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Supplier Guide to Ariba BPO’s

Instruction

Screen Shot

Click on ‘Process Order’ in the Ariba
purchase order email

ACME Insurance sent a new order

Your customer sends their orders through Ariba Network. You'll get a FREE Ariba Network, light account to process this order. If you have an
account, you can use it and log in now.

This purchase order was delivered by Ariba Network. For more information about Ariba and Ariba Network, visit hito://wvw.ariba.com.

From: ;;" it Purchase Order
Customer 123 Burnside Street (New)
ACME Insurance Portland, OR 97201 . £06245;
550 Commerce Court e b Amount: $13,000.00 USD
San Francisco, CA 94010

United St

Fax:
Email: (Sam Zell) szell@acmeins.com
Phone: +1(610) 4816648

Ship All Items To

ACME Insurance

550 Commerce Court
San Francisco. CA 54010

Deliver To
Robert Jenkins

If you haven't already registered with
Ariba, this will take you to the site to
create an account.

If you have already registered, enter your
‘User Name’ and ‘Password’.

SAP Ariba Orders & INVOICeS rouecs

Supplier Login

Yo hairs, Inc. is already registered.
it , unt,request one nov

Forgot Usemname or Password

This will then take you straight to the
purchase order or blanket purchase
order.

Click ‘Create Invoice’ and then ‘Standard
Invoice’ from the dropdown

Purchase Order: PO8243 EN

Order Detail | Order History

o Purchase Order
Workehairs,Inc. (Now)
123 Burnaide Street P

Porand. OR 97201

Amount: $13,000,00 USD
United States
Phone.

Fac

Roung Status: Sent

Ship Allitems To BillTo Deliver To

ACME Insurance ACME Insurance Robert Jenkins

Commerce Cour 455 Oak St

San Francisco, CA 94010 E1Paso, TX 79901

United St Urited States
Line ltems Showlom Datails
Une#  Pan#/ Description vpe aty (uniy Piice Subtotal

1 R Matoral 5(EA) 5200000 USD $1000000USD  Detais

Purchase Order: PO8243 m

OrderDetai | Ondr istory N

POB243
Amount: $13,000.00 USD

Routing Status:Sent
Deliver To

Robart Jenkins

456 Osk St
E1Pazo, TX 19901
Unitad States

Line Items Showhem Detls 18
#  Pan#)Descrpton Type ay Uiy Price Subtotal
1 e Mateial s(En) 5200000 USD $1000000USD  Datais

Tk rubice with oot vl
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The Invoice will contain information from
the purchase order or blanket purchase
order, so input the “Invoice Number”,

“Invoice Date” and then click ‘Next'. Creats Contrack voce:Selec Contact =3

Enter the information requested in the fields below. Required fields ).C

IFIC
RS

Contract: " BPO41138 [ solect]
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Attach invoice, click ‘Add to Header’ and
‘Additional reference documents’.

\ClIFIC
IERS

2 Line ltems, 2 Included, 0 Previously Fully Invoice

s Payment Tern

‘Additional Reference Documents and Dates sales tax hipping D pecial Handling Discount it
-
— — 5 — T e
In the ‘Line Items’, click ‘Add Items’.

Choose line items and click ‘Done’ once
finished adding items to the cart.

B switns B SAPlns I Aiba

act Invoice: Add Contract ltem

138

1 Category Al Categorios Search by part #, supplier name, or keyword Q e
R
. 1 item(s) found View: = Sort by: Relevance v
MF Sustainability Q1 OOH $198,709.35 AUD
i "
. . . Line items
You will see that the item is now added
to the invoice |

- P———
‘Shipping ol
o] SURRY HILLS NSW
AAAAAAAA o J—r.
o— S D =
L
: - T

Click ‘Next’ to the invoice review page

Create Invoice

States. The

$6.00000USD
45000 USD
512000 USD
$6570.00USD
$6570.00USD
$6570.00USD

w100
Friday 25 Aug 2017 10:33 AM GMT-07:00
e POBES

REMIT TO: BILLTO: SUPPLIER:

Workchai Workchais, ne.
s

Pos

12 eet
Porand, OR 97201
Urited States.

Click ‘Submit’ after checking that all the
information is correct

The screen will then show that the
invoice has been submitted.

Invoice INV100 has been submitted.
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The invoice number will be displayed as

Purchase Order: PO8243

¥ Create Order Confimation

a ‘Related Document’

Phone: +1 (610) 4816648

Order Detail | Order History

From: To: Purchase Order
Customer Workchairs, Inc (Partally Invoiced)
ACME Insurance 123 Bumside Street

550 Commerce Gourt Portand, OR' Amount $13,000.00 USO
San Francisco, CA 94010 Unlted States

United States ne:

Emait. Sam zell

Fax
Email jonathan glickman@sap.com

Related Documents: < INV100

You'll receive a confirmation email.

o

B if there are

s

80 KB

G2 Reply E2Reply All

INV100 pdf

3 Forward G%iIM

Fri & 40 AM

ordersender-devB@ariba.com

Jones, Betsy

problems with how this message is displayed, click here to view it in a web browser

INVI00.2mI
TKB

Dear Workehairs, Inc.,

You have successfully submitted Invoice INV100 for £6,570.00 USD to ACME Insurance through
the Ariba Network.

A PDF copy of the invoice and the invoice data in cXML format are attached to this email.
Please retain these files to support your local business records storage and archiving
requirements.

Important:
Remember to follow your country’s electronic invoice (e-invoice) management regulations, such as
those formulated for archiving tax invoices.

Where can I get more information about Ariba Network?
To access product documentation and tutorials, go to Ariba Network Exchange User Community

How do I view a PDF document?
Download and open the file in Adobe Acrobat Reader. You can download Adobe Acrobat Reader
from here: hitp://get.adobe.com/reade;

Sincerely,
The Ariba Network Team

Possible issues

If lost the email but can log in

Can click on order to resend email

If lost the email and don’t have log in details

Procurement needs to make changes to BPO so Ariba system resends another email to the supplier
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