounts 
are required, proceed to updating the line Item(s). 
 
Step 16: You will need to click in the amount box of the line item and delete the contents. Then enter in the amount you 
are invoicing for, and click “Update.” You will then see how much is payable to you in the summary box. Then, click 
“Submit”. 
 
 
 
 
 

Supplier Name 

Supplier Name 

Supplier Name 

Supplier Name 

Supplier Name 
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THIS IS AN EXAMPLE OF A SINGLE LINE ITEM CONTRACT: 

 
 
THIS IS AN EXAMPLE OF A MULTI-LINE ITEM CONTRACT – add tax individually by clicking “Add Item Details”: 
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Step 17: After submitting your line item(s), you will be directed to the following screen, showing you that you have 
successfully submitted your invoice. Standard account users will receive an email notification that from the invoice 
submission which can be used to track the invoice status. Enterprise users can view submitted invoices in their 
“Outbox.” 

 

 
 
 
*If you believe you have submitted an invoice with an error, please send an email to ERIESVM@erieinsurance.com. 
 

mailto:ERIESVM@erieinsurance.com

