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Ariba Commerce Automation Overview

4

What is Commerce Automation?

Commerce Automation is a solution where the buying organization can exchange information with its

suppliers through Ariba Network.

It enables the exchange of purchase orders, order confirmations, service entry sheets and the electronic

processing of invoices and credit notes. The digitized collaboration with suppliers in the Ariba Network

supports the facilitation of the procurement processes and addresses the business needs of reducing

operational cost of exchanging procurement documents between buyers and suppliers, while optimizing

efficiencies in the Source-to-Pay process by digitizing the exchange of documents and by using

configurable business rules to automate processing.
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Controlling 
Area

Features and Capabilities

▪ Ariba Network buyer portal: Buyers are provided with a single repository of transactions

exchanged with the supplier. The portal also allows buyers to control the correctness of

documents sent by suppliers through Transaction Rules management.

▪ Ariba Network supplier portal: Suppliers can easily manage and track transaction

documents exchanged with buyers.

▪ ERP and third-party system integration: The solution supports integration with other

applications, including ERP systems (S4 HANA Public Cloud).

Ariba Commerce Automation Overview
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Commerce Automation Process Flow (Service)
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Ariba Supplier Network: Order Fulfillment

How can I perform order fulfillment?

Order Confirmation can be created in the Ariba Supplier Network to acknowledge and inform the 

buyer if they can fulfill the order.

For service orders, a Service Entry Sheet can be created to describe parts of the service order 

that have been fulfilled.
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What do I need to set-up in my 

Ariba Network account?
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Ariba Supplier Network: Set up your Company Profile

Company Profile Set-up

Click the circle with initials

Then select “Company Profile”

On this page, you need to scroll 

down and click create on the 

“Additional Company Addresses”
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Ariba Supplier Network: Set up you Company Profile

Company Profile Set-up

The address you registered is 

automatically entered here, you just 

need to the field for VAT ID – please 

note that this VAT ID field is 

automatically picked up when you 

create an invoice, hence very 

important to provide the ID.

If your organization has a TAX ID 

instead of VAT ID, please enter it in 

the VAT ID field.

Once done, please click on SAVE.

A A
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Ariba Supplier Network: Set up you Company Profile

Company Profile Set-up

After saving the information in slide 

10, on the Company Profile Page, 

scroll down and you will see “Product 

and Service Categories, Ship to or 

Service Locations, and Industries.

You just need to click Browse

The Product and Service Category 

Selection screen will appear, click > 

and + to Add then click OK.
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SAP Ariba Network Supplier 

Standard Account
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Ariba Supplier Network: Homepage Overview

Overview of the 
homepage

The Solution Dropdown shows the 

different SAP Ariba solutions you can 

navigate to.

The Menu Bar lets you easily 

navigate between tools within Ariba 

Network.

NOTE: For a standard account some 

items will not be available.

Click Create to quickly create 

documents (PO Invoice, Service 

Entry  Sheet).
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Ariba Supplier Network: Homepage Overview

Overview of the 
homepage

The Home tab lets you navigate 

back to the home page.

The Enablement tab houses all your 

Enablement Tasks from buyers 

you’re connected with on Ariba 

Network.

The Workbench tab lets you create 

pre-set views based on how you 

work, and the customers you 

manage. 

A
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Continuation to Ariba Supplier Network: Homepage Overview

Overview of the 
homepage

The New Orders lets you access 

new purchase orders and Orders 

lets you access orders with other 

statuses.

The Orders to invoice lets you 

access POs that are ready to 

invoice. Rejected invoice lets you 

access rejected invoices. Invoices

lets you access invoices you have 

created.
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SAP Ariba Network Supplier 

Enterprise Account
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Ariba Supplier Network: Homepage Overview

Overview of the 
homepage

The Solution Dropdown shows the 

different SAP Ariba solutions you can 

navigate to.

The Menu Bar lets you easily 

navigate between tools within Ariba 

Network.

Click Create to quickly create 

documents (PO Invoice, Service 

Entry  Sheet).
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Ariba Supplier Network: Homepage Overview

Overview of the 
homepage

The Home tab lets you navigate 

back to the home page.

The Enablement tab houses all your 

Enablement Tasks from buyers 

you’re connected with on Ariba 

Network.

The Workbench tab lets you create 

pre-set views based on how you 

work, and the customers you 

manage. 
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Continuation to Ariba Supplier Network: Homepage Overview

Overview of the 
homepage

The Orders tab lets you access 

purchase orders and other order 

inquiries.

The Fulfillment tab houses order 

confirmations, service sheets, time 

and expense sheets, ship notices 

and more

The Invoices tab lets you access 

your invoices, credit memos, and 

more
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Continuation to Ariba Supplier Network: Homepage Overview

Overview of the 
homepage

The Payments tab allows you to see 

early payments, scheduled 

payments, and remittances from your 

buyers.

The Reports tab lets you create and 

view reports on your account usage, 

such as POs and invoices sent 

through the network.

G

H

G H



05

Purchase Order and Order 

Confirmation
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Ariba Supplier Network: New Purchase Order Email Notification
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Order Confirmation

Creating an order 
confirmation (OC)

Go to Workbench tab to view the 

list of purchase orders or releases 

that can be fulfilled

Click New orders to see the list of 

all order releases with the status 

New.

Click Actions to show order 

confirmation creation options.

Click Edit filter if you want to 

search directly by Purchase Order 

number.

