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What is Ariba Network?
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Ariba Network — The World’s Largest Business Network

Ariba Network is a dynamic, digital marketplace where
millions of buyers and suppliers, operating in more than 190
countries, will transact S3 trillion in business commerce this
year

After a supplier accepts an invitation, the buyer can place
orders

Suppliers receive the orders and can then create and send
order confirmations and invoices

Suppliers can publish catalogues containing information and
pricing that is customized for specific customers

Ariba Network provides fast transmission, tracking (online
status), and processing of transactions
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Account Configuration —
Enterprise Account
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Notifications

The Ariba Network Notifications section indicates which system notifications you
would like to receive and allows you to designate which email addresses you would

like to send them to

1. Click on Notifications under Company Settings to review preconfigured

setting
2. Click on the Network tab

3. You can enter up to 3 email addresses per
notification type. You must separate each

address with a comma but include NO

spaces between the emails

Accou

Customer Relationships  Users  Notffications  Application Subscriptions  Account Registration

General | Network  Discovery  Messaging

Relationship

cations when.

Customer publishes a new CSV inv

J Send a notification when
Customer Requirements Change

senda a p g ip request.
Trading Relationship Requests

/| Send 3 notcation wnen a supplier enablement aciry i asigned ora tskis overdue
Supplier Enablement Activiy and Task Reminder

AT
J sends 2 2 { with my company and when that buying organization

shared or updated Master Data or Business Requirements on

N

To email addresses (one requirec

john.smith@supplierabe.com

john.smith@supplierabe.com

johnsmith@supplierabe.com

. [ fonn.smitn@supptierabe.corf

@ Js << Help Center
. _.e h's
Test supplier-TEST NETWORK SETTINGS
ANID: ANO1393760163-T
Electronic Order Routing C
Refresh
Company Profile 2 I need help
Electronic Invoice Routing event
Last 12 moj
ACCOUNT SETTINGS
Accelerated Payments 4 How do | crf
Customer Relationships Remittances 3 Why has m|
" sheet been
Users Network Notifications
4 | need help
Notifications Audit Logs
| need help
Application Subscriptions View All
N . Does Ariba
Account Registration training?
View All 5 When will )
Nov 2018
3 I need help
Account Settings “ Clos
Customer Relationships ~ Users Application Subscriptions  Account Regisiration
General | Network | Discovery

Electronic Order Routing

Orger

Purchase Order Inquiry

Time Sheet

Pending Queue

Order Confirmation Failure

Type

end natlfications whe:
/ Send anetification when orders are undeliverable.

J Send a notification when a new collaboration request against an existing order is received.
Send nortification for new purchase orders to suppliers

J Send a notification when purchase order inquiries are received.

/| Send 2 noifcaton wnen purchase order inquiis are undetierable

Send a notification when fime sheets are undeliverable.

Send a notification when items delivered through pending queue are not acknowledged

Senda order

To email add

. | john.smith@supplisrabe.com,mary.johnse

john smith@supplierabe.com

+ | john.smith@supplierabe.com

.| john smith@supplierabe.com

john smith@supplierabe.com
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Electronic Order Routing

1. Click Company Settings

2. Click Electronic Order Routing

3. Select Email

Select the check box Include document in the
email message to include a complete copy of the
purchase order in the email notification

It is recommended that you use a
non- personalized/distribution
list email

When your mailbox sends
auto-responses (out of office,
receipt-acknowledgement) the
purchase orders may fail as
Ariba Network cannot recognize
all auto-responses

<{ Help Center

Canalog Orders without Attachments

. e
Test supplier-TEST NETWORK SETTINGS ~
ANID: AND1393760163-
Electronic Order Routing C
Refresh
Company Profile 2 | need help
Electronic Invoice Routing event
Last 12 mo|
ACCOUNT SETTINGS
Accelerated Payments 4 How do | crd
Customer Relationships Remittances 3 Why has m
" sheet been
Users PP
Network Notifications
< | need help
Notifications Audit Logs
% | need help
Application Subscriptions View All
N . Does Ariba
Account Registration training?
View All 3 When will n
Nov 2019
4 | need help
Network Settings
g Elecronic Invoice Routin g Accelerated Pa ymenis  Setlement
Capabilities Preferences
External System Integration
Non-Catalog Orders with Part Numbers
Process non-catalog orders as catalog orders if part numbers are entered manually
Status Update Request Notifications
Do not send status updates for inbound documents in pending queue
New Orders
Type Routing Method
Emai s ith@s:
Attach cXML e
Email v

include them with email message. This app|

have the routing method "Same as new catalog orders without attachments",

nets::




