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• The purpose of this guide is to help suppliers understand the 
business processes required by Anglo American .

• You may navigate this guide in presentation mode by:

• Clicking the buttons in the toolbar

• Clicking the hyperlinks on the pages – Hyperlinks may be words or 
shapes within the graphics

• Using the bookmark panel to the left

The HOME button will return you 
to the Guide Contents page

This button will return you to the 
beginning of the section, or skip 

back between sections

This button will take you 
back to the previous page

This button will take you to 
the next step

If you need additional help, you will find a help button at the bottom of 
each page that will assist you in finding the appropriate support contact. 
e.g.  Customer Support

Supplier Information Portal
Quick Reference Guide

Using This Guide

2020
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Ariba Network Help Resources

Customer 
Support

Supplier 
Information 

Portal

Quick Reference 
Guide
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Logging into the Ariba Network -

Via the Ariba Supplier Portal Website

Go to
http://supplier.ariba.com

1. Enter Username & Password and 
click Login to access your account.

2. Click Log In.

> Screen displays: Dashboard

Notes:
Multiple customers – 1 login
Username in form of email – does not 
need to be a real email address – e.g. 
bob@abc.com
If you have forgotten your login details, 
click on Having trouble logging in?
For further assistance click on the Help 
Centre

@ 2020 SAP Ariba. All rights reserved.
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Consent to Auto-Invoice Against Goods Receipt

Invitations 
from your 
customer 
will be 
found in the 
tasks box in 
the bottom 
right corner 
of the home 
screen.
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1. On the Dashboard Click Company Settings

2. Click Notifications under Company Settings.

3. Network Notifications can be accessed from here 

as well, or you may switch to the Network tab 

when in Notifications.

4. You can enter up to 3 email addresses per 

notification type.  You must separate each address 

with a comma but include NO spaces between the 

emails.

The Network Notifications section indicates which system notifications you would like to receive and allows 
you to designate which email addresses you would like to send them to.

Account settings
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Administrator

• There can only be one administrator per ANID

• Automatically linked to the username and login entered during registration

• Responsible for account set-up/configuration and management

• Primary point of contact for users with questions or problems

• Creates users and assigns roles/permissions to users of the account

• A Supplier registered with Multiply Buyer Organizations can consolidate their ANID. 

User

• Up to 250 user accounts can exist per ANID

• Can have different roles/permissions, which correspond to the user’s actual job responsibilities

• Can access all or only specific customers assigned by Administrator

Account settings
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Linking User ANID

click your name to the right of Company Settings and 
click on Link User IDs from the menu.

Once a User ID is linked it cannot be unlinked

Under No Approval Needed enter the credentials for the full-
use account to be linked and click Link Accounts

You can then switch between the linked User IDs by clicking your 
name and the account you would like to access
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Set Up User Accounts
Create Roles and Users (Administrator Only)

1. Click on the Users tab on the 

Company Settings menu. 

The Users page will load.

2. Click on the Create Role 

button in the Manage Roles 

section and type in  the 

Name and a  Description for 

the Role.

3. Add Permissions to the Role 

that correspond to the user’s 

actual job responsibilities 

checking the proper boxes 

and

click save to create the role.

4. To Create a User Click on Create User button and  add all relevant information 

about the user including name and contact info.

5. Select a role in the Role Assignment section and Click on Done. You can add up to 

250 users to your Ariba Network account.

@ 2020 SAP Ariba. All rights reserved.



Set Up User Accounts
Modifying User Accounts (Administrator Only)

1. Click on the Users tab.

2. Click on Edit for the 
selected user.

3. Click on the Reset 
Password Button to reset 
the password of the user.

4. Other options:

• Delete User 

• Add to Contact List 

• Remove from Contact 
List 

• Make Administrator

@ 2020 SAP Ariba. All rights reserved.
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Document Workflows

Documents issued by
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Purchase Order/Change 

Order

Order Confirmation

Invoice  / Credit Note

Service Entry Sheet 

Response
Remittance Advice 

Service Entry SheetGoods Receipt Notice 

Request for Quote Quote

Invoice Status Update

Advanced Ship Notice

Advanced Ship Notice 

functionality is available 

on the Ariba Network, 

but not switched on yet 

for the Anglo American  

SAP environment
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Inbox – Orders and Releases

The Ver. Is the version number of the 

order.  1 = the original order, 2 = 

changed order and so on

The Order Number 

is the buyers 

Purchase Order 

Number

The Order Status is the 

current status of the 

order, e.g. New, 

Confirmed, Invoiced

The Amount Invoiced is 

the total amount 

invoiced to date

The Actions 

dropdown allows 

document 

creation without 

opening the order

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

Notes: 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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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.

