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Introduction

The purpose of this document is to provide the information suppliers need to effectively transact with ANZ via the Ariba Network. This document provides step by step
instructions, procedures and hints to facilitate a smooth flow of procurement between ANZ and supplier.
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Inbox — Orders and Releases

The Orders and Releases
category displays a summary of
all the purchase orders sent
from Buyers.

Note (N): The columns can be
sorted into alphabetical (A-Z or Z-A)
or numerical (0-9 or 9-0) order by
clicking on the column heading.
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CATALOGS REPORTS

HOME D OUTBOX

Orders and Releases

Time & Expense Sheets Early Payments

Orders and Releases

Orders g

The Ver. Is the version number of
the order. 1 = the original order, 2 =
» Search changed order and so on

Orders and Releases (14)

¥ Customer: Demo Buyer - TEST (14)

Some Department of My

Order PO12351 1 Company , sydney, NSW |
Australia
Some Department of My

- Company

Order 74 43 1 Sydney, NSW

Australia
The Order

Number is the
buyers Purchase
Order Number

Scheduled Payments

570.,470.00 AUD

$8,000.00 ALUD

Remittances

15 Aug 2016

4 Apr2016

Inquiries Motifications More...
de etlemea A
MNew Invoice
Mewr Invoice

Company Setfings v

C5V Documents

Help Center »

Create v

The Amount Invoiced

is the total amount
invoiced to date

The Order Status is
the current status of
the order, e.g. New,
Confirmed, Invoiced

§0.00 AUD

$0.00 AUD

REVISIoN Actions

Original Actions

Criginal Actions

The Actions
dropdown allows
document
creation without
opening the order
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Purchase Order

The Purchase Order (PO) is the source document for the order and all subsequent documents are created from the PO

A PO is a commercial document issued by a buyer to a seller, indicating types, quantities, and agreed prices for products or services the seller will provide to the buyer.
Receiving an Order from your buyer constitutes an offer to buy products or services

Any field with an * is a mandatory field and a value is required to be entered

ANZ use 3 types of Purchase Orders;
The Purchase Order
Blanket Purchase Order
Contract Order



Open the Purchase Order

Click Inbox tab on the Ariba Network % Company Sefings v v* Help Center »
Dashboard. HOME D CATALOGS REPORTS CSV Documents v Create »
Screen diSpIayS' Orders and Crders and Releases Time & Expense Sheets Early Payments Scheduled Payments Remittances Inquiries Notifications More...

Releases Orders and Releases

C||Ck the Ord er Number to Orders and Releases Items to Ship

open the order.

) » Search Filters
Screen displays: Purchase

Order _
Orders and Releases (14) =
VieW the PurChase Order_ Type Order Number Ver Ship To Address Amount Date | Order Status Settlement Amount Inveiced Revision Actions
¥ Customer: Demo Buyer - TEST (14)
Some Department of My
Order PO12351 ] Company , sydney, NSW | §70,470.00 AUD 15 Aug 2016 MNew Invoice 5000 AUD Criginal Actions
Australia
Some Department of My
- Company ) - e
Order POOET43 1 Sydney, NSW $8,000.00 AUD 4 Apr2016 New Invoice 50.00 AUD Original Actions

Australia
= = Confirm Entire Order

: Update Line [tems
Reject Entire Order

Ship Notice

| Standard Invoice
Credit Memo

: Line ltem Credit Memo

Hide
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View Purchase Order Detalils

Purchase Order: PO55866 % 4 I\
The Purchase Order Header ﬁ =R
displays the:

Reviewing a Purchase Order

5 Create mj Hide | Print Download PDF Export cXML | Download CSV | Resend Each Purchase Order that
comes into the system should be
reviewed to:

v Create Order Confirmation »

1) Purchase Order Number. OrdorDetal | Order istory ﬁ

. From: To: ) Purfhase Order ) .
2) Order History. ANZ Accts Payable \Em=bou ﬁ . Identify the items requested
R % 3 Amqunl. $5.550.00 AUD . -
3) Purchase Order Status ﬁ pment Determine whether the items
\ Fex are in stock

