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for suppliers



Welcome to the SAP Business Network Order Fulfillment course!

This course is for Anheuser-Busch & Labatt vendors

This course is aiming at 
• Bringing you knowledge on SAP Business Network
The training has been designed to give you a stronger understanding in terms of the uses 
and capabilities of SAP Business Network.

TRAINING OBJECTIVES

?



01
Introduction to SAP 
Business Network



WHAT IS SAP BUSINESS NETWORK

4

SAP (Ariba) Business Network: SAP (Ariba) Business Network is the world’s largest business commerce network where you can connect 
with your buyers to exchange purchase orders, order confirmations, shipping notifications, goods receipts, service entry sheets and the 
electronic submission of invoices. 

➔ SAP (Ariba) Business Network will thus replace COUPA in Canada and BudExchange (partially) in the United States. 

• Provide a self-service portal with access 
to invoice collaboration and visibility

• Improve responsiveness with immediate 
access to documents and the ability to 
‘flip’ orders into confirmations and 
invoices

• Communicate with Anheuser-Busch & 
Labatt via the portal and in context of 
specific documents, to expedite any 
fulfilment or payment related issues
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Login /Home page

1. Access: SAP Business Network 
Supplier

2. Use your username and 

password to log in.

3. Reset your password or get 

your username

2

3 On the home page, you will find all the menus 

and options for making transactions with 

Anheuser-Busch and Labatt.

https://service.ariba.com/Supplier.aw/109557052/aw?awh=r&awssk=QICXvrFM&dard=1
https://service.ariba.com/Supplier.aw/109557052/aw?awh=r&awssk=QICXvrFM&dard=1
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Settings

1. Click on the initials in the top right corner.

2. Click on the settings menu.

3. View your customer relationships by clicking on 

Customer Relationships.

4. Set up your users: create new users and passwords 

and assign roles to those users.

5. Set up your order notification methods.

1

23

4

5
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Settings
Create and manage user roles

In: Settings > Users

1. In the Manage Roles tab, click the 
plus sign (+).

2. Fill in the Name and a Description 

for the role.

3. Choose the Permissions you want 

to give this role access to.

4. Click Save to complete the 

process.

1

2

3

4
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1. In the Manage Users section, 

click the plus sign (+).

2. Fill in the requested 

information marked with (*).

3. Assign the roles you will give 

to this user

4. Assign this user to see all 

clients or just selected ones

5. Click Done to complete the 

process
3

1

2

4

5

Settings
Create and manage users
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Settings
Electronic Order Routing

Click on the initials in the upper 

right corner: Settings > Network 

Settings > Electronic Order 

Forwarding

1. Start Account Setup

2. Choose the Email Forwarding 
method.

3. Fill in the field with your Email 

Address.

4. Click Save.
2 3

4
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Workbench Tab

On the home screen, the "Workbench" tab will display all documents that require supplier action. To 
customize the display of available tiles:

1. Click Workbench.

2. Click the + on the page to add or remove blocks.

2

1

2
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Orders Tab
Add or remove columns

On the home screen, the “Orders > Purchase 
Orders" tab will list all POs received by the 
supplier. 

We recommend to manually add the 
“Company Code” column to visualize if the PO 
comes from Anheuser-Bush or Labatt:

1. Select Orders > Orders and Requests.

2. Select “more” to add or remove columns.

3. Select “company code”.

Canada: starts with CA

US: starts with a number

1

2

3
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Options not released in the SAP (Ariba) Business Network header 
Some transaction options appear in the tool but are not released in the ABI account, as 
shown below.

1. Catalogs, and all the options within this function.

2. Early Payments & Early Payment Rules: It is not possible to request advance payments in the tool.

2

1
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02
Order Fulfillment: 
Goods
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Purchase Order
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Order Fulfillment document statuses
Status level and definition

Status Level Definition
New Initial state. The supplier has not updated order status.

Rejected The supplier rejected all the items.

Confirmed All items are confirmed.

Backordered
The supplier backordered all the items and will ship them when they 

are available.

Shipped Final state. The supplier shipped the entire order.

