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1. INTRODUCTION 

 

1.1. PURPOSE OF THE DOCUMENT  

The objective of this document is to present to IDOM suppliers the processes that can be executed in the Ariba Network 
portal. In this document, suppliers will have a guide of the steps to follow from where their process starts and where 
their collaboration within Ariba Network ends. 
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2. EMAIL RECEPTION 

 
The process for suppliers begins when they receive an email from the following email ordersender-
prod@ansmtp.ariba.com informing that a new purchase order has been sent to Ariba Network, by clicking on the 
“Process order” button, you will be directed directly to the Ariba Network page (1). 
The email has attached the invoice detail and PDF attachments of the invoice. By double clicking on the files, it is 
possible to view the issued Purchase Order. (2) 

 
 

 
 
  

2 

 

1 
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3. ENTERING THE ARIBA NETWORK PORTAL 

 

Once you have been directed to the Ariba Network portal, you must log in with your username and password and click 
on the Next button. 

 

 

 

Another way to access the portal is through the following route: 

https://service.ariba.com/Supplier.aw/109583072/aw?awh=r&awssk=ApYwoKR9&dard=1  

Enter your username and password, then click on the “Next” button to access the platform.  

If you do not have an Ariba account, it must be created from the link by clicking on register now.  

 

Where you will have to provide an email address and a series of supplier data to start the registration.  

 

 

 

https://service.ariba.com/Supplier.aw/109583072/aw?awh=r&awssk=ApYwoKR9&dard=1


 
Training manual  

 
 

Project SAP Ariba 

Phase: Training 

Author: SAP Ariba team Date:  Version:  

 

 

6 / 34 

 

 

 

 

Fields with an asterisk (*) must be completed. The DUNS field is not mandatory.  

 

 



 
Training manual  

 
 

Project SAP Ariba 

Phase: Training 

Author: SAP Ariba team Date:  Version:  

 

 

7 / 34 

 

 

4. ARIBA BUSINESS NETWORK OVERVIEW 

 

 The main screen that will appear once you log in to Ariba Business Network will be as follows. 

 

 

 

 In it we will find: 

- Main menu.  

- Overview.  

- Supplier profile.  

- My widgets” section. 

 

4.1. MAIN MENU 

The main menu is the bar located at the top of the screen. Through it we can navigate through the different tabs 
offered by Ariba. The main screen is the “Home” tab, but you can also navigate through the work panel, orders, etc. 

 

4.2. OVERVIEW 

In the central part of the screen, we will find the overview. We will be able to observe the main sections: 

- New orders. You will be able to visualize all the new orders that have been generated. 

- Items to be confirmed. You will be able to visualize all the articles that are pending to be confirmed. 

- Orders. You will be able to visualize the total of the orders regardless of their status. 

- Unbilled orders. You will be able to visualize the orders that still do not have invoices. 
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- Invoices. You can view the list of invoices that have been sent. 

            In the main Ariba screen, by clicking on the Orders section, you can view the list of orders.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  

 

To view or work with a purchase order, on Ariba's main page, click on the “Orders” section and the list of all purchase 
orders will be displayed. To view the details of the purchase order, click on the order number you wish to view. 

 

 

 

4.3. SUPPLIER PROFILE 

The supplier's profile is located at the top of the screen on the right. From this section we can access information 
related to our supplier account and even modify it.  

 

 

 

For example, we can modify the language of communication that our customers have with our supplier account. To do 
this, we will select “My account” and in the “Preferences” section we will modify the preferred language. We can also 
modify the other data that appear in the form. To finish the process, select “Save” and the changes will be saved. 
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4.4. “MY WIDGETS” SECTION 

“My widgets” is a section in which a series of tiles appear that provide us with relevant information without the need 
to enter a specific tab. It is an interesting option since you can customize your page and add the shortcuts that are 
useful to you and that you use regularly. To modify this section you must select “Customize”. 

