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How to Merge Your Mary Kay PO into Your Existing Ariba Network Account

If you have received a Standard Account Purchase Order email from Mary Kay, the 

admin on your Ariba Network account can merge this PO document into an 

Existing Ariba Network account.

Steps:

1. Locate Mary Kay PO email in your email Inbox and click on 

Process Order.

 Note: If you are not the Ariba Network admin, you can 

forward the email to your admin to action.

2. If the pop-up for Potential Existing Accounts appears, click on 

the x in the top right corner to close.

3. Click on Already have an account? Log In.

4. Enter in your account admin’s Username and Password and 

then click on OK.

 Note: Once confirmed, Mary Kay trading relationship will 

be established in your account and any existing Mary Kay 

POs will be merged over into your account.

Note: 

• Please be aware that if the Standard Account is registered from the Standard 

Account PO invitation then the PO can no longer be merged into an existing account.

• PO email notifications will come from ordersender-prod@ansmtp.ariba.com. 
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