Obsoleted

The buyer organization replaced the order by a sending subsequent 

(changed) order. Obsoleted orders cannot be updated; they appear in 

the Ariba Network for tracking purposes only.

Changed
Buyer cancelled or replaced the purchase order by sending 

subsequent changed order.

Partially Confirmed The purchase order is in progress. Not all PO items are confirmed.

Partially Shipped The purchase order is in progress. Not all PO items are shipped.

The following are the document status levels for orders and releases:
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On the homepage:

1. Click Workbench or Orders > 

Purchase Orders.

2. Select any of the Orders tiles as 
predefined filters.

3. Use advanced filters to identify 

the right document.

4. The search results will be 

displayed. Click the 

configuration icon to customize 

the view.

5. Click the export button to 

download the data to Excel.

6. Open the PO by clicking on the 

number.

Purchase Order
Locating and Identifying the Order

2

3

5

6

4

1 1
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Purchase Order
Viewing Order Details

1. View your order details and 
allowable actions.

2. View comments entered by the 
buyer.

3. The Line Items section describes 
the items ordered.

4. Click Details or Show Item Details 
to review more information 

about the order, such as control 

keys, programming lines, and 

more.

5. Contract number for this order.

6. Other Information related to the 

PO (Carrier, Attachments if 

available, etc).

1

2

5

6

3

4

4
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Changed Orders

When the PO is changed by the buyer, the information will be updated in Business Network and a new version 

of the PO will be created.

• The status of the actual version will be “Changed” or any other status with orange color (The PO status will 

not change if its already shipped, received or invoiced).

• The status of the previous version will be “Obsolete”

• The changes are highlighted in orange on the PO.
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Cancelled Orders

When the PO is cancelled by the buyer, the information will be updated in Business Network and a new version 

of the PO will be created.

• The status of the actual version will be “Changed” in the PO list and “Cancelled” with PO open.

• The status of the previous version will be “Obsolete”
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Purchase Order
Add or Remove Columns

1. Select Orders > Purchase Orders.

2. Select the Table settings icon to 

add or remove columns.

3. Select the available column.

4. The selected column will be 
displayed.

1

2

4

3
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Order Confirmation 
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Purchase Order Confirmation
Confirm Entire Order

This slide explains how to confirm the 

entire order.

1. Select the Confirm Entire Order 

action (Inside the PO or in “Actions” 

option in the PO list).

2. Fill out the required fields in the order 

confirmation header.

3. Review the line items.

4. Click the Next button at the bottom 

of the screen when you are finished.

5. Review the order confirmation and 

select the next action:

• Click Back to go to the previous 

page.

• Click Send to send the order 

confirmation to the buyer.

• Click Exit to exit the page without 

saving any changes.

Important (Applied to Confirm Entire

Order, Update Line Items and Rejection): 

• Once the order confirmation is sent, 
the order status will be displayed as 

Confirmed.

• You can confirm/reject an order 
multiple times

• Order confirmation is optional, but for 

good PO tracking and 
communication with buyers, it’s 
recommended to always create the 
Order Confirmation document.

• The option to “update line items” is 
still available.

• Do not enter more than 16 
characters in the "Confirmation #" 
field.

2

3

4
5

11
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Purchase Order Confirmation
Reject Entire Order

This slide explains how to reject an entire order and ask 

buyers for changes or cancelation of the order.

1. Select the Reject entire order action.

2. Do not enter more than 16 characters in the 

"Confirmation #" field.

3. Rejection reason: Select a reason from the 12 pre-

defined rejection reasons:

3. Enter additional details in the comments section. 

4. Click on “Reject Order” to send the rejection.

1

2

4

1. Price mismatch or error

2. Quantity mismatch or error

3. Currency mismatch or error

4. Payment term different from negotiated

5. Incoterm mismatch or error

6. Tax error

7. Vendor information outdated or incorrect

8. Material or service not supplied

9. Duplicate purchase order

10. Minimum order not met (price and/or 

quantity)

11. Unit of measure or price per unit mismatch 

or error

12. Multiple errors – describe each based on 

the list above

NOTE: Buyers will receive the rejection and update the PO 
according to the reason and additional comments provided.

