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INTRODUCTION TO TILES (1/2)

 The Workbench is the tile access menu. This menu gives you direct access to custom worklists: 
orders, modified orders, items to confirm, etc.

 Tiles can be accessed from the Workbench menu bar or from the home page:

 The tiles are unique to each user. They are to be created/saved a first time and will then be 
displayed and updated each time the user logs in

 It is, for the moment, not possible to share a tile between users of the same company
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INTRODUCTION TO TILES (2/2)

Here is an example of the proposed tiles:

 A New Orders tile will allow you to access the list of new orders with the possibility of multiple 
filters (on a specific customer, creation date range or order type, etc.).

 An Orders tile will allow you to access the list of orders with the possibility of multiple filters.

 An Items to confirm tile will allow you to access the list of orders/order lines/due dates 
awaiting confirmation with the possibility of multiple filters.

 An Items to ship tile will allow you to access the list of orders/order lines/due dates awaiting 
delivery with the possibility of multiple filters.



6

CUSTOMIZING TILE

2

1 3

1) It is possible to move tiles 
(click/drag)

2) It is possible to delete
tiles

3) It is possible to create 
tiles. You can create as many tiles 
as you want with different filters 
for each of them => possibility of 
creating several identical tiles (of the 
same type) for several Maisons)

➢ The tile will then appear in the 
Workbench + menu in the overview 
bar of the home page

 The display of tiles is customizable:
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FILTER MANAGEMENT (1/2)

 The content of a tile can be defined using Edit Filter:

▪ Customers

▪ Order numbers (possibility to paste several PO#)

▪ Creation dates (up to 365 days)

▪ Order status

▪ Purchasing organization (filter by Maisons)

 Some drop–down menus are multiple choice, others are single choice.

 Save the filter by clicking on Apply.
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FILTER MANAGEMENT (2/2)

 A tile can be renamed according to the filters applied from the Save Filter menu:

▪ It is possible to specify for example the search range, the Maison etc.

 Save the filter by clicking on the Save button.
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WORKLIST COLUMNS MANAGEMENT

 The display of the worklists can be modified according to the columns display desired

 It is possible to show/hide columns and choose the order of display.

 Click on the Settings icon and then drag/drop the columns to be shown/hidden.

 Place the displayed columns in the desired order

 Save by clicking on Apply
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RECOMMENDED COLUMNS CONFIGURATION

 It is possible to create a column grouping, for example by Order No. 

 We recommend to display the table column as follows:

▪ External document type (can also be filtered)

▪ Item number (corresponds to the line number of 
the order – renaming coming soon)

▪ Schedule line number (if a Maison manages 
due dates by line) => Reminder, a line must be
fully confirmed

▪ Customer Part number (Richemont reference)

▪ Description

▪ Need by

▪ Requested quantity

▪ Requested unit price

▪ Quantity to confirm

▪ Estimated Delivery

▪ Confirmed unit price

▪ Order No. if not used in column grouping

▪ Purchasing organizations if not filtered

▪ Purchasing organizations if known
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ACTIONS ON WORKLISTS

 In terms of the different worklists, it is possible to take actions depending on the document, its 

status and the tasks to be performed: confirmation, ASN...

 Click on the icon " … " on the right side of the screen in the Actions column then select and click 
on the desired action.
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TILES EXTRACTION INTO AN EXCEL FILE

 You have the possibility to extract all your tiles created with your predefined columns in Excel 

format (cf. below picture)

 You just need to click on this button      and the Excel file will be downloaded

 It will enable you to have a global view of your tiles in an editable and shareable format
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ITEMS TO CONFIRMED TILE

 The Items to Confirm tile is accessible from the Workbench menu bar or from the home page. 

 This tile allows you to access the list of orders / order lines / deadlines awaiting confirmation with 

the possibility of multiple filters
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RECOMMENDED FILTER CONFIGURATION

 List of filters not to be used:

▪ Ship by date

▪ Product Group

▪ Order type

▪ Category

▪ Stock transfer type

▪ Ship from location

▪ Confirmation approval status (feature not yet

available)

▪ Shipping Status

▪ Receiving status

▪ Invoicing status

➔ Don't forget to save
the filter and to 
rename your tile once 
customized

 List of important filters:

▪ Customers: Maisons of the Richemont Group

▪ Need by date (choose the value that suits you)

▪ Creation date: 365 last days

▪ Purchasing organizations (to choose a specific Maison)

▪ Confirmation status (works by exclusion) 

✓ Without filter: shows all order lines

✓ Exclude confirmation not allowed: Excludes orders that are not 
awaiting confirmation

✓ Exclude fully confirmed: excludes fully confirmed orders

▪ External document type (no drop–down list, manually write type 

(ex: rework))
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RECOMMENDED COLUMNS CONFIGURATION (1/2)

 It is possible to create a column grouping, for example by Order No. 