Email

(Status will change as the

order is actioned. E.g. Once ﬁ Validate the information

o 5 o Comments _ . Routing Status: Sent . ..
an invoice Is Created the Order gzgrn'l?hr:‘sgﬁrih:se Orde?iscsu‘:)j'ecl to the ANZ Standard Terms and Conditions of Purchase published at anz_com/supplierpurchaseorder and CO ntal ned Wlthln the PO
Status WI” Say I nvo'ced) . any other agreement in writing signed by the parties for the supply of goods View more »
Otherwformaten Review the shipping address
o ABN: 11005357522
ANZ Contact Information. usinesstint 00100 Ensure that the details of

n Consalting items in the order are correct
Terms and Conditions. 6 Jm— 74

Ship All ltems To Deliver To . .
: : S ‘ Check fields required by the
ANZ Kirloskar Business Park ANZ Accts Payable Merc\e.ca Jordan . )
Shlp TO detalls — —— - . - ANZ Kidoskar Business Park bUSIneSS and any
India . Comments
. . Ship.To Code: GLOBL:IN0000000S
Bill To details. i
Line ltems Show Item Details =

CIICk Detal I S to See fu rther Line # Part # / Description Type Qty (Unit) Price Subtotal TO See Item detalls CIICk On
. . 1 SC40071-100007 Service 1 $5,000.00 AUD $5,000.00 AUD Details B —
Line Level details. Amount Based Line ﬁ Show ltem Detals &%
2 SC40071-100013 Service 1 $500.00 AUD $500.00 AUD Details =
: Legal Disbursements - Without GST Amount-Based Line b TO H |de Item detalls Cl |Ck
CIICk DO ne to retu m to the 3 SC40071-100036 Service 1 $50.00 AUD $50.00 AUD Details
| n bOX : (WLO1) Legal Disbursements - With GST. Amount-Based Line

Order submitted on: Monday 16 May 2016 2:00 PM GMT+10:00

Received by Ariba Network on: Monday 18 May 2016 2:00 PM GMT-+10:00
This Purchase Order was sent by ANZ Banking Group Limited AND1006913540-T and delivered by Sub-total: $5.550 00 AUD

Ariba Network
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Order Confirmation

When a new order is received into Ariba, you will be required to create an Order Confirmation

The Confirmation Number (#) is your reference number, it can be any word number or combination of your choosing. Max length is 20 characters.
There are 3 types of Order Confirmation; a Confirmation can be created to either confirm, update or reject the order:

1) Confirm Entire Order: used to confirm all line item details of the order

2) Update Line Item: used to advise if there is a portion of the order is on backorder

3) Reject Entire Order: used to reject the order if it cannot be fulfilled



Begin the Order Confirmation

Click Inbox tab on the

HOME D @’ CATALOGS REPORTS CSV Documents Create v

DaShboard' Orders and Releases Time & Expense Sheets Early Payments Scheduled Payments Remittances Inguiries Nofifications More...
Screen displays: Orders and Orders and Releases
Releases
Orders and Releases Items to Ship
Click the Order Number to
open the order. » Search Filters

Orders and Releases (14)

Screen displays: Purchase

Order Type Crder Number Ver Ship To Address Amount Date |} Order Status Settlement Amount Invoiced Revision Actions
¥ Customer: Demo Buyer - TEST (14)
View the Purchase Order. Some Department of My _ N _
Crder PO12351 | Company , sydney, NSV, $70470.00 AUD 15 Aug 2016 Mew Invoice $0.00 AUD Qriginal Actions
Australia
. Some Department of My
CIICk_CreaFe Order Order  POO6743 1 g;’g“np;”fusw 58,000.00 AUD 4 Apr2016 New Invoice 50.00 AUD  Original  Actions
Confirmation. Australia

Drop down box displays
SIS opt_lons: . v Create Order Confirmation ate Ship Motice | = Create Invoice »| Hide | Print Download PDF | ExportcXML | Download CSV | Resend
e« Confirm Entire Order ,
* Update Line Item
Reject Entire Order Order Detail Order History

Select appropriate option. @

Screen displays: Order

Confirmation
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Order Confirmation — Confirm Entire Order

Confirming PO “

Enter a Confirmation #.

1 Confirm Entire ) .
Order ¥ Order Confirmation Header * Indicates required field

Add Attachment (if
necessary) . EEWS‘W O’@ Confirmation 841561
onfirmati( #
: - Associated  BPO40697-R6

Purchase

Click Next. Order #

Customer:  ANZ Banking Group Limited

Supplier
Reference.

