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Introduction 
 
The purpose of this document is to provide the information suppliers need to effectively transact 
with Cathay via Ariba Network.  It provides step by step instructions, procedures and hints to 
facilitate a smooth flow of procurement between Cathay and the supplier. 
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Standard Invoice 
 
All purchase orders received via Ariba Network require an invoice to be created and attached in 
Ariba Network. 
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Identifying the Purchase Order 

 
Go to Orders to search for the relevant orders for invoice creation.  You may use the filter for 
Customers and search for “Cathay Pacific Airways” to display a summary of all purchase order(s). 
 

 
 

• The Order Number displayed is generated by Cathay’s ERP system. Only when the goods 

and/or services have been received by Cathay can it be invoiced.   

• You can click the Order Number to view the purchase order.  

• Alternatively, you can click the 3 dots under the Actions column (located at the far right of 

the screen) to create invoice documents without opening the Order. 
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Create the Invoice 
 

1. View the Purchase Order. 
 

2. Click Create Invoice –Standard Invoice. 
 

 
 

Standard Invoice – Header Level 
 

1. Enter the Invoice # (refers to your internal invoice number) 
 

2. Enter the Invoice Date 

 

 

 

.
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Standard Invoice – Header Level – Adding Attachment 
 

1. Click on Add to Header to display the drop-down box.  Select Attachment 

 

2. The Attachments section is displayed 

 
a) Click on Choose File 
b) Browse your computer files. Select and click on Open 
c) Click on Add Attachment 

• Multiple files can be attached 

• Max 10MB in total 
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Standard Invoice – Header Level – Tax and Shipping Cost  
  
1. Select Header level tax or Line level tax.  

 

 
 
2. Select Shipping option: (If additional Shipping Cost are required). 

a) Shipping Cost at Header Level 

• Click Add to Header 

• Select Shipping Cost 

  

• Enter Shipping Amount 

• Enter Shipping Date 
o Shipping added at Header Level will allow GST to be calculated for the shipping 

costs 
OR 

 
b) Shipping Cost at Line Level 

• Select Line Level Tax and refer to ‘Standard Invoice – Line Level’  

• Shipping Cost added at Line level will not allow GST to be calculated for shipping 
 

Note: Cathay may require shipping to be added at line level 
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Standard Invoice – Line Item Level 
 

1. Review and Update Quantity (if required). 
 

2. Review and Update Unit Price (if required). 
 

3. Select Tax (please note that the Tax Category will normally be copied from the PO line item 
details).  In case if the Tax Category cannot be copied from PO line item details, you may 
manually input the Tax Category in invoice line items.    

 
4. Click on Update. 

 
5. Click on Next. 

 

 
 

Optional: Blanket PO items 
1. For Blanket PO, the price and quantity are required to input in invoice creation.  Select the 

line item and click Create for Goods or Service.

 
 

2. Input the unit price and quantity as required, then click Create. 
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Standard Invoice – Review and Submit 

 
1. Review all information on the invoice. 
2. Click Submit to send the Invoice. 
3. Screen displays: system message – ‘Print’ to print a copy of the Invoice or ‘Exit’ to exit 

Invoice creation 
4. Screen returns to the Purchase Order the Order Status has changed to Partially/Invoiced 
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Invoice Status 
 
The status of the invoice(s) will change as it progresses through Cathay’s approval process. 

There are 4 Invoice Statuses: 
o Sent – you have sent the invoice to Cathay 
o Approved – Cathay has reviewed the Invoice and it has been approved for payment 
o Paid – The invoice has been paid 
o Rejected – The invoice has been rejected. You can open the invoice and review rejection reason 
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Remittance 
 

➢ The Remittance informs of when and how payment for an invoice is made 
 

➢ The Remittance is an informational document only and does not require any action 
 

➢ New Remittances can be viewed from the Inbox area under Remittances 
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Locating Remittances 

 
1. From the Inbox 

 
2. Select Remittances 
➢ Screen displays Remittances 

 
3. Select the remittance required by clicking on the Transaction # 
➢ Screen document link to display the Remittance Advice details 
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4. From the Remittance Advice page you can: 
➢ Print a copy of the Remittance 
➢ Export the Remittance to cXML  

 
5. When finished click on To Search Results 
➢ The Remittances screen is displayed 
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