 

 

 

And the following page will appear in which by selecting the symbol (-), we will be able to delete all those widgets that 
we are not interested in having on the main screen. Finally, we select “Save” and the home screen will be updated. 
Initially all the widgets that exist in Ariba will appear, if we delete one, in the widget customization page another tab 
called “Available widgets” will appear, from where we will be able to add again the desired ones. 
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5. ORDER CONFIRMATION 

The order confirmation can be made from the platform itself by accessing the purchase order and selecting “Create 
order confirmation”. In this way we will inform the buyer that the requested order can be fulfilled. Subsequently we 
will select “Confirm complete order”. 

 

 

 

To execute the confirmation, the following fields must be completed: 

- Confirmation number. 

- Supplier reference.  

- Estimated date of shipment. 

- Estimated delivery date.  

- Comment (optional). 
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Once you have completed the above fields, click on the “Select File” button in the attachments section to select the 
attachment that supports the confirmation order. 

 

 

 

After “Select file”, to choose the attachment, click on the desired file and press “Open”. 
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The name of the attachment will be displayed and you must click on “Add Attachment” to include the attachment in 
the confirmation order. 

 

 

 

Once all the necessary information is completed and the attached document is uploaded, click on the “Next” button to 
send the Confirmation Order. 

Go to section “2. Review Order Confirmation” and the information to be sent in the confirmation order will be displayed. 
Finally, click on the submit button to send the information. 

 

 

 

5.1. ORDERS THAT DO NOT REQUIRE CONFIRMATION 

Some orders do not require and cannot be confirmed. When you try to confirm this order, the following message will 
appear: 
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6. INVOICE CREATION 

6.1. REGULAR INVOICES 

Before creating an invoice, it is necessary to validate that the materials or services have been delivered. Once the 
delivery of these is corroborated, the invoice can be created. This should be done from the orders section by selecting 
the order number to be invoiced. It is important to remember that, prior to creating the invoice, we must confirm the 
order as indicated in the previous. 

 

 
 

Once the order to be processed has been selected, click on the Create Invoice button and then click on the Standard 
Invoice button.   
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To create the invoice, the following fields must be completed: 

• Invoice number. 

• Description. 

• Attachments. 

 

 

 

To select attachments, click on “Add to header” and “Attachment”. This will display the attachments section, where 
you can select the desired file. 

 

 

 

Once the attachment is selected it is possible to view the title of the attachment, to finish attaching the file, click on 
the “Add attachment” button.  

At the bottom of the screen are the invoice details. We will be able to see the type of material to be sold in the order, 
the quantity, the unit price and the taxes related to this order. Taxes can be negative and positive as they can be borne 
or charged. For example, in the following case we can see the VAT with an amount of 25.20 euros which is added to 
the total amount since it is charged, and two more associated taxes which are negative since we bear them. Once we 
have checked that everything is correct, we must select “Next”.  
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The details of the invoice to be sent will be displayed and, finally, click on the Send button to send the invoice 
information. 

 

 

 

Once the invoice has been sent and subsequently reviewed, the system will send a notification informing whether the 
invoice was accepted or rejected and you will be able to track the payment status of the order. 

 

6.2. PARTIAL INVOICES  

The partial invoice is a process very similar to the “normal” or full invoices. It consists of partially invoicing the order 
due to various reasons such as, lack of stock of the order, a request by the customer to invoice in a specific way, for 
example in 3 payments of 500 Euros, etc. 
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As mentioned above, the first step is to confirm the order. After this, we will proceed to the creation of the invoice by 
clicking on “Orders” and selecting the order number to which we should create the invoice. 

 

 

 

Once inside, select “Create Invoice” and “Standard Invoice”. 

 

 

 

To create the invoice, the following fields must be completed: 

• Invoice number. 

• Description. 
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• Attachments. 

 

 

 

To select attachments, click on “Add to header” and “Attachment”. This will display the attachments section, where 
you can select the desired file. 

 

 

 

Once the attachment is selected it is possible to view the title of the attachment, to finish attaching the file, click on 
the “Add attachment” button. 

To be able to do this partial invoicing, at the bottom of the screen we will activate the “include” button. 
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Clicking on this button will activate the invoice edition, from where we will be able to modify data such as quantity, 
price per unit, etc. This order has an amount of 1000 euros, but 2 units of 250 are going to be invoiced, this is modified 
in the “Quantity” section, making the amount invoiced so far of the order 500 euros. Therefore, there would still be 
500 euros to be invoiced. 

