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LANL Supplier Guide to Entering Invoices 
Against Contracts 
Recognizing Contracts that Allow Contract Based Invoicing 
Review the bottom of the first page of your contract (contracts are typically sent electronically to the 
signer at your company through DocuSign and remain available in DocuSign). Use the check boxes to 
determine if the contract is set up as either a ”Release Type Contract” or “Invoice Against Contract”. If 
the cover sheet indicates that you will invoice against a C number, follow the instructions below to 
submit an invoice. If the cover sheet indicates that you will invoice against an EP number, please review 
the instructions posted on our website for submitting a purchase order based invoice. 

 

Alternatively, you may follow steps 1 – 5 in the next section to see a list of all active contracts that allow 
invoice against contract. (Contracts may not become available to you for invoicing on the Ariba Network 
until several days after the contract is signed. Contact your procurement specialist or 
aribasuppliers@lanl.gov if you have any questions about a contract that does not appear.) 

Create a Contract Based Invoice 
1. Log in to your Ariba Business Network Account. 
2. In the top right corner of the screen, select Create > Contract Invoice 

 

https://business.lanl.gov/supplier-resources/
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3. Select Los Alamos National Laboratory, then Next. 

 
4. Select CHILD1, then Next. 
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5. Select the appropriate contract. 

 

 
6. Enter an Invoice Number and Invoice Date, then select Next. 
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7. Scroll down to the Line Items Section and select Add Items. 

 
8. Enter quantities for the lines that you wish to invoice, and select Add Item to add each 

applicable line to your cart. On cost and expense lines, the amount displayed is the total limit for 
that expense (the limit does not account for any amounts you have previously invoiced). On 
Materials and Services lines, the amount displayed is the unit price. 

 
9. Click the cart icon and review your cart. 
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10. Provide an amount on any cost and expense lines, then choose Done. 

 
11. Remember to add any required supporting documentation as attachments. Attachments can be 

added at the header level (shown below) or to an individual line. 

 
12. Review your invoice for accuracy, then select Next. 
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13. Finally, select Submit. 

 

Questions? 
For general invoicing assistance, contact Accounts Payable at 505-667-5197 or email 
apcustomerservice@lanl.gov. 

For assistance with your contract, contact your procurement specialist, or email 
aribasuppliers@lanl.gov. 
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