 We recommend to display the table column as follows:

▪ External document type (can also be filtered)

▪ Item number (corresponds to the line number of 
the order – renaming coming soon)

▪ Schedule line number (if a Maison manages 
due dates by line) => Reminder, a line must be
fully confirmed

▪ Customer Part number (Richemont reference)

▪ Description

▪ Need by

▪ Requested quantity

▪ Requested unit price

▪ Quantity to confirm

▪ Estimated Delivery

▪ Confirmed unit price

▪ Order No. if not used in column grouping

▪ Purchasing organizations if not filtered

▪ Purchasing organizations if known
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RECOMMENDED COLUMNS CONFIGURATION (2/2)

 Then, it is possible to confirm Orders from this list by selecting one or more Orders, one or more lines and 

using the Actions menu.

 It is of course possible to adapt the delivery date.

 If you need to adapt the price, please make sure to inform the Maison at the same time.



Order confirmation
SUPPLIER GUIDE

PART 1

Individual/multiple order 
confirmation

PART 2

Mass order 
confirmation

Last update: 03.06.2021



PART 1

INDIVIDUAL / MULTIPLE ORDER CONFIRMATION
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CONFIRMATION OF AN INDIVIDUAL ORDER AS IS

❶ ❷

❸

❹

❺

❻

1. Go to Workbench

2. Tile "Items to confirm".

3. Selecting the order or order 

line

4. Confirm, then Confirm the 

entire order

5. Enter a confirmation number

WARNING: The only special 

characters allowed are: « - », 

« / », « _ », « & », « # » et « \ » 

6. Submit
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CONFIRMATION OF AN INDIVIDUAL ORDER WITH MODIFICATION(S)

❶
❷

❸

❹ ❺

❻

In Workbench / tile

Items to Confirm:

1. Select the order concerned

2. In the Action column, click on 

Update line items

3. Enter a confirmation number

4. Indicate the quantity to be 

confirmed

5. Click Details

6. Enter the expected delivery 

date

Click OK

Click Next

Click Submit

Changes (price, delivery date) apply 
to the entire order and must then be 
validated by the ‘Maison’ concerned
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MULTIPLE CONFIRMATION WITHOUT MODIFICATION OF DEADLINE AND PRICE

❷
❶

❸

• From the Items to confirm tile: 

▪ By selecting multiple orders and one or more lines and clicking Confirm entire item (= Confirm 
the entire order line) or Confirm entire order (do not confirm on the due date in order to 
confirm an entire order line)

In Workbench / tile Items to 

Confirm:

1. Select the orders to validate

2. Adapt Estimated delivery 

date if necessary

3. Click Confirm, then Confirm 

the entire order

Click Next

Click Submit
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SPLIT ORDER LINES

 You can split an order line into 2 or multiple lines if you want to confirm on several different delivery dates. 

 To do this, select the line and in the *Actions* column, click on the *…* and then *Split*

 The line will then be duplicated and you will be able to propose 2 different dates with the corresponding 

quantities.



PART 2

MASS ORDER CONFIRMATION
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MASS CONFIRMATION (1/2)

 Mass confirmation consists of uploading a file containing all the information for several orders, in Excel 

format, to the portal.

 The mass load principle is similar for confirmations and ASNs:

Create/Run a task
Downloading the 

file to your PC 
Modification of the 

data 
Upload the file to 
the Ariba server

Create and run a new task

(entering the selection criteria

for the orders)

OR Run an existing task to 

download the data; Type: 

Confirmations / Shipping Notices

Download the Excel file 

based on the previous 

selection (once the task 

is completed)

Edit the file to complete

the details of 

confirmations to be

created.

Loading the modified 

file to create mass 

confirmations 
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MASS CONFIRMATION (2/2)



27

MASS CONFIRMATION – CREATE A TASK

1. Give a name to your report

2. Choose the "Confirmation" type

3. Choose other criteria if necessary: location, planner code, etc.

4. It is recommended that suppliers define a date range for "Need by” 

date, as the number of lines is limited to a maximum of 10,000).

The date range can contain a "variable" date. You can set it to the 

"current date" plus a certain number of days later (e.g. Current Date 

+/– 365 days).

Do not use a date range based on "Ship By".