1

2

1

2

3

Note
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Order Confirmation

Creating an order 
confirmation (OC)

The following options are available:

• Confirm Entire Order – to 

confirm the order as is (no 

changes in quantity)

• Update Line Items – to 

manually input the quantity to be 

confirmed

• Reject Entire Order – to reject 

the order

5
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Order Confirmation

Creating an order 
confirmation (OC)

If you opt to fulfill the orders, fill out 

the order confirmation header 

details.

NOTE: only the confirmation # is 

required. This number is the 

reference number in supplier side.

Attachments can also be included 

for the order confirmation only if 

applicable.

If you can’t fulfill the orders, and 

chose to reject the entire order, we 

recommend to populate the 

confirmation number and the 

rejection reason.

3.1

3.2

3.1

3.2
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Order Confirmation

Creating an order 
confirmation (OC)

If Confirm Entire Order option is 

selected, no changes can be made 

for the line item

If the Update Line Items option is 

selected, the quantity of items to be 

confirmed can be specified.

Line-item details can also be 

entered

5.1

5.2

5.1

5.2
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Order Confirmation

Creating an order 
confirmation (OC)

After completing the form, the 

entered details can be reviewed 

before submission.

Once submitted, the purchase 

order will be in Confirmed status 

and a link to the order confirmation 

will be available in the Related 

Documents section.

6

7

6
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Service Entry Sheet
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Service Entry Sheet

1

2

Creating a service entry 
sheet (SES)

2

Go to Workbench tab to view the 

list of purchase orders or releases 

that can be fulfilled

Click Orders tile to see the list of all 

order releases, regardless of their 

status.

Click Actions then Create Service 

Sheet

Service entry sheets are created for 

service orders only.

1

3

Note
3
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Service Entry Sheet

Creating a service entry 
sheet (SES)

Fill out service sheet header 

information.

Attachments and comments can 

also be included for the service 

sheet.

Fields with asterisk are required 

fields.

There is a limit of 16 characters for 

the Service Sheet #.

This Service Sheet # is the 

suppliers reference number.

4

Note
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Service Entry Sheet

Creating a service entry 
sheet (SES)

Fill out the line-item details and 

click Next to review the document 

before submission

5
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Service Entry Sheet

Creating a service entry 
sheet (SES)

Once submitted, the service sheet 

will be sent to the buyer’s 

organization for approval. A link to 

the created service sheet is 

available in the purchase order’s 

Related Documents

Once the buyer approves the 

service sheet document in their 

ERP system, the status of the SES 

in Ariba Network will be updated to 

Serviced

This completes the service order 

fulfillment process

6

7
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Ariba Supplier Network: Order Fulfillment

Order fulfillment document Statuses

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

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.

Serviced Final state. The supplier completed the service PO.

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 Serviced The purchase order is in progress. Not all PO service is done.



© NEO Energy 34

Ariba Supplier Network: Order Fulfillment
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Invoice
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Ariba Supplier Network: Invoicing

How is invoiced processed?

With the Service Entry Sheet approved, the supplier can create an invoice in the Ariba Network.

Ariba Network then automatically transfer the Invoice to the buying organization’s site where

invoice is checked and with everything in order it is then sent for payment.

The final invoice, after passing the validation rules in the Ariba Network, is sent as a cXML invoice

to the buying organization’s ERP system for reconciliation (this is the integration part).
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Ariba Supplier Network: Invoicing

1

2

Creating a service entry 
sheet (SES)

2

Go to Workbench tab to view the 

list of purchase orders or releases 

that can be fulfilled

Click Orders to invoice tile to see 

the list of all order releases

Click Actions then Standard 

Invoice

1

3

3
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Ariba Supplier Network: Invoicing

PO based Invoice

Fill out the Invoice # (this has a limit 

of XX characters).

All fields with * are the ones that 

are required.

IMPORTANT NOTE: In the 

screenshot provided, the Supplier 

Tax ID is editable. This won't be 

possible once the system goes live 

and will automatically use the 

VAT/TAX ID you have entered in 

the company profile during your 

Ariba set up account.

3.1

3.2

3.1

3.2
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Ariba Supplier Network: Invoicing

PO based Invoice

Fill out the line item details. To add 

VAT/TAX click on Tax Category and 

select from the drop down, then 

click Add Included Lines.

Click Next to review the details 

before submission

3.2

3.2

3.3

3.3
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Ariba Supplier Network: Invoicing

PO based Invoice

Once submitted, the invoice will be 

sent to the buyer’s organization for 

reconciliation. A link to the created 

invoice is available in the purchase 

order’s Related Documents

The payment is processed in the 

buying organization’s S4 HANA 

Public Cloud system. Once done, 

the status of the invoice document 

is updated accordingly.

3.4

3.5

3.4

3.5
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Ariba Supplier Network: Invoicing

Invoice Document Statuses

The following are the document status levels for invoices:

Status Level Definition

Sent Invoice is routed to the invoicing system.

Approved Invoice is fully reconciled and approved invoicing system.

Paid Payment is processed and clearance period has passed.

Rejected

Invoice is rejected in the invoicing system.

NOTE: If your invoice is rejected, you will receive an email 

notification.

Failed Ariba Network experiencing a problem routing the invoice.

Cancelled
The supplier cancelled the invoice or buying organization approved 

the invoice cancellation.
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Ariba Supplier Network: Invoicing

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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Ariba Supplier Network: Invoicing

Who to Contact?

Query Email

Sap Ariba onboarding NEOAribaComms@neweuropeanoffshore.com

Invoices / Payments accountspayable@neweuropeanoffshore.com
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