Electronic Invoice Routing

1. Invoice Routing is preconfigured to Online — no action needed
2. Click Tax Invoicing and Archiving

3. Update your VAT ID and click Save to automatically
prepopulate your VAT ID in all your invoices

General | Tax Invoicing and Archiving

4. Click on the Configure Invoice Archival link to export invoices T Information

to your system for legal compliance v
Tax ID: |:| ) Bo not enter dashes
Network Settings femenar e

Electionic Order Routing  Electronic Invoice Routing ~ Accelerated Payments  Settlement VAT Registered

T Registration Document:  <No document>
General | Tax Invoicing and Archivin Upload

Capabilities & Preferences Tax Clearance
Tax Clearance Number:

Sending Method
Tax Clearance Document:  <No document>
Document Type Routing Methed Options Upload
I Onli Return to this site to create invoices
nvolces nline v Tax Clearance Expiry Date:
‘Customer Invoices Online v Save in my online inbox
Invoice Archival
P Ariba Network in 2ip format The zip files are ot included in the Data Retention service and are delsted after three manths. invoices. Based on the opti
Notifications
ce details befors it can start archiving your . If you do not want Ariba Network to wait for a 30-day period, then addito cices from the Cutbox > Archive:
Type e ations when To emil addresse: Pechivai
J Send a netification when invoices are undeliverable or rejected. h h lierab
Invoice Failure john.smith@supplierabe.com .
Long-Term Document Archiving
Send a notification when invoice statuses change.
ents page for auditing purposes.
‘/ Send a natification when an invoice is created automatically on behalf of your company.
John.smith@supplierabe.com Enable long-term invoice archiving. See the terms and policies for the eptienal document archiving service. To view the list of countries supported for long-term archiving, click view countries.

Invoice Created Automatically
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Invoice Archival

Select frequency (Weekly, Biweekly or
Monthly), choose Archive Immediately to
archive without waiting 30 days, and click
Start

If you want Ariba to deliver automatically
archived zip files to you, also enter an
Archive Delivery URL (otherwise you can
download invoices from your Outbox in the
section of Archived Invoices)

Note: After Archive Immediately has started,
you can either Stop it or Update Frequency
any time

Subscribe to Long-Term Document Archiving
for an integrated archiving solution. Please
read the applicable terms and policies and
supported list of countries. After you enable
the service, you have access to Document
Archive tab where you can search and view
Archived Documents and request to
download multiple documents

Ariba Network can a

details before t can s

Invoice Archival

Twice Daily
Daily

Weskly

Every Two Weeks

@ Monthly

Archiving Start Time:| 1AM v

Archive Immediately

Generation of the next invoice archive file scheduled on 11/13/2019 has been delayed. It will be available in the Archived Invoices page when it has been generated

Send archived invoice files to the pending queue for download

® 5end archived invoice files to the Archive Delivery URL.

Archive Delivery URL

Americallos_Angeles (1

“

ally waits for a 30-day period ta collect all the carresponding invoice

“

Enabling Langerm
Docum

woices allows you t archive tax iny ime span required by the tax authorites in your country. Ariba Network collabarates with accredited archive pravider untry-speciic archiving timeframes. You can view and downlcad the ard
pases
e J Enable long-term invoice archiving. See the terms and policies for the optional document archiving service. To view the list of countries supported for long-term archiving, click view countries.

