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1. Introduction

Yorkshire Water Services Limited (YWS) uses SAP Ariba to facilitate its Source to Contracts and
Purchase to Pay processes.

Suppliers are expected to use their Ariba Network account to submit invoices to us, this is the
simplest way to invoice us.

This guide is intended for suppliers who have received a material order from YWS, to assist them in
successfully submitting an electronic invoice via their Ariba Network account.

2. Receive Purchase Order

Purchase Orders are sent to suppliers via email (this is the email suppliers provided to us when
they were onboarded).

Suppliers can also add up to 5 additional email addresses, please see section 5.1 on how to do this
via their account. If you wish to change the email address PO'’s are sent to, please email
P2PSystemsTeam@yorkshirewater.co.uk.

For suppliers on ‘Enterprise Accounts,’ you will an email notification and need to click on the link in
the email to process this directly within your Ariba Network account.

The email contains:

1) Ariba Network ID the PO was sent to
2) Buyer name

3) PO number

4) PO date and time stamp

5) Total amount (exclusive of VAT)

6) Link to open and fulfil the PO

You have received a new order 4805001686 Insex =

Kelda Group Limited inclusive of Yorkshire Water, Loop and Keyland «ordersender-prod@ansmip.zriba.com»
SAP Ariba

You have received a new order.

1 ANID: ANO1688443348-T

ESSS————————————
Kelda Group Limited inclusive of Yorkshire Water, Loop and
Keyland

2 Customer

3 OrderNo 48050071686

4 Order Date 7 Apr 2022 10:17:19 AM GMT+00:00

Supplier  $2D CIG Supplier 1

5 Totalamount  £500,000.00 GBP

6 Loginto Ariba Network for more information about this order.

You may unsubscribe or change your nofification preferences by logging in o your account and
then ga to Profile » Account Sefiings = Notifications

+ Reply » Forward
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3. Submitting an Order Confirmation - Enterprise Account Suppliers
An order confirmation indicates to the requestor that you can fulfil and process the PO.

All Purchase Orders require an Order Confirmation before suppliers will be able to submit an invoice
to us. The create invoice option will be disabled until an Order Confirmation is submitted.

1) Click “Log in to Ariba Network” in the body of the email notification

SAP Ariba

You have received a new order.

ANID: AND1688443348-T

Kelda Group Limited inclusive of Yorkshire Water, Loop and
Keyland

Customer

Order Mo. 4805001685
Order Date 7 Apr 2022 10:16:00 AM GMT+00:00
Supplier 520 CIG Supplier 1

Total amount  £500.00 GBP

1 Loginto Ariba Network fo§more information about this order.

2) Enter your Ariba Network login credentials & click “Login”
Supplier Login

User Name

Password

Forgot Username or Password

New to SAP Business Network?
Register Now or Learn More

3) Find the PO in your account. Enter the PO number & click on the search icon

. ¥ r
Orders and Releases V' Kelda Group Limited inclusi... v = Exact match rl—‘vi— v
- ;& IS
Overview  Getting started

[
™

33 | 112 7 - "0.0. 0.0. .0

New orders Orders Rejected invoices Remittances Early payment offers More
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4) Click on the PO
=N
Purchase Orders (1)
4 O ow asosaoLse % Limitedinclusive o Yorie o £500.00 68P o N v 000 orignal
Yo [ oraer Contrmaton + ] [_creme snipNate| [ creme Serer shemt_| [ creseirusee + | [_MorageTrea g | [_iee ] s | [ reerarsisowes |

5) Select “Create Order Confirmation.” From the drop-down menu, select either:

i) Select ‘Confirm Entire Order’ to confirm the entire order as a single delivery

i) Select ‘Update Line Items’ to confirm part delivery with the ability to place items on
back order

i) Select ‘Reject Entire Order’ if the information on the purchase order is incorrect

SAP Business Network

Standard Account Upgrade TEST MODE

Purchase Order: 4805001688

Create Order Confirmation v

5 Confirm Entire Order

Update Line Items istary

Reject Entire Order

e

YorkshireWater

From:
Yorkshire Water Services Limited

Western House, Halifax Road (PO Box 1381)

BRADFORD
YKS

BD6 252
United Kingdom

iv) If confirming the entire order:
1) Enter the order confirmation number
2) Enter the shipping and deliver date (cannot be earlier than the PO date)
3) Any comments (visible to the requestor)
4) Any attachments (visible to the requestor)

5) Click Next

Confirming PO

‘ @ ?;f,«";.”" Foire ¥ Order Confirmation Header
@ Review Order T
! 4a Group . ksh p
lior Rt
Shipping and
Dest s = E
= - E
3
Attachments
Name Size (bytes) Content Type
No tems
Choase File | Mo file chosen Attachment
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v) If confirming part of the order:
1) Enter the order confirmation number
2) Enter the shipping and deliver date (cannot be earlier than the PO date)
3) Any comments (visible to the requestor)
4) Any attachments (visible to the requestor)
5) Enter the quantity accepted, rejected or on backorder
6) Click Next

