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Ariba Network

Purchase Order Guide



Introduction
The purpose of this document is to provide the information suppliers need to effectively transact with Woolworths Group Limited via the Ariba Network.  This document provides 

step by step instructions, procedures and hints to facilitate a smooth flow of procurement between Woolworths Group Limited and supplier.

Order Confirmations are an Optional document and are not required by Woolworths Group Limited.
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Purchase Order
• There are two types of Purchase Orders, they are the standard Purchase Order(PO) and the Blanket Purchase Order (BPO).  A purchase order is the source document 

for an order and all subsequent documents are created from the PO and BPO.

• A Blanket Purchase Order (BPO) is a ‘contract’ set up in Ariba which manages the expenditure and payments of contracted services between Woolworths Group Limited 

and the Supplier.  

• Contracted services are typically where the vendor is performing recurring tasks as defined in a master agreement, where agreed pricing terms and rates exist and 

invoices are submitted at regular intervals (i.e. monthly).

Note: Any field with an * is a mandatory field and a value is required to be entered
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1. Click Inbox tab on the 

Dashboard

➢ Screen displays the list of 

Orders and Releases

2. Click the Order Number to 

open the order

➢ Screen displays the Purchase 

Order

3. View the Purchase Order

Open the Purchase Order
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View Purchase Order Details-Header Level

View the details of your 

Purchase Order

Header Level:

1) Purchase order number

2) Address Details

3) Order Status

4) Payment Terms

5) Version Number

6) Comments (if applicable

7) Other information (if applicable)

Additional options:

• Export cXML to save a 

copy of the cXML source 

information

Note: Order History for 

diagnosing problems and for 

auditing

Example of a 

Material Order 

Header Level
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View Purchase Order Details-Line Level

Line Level:
8) Show item Details-displays 

more information for every 

items within the Purchase 

Order

9) Details-displays information 

about the specific item 

10) Sub-total of Purchase Order

11) Details of the item ordered 

including Quantity, unit price, 

need by information and part 

number/description

Example of a 

Material Order 

Line Level
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Accessing the History Tab

➢ History can be seen for all 

Purchase Orders

1. Click on Order History 

➢ Screen displays all processes 

and the status of the 

Purchase Order

Note: To go back to the 

Purchase Order Details, select 

Order Detail, otherwise select 

Done.



Use the Reject if; 

• You can no longer fulfil the order

• Order details are incorrect (e.g., Unit Price)

• The order was not intended for your company

 Reject Entire Order: Used to reject the whole order.  Include detailed notes advising reason for rejection

Reject Entire Order
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Open the Purchase Order

1. Click on the Create Order 

Confirmation down arrow

2. Select Reject Entire Order

➢ Screen displays the Reject 

Entire Order Box

Note: There is no requirement 

by Woolworths Group Limited To 

have a Confirmation Number

3. Enter Comments for the 

rejection

4. Click Reject Order

➢ Screen returns to the Purchase 

Order and the Order Status 

has changed to Rejected

Reject Entire Order



• Only Woolworths Group Limited can change a Purchase Order

• A Change Purchase Order has updated information but still shows the original Purchase Order Number

• A change Order will have a Corresponding Obsoleted Purchase Order

• The changes are in brown coloured font, therefore making it easier to identify the changes made to the original Purchase Order

• The Purchase Order is the document of truth and cannot be adjusted by a Supplier

• Contact the requestor of the Purchase Order to identify whether a change Purchase Order process is required or if the Original Purchase Order should be rejected and a 

new Purchase Order created

Change Orders



12© 2018 SAP Ariba. All rights reserved.

Locating a Changed Purchase Order

1. Click on Inbox

2. Click on Order Number

Note: Sorting by Purchase 

Order Number ensures that 

you can identify both the 

Changed and Obsoleted 

Purchase Orders

• To remove obsoleted 

Purchase Orders from the 

Orders and Releases 

screen:
1) Click on Actions

2) Select Hide

➢ The Purchase order is 

hidden but is still 

accessible using the 

search function

3. Open the Changed 

Purchase Order



13© 2018 SAP Ariba. All rights reserved.

Identifying Changes in a Purchase Order – Header Level

Example 1

The Purchase Order displays:
1) Changed in brown font

2) Indicates that the 

amount of the original 

Purchase Order has 

changed

3) Displays the Version 

Number

Example 2

The Purchase Order displays:
1) Changed in brown 

font

2) Displays the Version 

number

➢ For both Purchase Orders 

scroll down to Line Level to 

identify the changes 

affecting the Purchase 

Order

Example 1

Example 2

Further Information:

➢ Purchase Orders can 

contain changes other than 

those affecting Line Items 

totals or numbers.  

Changed Purchase Orders 

can contain changed 

addresses and billing 

information.

➢ These are Examples only, 

there may be different 

variations, always look for 

the brown font to indicate 

where the change has 

occurred. 
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Identifying Changes in a Purchase Order – Line Level

Example 1

Line Items on the Purchase 

Order displays:
1) Deleted in brown font

2) Lines indicating the Item 

is not longer required

3) The Sub-total is 

adjusted

Example 2

Line items on the Purchase 

Order displays:
1) Edited in brown font

2) Line through the 

original Qty and the 

new quantity shown in 

brown

3) New Subtotals for 

each Line Item with a 

change

➢ These are examples only 

and there may be different 

variations

Example 1

Example 2



SAP Ariba Training Survey
Please take a moment to complete our quick survey as we value your opinion and honest feedback. 

The survey will take approximately five minutes and is anonymous. 

https://surveys.sap.com/SE/?SID=SV_4SCG5JCWkkHN8b3


Support
Support Type Contact

Ariba Technical Helpdesk

1. Click on the Help Centre – Support 

2. Select support option;

• Email SAP Ariba Customer Support

• Get help by Live Chat

• Get help by Phone

Supplier Information Portal

(Location of Training Guide/s and Video/s)

1. On the Home screen

2. Click on Company Settings

3. Click on Customer Relationships

4. Click on Supplier Information Portal

Ariba Network Training Request E:    an.sellertraining.aus@sap.com

mailto:an.sellertraining.aus@sap.com