Long-Term Document Archiving

ents p




Managing Roles and Users

Administrator

Automatically linked to the username and login
entered during registration

Responsible for account configuration and
management

Primary point of contact for users with
guestions or problems

Creates additional users and roles for the
supplier account

10

User

Can have different roles, which correspond to
the user’s actual job responsibilities

Responsible for updating personal user
information
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Role and User Creation

Click on the Users tab on the Administration Account Settings
Navigator. The Users page will load - . | R
Customer Relationships Users Notifications Account Hierarchy Application Subscriptions

Click on the Create Role button in the Manage ] Manage Users
ROIeS SeCtion and type in the Name and a Test supplier-TEST Manage users for your Ariba account. If you enter an email alias, specify the alias owner's name and phone number.
Description for the Role

. . Company Profile Usermname t Email Address First Name Last Name Ariba Discovery Contact
Add Permissions to the Role that correspond L R —

to the user’s actual job responsibilities by Customer relenshis e [ creato ser | [ Export Cantact ot
checking the proper boxes and click save to o

Create th ero I e Notifications Manage Assignments for Users with Limited Access
Application Subscriptions Enable assignment of orders to users with limited access to Ariba Network ©
To Create a User click on Create User button Pocount Regstaton
. . Manage User Roles
and add all relevant information about the L | e
user, including name and contact info Role

MName Actions
Select a role in the Role Assignment section U . e
and click on Done. You can add up to 250 users Al e Detais Edt Deee
to your Ariba Network account R pr—— e
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Invoice Creation —
Enterprise Account
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Invoice Creation

Go to supplier.ariba.com and enter your username and password, click Login
To create a PO-Flip invoice, click Create in the top-right corner and click PO Invoice or click Inbox

For PO Invoice select a PO number

H w nNoe

Click on the Create Invoice button and then choose
Standard Invoice

OUTBOX QUALITY PLANNING CATALOGS REPORTS DOCUMENT ARCHIVE UPLOAD/DOWNLOAD MESSAGES

Orders and Releases Extended Collaboration Time & Expense Sheets Early Payments Scheduled Payments Remittances More.

Orders and Releases

Orders and Releases Items o Confirm ltems to Ship Return ltems
SAP™ Ariba Network ~ & 8@ @
Documents ~ Create ~ ¥ Search Filters
Customer: All Customers
. CREATE
SAP Ariba Order Number-* Partial number @ Exact number
PO Invoice PO495
Supplier Lagin
Non-PO Invoice
o Contract Invoice Orders and Releases (1)
Credit Memo Type Order Number ustome! Amount Date
() Order  PO495 1 Netigs’fr”s Not Spesified 10‘002&3 16 Sep 2019 Eﬁg:ig’é
Time & Expense Sheets T
Logi Ly ‘ Create Order Confirmation w ‘ | Create Ship Notice ‘ ‘ Create Service Sheet | | Create Invoice v ‘ ‘ Manage Time & Expenses ‘ ‘ Hide
Catalog
. Standard Invoice
Having trouble logging in?
Credit Memo

13
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Invoice Creation

Invoice is automatically pre-populated with the
PO data. Complete all fields marked with an
asterisk and add tax as applicable.

Enter an Invoice #, which is your unique
number for invoice identification. The
Invoice Date will auto-populate.

Shipping can be entered at either the
Header or Line level by selecting the
appropriate radio button.

You can also add some additional
information to the Header of the invoice
such as: Shipping Cost, Special Handling,
Comment, Attachment

Scroll down to the Line items section to select
the line items being invoiced.

14

Ariba Network

Create Invoice

¥ Invoice Header

United Kingdom

Percentage(%:* | 3




Invoice Creation

Line Items section shows the line items from the Purchase Order.

15

Review or update Quantity for each line item you are invoicing
Click the check box to the left from the item number and click Delete to remove the line item from the invoice

Select the line item to which tax is to be applied using the Line Item # checkbox. To apply the same tax to multiple line
items select those line items to be taxed at the desired rate

Check Tax Category and use the drop down to select from the displayed options. Click Add to Included Lines
To configure additional Tax Options within the Tax Category tool, use the Configure Tax Menu option

Click Line Item Actions button to add tax, special handling, comments or attachments on line-item level