Confirming PO = | [

v Order Cordirmatian HiRSEr

vi)  Ifrejecting the order:
1) Entire the order confirmation number
2) Select a rejection reason from the drop-down menu
3) Add comments
4) Reject Order

REJECT ENTIRE ORDER

Order Confirmation Number:

Confirmation #: |

Rejection Reason: Fleaze Select W

Plzase Select

Comments:
Duplicate Order

Incomect Delivery Date

Incomect Description

Incomrect Price

Incomect Quantity

Incomect Stock/Part Number
Incamect Supplier Code Usad
Incomrect UOM

Not our Product Line

Unable to Supply ltem(s)

Other

You will receive an email notification once you have submitted the Order Confirmation (see below).
To update an Order Confirmation, follow the same steps above.
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Order Confirmation ©C1688 has been submitted to Kelda Group Limited inclusive of Yorkshire Water, Loop and Keyland /inesxx &
~

@ ansmip ariba com> 1357 (15 minstes g0)  F¥

@) AvibaNetworkAdmin -odersenderoros.

Ariba sccount (ANID: AND1G83481685T)

‘SAP ariba Privecy Statement  Securty Disclosure

4. Submitting an Advanced Ship Notice - Enterprise Account Suppliers

An advanced ship notice (ASN) is a method for suppliers to inform the requestor that goods have
been shipped or plan to ship an order. YW requestors receive an email notification when a ASN is
submitted by a supplier. Once an ASN is submitted, orders cannot be changed or cancelled by the
requestor.

1) Either login directly into their Ariba Network (supplier.ariba.com) account or click “Log in to
Ariba Network” in the body of the email notification

SAP Ariba

You have received a new order.

ANID: ANO1688443348-T

Customer

Order No.

Order Date

Supplier

Total amount

Kelda Group Limited inclusive of Yorkshire Water, Loop and
Keyland

4805001685

7 Apr 2022 10:16:00 AM GMT+00:00

52D CIG Supplier 1

£500.00 GEP

1 Log into Ariba Network ol

more information about this order.
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2) Enter your Ariba Network login credentials & click “Login”

Supplier Login

User Name

Password

Forgot Username or Password

New to SAP Business Network?
Register Mow or Learn More

3) find the PO in your account.
4) Enter the PO number in the search field & click on the search icon

Yades ¥

Orders and Releases v | Kelda Group Limited inclusi... v Exact match

v £ as0s001683 n 7

Overview

33 | 112 7 ‘0.0 | 0.0

New orders i Orders Rejected invoices Renmittances Early payment offers

Getting started

Last 31 days Last 31 days Last 31 days Last 31 days Next 90 days

5) Click on the PO

¥ Search Filters

6) Click on ‘Create Ship Notice’

Purchase Order: 4805001688

Create Order Confirmation 6 Create Ship Notice l l Create Invoice

Crder Detail Order History

e eI
e T
YorkshireWater

Yorkshire Water Services Limited
Wizstern House, Halifax Road (PO Box 1381)
BRADFORD

K3

BDE 257

United Kingdom

b

- -

More
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7) Complete all the mandatory fields and any additional optional fields, including packing slip ID,
shipping date and delivery date.
8) Click Next

9) Review all the details on the Ship Notice, click submit.

Create Ship Notice 9 Previos_| B m [ ]

Gt s e o omere

Ship Natice Header
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5. Create & submit an Invoice -Enterprise Account Suppliers

1) Either login directly into their Ariba Network (supplier.ariba.com) account or click “Log in to

Ariba Network” in the body of the email notification

SAP Ariba

You have received a new order.

ANID: ANO1688443348-T

Customer

Order Mo.

Order Date

Supplier

Total amount

Kelda Group Limited inclusive of Yorkshire Water, Loop and
Keyland

4805001685

7 Apr 2022 10:16:00 AM GMT+00:00

52D CIG Supplier 1

£500.00 GBP

1 Log into Ariba Metwork Jor more information about this order.

2) Enter your Ariba Network login credentials & click “Login”

Supplier Login

User Name

2
Z

Password

Forgot Username or Password

New to SAP Business Network?
Register Now or Learn More

3) find the PO in your account.
4) Enter the PO number in the search field & click on the search icon

VAes B
Orders and Releases Vv Kelda Group Limited inclusi... v Exact match \/343050015851 n T
Y
—_—= =<
- T — e ™