7. Click on Save

8. Return to the list, select your task and click on Run

The very first step consists of creating 

a task by clicking on Create (this task 
will then be reused the following 

times) 

(Once a task is created, it can be 

modified or deleted)

By default, the system will retain orders that are not confirmed. 
In the case of Reconfirmation, it is possible to extract a list that excludes new orders and filters the lines already 
confirmed by ticking the 2 lines "Include already confirmed data" and "Do not include data from new orders".
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MASS CONFIRMATION – RUN A TASK

When the task is created the first 

time, it will be reused the following 

times.

To do this, simply select the desired 

task and click on Run.

You will then switch to the 

“Downloads” tab.

 It is also possible to modify a task if necessary

 To do this, select the task and click on Edit.

 You will find the selections proposed in the previous slide "Create a task".
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MASS CONFIRMATION – DATA DOWNLOAD

➢ ARIBA ➔ Excel

 Switch to the "Downloads" tab

 Once your task appears with the *Completed* status, just click on the icon in the File 
column (see image above)

 If the task is in *Ongoing* status, then click on Refresh Status button to refresh the list.
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MASS CONFIRMATION – EXCEL FILE CREATION

 Work in the Excel file (you can save a copy)

 Do not delete rows 1 to 4, do not delete columns or change the boxes format, otherwise the loading will not work!

 Delete unnecessary lines, those you do not want to confirm

 To split an order: copy/paste the desired line, then modify the quantities and delivery date, the sum of the split quantities must be 
equal to the line quantity. Partial confirmation not possible

 Fields to be filled in:

- Confirmation number: free choice and not mandatory

- Item Type: Accept by default, replace by Detail when there is a price change

- Item Quantity: can be modified only if you duplicate the order line to make confirmation deadlines. The total quantity of the 
line must be confirmed.

- Item Delivery date: can be modified

- Item Unit Price Amount: can be modified (in this case, it is important to contact the Maison)
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- Name: required, free choice 

- Type: Order confirmation

- Customer: Maisons Richemont 

- Select the file you want in order to create to load

- Click on Upload

MASS CONFIRMATION – DATA UPLOAD

➢ Excel ➔ ARIBA

 Switch to the "Uploads" tab

▪ Click on Upload



WORKBENCH – Items to ship tile
SUPPLIER GUIDE

Last update: 03.06.2021



33

ITEMS TO SHIP TILE

 The Items to ship tile is accessible from the Workbench menu bar or from the home page. 

 This tile allows you to access the list of orders / order lines / deadlines pending delivery with the 

possibility of multiple filters and to create single / multiple shipping notices in one step.
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RECOMMENDED FILTER CONFIGURATION

 List of filters not to be used:

▪ Ship by date

▪ Product Group

▪ Order type

▪ Category

▪ Stock transfer type

▪ Ship from location

▪ Confirmation approval status (feature not yet 

available)

▪ Confirmation status

▪ Receiving status

▪ Invoicing status

➔ Do not forget to 
save the filter and to 
rename your tile once 
customized

 List of important filters:

▪ Customers: Maisons of the Richemont Group

▪ Need by date (choose the value that suits you)

▪ Creation date: Last 365 days

▪ Purchasing organization (to choose a specific Maison)

▪ Shipping Status (works by exclusion) 

✓ Without filter: shows all orders

✓ Exclude unshipped: excludes orders that have not been shipped

✓ Exclude partially shipped: excludes orders partially shipped

✓ Exclude fully shipped: excludes orders fully shipped

✓ Exclude shipping not allowed: excludes orders that do not require a 
ship notice
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RECOMMENDED COLUMN CONFIGURATION

 It is possible to create a column grouping, for example by Order No. 

 We recommend to display the table columns as follows:

▪ Order No

▪ Item No (corresponds to the line number of the 
order)

▪ Schedule Line No (if a Maison manages due dates 
by line) 

▪ Customer Part No (Richemont reference)

▪ Description

▪ Need By

▪ Requested Quantity

▪ Shipped Quantity (in the case of partial shipments) 

▪ Due Quantity (remaining quantity to be shipped)

▪ Ship To Address

▪ Purchasing Organization if not filtered
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CONFIGURATION RECOMMANDÉE DES COLONNES (2/2)

 It is then possible to create single / multiple shipping notices from this list by selecting one or more orders, 

one or more lines and using the Actions menu

 For multiple notices, make sure that the delivery address is the same for all lines



Advance shipping notice ASN
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PART 1

INDIVIDUAL / MULTIPLE SHIPPING NOTICE
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CREATING AN INDIVIDUAL OR MULTIPLE SHIPPING NOTICE

❶

❷

❸

1. Click Create Ship Notice

From a specific Order 

It is imperative that the order is confirmed to be shipped

In the creation page of the dispatch 

notice, at header level:

2. Packing Slip ID: MANDATORY

No special characters except  « - », « / 

», « _ », « & », « # » et « \ » limited to 16 

characters and no lower case

3. Delivery date: MANDATORY

The invoice number and the shipping date are optional

Click on the Order 
number to open the 

order form
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CREATING AN INDIVIDUAL OR MULTIPLE SHIPPING NOTICE

Remains to 
deliver

❹

❺
❻

4. Qty to ship: less than or equal to 

the quantity indicated on the 

order form line.

