Ariba Network
Purchase Order & Material Order Guide

SAP Ariba




Introduction

The purpose of this document is to provide the information suppliers need to effectively transact with The Tata Power via the Ariba Network. This document provides step

by step instructions, procedures and hints to facilitate a smooth flow of procurement between The Tata Power and supplier.
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Inbox — Orders and Releases

HOME OUTEBOX CATALDGS REPORTS CSV DOSuments

The Orders and Releases

Category dlsplays a sum mary Of Orders and Rebeases Time & Expensa Shoels Early Paymants Scheduled Payments  Remittances Ingquiries Contracts Mone
all the purchase orders sent
from Buyers.

Orders and Releases

COrders and Releases tems 1o Ship
Note (N): The columns can be The Ver. Is the version number of The A I ]
. . > e Amount Invoice
sorted into alphabetical (A-Z or Z-A) | the order. 1 = the original order, 2 = is the total amount
. = Search Fil
or numerical (0—9 or 9-0) order by changed order and so on invoiced to date
clicking on the column heading.
Orders and Releases (100+) { & Page | 1 w B |
m . “
Order 49000019156 1 000 00 ALND TOct 2017 Confirmed Irreglce S0.00  ALAD Original Actions
Ordes 4300001915 i S100.00 AUD T Oct 2017 M Irvaice 20.00 ALD Original Actions
Cirdiae 4500001510 1 S100.00 AUD T et 2017 Irrvpiced Irvpice $100.00 ALD Oxiginal Actions
Ordar 4900001902 1 220000 ALD B Oct 2017 New Invoice 20.00  ALMD Original Actions
O 4300001901 1 520000 AUD & Oct 2017 Corfirrned Invoice 5000 AUD Original Actions
Ordes 4500001500 1 500,00 ALD 5 0ct 2017 Confirmed Invvplca S0.00  AUD COwiginal Actions
Order 4300001899 1 S500.00 ALD &5 0ct 2017 Confirmed Invoice 30,00 A&LAD Original Actions
The Order . i
N e e (s The Order Status is d Thg ACt'OI?S
the current status of Aefprelel e

buyers Purchase
Order Number

document
creation without
opening the order
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the order, e.g. New,
Confirmed, Invoiced




Purchase Order

The Purchase Order (PO) is the source document for the order and all subsequent documents are created from the PO

A PO is a commercial document issued by a buyer to a seller, indicating types, quantities, and agreed prices for products or services the seller will provide to the buyer.

Receiving an Order from your buyer constitutes an offer to buy products or services

Any field with an * is a mandatory field and a value is required to be entered



View Purchase Order Details — Header Level

Order Header

The Purchase
displays the:

1) Purchase Order Number.
2) Order History.

3) Purchase Order Status (Status
will change as the order is
actioned. E.g. Once an invoice
is created the Order Status will
say Invoiced).

The Tata Power Contact

Information.

Terms, Comments and Other
Information.

Ship To details.
Bill To details.

Click Details to see further
Line Level details.

Any information in blue
can be selected to provide
more details

Purchase Order: 4000001414 @

Create Order Confirmation |w Create Ship Motice| =i Create Invoice « Hide | Pnnt

Order Detall Order History @

From:

The Tata Power Co. Ltd.
Corporate Center, Block 'B"
rMumbai

Maharashira 400009

India

FPhone: +91 ( ) 91-022-2049131
Fax: +91 ( ) 91-022-2045359

Contact Information @
Supplier Address

ABB ARiba India
e

Other Information
wWendor:  0000100202--ABB ARiba India
Bank Guarantee: MNo
Wiew more »

Attachments
& 4000001414 pdf (application/pdf)

Ship All Iltems To

Trombay Generating Station
Chembur-hMahul Road

Mumibai

Maharashitra 400074

India

Ship To Code: 1001

Phone: +21 () 66687000/6668 7003
Fax: +91 () 6668700067

GST ID: 27AAACTO054A1Z1
Line ltems
Line # Part # j-escription Customer Part #

10 2000000384

ERSA test MaternialiNitesh)

5

Download FDF

To:

ABB Ariba India

100202 - MUMBAI

rMumbai

Maharashtra 400001

India

Phone: +1 (451) 2344324

Fax:

Email: apacsupplierenablement@sap.com

Sales
Vikas Kumar

Bill To @

The Tata Power Co. Ltd.
Corporate Center, Block "B
rMumbai

Maharashira 400009

India

Phone: +91 () 91-022-2049131
Faxc +91 ( ) 91-022-2045359
Company Code: 1000

Type Qty (Unit) Need By

Matenal 1.000.0 (EA) 6 Jun 2018

Export cXML

Download CSW Resend

Purchase Order
(Confirmed)
4000001414
Amount: 345,000.00 INR

Version: 1

Routing Status: Acknowledged
Related Documents: v CNF125

Deliver To
Show Item Details = @
Price Subtotal -
345.00 INR 345.000.00 INR Details
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View Purchase Order Details — Line Item Level