3
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Purchase Order Confirmation
Update Line Items

This slide explains how to 

partially confirm the order.

1. Select the Update Line 

Items action.

2. Fill out the required fields 

in the order confirmation 

header. (Do not enter 

more than 16 characters 

in the "Confirmation #" 

field.)

3. Review the line items 

and enter the quantities 

you want to confirm or 

backorder (Do not enter 

quantities in the "Reject" 

Field).

4. Click the Detail button to 

verify more information 

for the item and provide 

a rejection reason in 

case of partial rejection.

2

3

4

1
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Purchase Order Confirmation
Update Line Items

5. In case of partial rejection, provide the 

rejection reason and comments

6. Review the information for the confirmed 

quantity

7. Click Ok to close the line item details 

page

8. Click  Next to finish the Order 

Confirmation Creation and follow to the 

summary page

9. Click Submit to send the Order 

Confirmation document.

8

5

6

7 9
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On the home page:

1. Sent order confirmations can be 

viewed under Fulfillment and Order 

Confirmation.

2. Use search filters to identify the 

correct document.

3. Order Confirmations will be 

displayed.

4. You can also review the confirmation 

on the purchase order screen under 

Related Documents.

Purchase Order Confirmation
View sent order confirmations 

4

1

2

3
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Advanced Ship Notice 
(ASN)
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There are 2 ways to start creating an individual 

shipping notice.

From the Workbench:

1. Click on the Items to Ship part.

2. Identify the right items using filters.

3. Select and click Create Ship Notice.

OR

1. You can also create ASN from the PO 

screen. Click Create Ship Notice.

Note: Blocks in Workbench may need to be 

added first in the settings (workbench > add 

blocks > items to deliver).

 

Advanced Ship Notice (ASN)
Create Delivery Notice

1

2

3

4
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Fill in the requested information on the 

Delivery PO form.

1. Do not modify the “Deliver to” address at 
the top. 

2. Do not edit the “Ship from” address. By 
default, the address is your company 

address that is registered in your SAP 

Business Network account.

3. The Packing Slip ID is a required field. Enter 
the supplier’s unique shipping number. (Do 

not enter more than 16 characters)

4. Provide the shipping/delivery date (there is 
no tolerance on the delivery date, so you 

cannot enter a different date).

5. Provide the Carrier Name and extra 
information if needed.

Advanced Ship Notice(ASN)
Heading level

1
2

3

4

5

NOTE: Do not change any address during the ASN creation. 
Changes will not be reflected for buyers.
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The purchase order information is copied to the ship notice (part ID, quantity, requirement, price, etc.).

Scroll down to view the line items information.

1. Fill in all required fields for your product type at the line level. For all orders, the quantity can be equal to or less than the 
purchase order line. Additionally, over-delivery may apply (the system will show you what is possible).

2. Click the Remove button to delete the entire line from this ship notice.

3. If you click the Add Ship Notice Line button, you can split the quantity to populate multiple lot IDs per quantity.

4. Click on “Add Details” to include more transport information if needed.

Advanced Ship Notice (ASN)
Line Level

Notes:

• Multiple shipping notices per purchase order 
can be sent until the quantities are fully shipped. 

• You cannot ship a quantity greater than the 
order quantity.

• You can have items from different orders (Same 
ship to address) on same ship notice.

• Attention on the “Item Due Quantity”, it is not 
possible to edit fully shipped lines when having 
more than 1 PO in the same ASN. 

1

2

3
4
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1. To save a draft document, click Save 

at the top of the ASN screen. The 

saved draft will not be sent to the 
customer.

2. The saved ASN will be saved for 60 

days.

3. The draft can be accessed and 

modified in Order Processing

4. Select Ship Notices.

5. Click Edit to modify the document and 

finalize it.

Advanced Ship Notice (ASN)
[optional] Draft ASN

1

2

3

4

5
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1. On the main ASN screen, verify that all 

required fields (*) are completed. Click 

Next at the top of the screen.

2. At the header level, review the 

applicable delivery date for all lines 

shipped.