Superior only for items with a 

tolerance (see the Maisons)

5. Add details: to add serial 

numbers (for affected items)

6. Enter the weight and the unit 

(GRM) in the case of the articles 

concerned

From a specific Order
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CREATING AN INDIVIDUAL OR MULTIPLE SHIPPING NOTICE

❾

❼

❽

7. Add Ship Notice Line: in order to 

split the quantities for an order 

line in the same shipping notice 

(interesting when the lot numbers 

are different)

8. Add Order Line Item: to add 

another order line in the case of 

a multi-order ASN (only if the 

addresses and delivery dates are 

the same)

9. It is possible to delete a line that 

should not be sent

From a specific Order



42

CREATING AN INDIVIDUAL OR MULTIPLE SHIPPING NOTICE

❿

⓫

⓬

10. Use the search filters to add the 

required order to the ASN then 

click Search

11. Select the items you want to 

add to ASN

12. Click on Add selected items

and they will appear in the ASN 

creation page

You can repeat steps 10 to 12 to 

add as many order lines as you 

want to the ASN

From a specific Order

• Once the shipping notice has been entered, click 

Next.

• You can edit the label to stick on the package by 

clicking on Download PDF

• Click on submit to finalize the ASN
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CREATE A SIMPLE / MULIPLE SHIPPING NOTICE

❶

❷

❸

From the Items to ship tile

Orders must absolutely be confirmed to be shipped
1. Display the orders to ship using 

the search filters (see guides on 

the Items to ship tile)

2. Select the order line (s) to ship 

(the delivery dates must be 

identical)

3. Click Create Ship Notice

The procedure continues exactly 

like an individual ASN (see previous 

paragraph)

You cannot create the same 

shipping notice for two different 

delivery addresses.

Cancellation rule: 

An ASN can be deleted until the day before the scheduled 
delivery date.



PART 2

MASS SHIPPING NOTICE
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MASS SHIPPING NOTICE (1/2)

 The Shipping Notice mass load consists of uploading a file (Excel format) in the Ariba portal that contains 

all the information for several orders

 The mass load principle is similar for order confirmations and ASNs:

Create/Run a task
Downloading the 

file to your PC 
Modification of the 

data 
Upload the file to 
the Ariba server

Create and run a new task

(entering the selection criteria

for the orders)

OR Run an existing task to 

download the data; Type: 

Confirmations / Shipping Notices

Download the Excel file 

based on the previous 

selection (once the task 

is completed)

Edit the file to complete 

the Shipping notices 

details to be created.

Upload the modified file 

to create mass 

confirmations / Shipping

notices 
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MASS SHIPPING NOTICE (2/2)
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MASS SHIPPING NOTICE – CREATE A TASK

1. Give a name to your report

2. Choose the "Ship notice" type.

3. Choose other criteria if necessary.

4. It is recommended that suppliers define a date range for 

"Need by" date, as the number of lines is limited to a 

maximum of 10,000. 

5. Click on Save

6. Return to the list, select your task and click on Run

The very first step consists of 

creating a task that will then 

be reused the following times 

by clicking on Create.

(A task once created can be 

modified or deleted)
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MASS SHIPPING NOTICE – RUN A TASK

 When the task is created the first 

time, it will be reused the following 

times.

To do this, simply select the 

desired task and click on Run.

You will then switch to the 

“Downloads” tab.

 It is also possible to modify a task if necessary.

To do this, select the task and click on Edit.

You will find the proposed selections in the previous slide “Create a task”.
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MASS SHIPPING NOTICE – DATA DOWNLOAD

➢ ARIBA ➔ Excel

 Switch to the "Downloads" tab

 Once your task appears with the *Completed* status, just click on the icon in the File 
column (see image above)

 If the task is in *queued* status, then click on Refresh Status to refresh the list.



50

MASS SHIPPING NOTICE – EXCEL FILE CREATION (1/2)

 Work in the Excel file (you can save a copy)



51

MASS SHIPPING NOTICE – EXCEL FILE CREATION (2/2)

 Do not delete rows 1 to 4, do not delete columns or change the boxes format, otherwise the loading will not work!

