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❑ Account Administrator

❑ Role & User Creation

❑ Customer Relationship Setting

❑ Electronic Order/Invoice Routing Setting
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Supported Browsers And Plugins

4

Click on The ‘Supported browsers and plugins’ to refer 
Supported browsers.



Please contact your Ariba Administrator for ALL the account setting changes
Note:

If your company Ariba Account Administrator are no longer available, please log a 
service ticket to SAP Ariba Support Team to perform ‘account administrator 
reassignment’. 

▪ Guide To Log Service Ticket To SAP Ariba Support Team.

▪ Guide to reassign Ariba Account Administrator to other sub user. 
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Administrators and Users  

Administrator

❖Automatically linked to the username and login entered during registration

❖ Responsible for account configuration and management

❖ Primary point of contact for users with questions or problems.

❖Creates roles for the account

User

❖ Can have different roles, which correspond to the user’s actual job responsibilities

❖ Responsible for updating personal user information



Administrator

• Please ensure the administrator role is properly 

transferred 

• Should the administrator no longer with the company, 

please contact Ariba helpdesk for account 

reassignment

• https://support.ariba.com/item/view/196355

7

Supplier Enablement 

Test 1-TEST

https://support.ariba.com/item/view/196355
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Account Administrator Reassignment Guide
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1.) Log In to supplier.ariba.com with your Ariba account credentials
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2.) Kindly ensure that you change to Ariba Proposals and Questionnaires. Click “Help” symbol “?” then click ‘’Support’’.
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3.) Click on ‘Contact Us’ and type ‘Account Reassignment’.
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4.) Scroll the page down until you see “Choose 
from the option below to continue”, please 
answer the questions and click  “Contact Us”



13

5.) Please select “Administration” for “Issue Type” field and select “Change Administrator” for “Issue Area” 
Fill in the other required details and proceed to hit the “One last step” button.
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6.) Choose your preferred contact method with Ariba support 
and click “Submit” 
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Guide to reassign Ariba Account Administrator to other sub user. 

1

2

*Log In To Ariba Network Account With Account Administrator’s Credential, Click On ‘Setting’ And Click On ‘User’.
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3.Go to ‘Manage Users’, select the sub-user that you would 
like to assign as NEW account administrator.

3

4. Click on ‘action’ and click on 
‘made administrator’.

4

Guide to reassign Ariba Account Administrator to other sub user. 
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Role and User Creation
To create a user: 

1. Go to company Setting and choose 

users.

2. Click Create User and add all relevant 

information about the user including 

name and email address. Select a role 

for this user in the Role Assignment

section, depending on the access level. 

3. If a role is not already created, go to 

Users screen and click ‘Create Role’ to 

select the required permission.

4. Click Save

*You can add up to 250 users to your 

Ariba Network account

3

2

4

1



1. Click Edit for the selected user.

2. Click the Reset Password button 

to reset the password of the user.

3. Other available options are:

➢ Delete

➢ Add to Contact List 

➢ Remove from Contact List 

➢ Make Administrator

➢ Create User

Modify Users

1

2

3

supplieremail@supplier.com     supplieremail@supplier.com               Supplier                 Ariba                

supplieremail@supplier.com
supplieremail@supplier.com
Supplier
Ariba
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1

2

3

Customer Relationship Setting
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Customer Relationship

• We highly encourage you to keep the setting as 

“Automatically accept all relationship requests”

• If you have set it under “Manual Review”, please go to 

the “pending” request to manually approve Genting 

Malaysia Berhad

• You have to make sure Genting Malaysia is one of 

your active customer in order for us to transact

4

Customer Relationship Setting

22
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Please check your Ariba Network Setting under Electronic Order / Invoice 
Routing Method to add/change the users.

You can enter up to 5 email addresses(Electronic Order) and 3 email addresses(Invoice Routing ) per notification type. You 

must separate each address with a comma.

24



Please check your Ariba Network Setting under Electronic Order / 
Invoice Routing Method to add/change the users.

Email Order Routing: 

• You can enter up to 5 email addresses to receive the 

copy of the PO . You must separate each address with 

a comma.