3. At the line level, review the quantity 

shipped

4. Review the serial numbers, if 

applicable.

5. Click Submit to send the ASN to the 
customer.

6. If there is information to edit, click Back.

Note: After you submit your shipping notice, 
your Order Status will be updated to 

Shipped (if fully shipped) or Partially 

Shipped.

Advanced Ship Notice (ASN)
Review and Submit the final document

1

6 5

2
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Advanced Ship Notice (ASN)
View sent ASNs

1. To view the submitted ASN, go to 

Fulfillment > Ship Notices.

2. Or to the related order screen, 

Related Documents section.

3. After submitting the ASN, the 

status(es) of the related order(s) 

will be updated to Shipped or 

Partially Shipped.

3

2

1
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Advanced Ship Notice (Inbound Delivery)
View receipt of goods

1. Once the order is delivered or repaired, the status of the 

document will change to Received.

2. The Goods Receipt can be found in the Order Related 

Documents.

3. Click on the GR number to view the details.

1

2

3

NOTE: Delays in GR should not prevent you to send invoices.
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Order Fulfillment: Material Order flow

New

Supplier receives the 
order

Changed

Obsoleted

Confirmed

Rejected

Partially 
Confirmed

Backordered

Shipped

Partially 
Shipped

Buyer changed the order 
and the previous version is 

obsoleted

Buyer changed the order 
and sends a subsequent one

Supplier confirms some 
items

Supplier backordered 
items

Supplier rejects all items

Supplier confirms
all items

Supplier ships
some items

Supplier ships
all items

Items are now in stock, 
supplier ships all items
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03
Order Fulfillment : 
Services
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Service Entry Sheets 
(SES)
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1. It is not needed to create SESs manually for Services POs. Skip this part directly to invoice creation. The 

SES will be created automatically after the invoice is submitted.

2. After Invoice creation, the SES will be generated and sent to ABI for approval, once its approved, the 

Invoice will be sent.

 

Service Entry Sheets (SES)
Creating a service entry sheet (SES)

1
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Order Fulfillment: Service Order Flow

New

Supplier receives the 
order

Changed

Obsoleted

Confirmed

Rejected

Partially 
Confirmed

Serviced

Partially 
Serviced

Buyer changed the order, 
and the previous version is 

obsoleted

Buyer changed the order 
and sends a subsequent one

Supplier confirms some 
items

Supplier rejects all items

Supplier confirms
all items

Supplier creates partial 
SES

Supplier creates full SES
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04

Invoicing
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Invoicing
Create an invoice (Free Text POs & Goods non-ERS)

1. Click Create Invoice button in the PO.

2. For ABI US Suppliers, the PO needs to be in "Received" or "Partially Received" status 

(GR created).



42INTERNAL© 2025 SAP SE or an SAP affiliate company. All rights reserved.  ǀ

Invoicing
Create an invoice (Free Text POs & Goods non-ERS)

1. Enter the header mandatory information.

NOTES: 

• Do not change any address during the Invoice creation. Changes will not be reflected for the customer.

• Do not enter more than 16 characters in the “Invoice #" field. 

• If any other comments or information need to be transferred to buyers on the invoice, please use HOPS 

chatbot.
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Invoicing
Create an invoice (Free Text POs & Goods non-ERS)

1. Payment Term will be copied from the PO.

2. The “Additional Fields” section is optional and can be skipped.

3. In “Add to Header” field, you can add attachments.

1

2

3
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Invoicing
Create an invoice (Free Text POs & Goods non-ERS)

1. In the line items section, all items 

from the PO will be available with 

the respective taxes.

2. After reviewing the information, 

click on “Next” to see the 

summary and “Submit” after to 

send the invoice.
1

2

NOTE: Labatt suppliers can suggest different 
taxes for items by clicking on the tax 

dropdown menu (1). Changes will be 

transferred to Labatt and will require 

approval.
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Invoicing
Create an invoice (ERS)

1. The PO will change the 

status to “Invoiced”

2. You can find the Invoice 

under the PO “Related 

Documents” field.