) 1 Line ltems, 1 Included, O Previously Fully Invoiced
Line ltems
Insert Line Item Options e
Tax Category: o i Special Handling D t
Standard Tax Selections
No Include Type Part # De Sales Customer Part # Quantity Unit Unit Price Subtotal
e v 1 @ MATERIAL Not Available Du VAT :nt Demo 0 1 10.00 EUR
GST
L’ | i | | Delete | | | HST
G e -
QsT
Usage
Update Save Exit
Withheolding Tax
n Qo
Other Tax .
e Configure Tax Menu e S .
P—




Invoice Creation —
Content Validation

16

Click Next to review the invoice

Ariba Network automatically validates content of
your invoice against transaction rules defined by
customer and displays an error message in case of
issues

Correct the issue and click Next

Review the invoice and click Submit

Special Handling Discount

Customer Part #

Line Items
Insert Line ltem Options
@ v Shipping Documents
No. Include Type Pan# Description
‘/ 1 @ MATERIAL Not Available Dummy PO for Supplier Enablement Demo
N ey | prees T

Quantiy Unit

1

1 Line Items, 1Included, O Previously Fully Invoiced

Add to Included Lines

Unit Price Subtotal

100.00 EUR

v Invoice Header

Summary

Purchase Order:

awoice E

Invoice Date: *

Service Description:

EP11861

I Required field

18 Nov 2018

Subtotal: 100,000.00 EUR

Total Tax: 0.00 EUR

Total Gross Amount:  100,000.00 EUR
Total Net Amount:  100,000.00 EUR
Amount Due:  100,000.00 EUR

Create Invoice

Confirm and submit this document. It will be electronically signed according to the countries of origin and

country is:United States.

Standard Invoice

ion of invoice. This

on qualifies as C

Border trade. The document':

Invoice Number: 465456
Invoice Date: Thursday 17 Oct 2019 4:18 PM GMT+02:00
Original Purchase Order: PO495

REMIT TO:

Ariba, Inc. - TEST

Postal Address:

BILL TO:
New York

Postal Address (Defaut)

Subtotal:

Total Tax:

Total Gross Amount;
Total Net Amount
Amount Due:

1,000.00 EUR

190.00 EUR
1,190.00 EUR
1,180.00 EUR
1,190.00 EUR

SUPPLIER
second profile

Postal Address

s originating country is:France. The document's destination
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Invoice Status Update and Archiving

You can check invoice status in real time in your Outbox

Tax invoice is archived based on your account configuration for invoice archival

HOME INBOX QUALITY PLANNING CATALOGS REPORTS DOCUMENT ARCHIVE UPLOAD/DOWNLOAD MESSAGES CSV Documents
nvoices Order Confirmations Ship Notices Service Sheets Extended Collaboration Product Replenishment Drafts More...
Invoices

» Search Filters

Invoices (100+) Page 1 v » =
Type r e# Customer Reference Submit Method Submitted By Self Billing Source Doc Date Amount Routing Staius (1) nvoice Status ()
ISta“.dE”d 465456 Nets DK A/S PO495 Online Supplier Supplier  No Order 17 Oct 2019 119000 EUR  Queued Sent
nvoice _TEST-
ﬁ‘t\f‘;iim INVPO495_2 NetigsKTA/s PO495 Online Supplier Supplier  No Order 16 Sep 2019 10000 EUR  Acknowledged Sent

nets::
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Invoice Status

Reflects the status of <Customer> action on the Invoice.

18

Sent — The invoice is sent to the <Customer> but they have not yet verified the invoice against purchase orders and
receipts

Paid — <Customer> paid the invoice / is in the process of issuing payment

Approved — <Customer> has verified the invoice against the purchase orders or contracts and receipts and approved it for
payment

Rejected — <Customer> has rejected the invoice or the invoice failed validation by Ariba Network. If <Customer> accepts

invoice or approves it for payment, invoice status updated to Sent (invoice accepted) or Approved (invoice approved for
payment)

Failed — Ariba Network experienced a problem routing the invoice
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Check Invoice History

HOME INBOX QUALITY PLANNING CATALOGS REPORTS DOCUMENT ARCHIVE UPLOAD/DOWNLOAD MESSAGES CSV Documenis »
Invoices Order Confirmations Ship Nofices Service Sheets Extended Collaboration Product Replenishment Drafts More...
Invoices

¥ Search Filters

Access any invoice in your Outbox.