• Administrator can add other recipient of the PO as  

users to process the order

• Include document in the email message to include 

a complete copy of the PO in the email.

• It is recommended that you use a non-

personalized/distribution list email. 
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Electronic Orders Routing

26

Please note that ALL Selected Notification will ONLY send to the 
email addresses maintained in ‘email address ‘ field.



4.

5.
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Electronic Invoice Routing
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Please note that ALL Selected Notification will ONLY send to the 
email addresses maintained in ‘email address ‘ field.



Guide to update your profile in Ariba Proposals & Questionnaires
Please refer user guide Genting Malaysia Berhad Ariba Sourcing Guide for reference.

Kindly follow the steps below:
1. Login with your existing credentials at https://rwb.supplier.ariba.com/
2. Ensure you select Ariba Proposals & Questionnaires
3. Click on View customer requested field
4. Select Genting Malaysia Berhad
5. Please update the questionnaire
6. Click the “Submit” to submit your profile

29

https://support.ariba.com/item/view/194822
https://rwb.supplier.ariba.com/


Guide to update your Banking Information in Ariba Proposals & Questionnaires

30

1.) Bank account number/ information MUST be the same 
as banking statement attached in Q7.17

2.) please comply with the requirements as stated under 
Note, to avoid payment issue



The Company Name Maintained In Ariba Network Account MUST Be The Same Company 

Name Maintained In Ariba Proposals & Questionnaires.

31

Ariba Proposals & Questionnaires.
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Genting Malaysia Berhad
Standard Account Supplier Purchase Order (PO) 
Guide

ACCOUNT ADMINISTRATOR is Mandated to perform Ariba 
Network Account Configuration to receive Notification of 
PO issued from GENM (refer to slide 3-31 )

For all subsequent Login, sub-users with the right access 
would be able to take action on GENM purchase order (refer 
to slides 45 onwards)
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Log In For A Standard Account

Receive Interactive Email PO Click The Process Order Button Login using existing account

ordersender-prod@ansmtp.ariba.com
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Step One – Receive Interactive Email Order From GENM

Click the Process Order button in the PO notification (interactive email)
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Step Two - Insert Your Existing  Ariba Network Account Credentials

***LOGIN CREDENTIALS SHOULD BE AS PER YOUR  ARIBA NETWORK ACCOUNT (PROPOSALS & QUESTIONAIRES)***

Attention : 

If you are using the right login 

credentials and passwords, 

please refer page 45 onwards 
after successfully login 
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LOGIN CREDENTIALS SHOULD BE AS PER YOUR  ARIBA NETWORK ACCOUNT (PROPOSALS & QUESTIONAIRES)
Attention : 

The following errors due to : 

(a) Different login username & password detected

(b) Not a valid user, please do contact your company’s Account Administrator in order to grant relevant access and 
permission.  

Note:

• To reset username (refer page 140)

• To reset password (refer page 142)



37

Step Three – Transact With Customer Using Standard Account
Once you’ve successfully log In, you would be able to see the below screen. Click on Create Order 

Confirmation to get started.

If you need assistance, please refer to the articles in the Help Center (right-hand side) or kindly click on the 

below link to access the Supplier Information Portal (SIP) : https://support.ariba.com/item/view/192465

1

2

1

2

https://support.ariba.com/item/view/192465
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Genting Malaysia Berhad
Enterprise Account Supplier 1st Purchase Order 
(PO) Guide

ACCOUNT ADMINISTRATOR is Mandated to perform Ariba 
Network Account Configuration to receive Notification of 
PO issued from GENM (refer to slide 3-31 )

For all subsequent Login, sub-users with the right access 
would be able to take action on GENM purchase order (refer 
to slides 45 onwards)

Log In For A Enterprise Account



Step One – Receive Interactive Email Order From GENM

39

Click the Process Order button in the PO notification (interactive email)



