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Course Introduction

Welcome to the Supplier Toolkit: How to Respond 

to Purchase Orders and Create Shipment Notices 

course!

This course will help you understand the tasks you 

need to perform while responding, updating or 

confirming a Purchase Order (PO). You will also learn 

how to create a Ship Notice and add shipping, tracking 

and transport information in the Ship Notice.

Click Next to get started.
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By the end of this course, you will be able to:
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Explain how to respond to a PO. 

Provide overview of Material Order Confirmation and Ship Notice.

Describe how to confirm an order.

Explain how create a Ship Notice. 

List the key features of Goods Receipts Notice in PO Management process. 
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Here are the key terms you will encounter in this course. Key
Terms

4

Key Term Description

Ship Notice
It is a document provided by a seller or shipper to a Buyer or recipient to inform them 

that their order has been shipped.

Backorder
It refers to items that the Buyer has ordered but are currently out of stock or 

unavailable for immediate delivery by the seller. 

Goods Receipts Notice 

(GRN)

It is used to provide information about what items have been received by the 

customer from the shipment sent.

To view a list of all the terms, click the Resources and Glossary icon.
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Click Next to continue.

Course Overview

5 mins

01
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Key Activities

Module 
Agenda

Course Overview

6

01
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What are My Key Activities

7

Supplier/You

Here are the key activities you need to perform in P2R process using the SAP Business (Ariba) network:

Respond to a Purchase 

Order

• Create PDF of the PO

• Confirm/Reject the PO

Update Line Items

• Add the required information 

to the order confirmation page

• Update the amount of 

confirmed items and add 

attachments, if needed

• Check back ordered items

• Reject the required items (if 

needed)

Create a Ship and 

Goods Receipt Notice

• Update the required details (if 

needed). For example, contact 

and shipping details and Ship 

quantity

• Review Ship Notice

• Send the Ship Notice to your 

Buyer
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1. Key Aspects of PO 

Management

2. Respond to a PO

3. Create PDF of a PO

4. Confirm an Entire PO

5. Reject an Entire PO

6. Update Line Items

7. How to Confirm/Update 

Line-Item Details

8. How to Confirm/Update 

Line-Item Details in Backorder

9. How to Reject PO Data

10. How to Make Multiple Changes 

in Line Items

Module 
Agenda

P2R: Confirming an 

Order

8

02

11. Adding Attachments During 

Order Confirmation

12. How to Create a Ship Notice

13. How to Add Shipping, Tracking 

and Transport Information in 

Ship Notice

14. How to Update Line Item Details 

in Ship Notice

15. Key Features of a Goods 

Receipts Notice

16. How to Locate Goods Receipt
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What are the Key Aspects of PO Management
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Click each tile to learn more.

Source 

Document
Commercial 

Document

Multiple 

Types

Multiple 

Line Types

Let’s look at key aspects you need to consider while managing a PO:
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What are the Key Aspects of PO Management (Contd.)

10

Click each tile to learn more.

Source 

Document
Commercial 

Document

Multiple 

Types

Multiple 

Line Types

A PO is a commercial document issued by 

a Buyer to a seller, indicating types, 

quantities, and agreed upon prices for 

products or services the seller will provide 

to the Buyer.

A single PO can contain lines of multiple 

types (for example, one line for Goods and 

one for Services).

A PO can be of different types, typically 

either for Material/Goods or for Services. 

The subsequent responses depend on the 

PO type and on the requirements from 

your customer.

PO is the source document for the order 

and all subsequent documents are created 

from the PO.

Let’s look at key aspects you need to consider while managing a PO:
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Points to Consider while Responding to a PO

11

Consider the following points when responding to a PO:

Additional OptionsPO Details

Click each tab to learn more.
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Points to Consider while Responding to a PO (Contd.)

12

Find your PO from the Homepage, the Workbench or the Orders tab. Click the 

order number to open the PO.

• The PO header includes the order date and information about the buying 

organization and supplier. If the PO contains any attachment, they will 

also be displayed as hyperlinks in the header.

