
Invoicing via Ariba (for Ventia Kings College) 
 

Create and send invoice in Xero as normal. 

From office@greencycle.co.nz open Purchase order email sent from Aribia. 

Select Process Order 

 

 

Log in to Ariba  

(If you are not directed to Ariba use https://service.ariba.com/  > Supplier) 

Username: office@greencycle.co.nz  

Password: 2026@GreenCycle 

 

Purchase order should open on screen 

Select Create Invoice > Standard Invoice 
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In Create Invoice  

Enter  

• Greencycle Invoice number GC-???? 
• Adjust Date (note you cannot select a date more than 10 days prior to current date) 
• Service Description (e.g. Greenwaste Collection, Mulch Supply) 

 

If you are not invoicing all items on the PO you can choose not to select them. Scroll to the end 
of the page and check the items that are being invoiced. 

Select Next 

 

 

Check invoice is correct and Submit. 

 

If you land in the incorrect PO select done to return to dashboard 

 

 



From Dashboard select Orders > Purchase Orders to view all PO. 

 

 

If you cannot see the PO you are looking for in the list, change the filters above (e.g. creation 
date) and apply filters. Order status shows PO invoiced, to be invoiced (New) and if partially 
invoiced. 

 

 

To view invoices and invoice status select invoice from dashboard. If invoice not showing, apply 
filters as described above. 

 