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

Anglo American  has 3 types of Purchase Orders (PO)

1. Goods/Material Orders

2. Service Orders (see the Service Order Ariba Network Process Guide)

3. Combination/Hybrid Orders (Goods and Services)
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Open the Purchase Order

1. Click Inbox tab select 
Orders and Releases

➢ 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
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The Purchase Order Header  
displays the:

1) Purchase Order Number.

2) Order History.

3) Purchase Order Status (Status 
will change as the order is 
actioned.  E.g. Once an invoice is 
created the Order Status will say 
Invoiced).

4) Anglo’s Contact Information.

5) Other Information

6) Ship To details.

7) Bill To details.

8) Deliver To details.

➢ Scroll down to Line Items

Viewing the Purchase Order
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Order Confirmation

The Order Confirmation is mandatory and you must complete it prior to the Invoice. A warning message will display if not 

completed, complete required steps to proceed.

The Order Confirmation is compulsory. 

The Confirmation Number (#) is your reference number and can be any word number or combination of your choice with 
a maximum length of 20 characters.

Confirmations:

• Confirm Entire Order: Used to confirm all line item details of the order 

• Update Line Item: Used to advise Quantity changes

• Reject Entire Order: Used to reject the whole order or price change. 

• Important Note: When responding to an order at line item level, You are able to accept or reject a line i.e. If line has 
10 units, end user must confirm either full 10 or reject the full 10 quantity.

• Purchase Orders that are not confirmed will not be accepted for delivery.
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Open the Order Confirmation

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
4. Click Create Order 

Confirmation 
➢ Drop down box displays 

available options:
• Confirm Entire Order
• Update Line Item 
• Reject Entire Order

5. Select appropriate option

➢ Screen displays the Order 
Confirmation
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Order Confirmation – Confirm Entire Order

6. Enter Confirmation #

7. Enter Supplier 
Reference

8. Click Next

➢ Screen displays the 
Review Order 
Confirmation

➢ Click Submit

➢ Screen returns to the 
Purchase Order

Note: the Order Status has 
changed to Confirmed
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Order Confirmation – ‘Update / Reject Line Item’ 

1. Enter a Confirmation #

2. Confirm the Order
➢ Click Details to edit 

details

3. On the dropdown 
select  appropriate
reason for rejecting

4. Add your comment
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Order Confirmation – Update Line Item cont.

➢ Click Ok

➢ Screen returns to the 
Order Confirmation 
page

5. Click Next

➢ Screen displays Review 
Order Confirmation 

6. Click Submit

➢ Screen returns to the 
Purchase Order

Note: the Order Status 
has changed to Partially 
Confirmed or rejected

.
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Order Confirmation – Change Order

1. Click Inbox

2. Locate the Change Order

3. Click on the Order Number

The Original Order becomes Obsolete, this means that the order is no longer active and a 
Change order will be sent to Ariba. An Order Confirmation can  also be sent for any Change 
Order received. In the Order Summary page for a Change Order, details which are different 
from the previous order will appear in red. 
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Order Statuses

The different order statuses:
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Order Confirmation – Change Order

➢ Screen displays the 
Change Order

➢ View all changes in Red
➢ Confirm the Change 

Order
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Order Confirmation – Reject Entire Order

Use the Reject Line Item button if:

• There are discrepancies on the Line Item ( ref: to slide 21)
• You can no longer fulfil the order 
• The order was not intended for your company

Reject Entire Order: 

• There are discrepancies on the entire order
• You can no longer fulfil the order 
•    The order was not intended for your company
• Delivery on rejected orders will not be ACCEPTED.
• Important Note: Include detailed notes advising reason for rejection
• Note: The accuracy of your confirmation will enable a successful Invoice and not result in a 

query

@ 2020 SAP Ariba. All rights reserved.



