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1. Goods purchase through SAP Business Network 
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2. Material PO to Invoice Transaction Process for Supplier 

Registered in SAP Business Network 
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I. Ariba Supplier Portal Login Steps 
 

1. Registered User email address of Supplier Ariba Account receive the notification of new PO from 

SASREF 

2. Click on "Log in to SAP Business Network" button or access the: 

URL: https://supplier.ariba.com or https://service.ariba.com/Supplier.aw 
 
 
 
 



Ariba Supplier Portal Login Steps 
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3. Key in your Ariba Account Username in the “Username” field 

4. Click on “Next” button 
 



Ariba Supplier Portal Login Steps 
 

 

Public 

 

5. Key in your Ariba Account password in the “Password” field 

6. Click on “Sign In” button 
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II. PO Search Steps 
1. View the Ariba Home Page 

2. Go to “Orders” tab -> Click on “Purchase Orders” 
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PO Search Steps 
3. Key in the purchase order number in the “Order numbers” field and Press Enter button 

4. Click on the PO number to open the purchase order 
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III. Material Purchase Order Confirmation Process 

The order confirmation document is sent by suppliers as an acceptance of a purchase order. 

 
1. View the Purchase Order details (“Type” column at the PO line item determine Material / Service PO) 
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Material Purchase Order Confirmation Process 
1. Click on "Create Order Confirmation" drop down button. Confirmation numbers can be any value from 

your internal systems, such as your order-processing application. 

2.If you don't have an internally generated confirmation number, you can use any value, such as the purchase order    

   number, with 'OC' prefixed; for example: OC1234 
3. Select " Confirm Entire Order" option. 
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Material Purchase Order Confirmation Process 
 

 

 

 
 

9. Under Attachments section->Click on "Choose file" -> Browse ->Select the file 

10. Click "Add Attachment" - to provide more supporting information to your customers. 

11. View the PO line-item information and check the Current Order status quantity. 

12. Click on "Next" button. 
 
 
 
 
 
 

 



Material Purchase Order Confirmation Process 
 

 

 

13. View the Confirmation update section with provided details and PO line item with confirmed quantity details. 

14. Click on "Submit" button. (Click on "Previous" button if wanted to make changes to confirmed data"). 
 
 
 

 



Material Purchase Order Confirmation Process 
 

 

 

 

15. Order Confirmation email notification will be sent to user email address specified in the notification of Ariba 

account. Purchase Order can be seen in “Confirmed” status. 
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IV. Ship Notice Submission 
Suppliers can send a ship notice from SAP Business Network when they are ready to ship the items in the 

purchase order. The Ariba Network allows suppliers to easily submit a Ship Notice to notify customers 

when shipping occurs, so the customer can be prepared to accept delivery of the goods. 

Multiple ship notices per purchase order can be sent. Ship notices can ONLY be created after the line 

you are shipping has been confirmed. 

 
1. Open the PO  
2. Click on "Create Ship Notice" button 
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Ship Notice Submission 
8. Tracking section is an Optional section-provide the information as appropriate: 

9. Select Carrier Name:(optional) 

10. Tracking Number: (Mandatory) 

11. Tracking Date:(optional) 

12. Select the Shipping Method: Air/Motor/Rail/Ship/Mail from the drop down (optional) 

13. Service level :(optional) 
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Ship Notice Submission 
14. At "Order Items" section: 

View the PO line items details such as Description, Customer Part#, Type, Quantity, Unit, Unit Price and Subtotal. 

15. “Ship Qty” field reflects the quantity confirmed at Order Confirmation and update it with shipped quantity 

appropriate for the respective PO line item. 
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18. Click on "Next" button 
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19. View the summary page and click on "Submit" button. (Click on "Previous" button if wanted to make  

    changes to Ship notice data". 
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20. Status of the PO in “Shipped” when the Ship notice is submitted 

21. View the related documents as appropriate 
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V. Goods Receipt View 
 

1. Receive a Notice of new Receipt as email notification when SASREF perform Goods Receipting for the  

   shipped quantity. 
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2. At Ariba Home Page -> Go to “Fulfilment” tab -> Select “Goods Receipts” 
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3. Click on the Goods Receipt ID to see the GR details 
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4. View the received quantity with GRN information 

5. Click on the PO number in the “Related Documents” to raise Invoice 
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VI. Material Invoice submission process 
 

1. Receive an email notification stating the PO is ready to invoice when SASREF perform Goods Receipting for the 

   shipped quantity. 
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2. Purchase order can be in “Received/Partially Received” status 