9) Click Details to see further (RN SURIToRes Show Item Details | 8
Line Level details.
Line # Part # / Description Type Oty (Unit) MNeed By Price Subtotal Tax @
10) Click Done to return to the 1 NotAvailable Material 1(EA) 110c12017 $1.00AUD  $1.00 AUD $0.00 AUD Details
Inbox.
GR

Reviewing a Purchase Order
Order submitted on: Thursday 5 Oct 2017 1:32 AM GMT+11:00

Each Purchase Order that Received by Ariba Metwork on: Thursday 5 Oct 2017 1:33 AM GMT+11.00

. This P se Order was A :
o [ e SyStem should be ﬂ;llie:;r:l:q? rder was sent by Sub-total: $1.00 AUD
; I y Ariba Network Est. Total Tax: 50.00 AUD
reviewed to:

Est. Grand Total: $1.00 AUD
- Identify the items requested
Determine whether the items
are in stock v Create Order Confirmation v ||®i Create Ship Notice | =i Create Invoice v Hide | Print Download PDF | ExportcXML | Download CSV | Resend @
Validate the information ' '

contained within the PO m

Review the shipping address

Ensure that the details of
items in the order are correct

Check fields required by the
business and any
Comments
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View Purchase Order Details — Line Item Level Show Iltem Details

Note: When reviewing a Line Items e llem Betate
PUfChase Order use ShOW ltem Line # Part & I Description Type ety {Unit) Weed By Price Subtotal Tax
De:al:; to _Idfentlfyt_anyfcomr_lr_]ﬁnts 1 Mot Available Material 1 (EA) 11 Qct 2097 $1.00 AUD $1.00 AUD $0.00 AUD Summarny
or turtner Information frrom e
Tata Power. G
. . . Status
» To see item details click on
1 Unconfirmed
Show Item Details =
Tax
> -I-O H|de |tem detaI|S Clle Tax Category Tax Rale ("% Tacable Amaound Tax Amounil Tax Localion Descnption Exempt Detad
_ GST 0.00 $1.00 ALUD 50.00 AUD Goods and Services Tax
Hide ltem Details |
Accounting
Percentage Percenlage 100
GL Account ¥ 0615100102
Cost Center 0 8015000006

Other Information

Rieq. Line No 1
Requesier P2PTestUserd
PR Mo PR31358

Ordar sulbmitied on. Thursday 5 Oel 2017 132 AM GMT+11:00

Recened by Anba N ork on: Thursday 5 Oct 2017 1:33 AM GMT+11:0:0

This Purchase Cvder was senl by Sub-total: 51.00 AUD
delivered by Ariba Mebwcrk Est Total Tax: 50.00 AUD
Est. Grand Total: $1.00 AUD
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Order History

Use Order History to identify: Purchase Order: 4900001902 m
- Who created a document Order Detail  Order History
What occurred with the Puarchase Order: £500081502 From Customer
document I . Eﬂ??ﬂﬁj‘ 1:20:55 AM GMT+11:00 ot B Acknosledged
The date and time stamps of History
the various processes that Changed By Dt and Tare
have affec;ted a document The order was guewed FropogationProcesser-1.8562063 6 Oct 2017 1:21:04 AM
Line Item level information Email arder was sent to ANPODEspalcher-128558027 B Oct 2017 1:22-00 AM
Sen Email ordar was sanl o OwderDispatcher - Emad B Ot 2007 1:22:01 AM
Confirmed Uritithed 100100001 7 Sangram Mohanty 10 Ot 2017 30642 PM
Line ltems
Lirse i Pan ¥ | Descriplion Oty (Unit) Heed By Price Subilols Tax
1 Mot Available 1 (EA) 12 Ot 2017 $100.00 ALD 100,00 ALD 50.00 AUD

MATERILAL 001

Status
1 Confirmed With Mew Date  (Estimated Delivery Date: 11 Ot 2017 )
Fi Mot Avallable 1 {EA) 12 Oct 2017 $100.00 AUD $100.00 AUD 50.00 AUD

MATERLAL D02
Status

1 Confirmed With New Date  (Estimated Delivery Date: 11 Oct 2017 )

Sub-total: 5200.00 ALD
Est Todal Tax: § 0,00 AUD
Est. Grand Tolal: 520000 ALD
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Order Confirmation

* When a new order is received into Ariba, you will be required to create an Order Confirmation

+ There are 3 types of Order Confirmation; a Confirmation can be created to either confirm, update or reject the order:
1) Confirm Entire Order: used to confirm all line item details of the order
2) Update Line Item: please use Confirm Entire Order or Reject Entire Order

3) Reject Entire Order: used to reject the order if it cannot be fulfilled



Begin the Order Confirmation

H., r_. or r\] F‘t NO I_ . t M Company Saltings Test Test v ¥ Help Center »»

Click Inbox tab on the
Dashboard. Page displays
Orders and Releases.

