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Click on Inbox tab to 

manage your Purchase 

Orders. 

 

Inbox presented as a 

list of the Purchase 

Orders received, by 

Cognizant. 

 

Click a link in the Order 

Number column to view 

the purchase order 

details. 

 

 

 

1 A View Purchase Orders 



3 

View the details of your 

order.   

The order header includes 

the order date and 

information about the buying 

organization and supplier. 
 

There are options available 

for Create Confirmation, 

Create Ship Notice, Create  

Invoice or Print. 
 

Additional options:  

- Resend to reprocess 

orders with failed status or 

test changes made to order 

routing settings 

- Export cXML to save a 

copy of the cXML source 

information 

- Order History for 

diagnosing problems and for 

auditing. 

1 B Purchase Order Detail 

Note: You can always Resend PO which was not sent to 

your email address, cXML or EDI properly clicking 

Resend button   

You can select between printing just the screen content 

or the PO details choosing accordingly in the Print 

menu options. 

Supplier  

Document  

Status 
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From the PO view, 

click the Create 

Confirmation button 

and select to Confirm 

All, Update with 

Different Status for 

individual line items or 

Reject Entire Order. 

This example 

demonstrates the 

Confirm All option.  

Click Next.   

(Updating with 

Different Status will be 

explained later in the 

presentation.) 

 

 

 

2A Create Order Confirmation 
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Enter Confirmation Number 

which  is any number you use to 

identify the order confirmation.   

If you specify Est. Shipping 

Date or Est. Delivery Date 

information, it is applied for all 

line items.  

Click Next when finished. 

Create Order Confirmation 2 B 
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Review the order 

confirmation and click 

Submit. 

 

Your order confirmation is 

sent to Cognizant. 

 

Once the order 

confirmation is submitted, 

the Order Status will 

display as Confirmed 

 

When viewing 

documents online, links 

to all related documents 

are displayed. 

 

Click Done to return to 

the Inbox. 

 

2 C Review and Submit Order Confirmation 



© 2013 Ariba, Inc. All rights reserved.  

PO-FlipTM 



What is PO-Flip? 

PO-Flip is a simple process enabled by Ariba Network that allows a 
supplier to easily convert a Purchase Order into an Invoice,  

and transmit that Invoice to the customer that placed the Purchase 
Order. 
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PO-Flip Demo 
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You may be set up to receive PO 

notifications in your e-mail, but 

they are also in your Inbox on 

Ariba Network. 

This demo shows how to 

perform a PO-Flip while in 

the Ariba Network interface. 



PO-Flip Demo 
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There are three ways to flip a PO 

in Ariba Network. 

1) The quickest way is to 

click on this icon and select 

“Standard Invoice” in the 

drop-down. This will open up 

an Invoice based on the PO. 



PO-Flip Demo 
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… and choose 

Create Invoice to 

open up an 

Invoice based on 

the PO. 

2) Or, you can 

select the radio 

button for the PO 

you wish to flip… 



PO-Flip Demo 
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3) This method is best if you 

want to see the PO first: Click on 

the PO number hyperlink to open 

the PO… 



PO-Flip Demo 
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… and then click 

on Create Invoice 

to get started. 



PO-Flip Demo 
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Here is the Invoice 

based on the PO – 

you’ve “flipped” the PO 

into an Invoice! Simply 

complete a few fields 

and click Next. 



PO-Flip Demo 
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Once you’ve reviewed 

the Invoice on this 

screen, click on Submit 

to transmit it to your 

buyer. 



PO-Flip Demo 

© 2013 Ariba, Inc. All rights reserved.  16 

From this page, 

you can print the 

Invoice if you need 

to. 
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Contract Invoice Creation Guide 

February 2013 
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Start by 

navigating to 

the left side 

of your AN 

landing page 

and click on 

“CONTRACT 

INVOICE” 

under 

“Create” 

 

 Select Contract Invoice 
1 
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Next locate and 

identify the 

customer in 

which you 

intend to invoice 

by clicking on 

“Next” 

 

 Identify the Customer 2 

NOTE: You may 

encounter an 

error the first 

time you punch 

in to the 

contract, please  

close out and try 

again 
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  Select the contract 3 

Identify the 

contract by 

clicking on 

“Select” 

A pop-up 

window will 

appear that 

will list all 

active 

contract, click 

on “Select” 

next to billable 

contract 
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       Creating the invoice 3 

Enter your 

invoice 

number 

 

Enter the 

invoice date 

 

Enter “Sold 

To Email” 

Note:   The Sold To Email address, if entered, 

must be a valid customer email address.   

Validate the correct email with your customer if 

you receive an error similar to the one shown 

here. 



       Creating the Invoice Header 
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Tax can be 

added at the 

header or line 

line level 

 

 

 

Shipping can 

be added at 

the header or 

line item level 

3 



          Add to Header Options 
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Click the “Add 

to Header” 

drop down and 

click 

“Shipping 

Cost, 

Special 

Handling, 

Discount, 

Comments, or 

Attachments” 

to your 

invoice. 



Selecting Items from the Contract 
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To select items 

from the 

contract to 

invoice, click 

on “Add 

Items” 
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If catalog is 

categorized, 

select the 

appropriate 

category 

 

 Select items from contract 
4 

Select the 

items from 

the contract, 

by check-

marking the 

box and 

clicking 

“ADD ITEM” 



          Verify Line Items and Submit 
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Make 

adjustment 

to the 

quantity if 

necessary 

 

Review 

invoice and 

click on 

‘SUBMIT” 
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         Support 
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Ariba Network Support  
 

Support for accessing, configuring, and navigating the Ariba Network 

 

By Web Form 

 

 Go to http://supplier.ariba.com. 

 Log in with your company's username and password. 

 Once logged in, click on the Help, Contact Support link. 

 Completely fill out the web form and submit. 
 

 By Telephone   

 

US/Canada Toll Free:  1-866-31ARIBA (1-866-312-7422)  

North/South America  +1-412-222-6170  

Europe, Middle East and Africa  +44 (0) 20 7187 4185  

Asia Pacific  +65 6311 4585 
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http://supplier.ariba.com/


Thank You 

 

 

 


