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1. Introduction 

 

This guide will show you how to complete and submit a service sheet in your Ariba Network account for 
Purchase Orders (PO) sent by Yorkshire Water Services Ltd using catalogue items loaded in Yorkshire 
Waters Ariba Buying solution.  
 

2. Adding items from Catalogue 
 

1) Open up the relevant PO 
2) Ensure the PO is in a confirmed status (if the PO is not in a confirmed status, please submit an 

Order Confirmation by using the “Create Order Confirmation” option. The “Create Service Sheet” 
option will be disabled until this step is performed) 

3) Select “Create Service Sheet” 
 

 
 

4) Complete all the mandatory fields including Service Sheet ID, Service Start/End Date. The 
approvers details will default to the requestor and this does not need to be changed.  
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5) In the Service Entry Sheet lines section, click on “Add” 
6) Select “Add Contract/Catalog Item” from the drop-down 

 

 
 

7) The Catalogue interface will open.  
8) Use search bar to search for and add goods/services associated with this service sheet  as 

detailed in the response to the Quotation Analysis Form (QAF). You can search by part ID or 
any keywords. Alternatively, you can search by the categories provided. 
 
- All contractual labour rates (i.e. Mechanical Engineer) will be itemised in the catalogue 
- Frequently used assets will be itemised in the catalogue 
- All other assets/parts, use the £1 line items provided in the catalogue and amend the 

quantity to match the price 
 
9) To search for multiple part IDs, ensure these are separated by the term “OR”. I.e. enter 

“Mechanical Engineer OR Labour Engineer” 

 
 

 

10) Once the relevant catalogue line items have been found, add the quantity and select “Add to 
Cart”. In the example below, a quantity of 8 hours has been added for an Engineer.  
 

 
 

11) Repeat the same process for any other catalogue line items you want to add for this service 
sheet. Once all items have been added to the service sheet, select “Done”.  
 

12) These items will be returned in the Service Entry Sheet lines section. 
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13) Review the items in the Service Entry Sheet lines section and the overall sub-total of the service 

sheet. If you are unable to find the items in the catalogue, please follow section 3. 
14) Once all items have been successfully returned and the sub-total is correct, click Next. The 

sub-total of the service sheet should match the value of the QAF. 
15) Review the Service Sheet for correctness. Click Submit. 

 

3. Adding unplanned items  
 

1) If you are unable to find the relevant items associated with this service sheet, in the Service 
Entry Sheet lines section, click on “Add”  

2) Select “Add Unplanned Item” 
 

 
 

3) Enter a description/part No in the second field 
4) Enter a Qty 
5) Enter a Unit of Measure (Note: Each is “EA” and Hour is “HUR”) 
6) Enter a price 
7) Click “Update” 

 

 
 
 
 
 
 
 
 

 

6 4/5 

3 

1 

2 

7 



 
 
 
 

ST QRG01 Supplier Training - Submitting a Service Sheet using Catalogue items 

Data Classification: Private Page 6 of 6 Version 1: 02/03/2021 
 

Uncontrolled if Printed 

8) Review the overall sub-total of the Service Sheet and click Next. 
9) On the next page, Review the Service Sheet for correctness. Click Submit.  
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