 Delete unnecessary lines, the ones you do not want to ship

 If you are duplicating a line to split quantities and deliver on two different dates, remember to enter a different shipping notice 
number.

 Fields to be filled in:

- Ship Notice No.: mandatory; No special characters except " – ", " / ", " _ ", " & ", " # " and " \ "; No lower case letters
Several lines can have the same Shipment Notice Number if they all have the same delivery date and the same delivery 
address (this is a multi–order ASN).

- Do not change the ship notice date: it corresponds to its creation date.

- Do not change the order date

- Delivery date can be in the following format: YYYYY–MM–DDTHH:MM:SS–TZONE or YYYYY–MM–DD (deleting everything at the 
right of the "T"); This rule is valid for all date fields in Excel; it is recommended to use the same format for all the dates you enter.

- Delivery (Ship To) + Delivery Address (Ship To Street): MANDATORY: The address must be the same for a single ASN

- Item Ship Notice Number: MANDATORY: Line number for the same shipping notice number.
Example: A shipping notice has 3 lines, enter 1 on the first, 2 on the second and 3 on the last. 

- Item quantity: can only be modified if you duplicate the order line to make confirmation deadlines. The total line quantity must 
be confirmed.

- Do not change the item line number.

- Item Quantity: editable shipping quantity

- Item Unit Price Amount: can be modified (in this case, it is important to contact the Maison)
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- Name: Mandatory; free choice 

- Type: Order confirmation

- Customer: Maisons Richemont

- Select the file to be uploaded on the platform

- Click on Upload

MASS SHIPPING NOTICE – DATA UPLOAD

➢ Excel ➔ ARIBA 

 Switch to the "Uploads" tab

▪ Click on Upload
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CREATING THE ASN PDF BARCODE FOR PRINTING

❶

❷

❸

During the ASN creation process, once it is 

ready to be submitted, it is possible to 

generate the PDF file that will accompany 

the goods, pasted on the package.

1. Click Download PDF

2. Then click on the ASN Barcode v2 link

3. The PDF will then be generated in your 

web browser for printing

Since the creation of ASN
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CREATING THE ASN PDF BARCODE FOR PRINTING

❷
❸

❹

From the home page, 

1. Go to the menu Execution / Shipping 

notices to see the list of shipping notices 

created

2. In the list of documents, click the ASN 

concerned

3. Once the ASN is displayed, click 

Download PDF, then on the ASN Barcode 

v2 link

4. The PDF will then be generated in your 

web browser for printing

From the list of ASNs created
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PART 1

VISIBILITY ON COMPONENT EXPEDITIONS
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Visibilité sur les expéditions de composants

 From the Fulfillment menu, click Extended Collaboration

 Then click on Component Shipments to access the component shipment tracking
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VISIBILITY ON COMPONENT SHIPMENTS

❶

❷

❸

❹

❺ ❻ ❼ ❽

❶

❷

❸

❹

Search filters allow you to:

Fill out a ship notice and / or order notification number

Select a date range (max 31 days)

Do not filter by delivery status, this is the IT technical status and not 
the logistics status of the shipment

Adjust the number of results if necessary

❺

❻

❼

❽

Useful columns display:

Shipping notice number (click on it to see the contents 
of the components) 

Order number (with direct link to the original order), this 
field can be empty. 

Date the document was received by Ariba Network

You can ignore / hide the routing status; it is not the 
logistics status of the shipment. 



PART 2

COMPONENTS RECEIPT CONFIRMATION
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CONFIRMATION OF COMPONENTS RECEIPT

1. From the Fulfillment menu, click Extended Collaboration

2. Then click on Component Shipments to access the component shipment tracking
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CONFIRMATION OF COMPONENTS RECEIPT

3. Use the search filters if 

necessary (see slide 4)

4. Select one or more
component shipping notice

5. Then click Create component 

receipt
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CONFIRMATION OF COMPONENTS RECEIPT

You cannot confirm beyond the 

quantity shipped

6. Enter a receipt number

7. Enter the receipt date (today's date will appear by default)

8. Enter a batch number for each receipt

9. Adjust the quantity (s) received if necessary

10. Click Next to validate
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CONFIRMATION OF COMPONENTS RECEIPT

11. At this step, you can check the receipt you created.

12. To definitively validate the receipt, click Submit

-Click Back to make changes in case of error

-Click Exit to cancel



PART 3

COMPONENTS INVENTORY



66

COMPONENT INVENTORY - DEFINITION

 This list will show the estimated stock level of the Maisons' components stored with the supplier.

 This is a theoretical quantity of the Maisons ERP system; based on the shipments of components from the 

Maisons and on the declaration of consumption of the components by the suppliers (theoretical or 

actual).