3. You can find the Invoice by 

the invoice number using the 

menu “Invoices” tab or in 

the search bar

1

2

3



46INTERNAL© 2025 SAP SE or an SAP affiliate company. All rights reserved.  ǀ

Invoicing
ERS Invoices

1. ERS POs will not allow invoice creation 

through the SAP Business Network. Look 

for the warning icon in the PO line items 

section to find out why.

2. If the user click on “Create invoice” for 

ERS POs, the invoice creation screen will 

appear, but it will not display any line 

items. Additionally, an error message 

will be shown.

3. The responsibility for creating the 

invoice lies with the Buyer. Once 

created, the invoice will be available in 

the system for the supplier to access.

1

2



47INTERNAL© 2025 SAP SE or an SAP affiliate company. All rights reserved.  ǀ

Invoicing
ERS Invoices

1. The PO will change the 

status to “Invoiced”

2. You can find the Invoice 

under the PO “Related 

Documents” field.

3. You can find the Invoice by 

the invoice number using the 

menu “Invoices” tab or in 

the search bar

1

2

3
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Invoicing
Services Invoices (ABI US Suppliers)

1

2

1. During the SES creation, include the invoice proposal as an attachment.

2. Once ABI approves the SES and post the invoice, the PO will change the status to “Invoiced” and the 

invoice will be available in Business Network.
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Invoicing
Invoice Tracking

In the Invoice Details tab you will have general information about the invoice details 

such as the Invoice Status and the detailed Subtotal values.

1

2 3
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Invoicing
Invoice Tracking

In the History tab you can also access all stages of the invoice status as well as the 

history of all Comments relating to each status. The payment net due date will be 

available in the comments section.

2

1
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Routing Statuses

The Routing Status field describes whether a document made it successfully to its 
destination system.

Status Level Definition

Queued

SAP Business Network is in the process of sending the document. 

Contact SAP Business Network Support if a document remains in 

this status for more than 30 minutes.

Sent

SAP Business Network sent the document successfully.

SAP Business Network sent the document, but SAP/ECC hasn't 

yet acknowledged that was received. If the document stays in 

this status for an extended period, contact your support team.

Acknowledged
The document reached its destination system. This is the final 

routing status for documents.

Failed

SAP Business Network could not send the document.

For failed invoices, it is needed to correct any errors and 

resubmit the document.

Obsoleted

After you cancel an invoice or edit and resubmit an invoice, the 

original document moves to Obsoleted status, which indicates 

that you don't need to take any further action on the original 

document. Once a document has this routing status, you can't 

make any changes to it.
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Invoices
Document Statuses

The invoice document status lets the supplier know where ABI is in the approval 
process for that document.

Status Level Definition

Sent The document reached the SAP/ECC system, but it’s not approved or rejected 

yet.

Approved If the document doesn't have any errors, SAP/ECC approves it. After a document 

reaches Approved status, it’s not possible to make any changes.

An approved invoice means that it was approved for payment. If the supplier 

made a mistake, they need to send a credit memo.

Paid / Partially Paid ABI paid the invoice or is in the process of issuing payment.

Note
Not every company sends remittance information to SAP Business Network. If the 

invoice doesn't move past Approved status, the supplier need to contact the 

customer to find out when to expect payment.

Rejected / Partially Rejected Invoices are rejected in two cases:
•They fail validation on SAP Business Network.
•ABI rejected the document in their SAP/ECC system.

Note
It’s possible to edit and resubmit rejected invoices.

Canceled After a document reaches Canceled status, it’s not possible to make any 

changes.
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Invoicing
Invoicing flows

Sent

Failed

PaidApproved

Rejected

Cancelled

Invoice is routed to the 
invoicing system

There was a problem in routing the 
invoice to the invoicing system

Invoice is fully reconciled 
and approved in the 

invoicing system

The buying organization has 
rejected the invoice

Supplier cancelled the 
invoice

Buying organization has processed the 
payment

INVOICE DOCUMENT 
STATUS AND ROUTING 

FLOW

Routing Status: 
Acknowledged

Routing Status: Failed
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Payments
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On the Home Page:

1. Select the Payments tab.

2. Then Scheduled Payments.

3. The search results will be displayed or use the Search Filters to identify the correct document.

4. Open the payment schedule by clicking on its number.

Scheduled Payments

1

2

3

4
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After accessing the scheduled payment, you will be able to view:

1. Expected settlement date

2. Total invoice amount

3. Status

• Scheduled 

• Paid

4. Corresponding invoice

Schedule Payment
Review payments status

2 31

4

NOTE: Payment terms do not equate to expected payment date. Payment schedule should be the 
reference for expected payment date as payment terms do not consider payment frequency.
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For the correct payment date, enter the Invoice History tab and check for the "Net Due Date".

