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CREATE CONTRACT BASED INVOICE 

*You will need the following information before you can submit your invoices into Ariba. This 

information is provided to you by the person who requested the work, service, equipment etc. You may 

see this information on a stamp, received it over the phone, or through email. If you do not have this 

information, please reach out to the person who placed the order with your company* 

Sold To Email Email of the person who requested the 
work/service 

Account Assignment Cost element designation: Cost Center (K) 
AFE/WBS Element (P) or Order (F)  

Cost Element Cost center, AFE number or Work Order number 

G/L Optional  

 

1. Log into Ariba using your Ariba UserID and Password - Supplier.Ariba.com 

 

 

 

 

 

 

 

 

 

 

 

2. From Ariba Home page, click Create and select Contract Invoice 

 

* Please note, most Apache suppliers will not use POs to transact with Apache if they have not in 

the past. The quick enablement PO (.01$) is strictly used for registration and will not be used 

again  

 

 

 

 

 

 

 

DO NOT USE  

https://service.ariba.com/Supplier.aw/125013081/aw?awh=r&awssk=Ji_AIsLL&dard=1
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3. Select APACHE and click Next 

 

 

 

4. Select Apache Corporation and click Next 

 

 

 

 

 

 

5. Click Select next to Contract: [select] 

 

 

 

 

 

 

 

 

6. Select the correct contract 
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7. Populate the required invoice fields then click Next 

• Invoice # - Must be all capital letter and contain no spaces  

• Invoice date 

• Sold To Email - Apache Requestor email will be provided by the person who requested the 

work, service 

 

8. Enter Service Description 
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9. Tax Section– Header level tax will be selected by default. Tax is a required field, if tax is not 

applicable enter 0 

 

 

 

 

 

*Enter either the tax rate (%) or the taxable amount (DO NOT ENTER BOTH) 

 

 

        OR 

     

 

 

 

 

* If you need to include tax at the line level, select Line level tax (below). You will enter the tax 

after the line items have been added to the invoice 

 

 

10. Additional Fields Section- Select the Service Start Date and Service End Date. If the Service 

Start Date and Service End Date is missing from the invoice page, please continue to step 10. It’s 

an identified issue with Ariba
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11.  Click the Add to Header button and click on the down arrow and select Attachment 

 

 

 

 

 

 

 

 

 

 

12. Click the Browse button to select the document and click Add Attachment. Click Add 

Attachment to display your file path 

 

13. Line Items Section- Click Add Items 
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14. If you have at item level contract loaded in the system, your items will be displayed on this page. 

If you do not have any items loaded skip to page 9 to add non-catalog items.  

• Update the quantity as needed and click Add Item 

• Repeat this step for all items that need to be billed 

 

 

 

 

 

 

 

 

* If you cannot find an item in your catalog on the first page, use the search bar at the top of the 

screen 

 

 

15.  A warning message will be displayed when you add an item to the cart letting you know 

the item needs to be coded. Proceed with the next step 

 

 

 

 

16.  Once all contract items have been added to your cart, click the shopping cart icon, and click 

Review Cart 
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17. Click on the down arrow on the right side if “More” on your first item 

 

 

 

 

18. Click the drop down next to Account Assignment and select the cost element 

designation 

K(Cost Center) - search for and select the correct cost center for this invoice 

P(Project) - search for the AFE and select the AFE for this invoice 

 

 

19. If you have been provided a G/L, search and select the G/L (not required) and click Done 

 

 

 

 

 

 

 

 

 

 

 

 

• Follow steps 17-19 for all items on your invoice and click Next 
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20. If you need to add tax at the Line level, select Sales Tax from the drop down and click Add to 

Included Lines 

 

 

 

• Add the applicable tax to each line item. Click Next 

 

 

 

 

 

21. Review and confirm invoice data. If no further changes are needed, click Submit 

 

 

 

 

 

 

 

 

 

 

22. Once invoice is submitted, a confirmation message will be displayed 
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ADDING NON-CATALOG ITEMS TO INVOICE 

*It is Apache policy to use the pricing loaded into your contract, if available. If you have items loaded 

in your contract and you submit non-catalog items, the invoice is subject to rejection. Non-catalog item 

usage must be approved by Apache* 

1. Complete steps 1-12 of “Create a Contract Based Invoice” 

2. From Create Invoice page, scroll down to the Line Items section and click Add Items 

 

3. Click on the icon or the “Add a non-catalog item” link 

 

4. Input the following information for the first non-catalog item 

• Supplier Part # - Enter the line item description 

• Quantity 

• Unit 

• Price 

• Commodity Code – Click the dropdown and search for an applicable code 

• Reference Date 

• Full Description 
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5. A warning message will be displayed. This is letting you know additional coding is 

needed. Proceed with the next step 

 

 

 

6. Collapse the section by clicking the down arrow next to Less 

 

 

7.  Click on the down arrow on the right side if “More” on your first item 

 

8. Click the drop down next to Account Assignment and select the cost element 

designation 

 

K(Cost Center) - search for and select the correct cost center for this invoice 

P(Project) - search for the AFE and select the AFE for this invoice 

 



   
 

APACHE CORPORATION  |    2022  
 

9. If you have been provided a G/L, search and select the G/L (not required) and click Save 

 

 

 

 

 

 

 

 

 

10.  Add all additional non-catalog items using the same steps and click Done 

 

 

 

 

 

 

11.  Create Invoice page is displayed. Review invoice and click Next 
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12. If no further changes are needed, click Submit. 

 

13. Once invoice is submitted, a confirmation message will be displayed.  

 

 