 Deviations may appear because of components in transit between the Maison and the supplier, or 

because of finished products in transit between the supplier and the Maison.

 Component stock levels may not be visible depending on the decision of the Maison.
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COMPONENT INVENTORY - ACCESS

 From the Fulfillment menu, click Extended Collaboration

 Then click Component inventory to access the inventory
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COMPONENT INVENTORY – SEARCH FILTERS

 Click Search Filters to help you display the desired articles

 It is possible to filter by customer part number to find product numbers. 

 Another filter on customer locations is possible (i.e. Maisons; the name must be exactly that of the system): 
Cartier Horlogerie, Cartier PJS, Cartier PJF, Cartier PHJ, Cartier Labo Gem, Cartier Besançon, Cartier PGI, 

IWC, Piaget.

 Select View All Component Inventory if you want rows with zero quantities to also appear
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COMPONENT INVENTORY

 The results on this page show the quantity in stock for each item

 To note: in case of precious metal (CRMPFIN * Article code), stock levels can be negative if managed by 

way of compensation (COFIPAC)
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ACCESS TO REPORTS 

 From the Reports menu, you can access the list of reports shared with all company's users

 A created report is kept from one connection to the other

 But it is necessary to update the date ranges of the report at each use (Edit)

Create/Edit a 
task (selection 

criteria)

Run the 
selection

Download the 
file
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CREATE A REPORT (1/2)

- Give a title to the report

- Select the type of report (only available for 

Richemont: order, shipping notice)

NB: The Orders report is the one that brings 

together the most information for Maisons

Richemont
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CREATE A REPORT (2/2)

- Select the Client "Maisons Richemont"

- Select active orders only

- Set the report date range (6 months only)

- Check on Include line items information for details of 

order confirmations and / or serial numbers and / or 

deadlines per order line

- Click Submit
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EDIT A REPORT

- Select the report you want to reuse and click Edit

- Give the report a new title

- Then modify the criteria of the old report according to your 

needs (ex: date of the order)

- Then click on Submit
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RUN/DOWNLOAD A REPORT

❷

❸

❶

❹

❺

❻

- Select your Report

- Click on Run

- Select your Report

- Click on Update status

- Check that the status is Processed

- Click on Download
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DISPLAY THE CUSTOMER PORTFOLIO AT "ORDER LINE" LEVEL

 It is possible to divert the use of the "Items to confirm" tile to transform it into an "order line" visibility 

tile.

 It is then possible to view all the POs for a given customer including details for each order line. 

 You will be able to see which quantities are already confirmed for an order, whether it is an order 

with one or more lines, a line with one or more deadlines.
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RECOMMENDED FILTERS CONFIGURATION

 To display this “order line" visibility tile, it 

is important to leave the following 5 

filters empty (cf. red framed filters):

- Confirmation Approval Status

- Confirmation Status

- Shipping Status

- Receiving status

- Invoicing Status

 List of other important filters:

▪ Customers: Maisons Richemont

▪ Need by date (choose the value that suits you)

▪ Creation date: Last 365 days

▪ Purchasing organization (to choose a specific Maison)

▪ External document type (no drop–down list, manually write type (ex: rework))
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RECOMMENDED COLUMNS CONFIGURATION

 We suggest to make a column grouping by Order No.

 We recommend to display the table columns as follows:

➔ Don't forget to save the filter and to rename your tile once customized

▪ External document type (can also be filtered)

▪ Item No. (corresponds to the line number of the order –
renaming coming soon)

▪ Schedule line No. (if a Maison manages due dates by line) 

▪ Customer part No. (Richemont reference)

▪ Description

▪ Need by

▪ Requested quantity

▪ Confirmed quantity

▪ Requested unit price

▪ Order No. if not used in column grouping

▪ Purchasing organization if not filtered

▪ Purchasing group if known



Notifications management
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ACCESS TO NOTIFICATIONS

In the Account Setup menu: 

1) Click on the button with the user's initials

2) Settings

3) Notifications at the account settings level

OR

Electronic order routing at the settings level 
Ariba network

Detail of recommended notifications in the 
following slides
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"IMPORTANT" NOTIFICATIONS LIST FOR USER (1/2)

 In the Electronic Order Routing menu, you will be able to set up notifications for new orders by e–mail.
It is possible to set up multiple e–mail addresses separated by a comma with no space.

Online routing is the 
default method of 
order routing. This 
means that orders 

are available in your 
portal.