Step Two - Potential Existing Accounts

40

Please be aware that after you click the “process order "button, a pop up may appear alerting you to potential existing accounts. 
This means the system has detected that your organization may already have an Ariba Network Account. If the pop up for potential 
existing accounts appears, simply click on the “X” in the top right hand corner to close.  Next, click on “Log in” to log into your 
existing Ariba network account. Finally, enter your account admin’s username and password and then click OK. Once confirmed, the 
trading relationship will be established. Please note that if you are NOT the Ariba Network Admin, you can forward the email to 
your admin to action. If you’re not sure what is the registered email, kindly contact us @ vendormgmt@rwgenting.com

mailto:vendormgmt@rwgenting.com


Step Three - Click on LOG IN (Existing  Ariba Network Account)

41

Ensure to click on LOG IN. DO NOT CLICK on SIGN UP.  ***LOGIN CREDENTIALS SHOULD BE AS PER YOUR  ARIBA NETWORK 
ACCOUNT (PROPOSALS & QUESTIONAIRES)***

X



Step Four - Click on LOG IN (Existing  Ariba Network Account)

42

Supplier Account Administrator is MANDATORY to 
perform login for 1st time. If you’re the sub-account 
holders, please forward the email to your Ariba Account 
Administrator. (Refer to next slide)

(This screen will only be shown for 1st time login)
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❖ Please note that if you are NOT the Ariba Network Administrator, kindly forward the PO email 
notification to your Administrator to action. 

❖ Account Administrator information can be found under the ‘’Contact Administrator’’ once 
you login to your Supplier Ariba Network account.

This information can be obtain from your Ariba Proposals & 
Questionnaires (sourcing)

If the Administrator is no longer with your company, 
please contact Ariba Support to perform Account 
Administrator transfer. Refer to page 8-14 for 
reference.



Once successfully registered, below screen will appear, click on ‘Create Order Confirmation’ to get started.

2

1

For assistance, please refer to the articles in the Help Center (right-hand side) or refer to 
https://support.ariba.com/item/view/192465

Step Five – Transact With Customer Using Enterprise Account

1

2

44

https://support.ariba.com/item/view/192465


PO confirmation is mandatory to perform prior goods delivery / service resumption  

45



1. You will receive PO from <ordersender-prod@ansmtp.ariba.com>

2. Click on <Process order>
46

Order Confirmation - Material PO



3. Login with your username & 
password

Your company Supplier Enablement Test 1-TEST is already registered.
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4. Review the entire our & 
click on order confirmation

48



5. Click on “Confirm Entire 
Order” if you wish to confirm 
the entire order

Click on “Update Line Items” if 
you wish to confirm partial 
order

49



6. Fill up confirmation number 
& estimated shipping date & 
delivery date

Note:
Shipping Date: the date that item shipped from vendor’s warehouse /store

Delivery Date: the date GENM is expected to receive the goods

50

Scroll down and click on NEXT



7. Review entire order & click 
on submit button

51



8. Once PO is confirmed, you 
will see the status changed to 
“Confirmed”.  Order 
confirmation had been 
created, please refer “Related 
Documents” 
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Order Confirmation – Service PO

1. Fill up confirmation number 
& estimated Completion date.

Scroll down and click on NEXT
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3. Review entire order & click 
on submit button

Order Confirmation – Service PO



(only applicable for Material PO) 

Once Purchase Order had performed Confirmation, proceed to submit Ship Notice

55



1. Click on Create Ship Notice 

56



Note:
Shipping Date: the date that item shipped from vendor’s warehouse /store

Delivery Date: the date GENM is expected to receive the goods

SCROLL DOWN

Supplier Enablement Test 1 – TEST

Jalan Test 123
60000 Kuala Lumpur
Malaysia

57

2. Indicate Packing slip ID (Delivery Order Number) & actual shipping & delivery date 
Note: Package Slip ID (Delivery Order Number) should only contain 16 characters. 



END

3. Review the line items

58

Note:
Click on ‘Remove’ button if you would like to 
exclude this Po line item in ship notice



4. Review entire Ship Notice & 
click submit

Supplier Enablement Test 1 – TEST

Jalan Test 123
60000 Kuala Lumpur
Malaysia
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5. Once Ship Notice is created, 
you will see the status as –
Shipped & the document 
created as shown in “Related 
Documents”.  