Reject Entire Order

Open the purchase order 
1. Click on the create order 

confirmation drop down
2. Select reject entire order
3. Screen displays the 

Reject Entire Order
4. Click reject order
5. Screen returns to the 

Purchase Order and the 
Order Status has changed 
to Rejected
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• The Ship Notice is the delivery information and is sent to Anglo American to 
advise them of the ship date for the materials.

• The Order must be correct prior to shipping the goods.

• The Ship Notice is not applicable to Service Orders.

• An Order Confirmation must be completed prior to the Create Ship Notice 
button being active

• Ship notices are mandatory for all material Purchase Orders

Ship Notice
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Ariba network Overview
The SAP Ariba Network is a cloud-based B2B marketplace where buyers

and suppliers can find each other and do business within a single, networked platform.

Request For Quotation

Quote Response

Purchase Order

Order Acknowledgement

Change Order

Change Order Acknowledgement

Goods Receipt Note

Service Entry Sheet

Service Entry Sheet Response

Invoice

Invoice Response

Payment

Ariba Network -

Order and e-invoicing

Supplier eCatalogues

Ariba Discovery (RFQ)

RFQs

Purchase Order

Catalogues

Notifications

Supplier

Advanced Shipping Notification
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1. Click Inbox tab on the 
Dashboard.

➢ Screen displays: Orders 
and Releases

2. Located & click the Order 
Number to open the order.

➢ Screen displays: Purchase 
Order

➢ View the Purchase Order.

3. Click Create Ship Notice.

➢ Screen displays: Ship 
Notice

Create Full Ship Notice
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4. Enter Packing Slip ID.

5. Enter the Ship Notice Type

6. Enter the Actual Shipping 
& Delivery Dates.

7. If you are using a Carrier 
add the Tracking Number.

➢ Scroll down to Line Items

8. Update Shipping Quantity 
– to reflect quantity being 
shipped (if required).

9. Click Add Details if 
required

9. Click Add Details.

➢ Screen displays: Detail Screen

Full Ship Notice cont.
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9. Expand and enter details    
(if required)

10. Click Ok.

➢ Screen returns – Ship 
Notice

11. Click Next.

➢ Screen displays: Review 
Ship Notice

• Review Ship Notice.

12. Click Submit.

➢ Screen returns - Purchase 
Order. Order Status has 
changed to Shipped

Full Ship Notice cont.
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Goods Receipt Notice Confirmation
A Goods Receipt Notice (GRN) is sent by Anglo American  to inform you of what they have received into their system 
from your shipment. 
All material orders require the goods to be received and receipted by the buyer prior to invoicing. 

Types of GRN’s
Original
A notice of goods being received by Anglo American .
Reversal
When goods are reversed out of stock by Anglo American , a reversal GRN received in Ariba will cause an automatic 
credit note.  Please Note that in Ariba the Status does not reflect a Reversal. You need to be aware that a Negative ( –
minus) indicates a reversal
Returned
When goods are returned from Anglo American , a GRN return will be sent. 
Return reversal
When goods are returned back to Anglo American  in good order, reversal of a return GRN and will flip into an invoice.
Important Note: Check the GRN before invoicing. Please reach out to Anglo American  should the GRN reflect 
incorrect info by contacting the nominated Buyer as per the Purchase Order.
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Locating the Goods Receipt

➢ Locate the Order
➢ Click on the order 

number

1. Check order history
2. Check the History for 

Received or Partially 
received

• Received indicates 
the full order quantity 
has been received 

• Partially received 
indicated part of the 
order has been 
received
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Locating the Goods Receipt cont.

1. Click Inbox

2. Select Receipts

➢ Screen displays the list of 
Goods Receipts received

3. Click Receipt Number

➢ Screen displays the 
Goods Receipt
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Goods Invoicing on the Ariba Network

Suppliers who currently invoice for Goods on SupplyCentre are still 

required to continue to submit invoicing on the Ariba Network. 

All suppliers will be adopting e-invoicing through the Ariba Network in the 

future. 

This will be a phased approach and your transition plan, if you’re not yet 

on e-invoicing, will be communicated to you by Anglo American  in due 

course.
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Invoicing – General Information
The orders and releases page displays a summary of all purchase orders. 

The order number displayed is generated by the buyers system. 