HOME D @ CATALOGS EEPORTS MES: £ CSV Documeants » Create »

Owrders and Releases Time & Expense Shesats Early Paymeanis Scheduled Payments Reamittances Inquiries Molifications More. ..

Click the Order Number to
open the order. Page displays
the Purchase Order. View the

Orders and Releases

Orders and Releases Items to Ship
Purchase Order.
Click Create Order » Search Filters
Confirmation. Drop down
box displays available options: ord o Rel 100 b »
5 . + age 1 W

e Confirm Entire Order rders and Releases ( ) ?

® Update Line Item Typee starmer ate | rder Status Settemer Amount Invoice Actions

* Reject Entire Order

@ Order 4000001413 & ia Power Group Companies 345,000.00 INR 30 May 2018 New Invaice 000  INR Original Actions

Make the app|icab|e Orcler ADDDO0 1412 & The Tata Power Group Companies 345 000,00 INR 30 May 2018 Partially Received Inwvaice 0.00 INR Original Actions
selection. The Page displays Order 5000000348 The Tala Power Group Companies 2500000 INR ~ 20May2018  Partially Serviced  Invoice 0.00 INR  Changed  Actions

Create Order Confirmation.

Purchase Order: 4000001413 “

S e See o - '6 Ship Notice | & Create Invoice | Fide | Pnnt Download POF | ExportcXML | Download CSV | Resend
Confirm Entire Order
e' et | i Hem 1 History
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Order Confirmation — Confirm Entire Order - Header Level

There are no mandatory fields Confirming PO L= |
on this screen. Click the Next

button. o

/4 % Confirm Entire
\_/ Order v Order Confirmation Header

* [ndicates required fieid

1. Click on Next

Eevi]:aw Order

. . onfirmation

NOTE: Confirm the Line Items it Purchase
' Associated Purchase 4000001413

before moving ahead. Order # ®

Confirmation &

The Tata Power Group Companies requires that you fully confirm line items
Customer.  The Tala Power Group Companies  before you can add them to ship notices, service sheeals, or invoices. If you
change or reject a line item, it cannot be added to another document

Supplier Reference

SHIPPING AND TAX INFORMATION

Line ltems
Ling # Part & [ Description Customer Part # ity (Linit) Nead By Unit Prica Subtotal
10 2000000384 1,000.0 (EA) 6 Jun 2018 345.00 INR 345,000.00 INR

ERSA test Material{Mitesh)
Current Order Status

1,000.0 Confirmed As Is
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Order Confirmation — Confirm Entire Order - Line Level

Page displays Review Order G Entire Confirmation Update
Confl rm atlon . Confirmation #  Unlitled 052172018
2 Review Order o )
Confirmation Supplier Reference
2. Review and then click
. . Line Items
Submit. Page displays the
h der Line # Part # / Description Customer Part # Qty (Unit) Meed By Unit Price Sublotal
purC ase or : 10 2000000384 10.0 (EA) 18 May 2018 345.00 INR 3,450.00 INR

ERSA test Matarial(Mitash)
Note: The status of the Cortent Orcer stas
purch se Order Changes to 10.0 Confirmed As Is

Confirmed.
Previous . . Exil

Confirming PO

Confirmation #:

ggﬁ‘ﬁ;e Item Supplier Reference:
Est Delivery Date: 25 Oct 2017
2 Review Attachments:

Confirmation

Line ltems

Line # Part # f Description Qty (Unit) Need By Unit Price Subtotal Tax
1 Mot Available 1,000 (EA) 10 Oct 2017 $1.00 AUD $1,000.00 AUD 50.00 AUD
Invoice Attachment Test Purchase Order
Current Order Status: (Conﬂrmed)
100 Rejected (Rejection Reason: Unable to Supply ltem ; Comments: The supplier of raw materials can no longer supply ) 4000001414
500 Confirmed With Changes (Comments: Price reduction due to new supply source ; Estimated Delivery Date: 25 Oct 2017 ; Confirmed Unit Price: $0.927 AUD )
400 Backordered (Comments: Manufacturing Equipment Failure ; Estimated Delivery Date: 25 Oct 2017 ) Amount: 345,00000 INR

Version: 1

.