60



(only applicable for SERVICE PO)

61



62

Note:
Proceed to create service sheet once you have performed/rendered service . Please 
note that you will NOT be able to create Service Sheet if no PO confirmation 
performed earlier on.   

1.) Click on ‘Create Service Sheet’
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2.) Select the PO line item which you would like to create Service Sheet.

3.) Click on ‘Next’
Note:
A Service Entry Sheet will have to be created for each line item (one PO line item per service sheet). 
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4. Fill up all the mandatory fields with 
asterisk*

Note : √ the check box if you would like to copy the 

service start and end dates to the service line items

Note:
The Service Entry Sheet number has to be unique from each other. (No identical numbers allowed) 



SCROLL DOWN

5. Fill up the Name & Email address of the Service 
Sheet approver ie.PO requester from GENM

6. Attach endorsed copy of job sheet or any supporting documents.
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7. Review the line item details. 
*update the Qty/unit if the job was not completed in full quantity. ( if any )

Note:
If you would like to exclude the child item on the service 
entry sheet creation, turn off the ‘include’ button.

Note:

Press here to find out the 
accumulated quantity & allowed 

(remaining) quantity”.

8. Click on ‘Next’
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9. The service line items is now populated / updated.                
Review the entire service entry sheet 

10. Click on ‘Submit’
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11. Service Entry Sheet is now submitted for approval, please liaise with respective approver to approve the 
service sheet before proceed to submit invoice.

Important Note :
Please take note that Cancellation or Amendment of Service Entry Sheet is NOT 
allowed .  In the event, if there is any Cancellation or Amendment of Service Entry 
required, please liaise with respective order requester (GENM) for necessary 
arrangement.  
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12. Invoice button will be available once the 
SES approved by Genting’s representative 

13. All the document created will be 
available under ‘related document’



Once GENM performed goods receipt (RC) / Approved Service Entry 
Sheet Acceptance you will be able to submit invoice.
Note : PO Confirmation are Mandated Prior Create Invoice.

❑ Invoice creation for MATERIAL PO

❑ Invoice creation for SERVICE PO

70



Once the item posted, PO status will 
show RECEIVED.

1) click on RC document @ Related documents.
Please refer next page for step 2 & 3.

Invoice creation for MATERIAL PO

71



2) Copy only after _of the ERP number, e.g : 6104561131_DO1234
paste it in the ‘Delivery Order Number’ field (page 76) 

Invoice creation for MATERIAL PO

3) After copying the DO number, click Purchase Order under 
“Related Document” to return to ‘creation invoice’ 
(refer next page). 

72

If you do not agree with the DO number entered, please highlight 
to Receiving Team (email : ghrreceiving@rwgenting.com ) with 
attention to Mr Liew Bout Hon and Cik Roziana Mohd Mokhtar.

IMPORTANT: To avoid payment delay, Please strictly comply to ensure 
invoice is not auto-rejected with error message ‘wrong DO entered’



4) Click on create standard invoice for Material PO.  
For Service PO, please refer page 79-83 

Invoice creation for MATERIAL PO

73



Invoice creation for MATERIAL PO

74

5) Select the RC Number to Create Invoice and click NEXT.
You can select multiple RC number into one invoice .



6. Please fill up required details
which with Asterisk *. 
Please note that “Invoice Date” is  
auto populated to current date 

Invoice creation for MATERIAL PO

Supplier Enablement Test 1 – TEST
Jalan Test 123
60000 Kuala Lumpur
Malaysia

Supplier Enablement Test 1 – TEST
Jalan Test 123
60000 Kuala Lumpur
Malaysia

75

Note:

(a)The Invoice number has to be unique from each other. (No identical numbers allowed) 
(b)Invoice Number should only contain 16 characters. 



Invoice creation for MATERIAL PO 6. Click on ‘Add to include lines’ to include tax information to line item.
**please skip this step if the tax information already showing in line item.

8.)Click the “Line Item Actions” then select “Discount” if you would 

like to include discount amount in PO line item.

**Please Skip this step if no discount amount.

9. click Next

7. Paste the value (DO1234) copied from ERP Receipt number (refer to page 73)
*please ensure there is no space before/after the DO number.