Customer All Customers

Invoice Number: * | EIEE

Partial number (@ Exact number

Click on the History tab to view status
details and invoice history. invoces (1)

4 stome Reference Submit Methad Submitted B gin elf B ource Doc ate Amount Ro Status (@) oice Stat

H |Sto ry an d Statu s comme nts fo r th e Plandard 8098 fibe, Inc. - EP4765 Online Supplier Supplier  No 9 Nov 2018 750 EUR  Failed Rejected
i nvo i Ce a re d is p | aye d . L Create Line-ltem Cr% Emo Create Line-ltem Debit Memo ‘ | Edit ‘ ‘ Copy ‘ ‘ Archive ‘ ‘ ‘ Create Non-PO Invoice

‘ Create Contract Invoice

Transaction history can be used in
problem determination for failed or Invoice: 3098

rej ected t ra n Sa Ctio n S . Edit Create Line-Item Credit Memo ‘ | Create Line-ltem Debit Memao ‘ | Copy This Invoice Prir}

History

You can Edit & Resubmit Rejected/Fa”ed Detail | Scheduled Payments  History Status Comments
invoices instead of creating new invoice fhe nveles was successiul recelved
fro m ScratCh :ejected Invoice: e INV-25: The quantity of line item 1 exceeds the buying organizations quantity limits. ?

INW-38: The invoice was successiully received
INV-25: The quantity of line item 1 exceeds the buying organizations quantity limits

DOC-6: A document preprocessing efror eccurred. . . e .
DOC-1: Invoice validation failed Failed Invoice validation failed

DOC-6: A document preprocessing error occurred.

Invoice could be rejected due to buyer business rules. Check the History tab for the reason the buyer rejed

Edit & Resubmit
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C I (] IVI C ° HOME INBOX QUALITY PLANNING CATALOGS REPORTS DOCUMENT ARCHIVE UPLOAD/DOWNLOAD MESSAGES
re I t e I I l O re a t I O I l Inveices Order Confirmations Ship Mofices Service Sheets Extended Collaboration Product Replenishment Drafts More...
Invoices

» Search Filters

Invoices (100+)

Go to Outbox Reforonce  SubmitMethod  Submited By Orign _ SefBiling  SowceDoc  Dat

Jrandard 4654560 Nets DK A/ PO495 Online Supplier Supplier  No Order 17 0ct 2019

Click on invoice number oo

Click Create Line-Item Credit Memo

Credit memo is prepopulated based on
invoice date, update credit memo

Shipping Documents Special Handling Discount dd 1o Included Lines
n U l I l be r ription Customer Part # Quantity Unit Unit Price Subtotal
a description for this item e 10 EA 100.00 EUR -1,000.00 EUR

Adjust quantity for partial credit memo

- N Remove
axable Amount: | -1,000.00 EUR

Rate(%): | 19

Click Next and Submit

Exempt Deta

(no value) v

Date Of Supply: | 17 Oct 2019 B

Triangular Transaction

. v i
Invoice: 465456 Invoice Header
e‘ Create Line-ltem Credit Memo ‘ ‘ Copy This Invoice Cancel Summary | pdat ‘ ‘ Sa ‘ ‘ Exit ‘ “
0 Credit Memo #*
Detail Scheduled Payments History
Credit Memo Date:* | 17 Oct 2019 =
Standard Invoice Original Invoice No: 465456

Original Invoice Date: 17 Oct 2019
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Help and Ressources
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Help Center — Basic Troubleshooting

. Enterissue description in Help Center search box

. Click on one of the search results

1
2
3. Review solution
4

. Alternatively, click on Support to display Support Center

<< Help Center

o | Create invoice] X |

a | need help accessing a sourcing
event

How do | create an invoice?

»2 Why was my invoice or service entry
sheet rejected?