 

 

 

Click “Next” and “Submit”. 

 

 

 

After having invoiced these 500 euros, as the entire order has not yet been invoiced, the system will show “Partially 
billed” on the screen, indicating that there is still an amount to be invoiced. 
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To finish invoicing this order, we will have to select “Create invoice” and “Standard invoice”. In this case, at the top of 
the screen we will see the amount to be invoiced, in this case 1000 euros. 

 

 

 

We complete the above and select the amount to be invoiced. In this case, a unit of 1000 euros is going to be invoiced, 
but it could be another partial invoice and a part of it is still pending to be invoiced. Therefore, the quantity field is 
completed with a “1” and the unit price with “1000”, so that the order is completely invoiced. 
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As in the previous cases, we select “Next” and “Send”. If we now look for the order, we will see that the status of the 
order is “Invoiced” and the process will be finished. 

 

 

 

6.3. BILLING OF REFERENCE ORDERS/LIMITS 

There is a type of order that has certain differences with respect to the two previous ones, these are the orders of 
reference or with limits. These orders consist in the fact that the supplier does not see the maximum order quantity 
since they are usually used in orders for services such as legal and notary services. These activities can be performed 
throughout the year by the same supplier, so the supplier will create invoices to the same order for the performance 
of this activity. In addition, it is not necessary or possible to confirm the order. If we tried to do so, the following 
validation message would appear.  

 

 

 

Therefore, we select “Create Invoice” and “Standard Invoice”. 
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We complete the invoice number and attachments. At the bottom of the screen, under “Blanket Purchase Order Items” 
click on the line box, “Create” and click on “Estate”. 

 

 

 

The following screen will appear in which we will add the quantity invoiced and the price per unit. In addition, we must 
add the part number or information that refers to the service and extra data if necessary. For example, we have created 
an order of 5 units or services of 200 euros, making a total of 1000 euros. 
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Select “Create” and the following line will be displayed. 

 

 

 

Another invoice can be created by clicking again on line “10” and clicking on Create. In the following case, an invoice 
for the amount of 1200 euros will be created.   

 

 

 

Select both lines and click on “Next”. 
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Select “Next” and “Send”. 

 

 

 

And it will remain with the status “Partially billed”. 
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7. CREATION OF A CREDIT MEMO 

7.1. QUANTITY CREDIT MEMO FOR STANDARD INVOICE 

In this case, a partial price credit memo is to be made for a standard order, i.e. those for which the order amount is 
known.   

The first step is to find the order for which you want to make the credit memo. Once inside, we can see the status of 
the order, it may be “invoiced” or “partially invoiced”.  

 

 

 

To create the credit memo, select “Create invoice” and “Online item credit memo”. 

 

 

 

Then, all the invoices generated for the order and their statuses will appear. We should select the invoice to which we 
want to create the credit memo and click on “Create credit memo of item online”. 
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In this section we will choose the type of credit memo to be made, in this case “quantity adjustment”. You must also 
complete the mandatory fields marked with an asterisk. 

 

 

 

You will need to add the PDF invoice by selecting “Add to header” and “Attachment”. 

 

 

 

Once selected, select “Add attachment” to complete the process. 

 

 

 

Finally, you will see the invoice lines from which you can change the credit memo amount. Since this is a credit memo, 
this amount must always be negative, for example, -1 units. In this case, we will make a partial credit memo since the 
invoiced order was for 2 units and now -1 units will be credited 
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Once these data have been edited, select “Next” and “Submit”. The status will change to “Partially Invoiced” and the 
process will be completed. 

 

 

 

7.2. PRICE CREDIT MEMO FOR STANDARD INVOICE 

In this case, a partial price credit memo is to be made for a standard order, i.e. those for which the order amount is 
known.   

The first step is to find the order for which you want to make the credit memo. Once inside, we can see the status of 
the order, it may be “invoiced” or “partially invoiced”.  

 

 

 

To create the credit memo, select “Create invoice” and “Online item credit memo”. 
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Then, all the invoices generated for the order and their statuses will appear. We should select the invoice to which we 
want to create the credit memo and click on “Create credit memo of item online”. 