• The Line Items section describes the ordered items. Each line displays 

the description, type, quantity and pricing of the items your Buyer wants 

to purchase.

The Purchase Order can be of different types: Material PO, Service PO, 

Blanket PO. The type of PO and Transacting Rules defined by your Buyer 

determine the documents you need to create as a response (PO 

Confirmation, Ship Notice, Service Sheet, and so on.).

Consider the following points when responding to a PO:

Click each tab to learn more.

Additional OptionsPO Details

Placeholder for screenshot
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Points to Consider while Responding to a PO (Contd.)

13

Consider the following points when responding to a PO:

Click each tab to learn more.

Additional OptionsPO Details

• You can always resend a PO that was not sent to your email address, cXML 

or EDI properly by clicking the Resend button.

• The Export cXML button allows you to save a copy of the cXML source 

information for diagnosing problems and for auditing total value.

Placeholder for screenshot
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Key Points to Consider for Material Order Confirmation and 
Ship Notice

14

Here is an overview of Material Order Confirmation and Ship Notice in SAP:

Click each number to learn more.

1

2

3

5

4
6
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Key Points to Consider for Material Order Confirmation and 
Ship Notice (Contd.)

15

Here is an overview of Material Order Confirmation and Ship Notice in GET:

Click each number to learn more.

1. When faced with a PO, you will 

typically need to acknowledge the 

PO by means of an Order 

Confirmation. 

This allows you to confirm the PO 

fully or partially.

1

2

3

5

4
6
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Key Points to Consider for Material Order Confirmation and 
Ship Notice (Contd.)

16

Here is an overview of Material Order Confirmation and Ship Notice in GET:

Click each number to learn more.

2. Propose modifications to the PO: 

In such cases, you will typically need 

to wait for the Buyer’s approval and 

the next version of the PO. 

This ensures full alignment on the 

order between you and the Buyer.

1

2

3

5

4
6
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Key Points to Consider for Material Order Confirmation and 
Ship Notice (Contd.)

17

Here is an overview of Material Order Confirmation and Ship Notice in GET:

Click each number to learn more.

3. Reject the PO.1

2

3

5

4
6



© ENGIE 2024 

Next

Back

18

Here is an overview of Material Order Confirmation and Ship Notice in GET:

Click each number to learn more.

4. For a Material PO, you could also be 

asked to send a Ship Notice when 

shipping the item(s). 

If necessary, you can create several 

Ship Notices until all items have been 

shipped.

1

2

3

5

4
6

Key Points to Consider for Material Order Confirmation and 
Ship Notice (Contd.)
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Here is an overview of Material Order Confirmation and Ship Notice in GET:

Click each number to learn more.

5. For a Service PO, you could be 

asked to send a Service Sheet. 

Please refer to the Service PO tile for 

detailed instructions.

1

2

3

5

4
6

Key Points to Consider for Material Order Confirmation and 
Ship Notice (Contd.)
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Here is an overview of Material Order Confirmation and Ship Notice in GET:

Click each number to learn more.

6. Always refer to the instructions 

provided by your Customer to know 

which documents are required.

If you are using a Standard Account, you 

can also visit this page or watch 

this video playlist for dedicated 

instructions.

1

2

3

5

4
6

Key Points to Consider for Material Order Confirmation and 
Ship Notice (Contd.)

https://support.ariba.com/item/view/183459
https://cdnapisec.kaltura.com/html5/html5lib/v2.86/mwEmbedFrame.php/p/1921661/uiconf_id/31736811?wid=_1921661&iframeembed=true&playerId=kaltura_player_1507216725&flashvars%5bstreamerType%5d=auto&flashvars%5bplaylistAPI.kpl0Id%5d=1_qh2goflw
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How to Create PDF of a PO

21

To create the PDF of the PO, click the Download PDF option:

If the document exceeds 1000 lines or is larger than 10MB in size, details are not shown in the User 

Interface (UI). Therefore, the detail is not included in the PDF generated.

