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HOW TO CONFIRM OR REJECT 
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To log into your Ariba Network Account 
simply go to the official SAP Ariba website 
at www.ariba.com

You will be directed to the Ariba 
Network login page.

Enter your user name and
password to be taken to your 
Home page
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From your Home page click on 
the Inbox to expand the drop 
down menu.

Or click on the WORKBENCH tab 
to view your Purchase Orders.

1

1

2

2

1

HOW TO CONFIRM OR REJECT YOUR PURCHASE ORDER

GOODS RECEIPT 
CREATED (RECEIVING / 

STORES )

CREATE INVOICE 
IN SAP ARIBA

FULFILS ORDER & 
DELIVERS GOODS

CHECKS & 
CONFIRMS PO

REMITTANCE 
ADVICE RECEIVED

ANGLO AMERICAN / DE 
BEERS GROUP SUPPLIERSUPPLIERSUPPLIER SUPPLIER

*PAYMENT
EXECUTED ACCORDING 

TO PAYMENT TERMS

LOG INTO ARIBA 
NETWORK

2 3 4 5 6 71

SUPPLIER
ANGLO AMERICAN / 
DE BEERS GROUP 



4

EXTERNAL 

[OFFICIAL]

The Orders and Releases page 
appears and displays the most 
recent purchase orders. 

Click on the Search Filters option

Click on Exact number and enter a 
specific purchase order to locate it
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Your Purchase Order (PO) 
document will open. You need to 
scroll down to see all the detail, 
Terms and conditions, quantities, 
type of PO (service or material), 
value and payment terms etc.
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You are required to check the accuracy 
of each PO you receive from us at a 
line item level. To do this scroll down to 
the Line Items section.

The Type column will identify what type 
of PO this is.  Please check the details 
carefully to ensure they are correct.
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Scroll up to the top of your PO and click 
on the Create Order Confirmation 
button.

A drop down menu will appear.
Click on Confirm Entire Order to 
confirm your PO.
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Enter your confirmation number.  This is 
your organizations confirmation number 
and you can enter any reference that is 
meaningful to you and your organisation 
e.g. your quote number.

Populate your Est. Completion Date of 
service to be rendered or goods to be 
delivered.

Click on Next and submit

1

2

1

2

3

3

3

HOW TO CONFIRM OR REJECT YOUR PURCHASE ORDER

GOODS RECEIPT 
CREATED (RECEIVING / 

STORES )

CREATE INVOICE 
IN SAP ARIBA

FULFILS ORDER & 
DELIVERS GOODS

CHECKS & 
CONFIRMS PO

REMITTANCE 
ADVICE RECEIVED

ANGLO AMERICAN / DE 
BEERS GROUP SUPPLIERSUPPLIERSUPPLIER SUPPLIER

*PAYMENT
EXECUTED ACCORDING 

TO PAYMENT TERMS

LOG INTO ARIBA 
NETWORK

2 3 4 5 6 71

SUPPLIER
ANGLO AMERICAN / 
DE BEERS GROUP 



9

EXTERNAL 

[OFFICIAL]

Please note by rejecting a 
PO it does not mean you are 
rejecting doing business with 
us. You are simply notifying 
us that the PO content is 
incorrect.
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To reject your PO, click on 
Create Order 
Confirmation button

Click on Reject Entire 
Order to reject your PO
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The Rejecting Order window will 
open

Enter your Order Confirmation 
Number (Confirmation #) - this is 
YOUR reference field and you can 
enter any reference that is 
meaningful to you and your 
organisation

Select your Rejection Reason 
from the drop down menu

It is mandatory to provide more 
detail about your rejection reason 
in the Comments field. This 
additional information is sent to 
your buyer so that they can amend 
the PO accordingly and send you 
a corrected version.

Once you have completed all the 
necessary fields click on Reject 
Order. You should receive a 
Change Order.
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Your PO will now reflect as 
Rejected

Click on Done and log out of your 
account. 

This rejection will now workflow 
electronically and notify your buyer 
to send a Change Order.
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