3. Click on "Create Invoice"->"Standard Invoice” 
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Material Invoice submission process steps 

4. Key in Invoice #, Invoice Date as per Invoice and Supplier Tax ID (Mandatory) 
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Material Invoice submission process steps 

5. Key in Service Start Date and Service End Date with Invoice Date (Mandatory) 
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Material Invoice submission process steps 

6. Key in your VAT ID in the “Supplier VAT ID” and Buyer VAT ID with SASREF VAT ID in the “Supplier VAT” section 
(Mandatory)  

7. At “Additional Saudi Arabia Specific Information” section (optional)-Key in Supplier and Buyer VAT Group Id and select 
the Invoice transaction type (Third Party/Nominal/Export) as appropriate. 
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Material Invoice submission process steps 
 

8. Click on "Add to Header"->Select "Attachment" Option 
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Material Invoice submission process steps 

9. Read and follow the Invoice attachment upload instructions and then "Choose file" -> “Add Attachment" - 

     and attach the file and see the file name attached. 
 



 

 

 

Material Invoice submission process steps 
10. At " Line items" section-Select the PO line item to Invoice by ticking the Check box and ensure the icon in 

the “Include” column is active. 

11. View the PO line items details such as Description, Type, Quantity, Unit, Unit Price and Subtotal 

12. Ariba will automatically calculate tax and tax rate as set in the PO by SASREF. 

13. Update the quantity as per Invoice in the "Quantity" field. 

14. Click on “Update” button 
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Material Invoice submission process steps 
15. Scroll up to the top of the screen 

16. Click on “Next” button if you do not find any errors 
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Material Invoice submission process steps 
17. View and validate the summary page of the Invoice 

18. Click on "Submit" button. (Click on "Previous" button if wanted to make changes to Invoice data/Ensure the Invoice 
information is accurate) 
Please note: After submission of Invoice, if you find any mistake/incorrect info in the Invoice then inform SASREF 
Buyer/contact to reject the invoice in SASREF system so that you can resubmit in Ariba.  
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Material Invoice submission process steps 
 

19. Click on “Exit” button 
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Material Invoice submission process steps 
 

20. Receive an email notification related to the Invoice submission. Invoice in “Sent “status. 

21. Click on “View Invoice” button to view the Invoice details 
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Material Invoice submission process steps 
 

22. Purchase Order will be in “Invoiced/Partially Invoiced” Status as per the quantity/value invoiced 
 
 
 
 



 

 

 

 

3. Partial confirmation of Material Purchase Order 
 
 

1. Open the Purchase Order 

2. Click on “Update Line items” button 
 
 
 

 



 

 

 
 

Partial confirmation of Material Purchase Order 

 Partial confirmation of the material PO can be: 

A. Confirmation of partial quantity in a PO line item 

B. Confirmation of the Partial line/few lines (i.e., not all line items) in the PO 

 
A. Confirmation of partial quantity in a PO line item 

1. Update the partial quantity in the “Confirm” field 

2. Click on “Details” button 
 
 
 
 
 

 



 

 
 

 

 

 

Partial confirmation of Material Purchase Order 
 

3. Provide the shipping date in the “Est.Shipping Date” field (optional) 

4. Provide the Delivery date in the “Est.Delivery Date” field (Mandatory) and provide your comments in “Comments” 
field(optional). 

5. Click on “Ok” button 
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Partial confirmation of Material Purchase Order 
 

 

B. Confirmation of partial /few lines (not all the PO line item) of the PO line item 

 

1. Update the quantity in the “Confirm” field of the line item to be confirmed 

2. Click on “Details” button and proceed with next steps. 
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4.Rejection of entire Material Purchase Order 
 

1. Open the Purchase Order in “New” status 

2. Click on “Reject Entire Order” button 

 



 

 

 

 

Public 

Rejection of Entire Material Purchase Order 
 

3. Provide the rejection confirmation number in the “Confirmation #” field. 

4. Select the reason for rejection from the drop downlist in the “Rejection Reason” field 
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Rejection of Entire Material Purchase Order 
 

5. Key in your comments for rejection in the “Comments” field. 

6. Click on “Reject Order” button 
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Rejection of Entire Material Purchase Order 
 

7. Purchase Order moves to “Rejected” status 
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5. Rejection of Partial Material Purchase Order 
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3. After providing the Order confirmation Header details-At Material PO line items-> Update the Quantity to be 

rejected in the “Reject” field. 