Note

1

Respond to a PO
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How to Confirm an Entire PO

22

Let’s understand the key steps you need to perform to confirm an entire PO:

Click each numbered icon to learn how to complete this process:

1

3

4

2

Respond to a PO
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How to Confirm an Entire PO

23

Let’s understand the key steps you need to perform to confirm an entire PO:

1

From the PO view, click the Order 

Confirmation option → the Confirm Entire 

Order option.

Step 1

Respond to a PO

Click each numbered icon to learn how to complete this process:
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How to Confirm an Entire PO (Contd.)

24

Let’s understand the key steps you need to perform to confirm an entire PO:

2

Enter the Confirmation Number (which is 

any number you use to identify the order 

confirmation).

Step 2

Respond to a PO

Click each numbered icon to learn how to complete this process:
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How to Confirm an Entire PO (Contd.)

25

Let’s understand the key steps you need to perform to confirm an entire PO:

3

If you specify Est. Shipping Date or Est. 

Delivery Date, it is applied to all line items. 

You can group related items or kit goods, so 

that they can be processed as a unit.

Step 3

Respond to a PO

Click each numbered icon to learn how to complete this process:
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How to Confirm an Entire PO (Contd.)

26

Let’s understand the key steps you need to perform to confirm an entire PO:

4

Click the Next button when finished.

Step 4

Respond to a PO

Click each numbered icon to learn how to complete this process:
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How to Confirm an Entire PO (Contd.)

27

Let’s understand the key steps you need to perform to confirm an entire PO:

Review the order confirmation,

then click the Submit button. 

Step 5

PLACEHOLDER

Respond to a PO

Click each numbered icon to learn how to complete this process:
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How to Reject an Entire PO

28

Let’s understand the key steps you need to perform to reject an entire PO:

Click each tab to learn how to complete this process:

Step 1 Step 2 Step 3

Respond to a PO
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How to Reject an Entire PO (Contd.)

29

Let’s understand the key steps you need to perform to reject an entire PO:

Click each tab to learn how to complete this process:

Step 1 Step 2 Step 3

From the PO view, click the 

Create Order Confirmation

option → the Reject Entire 

Order option.

1

Respond to a PO
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How to Reject an Entire PO (Contd.)

30

Let’s understand the key steps you need to perform to reject an entire PO:

Click each tab to learn how to complete this process:

Step 1 Step 2 Step 3

Enter the Confirmation Number and required 

comments.

2

Respond to a PO
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How to Reject an Entire PO (Contd.)

31

Let’s understand the key steps you need to perform to reject an entire PO:

Click each tab to learn how to complete this process:

Step 1 Step 2 Step 3

Click the Reject Order button.

Once the order confirmation is submitted, the 

Order Status will display as Rejected.

3

Your customer might not allow you to reject orders 

for business or technical reasons. In such cases,  

the option to reject will be greyed out. 

Note

Respond to a PO



© ENGIE 2024 

Next

Back

How to Update Line Items

32

Let’s understand the key steps you need to perform to update the line items:

Step 2

Step 3

Step 4

Step 5

Step 6

Step 1

Click each tab to learn how to complete this process:

Update Line Items
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How to Update Line Items (Contd.)

33

Let’s understand the key steps you need to perform to update the line items:

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

From the PO view, click Order Confirmation → Update Line Items option.

Click each tab to learn how to complete this process:

Update Line Items

1

1
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How to Update Line Items (Contd.)

34

Let’s understand the key steps you need to perform to update the line items:

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Fill in the requested information (the same as for Confirm All option).

2

Click each tab to learn how to complete this process:

Update Line Items
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How to Update Line Items (Contd.)

35

Let’s understand the key steps you need to perform to update the line items:

Scroll down to view the Line Items and enter the relevant values. Depending on the field(s) you fill 

in, the Details button will display different options. 

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Click each tab to learn how to complete this process:

Update Line Items

3

3



© ENGIE 2024 

Next

Back

How to Update Line Items (Contd.)

Let’s understand the key steps you need to perform to update the line items:

Confirm – Number of confirmed items

Clicking Details allows you to enter the line and add/update other details (reference number, price, 

and so on).

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Click each tab to learn how to complete this process:

Update Line Items

4
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How to Update Line Items (Contd.)