 

 

 

In this section we will choose the type of credit memo to be made, in this case “price adjustment”. You must also 
complete the mandatory fields marked with an asterisk. The system brings as determined the quantity adjustment so 
you must change it to “price adjustment” and a message will appear in which we will select “Yes”.   

 

 

 

 

 

You will need to add the PDF invoice by selecting “Add to header” and “Attachment”. 
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Once selected, select “Add attachment” to complete the process. 

 

 

 

Finally, the invoice lines will appear where we must modify the price to be paid. In this case we are going to make a 
partial payment, that is to say, the invoice price is 2100 Mexican pesos, but we are going to pay 1050. It is important 
that the price is in negative since it is a credit memo. 

 

 

 

Once these data have been edited, select “Next” and “Submit”. The status will change to “Partially Invoiced” and the 
process will be completed. 
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7.3. PRICE CREDIT MEMO FOR REFERENCE INVOICE 

In this case, a partial price credit memo is to be made for a reference order, i.e. those for which we do not know the 
amount of the order.   

The first step is to find the order for which you want to make the credit memo. Once inside, we will be able to see the 
status of this one, it can be “invoiced” or “partially invoiced”.  

 

 

 

To create the credit memo, select “Create invoice” and “Online item credit memo”. 

 

 

 

Then, all the invoices generated for the order and their statuses will appear. We should select the invoice to which we 
want to create the credit memo and click on “Create credit memo of item online”. 
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In this section we will choose the type of credit memo to be made, in this case “price adjustment”. You must also 
complete the mandatory fields marked with an asterisk. The system brings as determined the quantity adjustment so 
you must change it to “price adjustment” and a message will appear in which we will select “Yes”.   

 

 

 

 

 

You will need to add the PDF invoice by selecting “Add to header” and “Attachment”. 

 

 

 

Once selected, select “Add attachment” to complete the process. 

 

 

 

To edit the price of the credit memo we will have to deploy the arrow that appears in “Global purchase order items”. 
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And then we will write the price to be credited with the symbol in negative since it is a credit memo. In this case, -
2000 Mexican pesos will be credited and we will select “Next” and “Send” to finish the process. 

 

 

 

The status will change to “Partially Invoiced” and the process will be completed. 
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8. SPECIAL CASES 

8.1. MEXICAN SUPPLIER AND MEXICAN COMPANY 

The only difference with respect to the cases mentioned above occurs when a supplier is Mexican and the customer is 
also Mexican. In this case an added field will appear in the invoicing process called “UUID” that must be filled in. 

 

 

 

8.2. INVOICE ERRORS 

Invoices have validations in order not to exceed neither in quantity nor in price what was previously agreed. That is 
why we may encounter certain “errors” or validations that warn us that something is not right. 

 

 

 

In this case, the order is a service with a maximum amount of 3,000 euros. By adding another unit, it becomes 6,000 
euros, preventing the operation from being carried out. 

The following example shows price and quantity validations. 
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8.3. ORDER VERSIONS 

If the customer has modified any of the order data, the order status will show “Modified”. 

 

 

 

If you enter the order by clicking on the number, you will find “Modified” on the right hand side. 

 

 

 

And at the bottom of the page you will find, in the same color as the word “Modified”, all the data that have been 
altered and, just below it, the data that were initially crossed out. 

 

 

 

8.4. INVOICE EDITING 

Generally, the invoices that appear in Ariba are correct, but in some situations it may be necessary to modify the 
invoice. For example, a customer may request 20 units of a product, but due to lack of stock only 15 can be sent. Once 
we have spoken to the customer, we will proceed to modify the invoice. This will be done by selecting the order, 
selecting “Create standard invoice” and accessing the invoicing process.  

Once inside, in the lower part of the screen we will find the section “Invoice lines” in which the requested quantity of 
the material and its price per unit will appear. 
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As mentioned above, we may need to modify this section of the invoice. To enable the modification of this, click on 
“Include” and the button will change to a blue color. 

 

 

 

In this way editable fields are enabled, so we can modify from this section everything agreed with the customer. To 
finish the process, we will select “Next” and we will go to the final part of the invoicing as we have seen in previous 
sections. 