5. Click on ‘Tax Category’.



10. Review the entire Invoice

11. Click Submit after reviewed 

Invoice creation for MATERIAL PO
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12. Your invoice successfully submitted

Invoice creation for MATERIAL PO
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1) Click on create ‘standard invoice’ 
once Service Entry had been approved.   

Invoice creation for SERVICE PO

79

Once the posting done, you will 
see the PO status under 
Serviced/partial serviced.



2. Please fill up required details
which with Asterisk *. 
Please note that “Invoice Date” is  
auto populated to current date 

Invoice creation for SERVICE PO

80

SCROLL DOWN

Note:
(a)The Invoice number has to be unique from each other. (No identical numbers allowed) 
(b)Invoice Number should only contain 16 characters. 



Invoice creation for SERVICE PO
3. Click on ‘Add to include lines’ to include tax information to line item.
**please skip this step if the tax information already showing in line item.

4. Review the entire 
invoice & tax code

5.)Click the “Line Item Actions” then select “Discount” if you would 

like to included discount amount in PO line item.

**Please Skip this step if no discount amount.

6. click Next



8. Click Submit 
after reviewed 

7. Review the entire Invoice

Invoice creation for SERVICE PO
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9. Your invoice successfully 
submitted

Invoice creation for SERVICE PO

83
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1. Click on the invoice 
document created

85



2. Click create Credit Memo

86



SCROLL DOWN

3. Select Memo Type

4. Fill up summary

87



SCROLL DOWN

5. Fill up reasons

88



END

6. Make related adjustment

7. Attach credit memo 

8. Click Next

89



9. Review & click submit

90



10. Credit Memo successfully submitted
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❑PO Confirmation 

❑Ship Notice amendment

❑Cancel Ship Notice

92
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1. Click on Order confirmation 
again

94



2. Key in the details

3. Click on Next
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4. Review the edited details

5. Click on Submit

96



6. The new document will be here

97



(only applicable for Material PO)
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1. Click on the Ship notice 
created

99



2a. Click edit Ship Notice.  

For cancellation of Ship Notice, 
please refer page 105 onwards.   

100



3. Key in the details you wish 
to edit

4. Click Next

Supplier Enablement Test 1 – TEST

Jalan Test 123
60000 Kuala Lumpur
Malaysia
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5. Review the details

6. Click submit

Supplier Enablement Test 1 – TEST

Jalan Test 123
60000 Kuala Lumpur
Malaysia

102



7. Your Ship notice has been 
updated

103



8. You will see 2 ship notice 
documents

104



2b(i). Click Cancel button 

105



2b(ii) - Click “Yes” or “No” button in order to proceed  

106



2b(iv) – You may check back the cancelled 
documents @ “Related Documents” and click 
into the document you required to view.  

2b(iii) = Once the ship notice had 
been cancelled, the PO status will be 
change to “Confirmed” 

107



2b(vi) = it shown “Obsoletes DO6789” 
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Q1: Fulfillment Invitation Account Merge Permission

Q2: Invoice button grey off even Genting has performed goods receipt

Q3: How to Retrieve Purchase Order in Ariba Network

Q4: Reminder emails from Ariba on new / changes of PO

Q5: Purchase Order Status

Q6:How to check invoice status 

Q7:PO status closed due to invoices “Force reject” by Finance

Q8: To remove additional tax line item

Q9: Account type comparison - Dashboard

Q10: How to downgrade from Enterprise to Standard account.

Q11. Guide to ‘Edit & Resubmit’ rejected invoice

Q12. Guide to Retrieve Ariba Log In Username

Q13. Guide to Reset Ariba Log In Password

109



Q1. I’m facing error below and not able to login to perform PO confirmation

Answer: Please contact your Account Administrator to perform login as this is 1st time 
login. Subsequent login will not have this issue if the sub-user has granted relevant 
permission.
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Q2. Invoice button grey off even Genting has performed goods receipt

Answer: PO confirmation is mandatory prior submit invoice to Genting. Kindly perform 
PO confirmation prior delivery of goods / perform services

111



Q3a. How to Retrieve Purchase Order in Ariba Network

112

1.)Please go to your Home Page – Workbench – Edit Workbench by Click 
on ‘+’ Button to add tile.