Users can sort various columns in alphabetical or numerical order by clicking on the header title, for example clicking on “order status” will sort in alphabetical order 
from A-Z and by clicking once more, it will sort from Z to A. 

Note: the Actions drop down list is located at the far right of the screen allows users to create invoice documents without opening the order.  
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Begin the Invoice

1. Click on the Inbox tab 

on the dashboard

➢ Select Orders and 

Releases.

➢ Screen displays the list 

of orders and Releases

2. Click the order 

number to open the 

order

➢ Screen displays the 

purchase order

3. Click the create 

Invoice – Standard 

Invoice 

➢ Screen displays the 

create invoice tab
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Begin the Invoice cont.

Summary:
1. Fill in the Invoice 
Number. All other fields 
should be auto-
populated

2. SupplierTax ID is your 
ABN/VAT Number (this 
field should auto-
populate from the 
information in your 
Company Profile)
3. Populate the Actual 
Shipping and Delivery 
Dates.
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Line Items

Line Items section shows the 
line items from the Purchase 
Order.

1. Review or update Quantity 
for each line item you are 
invoicing.

2. Click on the line item’s 
Green slider to exclude it 
from the invoice

OR

3. Should item not be 
invoiced Select box on left 
and delete line item from 
the invoice. 

You can generate another 
invoice later to bill for that 
item.
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Attachment(s)

Important Note: Invoice attachments are optional and will only apply to Services

If suppliers send invoice attachments:
• Attachment (s) must be in a pdf format.
• To add as an attachment click on Browse and once loaded, a pop up window will                                  
confirm that your file has been uploaded successfully. 
• Make the required changes to the quantity to match the receipt.
• If there are changes to the quantity, click on update to recalculate the invoice totals 
and taxes.
• The invoice is now ready for submission

@ 2020 SAP Ariba. All rights reserved.



Attachment(s) Cont.

1. Browse and attach your 
proof of delivery.  click add 
attachment

2. Click Next

Review Invoice and Submit
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Check Invoice and Routing Status
• The status of the Invoice will change as it progresses through Anglo American ’s approval process.

• There are 6 Routing Statuses:

• There are 5 Invoice Statuses:
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Invoice & Routing Status

1. Click the Outbox tab 
on the Dashboard

➢ On the dropdown 
select Invoices.

2. On the far right 
hand side is the 
Routing status
which describes 
whether your 
invoice has made it 
to your customers 
invoice processing 
system

3. Invoice status lets 
you know where 
your customer in the 
invoice approval and 
payment process
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Rejected Invoice Status
If Invoice status 
is rejected:

• Open the 
Invoice 
Number and 
view the 
rejection 
reason

• Edit and 
resubmit your 
invoice
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Credit Notes

Credit Notes can be sent to Anglo American  through the Ariba Network.

Important Note:

• Credit notes are issued against specific line Items from a submitted Invoice

• Credit notes are for the full amount of the Invoice

• No partial credit notes will be accepted
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Begin the credit note 

1. Click the Outbox tab 
on the Dashboard 
and select Invoices.

2. Screen displays 
Invoices

3. Click on the Invoice#

➢ Click on Create Line-
Item credit note

➢ Screen displays Create 
Line- Item credit note
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Begin the credit note cont.

4. Enter a credit note 
Number #

➢All other information in 
the Summary, Tax, 
Shipping, Special 
Handling, Discount, and 
Additional Fields should 
default

5. Enter a Reason for 
credit note
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Begin the credit note cont.

6. Check the Quantity 
(The Quantity must 
contain a negative 
number e.g. -1)

7. Click Next

➢ Screen displays Create 
Line- Item credit note 
review

➢ Review credit note

➢ Click Submit

➢ Screen returns to the 
Invoice

6. Price on credit note 
cannot be changed
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Ariba® Network
Supplier Service Guide



Service Entry Information

Kindly note the service invoice attachments are mandatory for Anglo 

American.
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Inbox – Orders and Releases

The Ver. Is the version number of the 

order.  1 = the original order, 2 = 

changed order and so on

The Order Number 

is the buyers 

Purchase Order 

Number

The Order Status is the 

current status of the 

order, e.g. New, 

Confirmed, Invoiced

The Amount Invoiced is 

the total amount 

invoiced to date

The Actions 

dropdown allows 

document 

creation without 

opening the order

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

Notes: 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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Service Order

The Service 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 and 
services.