 It is also possible to choose receiving modified/cancelled orders by email by selecting Email and filling 
in the relevant e–mail address. Otherwise, keep the mode online
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"IMPORTANT" NOTIFICATIONS LIST FOR USER (2/2)

 It is possible to receive a notification for Component Ship Notice (for affected Maisons)

 It is recommended to set up an e–mail notification when an order could not be delivered. Preferably, 
fill in a different address from the people who receive standard notifications (e.g. administrator).
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"IMPORTANT" NOTIFICATIONS LIST FOR ADMINISTRATORS (1/3)

 It is recommended to set up an e–mail notification when an order could not be delivered. Preferably, 
fill in a different address from the people who receive standard notifications.
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"IMPORTANT" NOTIFICATIONS LIST FOR ADMINISTRATORS (2/3)

 The Network Service Notification informs you about platform interruptions.

 Reminder of Unconfirmed Orders Notification is a weekly notification to alert you about received 
orders that have not been confirmed yet.
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"IMPORTANT" NOTIFICATIONS LIST FOR ADMINISTRATORS (3/3)

 Here, you can set up e–mail notifications to notify you when you receive communications via the 
Ariba platform's online messaging system.



Access to Ariba Support
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Where to find Ariba’s Help Center?

ARIBA HELP CENTER

1. From your account, click on the “(?)” logo at the top right of your 
screen 

2. Select “Support” to arrive on the ARIBA Help Center home page

1

2
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ARIBA Help Center – HOME

 “Home” Menu

1. Search features to deliver results 

tailored to your account, user type 

and the page you are on

2. Section allowing you to follow 

important news about the ARIBA 

platform

3. Direct link to the Richemont 

Maisons supplier information portal 

to find all documentation related to 

the Ariba/eSHOP project

4. Support articles and custom 

documentation depending on the 

page you are on

1

2

3

4
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ARIBA Help Center – SUPPORT

 “Contact us” Menu

1. Quick access and follow-up of your current 

service requests 

2. Need help with a new problem? Start by 

inserting the subject of your question

3. If you cannot find an answer to your question, 

click on “Something else” and then “Contact 

Us”

1

2

3
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4. Choose the language in which you want 

to contact support

5. Fill out the support form:

 Subject: Entering the subject of your problem

 Full description: Describe your problem in a 
few lines

 Problem type and problem area: Select
“Purchase Orders or Change Orders” or 
“Supply Chain Collaboration”. Refer to the 
following table:

5

ARIBA Help Center – SUPPORT

4

Issue type Explanation Issue area Language(s)

Purchase Orders or Change Orders
Issue with using the platform 

(no business shutdown)

You will be put in touch with the first 
level support for problems with the 
use of the platform (error message, 

quantity problem, usage 
information, etc.)

ANERR error message

Language 
selected for 

support request

Ship Notice (ASN)

Order Confirmation

Messaging

Order reporting

Goods Receipt

Find buyer contact information

Find Order

Supply Chain Collaboration
Technical problem or problem leading to 

business shutdown only

You will be put in touch with specific 
technical support from the platform.
Select the domain that best fits your 

problem.

ASN/Ship Notice - Items to ship

English only

ASN/Ship Notice - Others

ASN/Ship Notice - Incorrect due quantity

ASN/Ship Notice - Handling Unit (Packing and Labels)

ASN/Ship Notice failure

Order Collaboration (Order and Scheduling Agreement)

Order Confirmation - Items to Confirm

Order Confirmation - Others

Order Confirmation - Mandatory for ASN/blocking ASN 
creation

Receipt, Return, Reversal

Order returns

Sub-contracting

Upload/Download documents



92

6. Indicate the impact of this issue on 

your work:
 Information request
 Not stopping my work
 Affected but not stopping critical

functionality

7. Fill in your contact information (first 

name, last name, company, etc.) The 

support will contact you with the 

information provided, so please make 

sure that it is correct

ARIBA Help Center – SUPPORT

8. Choose the preferred 

communication channel 

(email, phone, live chat)

6

7

8
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User account management

❶

❷

❸

Only possible from the Administrator account

1. From the account menu (round icon at the top right)

2. Parameter

3. Users

You then have access to 2 menus:

- Manage roles

- Manage users
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Creating roles (1/2)

❶

❷

❸

1. Click"+"

2. Name: Name for this role (for example: 

Key-User, Sales Administration, Logistics)

It is possible to add a description for this 

role

3. Select one or more role(s)

Click on Save
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CREATING ROLES (2/2)