Note:
If you do not have permission to edit workbench / add tile , please seek for 
account administrator to assign the relevant role /permission to you.



113

2.) Click on ‘+’ Button and click on ‘APPLY’ to add the relevant 
tile in homepage 

Q3a. How to Retrieve Purchase Order in Ariba Network



Q3b. PO does Not Appear in Home page

Answer: Please go to your Home Page – Workbench – Order - Edit Filter – select ‘Creation Date’ to Last 365 
days – Click on Apply. Then you will be able to see the PO number in your dashboard.

114



Q3b. PO does Not Appear in Home page

Answer: Please go to your Home Page -> Workbench -> Order -> Edit Filter -> Order Numbers (set as 
exact match) -> key in the PO number and click on ‘Apply’.

115

1

2

3

4
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Q3c. I did not receive the PO sent by Genting / email missing

Answer: Please go to your Home Page - Workbench & look for the related document. Click on the action 
button “Send me a copy to take action”

116



Q4. Reminder email from Ariba on PO confirmation

Answer: Please click on the PO number to direct you to PO confirmation page. 
Maximum 3 reminders will be sent by Ariba on the PO in 3 days.

117



Q5. Purchase Order Status

118



Q6a.How to view transaction movement / error message from the History tab.
Scenario 1: Invoice in Approved Status

119

a)Click on Invoice Document, refer to History Tab, Invoice status Is in 

Approved status & Routing Status is in ‘Acknowledged’ No further 

amendment will be allowed.

b)Click on ‘scheduled Payments’ tab to view the payment 

scheduled.



Q6b. How to view transaction movement / error message from the History tab.
Scenario 2: Invoice in Rejected Status

120

b)Please check the error message in ‘History’ . If is it under error message 

WRONG DO ENTERED / Matching Receipt Not Found ,Please ensure follow 

guide Page 72 onwards to avoid invoice being rejected. 

a)Click on Invoice Document, refer to History Tab, Invoice 

status Is in ‘Rejected’ status & Routing Status is in ‘Failed’. 

**Please refer to page 134 to resubmit invoice.



Q7. PO status closed due to invoices “Force reject” by Finance

121

Note :
If the PO status is “Closed’, Please contact GENM’s buyer in charge to re-open PO.

Possible Error such as:

• Invoice submit with wrong quantity

• DO entered wrongly (refer to page 72 on how to enter the correct DO number)

• Enter a tax code in item 000001* 

*kindly check the tax code prior PO confirmation. Should there be any discrepancies please highlight to the 

requester.



Q8: To remove additional tax line item

122

Note:

If there already tax on the line item, please do not add. If there is more than 1, please 

click “Remove”



Q9. How to know my Ariba Account type
*Login to your Ariba account home page, you will see the tagging

123

NOTE:
Standard account (FREE account). 
Enterprise account (PAID account)
The option to be either on Enterprise account or Standard account is solely up to your preference and business needs. 
Please refer to below information portal to understand the features and fee charges of Enterprise account.

https://support.ariba.com/item/view/192465
https://www.ariba.com/ariba-network/ariba-network-for-suppliers/accounts-and-pricing

if your company would like to downgrade your company ariba account to standard account,Please use this link here to 
create an Service Request Ticket to ariba support team to request for downgrade. ( refer to page 126 )

https://support.ariba.com/item/view/192465
https://www.ariba.com/ariba-network/ariba-network-for-suppliers/accounts-and-pricing
https://support.ariba.com/help


Q9. Account type comparison

Answer: GENM require all vendors to start with standard account. The option to be either on Enterprise 
account or Standard account is solely up to you preference and business needs. 124



Q9. Account type comparison - Dashboard

Standard Account Enterprise Account

Able to perform document search and click on the respective Purchase 
Order number to proceed next action ie , PO Confirmation, Ship 
Notice, Submit Service Entry, Invoice etc

Able to perform document search and click on the respective 
Purchase Order number to proceed next action ie , PO 
Confirmation, Ship Notice, Submit Service Entry, Invoice etc but 
only limited to 200 per documents type 125



Q10. How to downgrade from Enterprise to Standard account.