@ 2020 SAP Ariba. All rights reserved.



Open the Service Order

1. Click Inbox tab on the 
Dashboard and select 
Service Sheets.

➢ 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
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The Purchase Order Header  
displays the:

1) Purchase Order Number.

2) Order History.

3) Purchase Order Status (Status 
will change as the order is 
actioned.  E.g. Once an invoice is 
created the Order Status will say 
Invoiced).

4) Anglo’s Contact Information.

5) Other Information

6) Ship To details.

7) Bill To details.

8) Deliver To details.

➢ Scroll down to Line Items

Viewing the Purchase Order
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Auto-Generate a Service Sheet
Create an Service Sheet from an Invoice
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Invoicing – General Information
The orders and releases page displays a summary of all purchase orders. 

The order number displayed is generated by the buyers system. 

Users can sort various columns in alphabetical or numerical order by clicking on the header title, for example clicking on “order status” will sort in alphabetical order from A-Z and 
by clicking once more, it will sort from Z to A. 

Note: the Actions drop down list is located at the far right of the screen allows users to create invoice documents without opening the order.  

@ 2020 SAP Ariba. All rights reserved.



Begin the Invoice

1. Click inbox tab on 
dashboard select 
Orders and 
Releases.

➢ Screen displays the 
list of orders and 
releases

2. Click on the order 
number to open 
the order

➢ Screen displays the 
purchase order

3. View the purchase 
order

➢ Click create 
invoice- standard 
invoice

3. Screen displays the 
create invoice
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Begin the Invoice cont.

5. Populate invoice 
number

All the other fields should 
be auto populated

➢ Supplier Tax ID is auto-
populated from the 
information in your 
company profile

6. Populate the service 
start and end date 
according to the 
signed 
documentation.

@ 2020 SAP Ariba. All rights reserved.



Line Items

Line Items section shows the 

line items from the Purchase 

Order.

1. Review or update Quantity 

for each line item you are 

invoicing.

2. Click on the line item’s Green 

slider to exclude it from the 

invoice

OR

3. Should item not be invoiced 

Select box on left and delete 

line item from the invoice. 

You can generate another 

invoice later to bill for that item.
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Attachment(s)

Important Note: Invoice attachments are mandatory for Services.

If suppliers send invoice attachments:

• Attachment (s) must be in a pdf format.
• To add as an attachment click on Browse and once loaded, a pop up window will confirm that your file has 

been uploaded successfully. 
• Make the required changes to the quantity to match the receipt.
• If there are changes to the quantity, click on update to recalculate the invoice totals and taxes.
• The invoice is now ready for submission
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Attachment(s) cont.

1. Click on add to header 
and select attachments

2. Browse and add your 
attachment

3. Click Next

Review Invoice and Submit

Important Note:
Please continue with the 
current process of sending 
the attachment to the 
Anglo American  end user 
until notified otherwise.

@ 2020 SAP Ariba. All rights reserved.



Status of Service Entry Sheets

1. Click Outbox and 
select Service Sheets 
Tab.

2. Routing and 
Approval Status will 
be visible on each 
line.

3. If a Service Sheet is 
rejected or failed, 
view the reason by 
opening the Service 
Sheet and clicking 
the History Tab.
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Unplanned Service Lines

1. Purchase Orders 
created with 
Limits will 
transmit into 
Ariba with only a 
Parent Line

2. For you to 
Invoice, you will 
be required to 
click on 
Add/Update icon

3. Select Add 
General SERVICE

➢ OR Add Labor 
Services

.
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Unplanned Service Lines cont. 

➢ Please ensure that 
you complete the 
following 
Information,

1. Description and 
Qty

2. Unit NB: please 
enter this value 
in upper case 
Example EA Unit 
Price

3. Please complete 
the Service Start 
Date and Service 
End Date

.
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Unplanned Service Lines cont. 

1. warning message 
will appear should 
you not use the 
Uppercase for the 
UI to inform the 
supplier that the 
UOM is case-
sensitive.
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Unplanned Service Lines cont. 

1. Please tick/select 
line and go to line 
Item Actions

2. Please add the 
Tax that applies to 
this Line Item

.
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Unplanned Service Lines cont. 