37

Let’s understand the key steps you need to perform to update the line items:

Backorder – Number of backordered items

Once they are available, generate another Order Confirmation to confirm.

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Click each tab to learn how to complete this process:

Update Line Items

5
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How to Update Line Items (Contd.)

38

Let’s understand the key steps you need to perform to update the line items:

Reject – Number of rejected items

Provide a reason for rejecting the items.

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Click each tab to learn how to complete this process:

Update Line Items

6
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How to Confirm/Update Line-Item Details

39

Step 1 Step 2 Step 3 Step 4

Let’s understand the key steps you need to perform to create an order confirmation by using the screenshots below:

Click each tab to learn more about the process.

Update Line Items
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How to Confirm/Update Line-Item Details

40

Step 1 Step 2 Step 3 Step 4

Enter the quantity in the Confirm data entry field.

1

Update Line Items
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Click to enter the Details regarding the 

price change. 

How to Confirm/Update Line-Item Details

41

Step 1 Step 2 Step 3 Step 4

2

Update Line Items
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How to Confirm/Update Line-Item Details

42

Step 1 Step 2 Step 3 Step 4

Enter the required inputs in the following fields:

• Updated price in the Unit Price field

• Update Item substitutions in the Supplier 

Part field

• Add comments regarding the price change

• Update description in the Description field

Each customer relationship might apply different 

transaction rules and make some fields not 

editable.

Note

Update Line Items

3
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How to Confirm/Update Line-Item Details

43

Step 1 Step 2 Step 3 Step 4

Click the OK button when done.

Update Line Items

4
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How to Confirm/Update Line-Item Details in Backorder

44

Let’s understand the key steps you need to perform to update line items in backorder:

1

1 2

3

Click each number to learn how to complete this process:

Update Line Items
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How to Confirm/Update Line-Item Details in Backorder

45

Let’s understand the key steps you need to perform to update line items in backorder:

1

1 2

3

Click each number to learn how to complete this process:

Update Line Items

Enter the quantity backordered in the 

Backorder field.

Step 1
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How to Confirm/Update Line-Item Details in Backorder

46

Let’s understand the key steps you need to perform to update line items in backorder:

1

1 2

3

Click each number to learn how to complete this process:

Update Line Items

Click the Details button to enter comments 

and Estimated Shipping and Delivery Dates 

for the backordered items on the Status 

Details page. 

Step 2
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How to Confirm/Update Line-Item Details in Backorder

47

Let’s understand the key steps you need to perform to update line items in backorder:

1

1 2

3

Click each number to learn how to complete this process:

Update Line Items

Click the OK button when done.

Step 3
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How to Reject PO Data

Let’s understand the key steps you need to perform to reject or remove existing data in line items:

Click each tab to learn how to complete this process:

48

Step 1 Step 2 Step 3 Step 4

Update Line Items
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Enter the quantity backordered 

in the Reject data entry field to 

reject item.

Step 1 Step 2 Step 3 Step 4

1

Update Line Items

How to Reject PO Data (Contd.)

Let’s understand the key steps you need to perform to reject or remove existing data in line items:

Click each tab to learn how to complete this process:
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Step 1 Step 2 Step 3 Step 4

50

Click the Details button.

Update Line Items

How to Reject PO Data (Contd.)

Let’s understand the key steps you need to perform to reject or remove existing data in line items:

Click each tab to learn how to complete this process:

2
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Step 1 Step 2 Step 3 Step 4

51

Update Line Items

Enter a reason for the rejection 

in the Comments field on the 

Status Details page.

3

How to Reject PO Data (Contd.)

Let’s understand the key steps you need to perform to reject or remove existing data in line items:

Click each tab to learn how to complete this process:
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Step 1 Step 2 Step 3 Step 4

52

Update Line Items

Click the OK button when done.

How to Reject PO Data (Contd.)

Let’s understand the key steps you need to perform to reject or remove existing data in line items:

Click each tab to learn how to complete this process:

4

4
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How to Make Multiple Changes in Line Items

53

Let’s understand the key steps you need to perform to update line items with multiple changes:

Continue to update the status 

for each line item on the PO. 