Recommended permissions for Richemont

Access rights / Roles Administrator
Administrator / 

IT
Operational 

user

Access to API development using the SAP Ariba Developer Portal X

Assigning commands to users with limited access

Contacts administration X

Administration of cargo receipt reports X X X

Administration of invoice reports

Administration of Purchase Order Reports X X X

Administration of service sheet reports

Administration of tax reports

Administration of attendance sheet reports

Administrator of the supplier discount management program

Access to archives

Client administration X

Catalog management

Account Catalog Manager

Catalog Content Manager

Payment profile

CXML configuration X

Company Info X

Configuration of acquisition cards and notifications

Configuring transactions X X X

Customer relationships X X X

Access Registration ID X X

Account merger for fulfillment invitation X X

Access rights / Roles Administrator
Administrator / 

IT
Operational user

Configuring Cloud Integration Gateway X

Access to Cloud Integration Gateway X

Visibility for planning collaboration

Create and manage announcements on Ariba Discovery

Respond to ads on Ariba Discovery

Access to contracts

Access to Inbox and Orders X X X

Management of slips

Generation of invoices X X X

Logistics Access X X X

Access to the outbox X X X

Service Access

Checking the timestamp

Payment activities

Access for creating proof of service

Access On behalf of for the creation of proofs of service

Access to Proof of Service reports

Access for reviewing proof of service

Access Quality control

Creation Quality control

Access to notices of non-compliance

Creation of notices of non-compliance

Access Quality review

Creation of a quality review

Download amounts receivable

Access to credit card numbers

Treasurer (Supplier)

Management of expenses and attendance sheets

Access to the supply chain finance provider portal

❶ ❷
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CREATING USERS (1/2)

❶

❷

❸

❹

1. Click"+"

2. Enter user data:
✓ Username: user's email

✓ Email address: that of the user

✓ Surname

✓ Name

3. Assign one or more role(s) to the user

4. Assign all customers if Richemont

unique customer. 

Ability to assign customers if you have 

multiple customers on Ariba.
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CREATING USERS (2/2)

❶

❸

❷

▪ It is possible to create a very specific role for logistics, which only gives access to the list of 

items to be dispatched as well as to the list of ASNs sent.

▪ Access to orders is possible but with a limitation on the data and above all without any 

financial value.

1. Enter user data:
✓ Username: user's email

✓ Email address: that of the user

✓ Surname

✓ Name

2. Check "Limited access".

+ Check "Allow this user to assign 

logistics-related actions".

3. Assign all customers if Richemont 

single customer 

Ability to assign customers if you have 

multiple customers on Ariba
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Customer Codes & Locations

Maison Name of the entity Location Purchasing Organization Customer location Company Code

Cartier

Cartier Watches Manufactures Cartier Horlogerie (CHO) Couvet, Glovelier, La Chaux-de-Fonds, Villars-sur-Glâne (CH) M1CA CHM1 CH01

Cartier Jewelry Switzerland Manufacture Cartier Joaillerie (MCJ)(PFS) Villars-sur Glâne (CH) M3CA CHM5 CH01

Cartier Jewelry France Cartier Joaillerie International (PJF) Paris, Reims, Besancon, Bezannes (FR) M2CA FRM1 FR02

Cartier Jewelry France Cartier Joaillerie International (PHJ) Paris (FR) M2CA FRM2 FR02

Cartier Jewelry France Cartier Joaillerie International (CS) Paris (FR) M2CA FRM7 FR02

Cartier Jewelry France Cartier Joaillerie International (CJI-Angkor) Besançon (FR) M2CA FRM8 FR02

Cartier Jewelry Italy Platinum Guild International Italia (PGI) Torino, Milano, Valenza (IT) M8CA ITM1 IT13

Cartier Stones PGI / MCJ / CJI Italie / Suisse / France COCA - -

Piaget

Piaget Piaget Plan-les-Ouates, La Côte-aux-Fées, Genève aéroport, Villars-sur-Glâne (CH) M1PI CHM8 CH01

IWC

IWC IWC Schaffhausen Schaffhausen ( Manufakturzentrum MH and Hauptgebäude SH) (CH) M1IW CHM7 CH01

Panerai

Panerai Manufacture Officine Panerai Neuchâtel (CH) M1PA CHMH CH01

Panerai Manufacture Officine Panerai Villars-sur-Glâne (CH)  - SAV M1PA CHC2 CH01

Vacheron Constantin

Vacheron Constantin Manufacture Vacheron Constantin Plan-les-Ouates (CH) M1VA CHME CH01

Vacheron Constantin Manufacture Vacheron Constantin Plan-les-Ouates (CH) - SAV M1VA CHC1 CH01

Vacheron Constantin Manufacture Vacheron Constantin Le Brassus (CH) M1VA CHMF CH01

Van Cleef & Arpels

Van Cleef & Arpels Les Ateliers VCA Paris (FR) M2VC FRM9 FR08