1. Please ensure 
that you select 
the Category VAT 
Example:

2. Please enter the 
rate Example 15%

Note: UK suppliers:

Supplier must select 
the VAT option when 
creating the invoice
- In the UK, the 

standard term for 
tax is ‘sales tax’

- (Select VAT and not 
sales tax)
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Unplanned Service Lines cont. 

1. Please select the 
Update button to 
calculate your 
Taxes

2. Note Tax Amount  
Updated

3. Select Next and 
Submit

.
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Check Invoice and Routing Status
• The status of the Invoice will change as it progresses through Anglo American ’s approval process.

• There are 6 Routing Statuses:

• There are 5 Invoice Statuses:
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Creating Service Entry Sheets

Once a service has been carried out the Service Entry can be Created

Create a Service Sheet first (As soon as service is rendered supplier can submit a service entry on the 
Ariba Network)

Step 1: Receive and Confirm Service Order

Step 2: Provide Service

Step 3: Create & upload attachment’s and submit

Step 4: Approval Received from Anglo American

Step 5: Open the approved Service Sheet you can begin the Invoice
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Attachment(s)

Important Note: attachments are mandatory for Services.

If suppliers send attachments:

• Attachment (s) must be in a pdf format.
• To add as an attachment click on Browse and once loaded, a pop up window will confirm that your file has 

been uploaded successfully. 
• Make the required changes to the quantity to match the receipt.
• If there are changes to the quantity, click on update to recalculate the invoice totals and taxes.
• The Service Entry Sheet is now ready for submission
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Creating a Service Entry Sheet

1. Click Inbox tab on the 
Dashboard. Select Orders and 
Releases.

➢ Screen displays: Orders and 
Releases

2. Click the Order Number to 
open the order.

➢ Screen displays: Purchase 
Order

3. Click Create Service Sheet.

4. For multi-lined orders; select 
the parent line to be invoiced 
(reminder: only one parent line 
per claim)

5. Click Next to take selected 
parent line and associated child 
lines into the invoice

➢ Screen displays: Create Service 
Sheet
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Creating a Service Entry Sheet cont. 

6. Enter Service Sheet #. 

7. Enter Service Start and End 
Dates

8. Add Attachments

➢ The attachment is one of the 
following:

• Signed job card
• Signed time sheet
• Signed proof that the service 

was rendered

1) Click Choose File to
browse your computer
files. Select and click on 
Open.

2) Click on Add 
Attachment.

• Multiple files can be attached
• Max 10mb in total
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Creating a Service Entry Sheet cont. 
6. Enter Service Sheet #. 

7. Enter Service Start and End 
Dates

8. Add Attachments

➢ The attachment is one of the 
following:

• Signed job card
• Signed time sheet
• Signed proof that the service 

was rendered

1) Click Choose File to
browse your computer
files. Select and click on 
Open.

2) Click on Add 
Attachment.

• Multiple files can be attached
• Max 10mb in total

Note: Do NOT attach a copy of the 
invoice
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Creating a Service Entry Sheet cont. 

9. For partial services, update 
the Quantity.

10.     Click Next.

11.     Review Service Sheet details          
……….& click Submit.
➢ Screen returns - Purchase 

Order.  Order Status has 
changed to Partially/Serviced
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Service Sheet Status

• The status of the Service Entry will change as it progresses through Anglo American’s approval process

• There are 4 Service Sheet Statuses:

• Sent – You have sent the service sheet to Anglo American

• Approved – Anglo American has reviewed the service sheet and it has been approved.

• On Hold – Pending Approval going through the approval process

• Rejected– The Service Sheet has been rejected, open the service sheet and review rejection reason. Edit and 
resubmit
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Status of Service Entry Sheets

1. Click Outbox and 
select Service Sheets 
Tab. Select Service 
Sheets.

2. Routing and 
Approval Status will 
be visible on each 
line.

3. If a Service Sheet is 
rejected or failed, 
view the reason by 
opening the Service 
Sheet and clicking 
the History Tab.