2 I need help with invoicing

s»a | need help with purchase orders

View more [

Top 5 FAQs

lﬂ_l Documentatioe O Support

(( Help Center |__|;|
-

| Create invoice |

Results for Create invoice

Why isn't the Create Invoice option
available on my purchase order?

How do | create an invoice?

i How to find contracts to create
] invoices

*»al How do | add an attachment to my
invoice?

." How to create a PO-based invoice

| am getting an error while creating my
invoice. What should | do?

*»3 How do | create more than one
invoice for a purchase order?

bme View more [F

ELI Documentation O Support

eP|

eme

<< Help Center |__|;|
-~

How do | create an invoice? (59
‘ edited Feb 18 2019

® 52182 ol 28 m s

First, you will need a trading relationship
with your customer. Then, you will need to
determine what type of invoice you are
submitting. Please see the article "How do

¥ | know which type of invoice to create?" to

determine what type of invoice you are
creating.

The below articles will provide instructions
to create an invoice.

If you are submitting a Purchase Order
(PO) based invoice, please see the article
"Creating a PO-Based Invoice".

If you are submitting a non-PO invoice,
please see the article "Creating a Non-PO
Invoice".

If you are creating a contract invoice,
please see the article "Creating an Ariba
Network-Validated Contract Invoice".

= https://uex.ariba.com/auc/support-center?a_fenb=is&collapsec

Ariba Exchange User Community

Support Center

I need help with ‘

Examples:

Account Reassignment
Qptions to submit Invoices
Invoice Rejection

Update company information

b3 Afalse%7CwindowWidth%3

Start

windowHeight%3A08&a_ui=COMBO&appUr ~ @ & || Search...

Home | Learning

Common Troubleshooting Tags

Search invoices Standard accounts

View homepage

Support
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Help Center — Call Ariba Customer Support

1.
2.

If you don’t find any relevant result in Support Center search results, click Something Else

Click Get help by phone to receive a call back from Ariba Customer Support

Support Center

| need help with ‘positive quantity in credit memo

m Credit memos

m How to create a credit memo

Update

'l:iﬂ How do | send a line item credit memo using ANSI X12 via Electronic Data Interchange (EDI)?

=| "Buyer does not accept line-item credit memo" error

= Why does the Ariba Network use the supplier's original tax invoice to create dynamic discounting credit memos?

4 1 2 3

23

a'__ Contact SAP Ariba Customer Support

Your responses to these questions will help us provide you an answer or direct you to the appropriate support channels.

What do you need to do?

Create credit memo Raise another invoice against PO
Invoice was rejected Edit and resubmit invoice Receive payment

Can't find what you are looking for? Let us help you.

Choose your communication preference:

G3) Get help by live chat
0% Get help by phone  Estimated wait in minutes: 2

] Attend a live webinar

nets::



Help Center — Ariba Documentation

1.
2.
3.

SAP Ariba Network ~

$15

$12

Home

Orders and Releases

Click on Help Center to access Standard Documentation materials

Click Learning

View Ariba Network documentation

Enterprise Account  TEST MoDE

Inbox ~ Outbox Catalogs Reports Document Archive ~

v | Order Number

Purchase Order by Amount

Messages

Last 12 months

<{ Help Center

Documents v Create

‘ Search |

@R ol &

Guide Trends Refiesh
4 | need help accessing a sourcing

event

. How do | create an invoice?

= ‘Why has my invoice or service entry
sheet been rejected?

Purchase Order by Volume t+4 I need help with invoicing

Purchase Order by Amount = | need help with purchase orders

24

Ariba Exchange User Community

Q|

User Community Home

Popular Topics

:-A:z] | need help accessing a sourcing event

You can access a sourcing event to which you have been invited in two
ways: Through the invitation email the buyer sends By going to the
Proposals page (click the dial pad icon at the top of the page and select
"Go to my Proposals.”) If the event you are looking for is not listed on
the Proposals

Community
Moderator
SAP Ariba [N\

English

ull
Q

Logout

2

Home | Leaming | Support

Learning Center
Product documentation
and tutorials

Support Center
Get help with specific
problems

«riba Exchange User Community

Q Have | Leaming | Support

Leaming Center
Proguet Documentation Tutorials

» what
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