
Ariba® Network 

Supplier Guide

Get Started



© 2020 SAP SE or an SAP affiliate company. All rights reserved. 2Public

Using This Guide

The purpose of this guide is to help suppliers understand 

the business processes required by Shell.

You may navigate this guide by:

Å Clicking the buttons in the toolbar

Å Clicking the hyperlinks on the pages ïHyperlinks may 

be words or shapes within the graphics

Å 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. 

Tabs in the lower left corner link out to our Community Support pages. Look 

for these to answer your most common questions.
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SECTION 1 ïPO Management 

View and Search Purchase Order 

Purchase Order Detail 

Types of Purchase orders from Shell

Create PDF of PO
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Manage POs
View and Search Purchase Orders

Canôt Find Your PO?

https://uex.ariba.com/directnode/2101/SE
https://uex.ariba.com/directnode/2101/SE
https://uex.ariba.com/directnode/2101/SE
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Manage POs
Purchase Order Detail
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Shell Purchase Orders
Type of POs - Definition   

Material POs:

Planned Service PO:

Unplanned Service PO:  
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Shell Purchase Orders
Determine if Service Entry Sheet or Not   

No Service Entry:

Å The Create Service Sheet button will be disabled and only the Create 

Invoice button will be available on the top and bottom of your PO. 

Service Entry Sheet creation needed: 

Å The Create Service Sheet button will be enabled and the Create Invoice 

button will be disabled. 
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Shell Purchase Orders
ERS (Evaluated Receipt Settlement) 

ERS (Evaluated Receipt Settlement):

Å Suppliers will not be required to submit an invoice via Ariba. The warning 

above the Line item on the PO means that this PO is self billed by Shell 

based on Service Entry created in Ariba by the supplier. 
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Manage POs
Create PDF of PO
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SECTION 2 ïOrder Confirmation 

General information

Confirm Entire Order
- NO price, delivery date or quantity change required

Update Line Items 
- when price, delivery date and quantity change is required

Reject Entire Order 

Order confirmation is required before suppliers can create an ASN or Invoice. 
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Order Confirmations (Order Responses)

General Information

Accept the order 
(Accept the order entirely 
as-is, no discrepancies)

Accept and 
Propose changes 

to the Order

Quantity, Price, Delivery 
Date 

Reject at the line 
item level on the 

order

Reject the entire 
Order

Requirements:

Å Shellôs Purchase Orders are subject to an Order Confirmation requirement.

To respond to an order, select one of the following options:

Any proposed changes must be agreed upon by Shell.  Shell will update the PO and a revised PO will be 

sent  to you as a Change Order. 



© 2020 SAP SE or an SAP affiliate company. All rights reserved. 13Public

Not Supported:

The below requirements are NOT enforceable by the Ariba Network. Due diligence is required to ensure you 

are conforming to Shellôs Order Confirmation requirements:

Ç No unconfirmed quantities at the line. All quantities at the line must be confirmed or rejected.

Ç No mixed Statuses on the same line item level. Line item must be fully accepted or rejected.

Ç Quantity confirmed cannot be less than originally ordered Shell. Quantity can be increased.     If 

quantity needs to be reduced, contact your Shell Purchasing Agent. 

Legacy Purchase Order: (POs that were issued before Go Live in Ariba that have been transferred to 

Supplier Ariba account) 

Ç Material POs are to be confirmed

Ç Service POs do not need to be confirmed 

Note: Quantity confirmed cannot be less than originally ordered by Shell. Quantity can be increased. 

Order Confirmations (Order Responses)

General Information
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Create Order Confirmation
Confirm Entire Order- NO price, delivery date or quantity change required

Trouble With Your OC?

Note: Order confirmations are 

required before suppliers can 

create an ASN or Invoice.

Once the order confirmation is submitted, the 

Order Status will display as Confirmed.

When viewing documents online, links to all 

related documents are displayed.

Click Done to return to the Inbox.

Å To be completed once you agree to all the information contained in the PO and no proposed changes 

are required.

1

2

https://uex.ariba.com/directnode/9621/SE
https://uex.ariba.com/directnode/9621/SE
https://uex.ariba.com/directnode/9621/SE
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Note: Orders should be rejected ONLY when completely incorrect, adjustments in price or 

increase in quantity should be done via order confirmation.

Create Order Confirmation
Update Line Items ïwhen price, delivery date and quantity is required

1

2
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Confirm Order
Update Line Items ïPrice Change

Note: Quantity confirmed cannot 

be less than originally ordered by 

the customer. Quantity can be 

increased. 

1

2

!!If quantity reduction is 

required contact your Shell 

buyer, find contact details on 

PO!! 
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Confirm Order
Update Line Items ïQuantity Change

Note: Quantity confirmed cannot 

be less than originally ordered by 

the customer. Quantity can be 

increased. 

!!If quantity reduction is 

required contact your Shell 

buyer, find contact details on 

PO!! 

1

2
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Create Order Confirmation
Update Line Items ïPlanned Service

1

2

Confirm ïyou are able to confirm the child line item. 

Click Details to update Est. Completion Date

3

4

Enter estimated 

completion date
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Create Order Confirmation
Update Line Items ïUnplanned Service

1

2

3
























































































































































































