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1 bp Invoice Against Contract 
The following guidelines will help to ensure that suppliers can submit an invoice directly 
against a contract issued by bp. 

1.1 Create Contract Invoice 

From the home screen within your SAP Business Network account, select the Create dropdown 
menu and select ‘Contract Invoice’. 
 

 
 

1.2 Select bp from the Customer List  

If you supply to multiple customers, first select ‘bp’ from the list then click Next. 
 

 

1.3 Select the Contract to Invoice 

On the Invoice Entry page, click the down arrow in the Contract field. If the contract you are 

looking for is shown, click it.  

1.3.1 If you do not see the contract you need, click ‘Select’, which opens the contract chooser 
to display all available contracts.  
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1.3.2 Click Select next to the contract you wish to invoice and then click Done. 

 

 

1.4 Enter Invoice Details 

Enter the invoice information into the invoice form as follows: 

1.4.1 Enter data in all required fields with a red *.  Fill in any optional fields as needed, then 
click Next. 
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1.4.2 In the Invoice Header section, click the drop-down arrow on the Add to Header button.  
 
This lets you add sections to enter tax, shipping, special handling, discount, comments, 
and attachments at the header level. 
 
Note: this is optional and up to each supplier to use if they require. 

 

 

1.4.3 In the Line Items section, click Add Items to select items from the catalogue to invoice.   
 
You can also click the Line Item Actions button and add non-catalogue items as 
required. 
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1.4.4 Click the check box for each item you wish to include on this invoice.  Make sure to 
update the Qty and then click Add Item on each item you are adding.  Click Done when 
finished. 

Note: If no items are visible to click, please follow the instructions from SAP here. 

1.4.5 Click the check box next to each line item you would like to add additional details, such 
as line level tax, line level discounts, line level special handling charges, etc.  Then click 
the Add to Included Lines button. This will add these to each line that is selected.   
 
Use this when you need to vary the additional data by line. If not required, perform this 
action at the Invoice Header level above in step 1.4.2.  

  

https://uex.ariba.com/directnode/2578/SE
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1.4.6 Fill in the additional information in these added fields, including the percentage of tax 
in the Rate (%) field (unless no tax is applicable then type ‘0’ and select Exempt from 
the Exempt Detail field). 

 

1.4.7 Where required to confirm service receipt, ‘signatures’ on supporting documentation 
includes legible hand-written signatures and electronically verified signature stamps 
(e.g., DocuSign). 

1.4.8 When you are ready to submit the invoice to your customer, click Next to review the 
invoice before submitting. 
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1.4.9 When you have reviewed all the information and everything is correct, click the Submit 
button to send your invoice to bp.  

  

1.4.10 After you have submitted your invoice, feel free to Print this invoice or Exit the invoice 
creation stage. 

 