Schedule Payment
Review payments status
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Scheduled Payments
Document Statuses

Status Level Definition

Scheduled The payment is scheduled for a given date.

On Hold The payment is on hold. The customer intends to remit the payment.

Paid The payment transaction was remitted.

Failed The payment transaction failed.
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Remittances
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On the Home Page:

1. Select the Payments tab.

2. Then Remittances.

3. The search results will be displayed or use the Search Filters to identify the correct 

document.

4. Open the Transaction by clicking on its number.

Remittances

3

1

4

2
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After accessing the Remittance, you will 

be able to view:

1. Status 

2. Amount paid

3. Reference number

4. Additional information on Line Items.

Remittances
Remittance Review

2

3

1

4
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Remittances
Document Statuses

Status Level Definition

On Hold This status applies only to remittance advice documents whose payment 

transaction was put on hold.

Paid / Partially Paid Paid status means that the payment transaction was completed successfully.

Partially Paid status means that payment is still due for the remaining amount 

shown on the remittance advice.

Failed For remittance advice documents, a Failed status means that the payment 

transaction failed.

Canceled ABI canceled the payment transaction. When a payment transaction fails, it 

needs to be canceled to allow for a subsequent attempt to complete the 

payment.
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Credit memos

 (Labatt CA Only)
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Credit Memos
Creating credit memo for return items

1. On the PO, Select Create Invoice > Line-Item Credit Memo

2. The PO must have an invoice already created.

2

1
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Return items
Creating credit memo for return items

1. Select the Credit Memo Type 

(Quantity or Price Adjustment), Enter 

a Credit Memo # and populate all 
the other required fields. (Do not 

enter more than 16 characters in the 

“Credit Memo #" field.)

2. “Reason for Credit Memo” is a 

mandatory information.

3. Click “Next” to review and submit.

2

3
1

NOTE: If you enter negative value (at PO level), it will create an invoice with negative values.
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Support
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Support 

Got a question related to the practicalities of the transition to SAP Business Network (timeline, Go-Live dates, 

benefits, cost, activities to complete, trainings, ....) ? 

Got a question related to the details of the integration with SAP Business Network ? 

Visit the FAQ page and Supplier page 

Write an email to the project email address: 

Anheuser-Busch_Labatt_Ariba_Business_Network_Project@anheuser-busch.com

Visit the SAP Business Network support page 

SAP PoC for the project: Bhatta, Sudhanwa (sudhanwa.bhatta@sap.com)  

https://anheuserbuschinbev.sharepoint.com/:u:/r/sites/AribaNetwork-NAZ/SitePages/Frequently-asked-questions.aspx?csf=1&web=1&e=4XzWgO
https://anheuserbuschinbev.sharepoint.com/:u:/r/sites/AribaNetwork-NAZ/SitePages/Transition-to-SAP-BUSINESS-NETWORK.aspx?csf=1&web=1&e=p8Yra1
mailto:Anheuser-Busch_Labatt_Ariba_Business_Network_Project@anheuser-busch.com
https://www.sap.com/products/business-network/suppliers/support.html#:~:text=To%20access%20self-service%20support%2C%20as%20well%20as%20articles%2C,leads%2C%20and%20sourcing%20events%2C%20visit%20our%20help%20centers.
mailto:sudhanwa.bhatta@sap.com
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Evaluate your readiness
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This survey is designed to assess your 

readiness to go-live. 

Please, scan the QR code and fill in the 

Microsoft form. It will take you about 5minutes.

Thank you. 

Readiness check
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