4. Edit and Resubmit 
the Service Entry.
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Begin the Invoice

1. Click Outbox and select 
Service Sheets Tab.

2. Routing and Approval 
Status will be visible on 
each line.

3. If a Service Sheet is 
approved open the 
service sheet number

4. Click on Create Invoice.
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Begin the Invoice cont.

5. Populate invoice 
number

All the other fields should 
be auto populated

➢ Supplier Tax ID is auto-
populated from the 
information in your 
company profile

6. View and select next 
and submit the 
Invoice.
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Check Invoice and Routing Status
• The status of the Invoice will change as it progresses through Anglo American ’s approval process.

• There are 6 Routing Statuses:

• There are 5 Invoice Statuses:
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Remittance

Important Note:

• A Remittance advice provides information of when and how payment 
for an invoice will be made

• The Remittance is an information document only and does not 
require action 

• New Remittances can be viewed from the Inbox area under 
Remittances
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Remittance Advice

1.From the Inbox
2. Select Remittances
Screen displays 
Remittances
3. View the details by 
clicking on the 
Transaction# document 
link to
display the Remittance 
Advice details
➢ From the Remittance 

Advice page you can:
• Print a copy of the 

Remittance
• Export the 

Remittance to CSV
• Download CSV (see 

CSV Invoicing Guide 
for further 
instructions)
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Creating Reports

1. Click on the Reports Tab.

2. Click Create.

3. Enter Title of Report.

4. Select Report Type.

5. Click Next.

6. Select Parameters 

(each report  has 

different 

parameters).

7. Click Submit.

8. Download the Report:

9. Select Report

10. Click Download
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Creating Reports cont.

1. Select the date range 
2. Submit
3. You need to select the 

Report and export to 
cXML
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Invoice Archival

Configuring invoice archiving allows you to specify the frequency, urgency  

and delivery of zipped invoice archives. If you wish to utilize it, please follow 

these steps:

1. From the Company Settings dropdown menu, select Electronic Invoice 

Routing.

2. Select the tab Tax Invoicing and Archiving.

3. Scroll down to Invoice Archival and select the link for Configure Invoice 

Archival.

4. Select frequency (Twice Daily, Daily, Weekly, Biweekly or Monthly), 

choose Archive Immediately to archive without waiting 30 days, and 

click Start.

• If you want Ariba to deliver automatically archived zip files to you, also 

enter an Archive Delivery URL (otherwise you can download invoices 

from your Outbox, section Archived Invoices).

• Note:  After Archive Immediately started you can either Stop it or 

Update Frequency any time.

5. You may navigate back to the Tax Invoicing and Archiving screen in 

order to subscribe to Long-Term Document Archiving for an integrated 

archiving solution. (More details within the Terms and Policies link.)
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Identifying Non-Responded PO’s

1. From within the Inbox

2. Click on the Table Options 
Menu icon

3. Select ‘Group By’ – “Order 
Status’

4. All New or Partially Confirmed 
orders are awaiting further 
Order Confirmation/s
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Support

Support Type Contact

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

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

Ariba Technical Helpdesk E: Click Support from within the Help Centre panel

T: 0861 787 597

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 https://bookwhen.com/ariba-training
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Help Centre

The Help Centre

1. Click on the >> Help Center to open.

2.         Multiple ways to locate help:

• Check links within the 
Help Centre pane (These 
links are dynamic and 
will relate to the 
section/document you 
are in).

• Enter a keyword into the
Search.

3.       Click View more.

➢ New Window displays: 
User Community Home

4. Again use the Search or 
select from the listed help 
topics.

5.          To ask a question not                     
covered, click Ask                  
Community.
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Documentation & Support

Within Help Centre

1. Click Learning

2. Select Product Documentation or 
Tutorial to review generic training 
material

3. Click Support

4. Enter question into ‘I need help 
with’ field.

5. If you can’t find what you are 
looking for, select one of the 
support options;

• Email SAP Ariba Customer 
Support

• Get help by live chat

• Get help by phone (call now 
or call later option)
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Supplier Information Portal

All buyer communications, notes 
and other information, including 
Anglo American  specific training 
material is located in the Supplier 
Information Portal.

To access:

1. Open the Company Settings.

2. Select Customer Relationships.

3. Select Supplier Information 
Portal.
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Interested in E-Invoicing with Anglo American  

on the Ariba Network?
Please send a note to aribasupport@angloamerican.com with the following information:

Supplier Name
Contact Name
Contact Email Address
Phone Number
Ariba Network ID (ANID)

mailto:aribasupport@angloamerican.com