126

1.) Supplier login to SAP Business Network via https://supplier.ariba.com



127

2.) Kindly ensure that you change to Ariba Proposals and Questionnaires. Click “Help” symbol “?” then click ‘’Support’’.

Q10. How to downgrade from Enterprise to Standard account.
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3.) Click on ‘Contact Us’ and type ‘Downgrade to Standard Account’.

4.) Click on ‘Contact Us’ to continue.

Q10. How to downgrade from Enterprise to Standard account.
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5.)Provide information about downgrading account and all required field Issue Type : ‘Subscription fees’, 
Issue area : ‘Fee inquiry’, Business Impact : ‘Not stopping my work’ Click ‘One last step’

Q10. How to downgrade from Enterprise to Standard account.
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6.)Select Phone and click Submit.
Support team will call back to phone 
number provided in previous step 

Q10. How to downgrade from Enterprise to Standard account.
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Service Request created. 
*Once Service Request successfully created, you will get notification. 

Q10. How to downgrade from Enterprise to Standard account.
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Track status of Service Request
*You will see your Service Request Number with status. Start from Callback pending which mean support team will call you for 
additional information and guide you with additional steps.

After Support team made a phone call already, status Callback pending will disappear. You can track status in this screen by clicking Service 
Request to view more information. 

Q10. How to downgrade from Enterprise to Standard account.
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Downgrading to Standard 
Your account will now change from Enterprise Account to Standard Account with Email confirmation. 
Note: Account type change is subjected to downgrading processing time

Q10. How to downgrade from Enterprise to Standard account.
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Q11. Guide to ‘Edit & Resubmit’ rejected invoice

1.)Go to ‘Related Document’ and click on the invoice 
copy or click on ‘more’ if you have more that 3 
documents.

2.) click on the invoice copy.
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3.) click on ‘edit & Resubmit’.

Q11. Guide to ‘Edit & Resubmit’ rejected invoice
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4.) fill up required details
which with Asterisk *

Q11. Guide to ‘Edit & Resubmit’ rejected invoice

SCROLL DOWN
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Q11. Guide to ‘Edit & Resubmit’ rejected invoice 6. Click on ‘Add to include lines’ to include tax information to line item.
**please skip this step if the tax information already populated in line item.

8.)Click the “Line Item Actions” then select “Discount” if you would 

like to included discount amount in PO line item.

**Please Skip this step if no discount amount.

9. click Next

7. Paste the value (DO1234) copied from ERP Receipt number (refer to page 72)
*please ensure there is no space before/after the DO number.

5. Click on ‘Tax Category’.



10. Review the entire Invoice

11. Click Submit after reviewed 

Q11. Guide to ‘Edit & Resubmit’ rejected invoice
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12. Your invoice successfully submitted

Q11. Guide to ‘Edit & Resubmit’ rejected invoice
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Q12. Guide to Retrieve Ariba Log In Username

1.). Log in to https://service.ariba.com/ and Click on ‘forgot 
username’

2.) Insert your email address and click on ‘submit’, an email 
from ‘Ariba Commerce Cloud <ordersender-
prod@ansmtp.ariba.com’ will be sent to your email address.

Note:
Email address MUST be the registered email address maintained in your 
ariba profile.

1

2

2

https://service.ariba.com/
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Q12. Guide to Retrieve Ariba Log In Username

3.) The email from Ariba Commerce Cloud will show you your 
usernames which exists under the registered email.
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Q13. Guide to Reset Ariba Log In Password

1.). Log in to https://service.ariba.com/ and Click on ‘forgot 
password’

2.) Insert your email address and click on ‘submit’, an email 
from ‘Ariba Commerce Cloud <ordersender-
prod@ansmtp.ariba.com’ will be sent to your email address.

Note:
Email address MUST be the registered email address maintained in your 
ariba profile.

1

2

2

https://service.ariba.com/
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Q13. Guide to Reset Ariba Log In Password

3.) Click on the 'click here' link to 
reset the password for your desired 
username
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