Once finished, click the Next

button to proceed to the Review

page.

Step 2: Review the order 

confirmation→ click the Submit

button. Your order confirmation 

is sent to your Buyer. 

Click the Done button.

Generate another order confirmation to change the item status.

Note

Update Line Items

1

2

The Order Status will display as 

Partially Confirmed/ 

Backordered/Rejected, if items 

were not fully confirmed, 

backordered or rejected.

3

4
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Adding Attachments During Order Confirmation

54

Let’s understand the key steps you need to perform to add attachments to a PO during an order confirmation:

21

Click each number to learn how to complete this process:

Update Line Items
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Adding Attachments During Order Confirmation (Contd.)

55

21

Update Line Items

Step 1: If your Buyer allows, you can add attachments to your PO Confirmation. Click Browse to locate the the relevant file(s) on 

your computer. 

Let’s understand the key steps you need to perform to add attachments to a PO during an order confirmation:

Click each number to learn how to complete this process:
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Adding Attachments During Order Confirmation (Contd.)

56

Let’s understand the key steps you need to perform to add attachments to a PO:

21

Click each tab to learn how to complete this process:Click each tab to learn how to complete this process:

Update Line Items

Step 2: Click the Add Attachment button. The total size of all attachments cannot exceed 10 MB.
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How to Create a Ship Notice

57

Let’s understand the key steps you need to perform to create a Ship Notice:

Click each tab to learn how to complete this process.

Create a Ship and 

Goods Receipt Notice

Step 2

Step 3

Step 1
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How to Create a Ship Notice (Contd.)

58

Let’s understand the key steps you need to perform to create a Ship Notice:

Click each tab to learn how to complete this process.

Create a Ship and 

Goods Receipt Notice

Click the Create Ship Notice tab. 

Step 1

Step 2

Step 3

1

1

Please refer to specific instructions 

from your customer to know what 

information to provide in Ship Notices.

Note
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How to Create a Ship Notice (Contd.)

59

Let’s understand the key steps you need to perform to create a Ship Notice:

Click each tab to learn how to complete this process.

Step 1

Step 2

Step 3

Create a Ship and 

Goods Receipt Notice

Update your contact and shipping 

details (if required) by clicking 

Update Address. 

Any field with an asterisk (*) is 

mandatory to be filled. 

2
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How to Create a Ship Notice (Contd.)

60

Let’s understand the key steps you need to perform to create a Ship Notice:

Click each tab to learn how to complete this process.

Create a Ship and 

Goods Receipt Notice

Click the OK button.

Step 1

Step 2

Step 3

3
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How to Add Shipping, Tracking and Transport Information in 
Ship Notice

61

Let’s understand the key steps you need to perform to add shipping, tracking and transport information in Ship Notice:

The information you need to provide depends on your existing business 

processes and on the transaction rules set up by your Buyer. 

Note

Click each number to learn how to complete this process.

Create a Ship and 

Goods Receipt Notice

1

3

2
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How to Add Shipping, Tracking and Transport Information in 
Ship Notice (Contd.)

62

Let’s understand the key steps you need to perform to add shipping, tracking and transport information in Ship Notice:

The information you need to provide depends on your existing business 

processes and on the transaction rules set up by your Buyer. 

Note

2

Click each number to learn how to complete this process.

Create a Ship and 

Goods Receipt Notice

Fill out the requested information on the form. 

The Packing SIP ID is any number you use to identify the 

Ship Notice. 

Step 1

3

1
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How to Add Shipping, Tracking and Transport Information in 
Ship Notice (Contd.)

63

Let’s understand the key steps you need to perform to add shipping, tracking and transport information in Ship Notice:

The information you need to provide depends on your existing business 

processes and on the transaction rules set up by your Buyer. 

Note

Click each number to learn how to complete this process.

Create a Ship and 

Goods Receipt Notice

Select the Carrier Name from the dropdown list. This will 

display the Tracking # and Shipping Method.

Step 2 1

2

3
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How to Add Shipping, Tracking and Transport Information in 
Ship Notice (Contd.)