All rights reserv



Ship Notice

The Ship Notice is the delivery information and is sent to The Tata Power to advise them of the ship date for the materials.
The Ship Notice is an optional document for transacting with The Tata Power
2 methods for creating a Ship Notice

1. Full Ship Notice

2. Partial Ship Notice




Begin a Ship Notice

1. Click Inbox tab on the Ariba Network =2 Company Seftings ¥ - MEDZEmEET
DaShboard' Page dlsplays HOME D C@ CATALOGS REPORTS MESSAGES CSV Documents » Create v
Orders and Releases.

Orders and Releases Time & Expense Sheets Early Payments Scheduled Payments Remittances Inquiries  Motifications More..

Note: Only Confirmed Orders and Releases

purchase orders should have a Orders and Releases  Items to Ship

Ship Notice created. v

: Orders and Releases (100+) Page 1 v » =

2. CIICk the Order Number to Type Order Number Customer Amount Date | Order Status Settlement Amount Invoiced Revision Actions
open the order. Page v Inquiries: (100)
dISplayS the PU rChase (] Order 4000001413 & The Tata Power Group Companies 345,000.00 INR 30 May 2018 Confirmed Invoice 000 INR Original Actions

Order. View the Purchase

Order. @

Click Create Ship Notice.
Page displays Create Ship

: Purchase Order: 4000001414 Done
Notice.

|
e Order Confirmation v | % Create Ship Notice § & @i = v Hide Print Download PDF Export cXML Download CSV Resend

Order Detail Order History

From: To: Purchase Order
The Tata Power Co. Ltd. ABB Ariba India m (Confirmed)
Cnmnrate Center Rlnck 'R 100202 - MUMBAI 40000014 1 4
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Ship Notice — Address Update

Ariba Network

4. Check if the Deliver To

= Create Ship Notice ‘ Save ‘ ‘ Exit ‘ Next
address needs editing. If so, _ o
Click on Update Address * Indicates required field
P : SHIP FROM DELIVER TO
ABB Ariba India Update Address Trombay Generating Station Update Address @
Mumbai Mumbai
IN-MH IN-MH
India India
v SH

VIEW | EDIT ADDRESSES

SHIP FROM DELIVER TO

Sandbox Buyer - Test

ADDRESS ADDRESS
1" Radiicka 320114 id 1 Radlicka
dl
<«
* | 15000 Fosial 1E 15000
* Pranas t Praha
Czech Republic [CZE] Int Czech Republic [CZE]
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Ship Notice — Header

v Ship Notice Header

SHIPPING TRACKING
. Er_1te_r the PaCkmg S“p ID’ Packing Slip 1D:* I I Carrier Name: hd
this is the number you
provide to The Tata Power. Invoice #: Service Level:
. Requested Delivery Date: —
. Enter the Actual Delivery o _
Date. Select the date from Ship Notice Type: | Select v
the calendar pop up. Actual Shipping Date: | @
Scroll Down to Order Items Actual Delivery Date:*
Gross Volume: Unit:
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...
Ship Notice — Order Items

7. Enter the Ship Qty to Order ltems
mention the quant|ty of |tems Order # ltem Part # / Description Customer Part # Qty Unit Need By Unit Price Subtotal Tax
being shipped. 4900001676 1 123cp 3 EA 28 Sep 2017 $123.00 USD $369.00 USD $0.00 USD  Remove
CJP Pump 1
Click on Next. Page displays Shipment Status
Create Shlp NOUCe Total ltem Due Quantity: 3 EA
Confirmation.
Confirmation Status
9 CI|Ck on Su b m |t Total Confirmed Quantity: 3 EA Total Backordered Quantity: 0 EA
Line Ship Qty Batch ID Production Date Expiry Date

Note: The Purchase order will
=2 | Add Details

now display a status of Shipped 1 ¥ @
or partially Shipped. -

‘ Add Ship Notice Line

Purchase Order L Add Order Line ltem ‘
(Shipped) @

4900001706
Amount $45.00 USD ‘ ‘ ‘ et ‘ m]
Version: 1

Purchase QOrder Create Shlp Notice Previous Save m Exit

(Partially Shipped) N
490000 1 6?6 Confirm and submit this document. @
Amount: $369.00 USD \ 4

Version: 1
SHIP FROM DELIVER TO
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Support

Support Type

Help Centre
For all your support needs

Supplier Information Portal
(Location of Training Guide/s and Video/s)

Ariba Network Registration or Configuration
Support

Types of Support available:

B W

1. User Community

2. Ask guestions or view documentation
3. Email/Live Chat

4. Request a call back

On the Home Page

Click on Company Settings

Click on Customer Relationships
Click on Supplier Information Portal

apacsupplierenablement@sap.com
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