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Entering a Direct Pay Invoice 
Updated March 31, 2026 

Purpose 

This document shows how to enter a directy pay invoice in SAP Ariba Classic view. 

Procedure 

Navigate to classic view through the "B&I Classic UI" tile on the Guided Buying 

homepage 

 

Click "Create" in the upper right corner of the screen 
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Select "Invoice" from the dropdown menu 

 

Select "Non-PO" to create a direct pay document 
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Click the dropdown box next to the supplier field to open the supplier search 

 

Click "Search more" 
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Enter the supplier name and click search 

 

Select the needed supplier 
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Enter the invoice number in the "Supplier Invoice #" field 

 

Click "Select Date" to open the calendar and select your invoice date 
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Click "Add Item" and select "Non-Catalog Item" to add your line item(s) 

 

Enter the line item description in the "Full Description" field 
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Enter the invoice amount in the "Price" field 

 

Click the "Commodity Code" dropdown and select "Search more" 
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Search for "direct pay" and select the most relevant option based on your invoice 

 

Click "Validate and Exit" when done 
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Select the line item and click "Manage Accounting" 

 

Set the "Account Assignment" field to "X(Cost Center/WBS)" 
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Enter your GL Account and Cost Center or WBS using the drop down fields 

 

If you need to split by GL or cost object, click the "Add Split" button 
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Select whether you would like to split by Amount or Percentage and make the 

necessary adjustments to the split values shown on the right 

 

Click "Validate and Exit" when finished 
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Click the "Upload Invoice" button and select "Choose File" to open the file explore 

and select your invoice attachment 

 

Be sure to click "Upload" after you select your attachment 
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Click "Submit" to move your invoice forward for approval 

 