64

Let’s understand the key steps you need to perform to add shipping, tracking and transport information in Ship Notice:

The information you need to provide depends on your existing business 

processes and on the transaction, rules set up by your Buyer. 

Note

3

Click each number to learn how to complete this process.

Create a Ship and 

Goods Receipt Notice

You can enter the Delivery Terms and other transportation 

details on all Ship Notices, for a broader range of shipping 

information collaboration.

Step 3 1

2
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Create a Ship and 

Goods Receipt Notice

How to Update Line Item Details in Ship Notice

65

Let’s understand the key steps you need to perform to update Line Item details:

Click each tab to learn how to complete this process.

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6

The invited Signer for DocuSign 

will receive an email. Click the 

REVIEW THE DOCUMENT

button.

Ship Notices provide improved communications to 

help avoid unnecessary calls to the Order 

Support department.

Note
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Create a Ship and 

Goods Receipt Notice

How to Update Line Item Details in Ship Notice (Contd.)

66

Let’s understand the key steps you need to perform to update Line Item details:

Click each tab to learn how to complete this process.

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6

Scroll down to view the Line 

Item information and update the 

Quantity Shipped for each Line 

Item. 

1
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Create a Ship and 

Goods Receipt Notice

How to Update Line Item Details in Ship Notice (Contd.)

67

Let’s understand the key steps you need to perform to update Line Item details:

Click each tab to learn how to complete this process.

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6

Update Ship Qty to reflect the 

quantity being shipped.

2
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Create a Ship and 

Goods Receipt Notice

How to Update Line Item Details in Ship Notice (Contd.)

68

Let’s understand the key steps you need to perform to update Line Item details:

Click each tab to learn how to complete this process.

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6

Click Next to proceed to the 

review of your Ship Notice.

3
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Create a Ship and 

Goods Receipt Notice

How to Update Line Item Details in Ship Notice (Contd.)

69

Let’s understand the key steps you need to perform to update Line Item details:

Click each tab to learn how to complete this process.

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6

After reviewing your Ship 

Notice, click Submit to send the 

Ship Notice to your Buyer.

PLACEHOLDER
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Create a Ship and 

Goods Receipt Notice

How to Update Line Item Details in Ship Notice (Contd.)

70

Let’s understand the key steps you need to perform to update Line Item details:

Click each tab to learn how to complete this process.

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6

After submitting your Ship 

Notice, the Order Status will be 

updated to Shipped. 

Submitted Ship Notices can be 

viewed from the Fulfilment tab 

or by clicking the link under the 

Related Documents from the 

PO View.

5

5
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Let’s understand the key steps you need to perform to update Line Item details:

Click each tab to learn how to complete this process.

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6

Click the Done button.
6

5

6
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Here are some of the key features of Goods Receipts Notice in PO Management:

Click each icon to learn more.
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Here are some of the key features of Goods Receipts Notice in PO Management:

When enabled, Goods Receipt Notices (GRN) inform you of what your customer has received into their 

system from the shipment you sent.

Click each icon to learn more.
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Here are some of the key features of Goods Receipts Notice in PO Management:

The GRN is sent for information only. It often is the trigger to the invoicing process. In some cases, 

the Create Invoice button will remain inactive until a GRN is received.

Click each icon to learn more.
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Here are some of the key features of Goods Receipts Notice in PO Management:

When Goods Receipts are enabled, some additional PO statuses are also available.

Click each icon to learn more.
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Let’s understand the key steps you need to perform to locate Goods Receipt in a PO:

Click each number to learn how to complete this process.

Create a Ship and 

Goods Receipt Notice

2

1
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Let’s understand the key steps you need to perform to locate Goods Receipt in a PO:

Click each number to learn how to complete this process.

Create a Ship and 

Goods Receipt Notice

Click the Fulfillment tab -> Goods 

Receipt option.

Step 1

2

1
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Let’s understand the key steps you need to perform to locate Goods Receipt in a PO:

2

Click each number to learn how to complete this process.

Create a Ship and 

Goods Receipt Notice

Click the Receipt Number to open 

it and display the details.

Step 2

1
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