Screen displays: Review Order
Conflrmatlon SHIPPING AND TAX INFORMATION

Est
Shipping
Date:

]

Est. Shipping Cost

Review Confirmation.
Est
Delivery
Date:

. CIICk SmeIt Comments.

i ]

Est. Tax Cost:

Screen returns - Purchase o
Order. Order Status has N Size (oytes) Content Typs
changed to Confirmed NG s

@ Choose File | No file chosen Add Attachment

The total size of ail attachments cannof
exceed 20MB

Line ltems

Line # Part # | Description Qty (Unit) Unit Price Subtotal

1 PRINT1 1 $2,000.00 AUD $2,000.00 AUD

=0

Design Fees

Current Order Status: 1 Confirmed
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Order Confirmation — Update Line Item

Enter a Confirmation #.

Add Attachment (if
necessary).

Enter the corresponding
guantity into the appropriate
fields - Confirm/Backorder/
Reject.

Click Details to edit details
and add comments.

Screen displays: Line Item
Details screen

Confirming PO

| 1) Updateltem Status v Order Confirmation Header

Review Confirmation | 81597
Confirmg #
\ Associated  BPQ40701-R45

Purchase
Order #

Customer:  ANZ Banking Group Limited

Supplier
Reference:

SHIPPING AND TAX INFORMATION
Enter tax information at the line item level
Est =
Completion
Date:

Comments

Attachments
Name Size (bytes)

@ Choose File | No file chosen

The fofal size of all attachments cannot
exceed 20MB

No items

* Indicates required field

Line ltems
Line # Part # / Description
L A12345

Contractor rate per hour

CURRENT ORDER STATUS

@® 1 Unconfirmed

Confirm: | 2

Attachments:

Name

Choose File | No file chosen

-« |

Qty (Unit)

4

Backorder:

Size (bytes)

Add Attachment

MNeed By Unit Price Subtotal

22 Apr 2016 $400.00 AUD $400.00 AUD

Reject: 1

Details ‘ @

Content Type

No items

The total size of all attachments cannot

exceed 10MB
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Order Confirmation — Update Line Item cont..

10. Enter updated information; “ Fanee

Backorder Item Part # [ Description Qty Unit Need By Unit Price Subtotal
- Est Delivery Date 1 FRT4 6 EA $100.00 AUD $600.00 AUD
. Comments TCR Delivery Perth Metro
Rejected
. Comments New Order Status: 1 Backordered New Order Status: 4 Confirmed
Confirmed
Est Delivery Date Est. Shipping Date: | 26 Apr 2016 Est. Shipping Date: | 19 Apr 2016
Unit P_”CE Est Delivery Date: | 26 Apr 2016 Est Delivery Date: | 20 Apr 2016
Supplier Part
Comments Unit Price: $200.00 AUD
Comments: Supplier Part:
. Click Ok.
Detailed comment regarding any changes
Comments:
Screen returns — Order
Confirmation 4
Test service commodity code
CIle NeXt Description:
. . )
Screen displays: Review Order Subtotal (D $1.200.00 AUD
Confirmation New Order Status: 1 Rejected
. C“Ck SU b m |t 7 Detailed comment explaining rejection
Comments:
Screen returns - Purchase 4

Order. Order Status has

changed to Partially Confirmed @ “ -
Cancel
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Order Confirmation — Reject Entire Order

Enter Confirmation #.

Enter Comments for the
rejection.

Click Reject Order REJECT ENTIRE ORDER

Screen returns - Purchase Order Confirmation Number:

Order. Order Status has @ Confirmation #
changed to Rejected

Use the Reject if; 6 Comments:

You can no longer fulfil
the order

Price needs to be

increased beyond the @ Reject Order —_—
tolerance set

The order was not
intended for your
company

Include detailed notes
advising reason for
rejection
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SAP Ariba Training Survey

Click Here to Take Survey


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

Support

If you have any Questions or to fill in
the Support Request Webform (e.g. Help
logging on to your account)

Ariba Technical Helpdesk

Supplier Information Portal
(Location of Training Guide/s and Video/s)

Ariba Network Training Request

S e [

Go to http://supplier.ariba.com
Click on the Help — Help Centre — Support
Enter your question/query and click Start

: Click Support from within the Help Centre panel
1800 766 694

On the Home screen

Click on Company Settings

Click on Customer Relationships
Click on Supplier Information Portal

: an.sellertraining.aus@sap.com



http://supplier.ariba.com/
mailto:an.sellertraining.aus@sap.com