4. Click on “Details” button 
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5. Select the reason for rejection from the drop-down list in the “Rejection Reason” field. 

6. Key in your comments in “Comments” field. 

7. Click on “Ok” button 
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6.Edit the Ship Notice 
 
 

A submitted ship notice (before the Goods Received) can be edited/update and resubmitted if the data found 

is incorrect/wrongly submitted. 

 
1. At Ariba Home Page -> Go to “Fulfillment” tab -> Select “Ship Notices” 
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2. Click on the Ship Notice Number to be Edited/modified 
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3. Click on “Edit” button 
 

 



 

 

Public 

Edit the Ship Notice 
4. View the Edit Ship Notice screen 

5. Update the Ship Notice information in the relevant fields. 

6. Click on “Next” button and then “Submit” button. 
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7.Cancel the Ship Notice 
• In certain circumstances, you can cancel a ship notice that you've submitted. A supplier can cancel a 

submitted ship notice for business or technical reasons, where the goods were not yet fully received. 

 
• If your order is in received or invoiced status, ship notice cannot be cancelled. 

 
1. Open the Ship Notice and Click on “Cancel” button 
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Cancel the Ship Notice 

2. View the message “Are you sure you want to cancel this ship notice? 

3. Click on “Yes” button 
 
 
 

 

 

• Ship Notice in “Canceled” status 
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8.Credit Invoice Submission 
Supplier can submit the line level credit Invoice against the submitted/approved/paid original Invoice: 

1. At Ariba Home Page- > Go to the “Invoices” tab -> Click on “Invoices” option 

2. Key in the Invoice number in the “Invoice number” field to retrieve the invoice. 

3. Click on “Apply” button 

4. Click on the Invoice Number against which Credit should be raised. 
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Credit Invoice Submission 

5. Click on “Create Line-Item Credit Memo” button. 
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Credit Invoice Submission 
6. Key in the Credit Invoice number in the “Credit Memo#:” field as per Invoice. 

7. Key in the Credit Invoice date in the “Credit Memo Date:” field as per Invoice 

8. Details of Original Invoice Number and Invoice Date gets displayed from the original invoice 
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9. Provide the reason for raising the credit memo in the “Reason for Credit Memo” box. (Mandatory) 

10. At "Additional Saudi Arabia Specific Information" (optional) section - Key in Supplier and Buyer Group 

Vat ID (optional) and select the Invoice transaction type (Third Party/Nominal/Export) as appropriate 

(optional). 
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11. Read and follow the Invoice attachment upload instructions and then "Choose file" -> “Add Attachment" -> 

and attach the file and see the file name attached. 
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Credit Invoice Submission 
19. Scroll up to the top of the screen 

20. Click on “Next” button if you do not find any errors 
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Credit Invoice Submission 
 

 

21. Click on “Exit” button 
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 9.Rejection of Invoice by SASREF 

When SASREF reject the Invoice with a rejection reason. Supplier receives the email notification stating the 

invoice is rejected with reason. 

1. Click on “View Invoice” button 
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2. Invoice in “Rejected” status 

3. Click on “Edit & Resubmit” button in case Invoice need to be resubmitted as per rejection reason 
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10.Invoice status search steps 

1. At Ariba Home Page- > Go to the “Invoices” tab -> Click on “Invoices” option 

2. Key in the Invoice number in the “Invoice number” field to search for the status of the submitted invoices. 

3. Click on “Apply” button 
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11.Invoice status when submitted 
 

 

 

• Invoice when submitted and sent to SASREF system. It will be in “Sent” status 
 
 
 
 
 

 



 

 

Public 

12.Invoice status when ready for payment 

1. Receive an email notification when the Invoice is ready for payment. Invoice in “Approved” status. 

2. Click on the “View Invoice” button to view the Invoice details 
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Invoice status when ready for payment 
 

3. When SASREF system post the invoice and ready for payment. Invoice will be in “Approved” status. 
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13.Invoice status when Paid 
 
 

 

When SASREF system process the Invoice and make the payment. Invoice will be in “Paid” status 

1. Click on the Invoice Number 
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14.Payment Remittance Advice 
 

2. Select “Remittance” tab -> Click on Reference Number to view the remittance advice information 
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15.Invoice payment cancellation 
 

When the payment of Invoice gets cancelled. Supplier receives the email notification stating the payment is 

cancelled. Invoice in “Canceled” status. 

1. Click on “URL in the email notification” to view the canceled remittance information 
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2. View the remittance advice in “Canceled” status 
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