Overview

Getting started

33

New orders

‘0.0.. .0

Early payment offers More

i i 2 7

Orders

‘0.0

Rejected invoices Renmittances

Last 31 days Last 31 days Last 31 days Last 31 days Next 90 days
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5) Click on the PO

w Search Filters

[ seorn |
Purchase Orders (1)
' [ cresecraerContration + ) |G snptaee | [_crese soe reee | [_com
6) You will now have the option to create an invoice.
Purchase Order: 4805001688
’ Create Order Confirmation ] ’ Create Ship Motice ] [6 Create Invoice »
Order Detail Order History
*.
YorkshireWater
Fromn:
Yorkshire Water Services Limited
Wiestern House, Halifax Road (PO Box 1381)
BRADFORD
Y3
BDG 252
United Kingdom
7) Select Create Invoice and select “Standard Invoice” from the drop-down
Purchase Order: 4805001688
Create Order Confirmation ll Create Ship Nittice: l
Order Detail Order History 7 ;
]
YorkshireWater
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8) Enter your Invoice number as it is presented in your ERP or Sales system
This is limited to 16 characters, must not be the PO Number, uppercase if using letters and

please avoid using special characters
9) Enter the invoice date. This can only be backdated by 30 days.
The invoice date entered in this field is used to calculate your payment due date based on

the agreed payment terms

Create Invoice

¥ Invoice Header

ate to your invoice tax date. The invoice date entered in this field is used to calculate your payment due date based on the agreed payment terms. Please

Subtotal: £500.00 GBP
Total Ta 00 GBP
Amount Due: £500.00 GBP

10) From the drop-down select the correct Tax Rate. This field will default to V1 Standard Rate 20%.
1) The tax amount is automatically calculated based on the Tax rate selected in step 10.
12) Exempt detail, this field must be completed if zero rated tax rates are selected in step 7.

13) Enter your VAT registration number. If you are not VAT registered, please enter “Not VAT

registered”.
14) Enter your company registration number

Note: To have both the VAT number and Company Registration number auto populated on
future invoices, please refer to the “Frequently Asked Questions Section” of this document

Supplier VAT

Page 12 of 24 Version 01: 03/10/2022
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15) Use the toggle buttons to select which items to include in the invoice

16) Enter the quantity you are invoicing for (You may receive a ‘call-off’ purchase order where the
price is shown as ‘1.00" and the monetary value is reflected in the quantity field. When creating
the invoice, treat the quantity as if it were the value).

17) Select update to validate and check for any errors

18) Click Next

19) Review the summary including the amounts. Click Submit.

20) Once the invoice is submitted, the Supplier's payment terms will be triggered, and a payment
made in due course
21) An email notification is sent to inform you that the invoice has been submitted successfully

16

ssssss

SHIPPING INFORMATION:

The invoice generated via the Ariba Network will be the tax document used for both YWS and
the supplier to enable them to pay and recover VAT. Suppliers will be responsible for ensuring
the correct VAT treatment is applied on the Ariba generated invoice. Ariba generated
invoices will be the document of record for the transactions from an HMRC perspective
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6. Frequently asked questions
6.1 How do | add up to 5 additional email addresses to receive a copy of PO’s?

1) Login in to your Ariba Network account (the account administrator must perform this step)

Supplier Login

User Name

Password

Forgot Username or Password

New to SAP Business Network?

Register Now or Learn More

2) Inthe upper-right corner of the application, click [user initials]
3) Click ‘Settings’

S2D CIG Supplier 4 S2

Ao >
= = supplier &

52D4-ywdevaribasuppliers@gmail.com
oggle to match buyer postings for

My Account

Link User IDs

Contact Administrator

O Switch Account >
0 <

S2D CIG Supplier 4

Company Profile

3 Settings >

4) Click ‘Electronic Order routing’

Application Subscriptions
Marketing Profile
Account Registration
Settings >
Network Settings
| Logout
4 Electronic Order Routing .

Page 14 of 24 Version 01: 03/10/2022
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5) Inthe new orders section, enter up to 5 email addresses separated by commas (note, this is
applied for all customers)
6) Click save

New Orders

6.2 I have lost the interactive PO email; how do | receive another copy?

1) Login to your Ariba Network account (users with the inbox and outbox permission must
perform this)
Supplier Login

User Name

Password

Forgot Username or Password

New to SAP Business Network?
Register Now or Learn More

2) Select the “workbench” tab

Business jetwork v Suancara accou it | Upgrade | TEST MODE

) Support the people of Ukraine. Update the categories and service locations in your Marketing profile and
Ukraine. Learn More Update Profile

I
¥ N 'T

Overview  Getting started

1 2 0

3) Search for your PO in the list of documents. If you do not see the PO listed immediately, select

“edit filter”
1 4 0 ‘0.0 ‘0.0 ‘0.0 0
3 P |
&
Customer Amaunt Date 4 Order Status Amount Invoicad Actions
Page 15 of 24 Version 01: 03/10/2022
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4) This will allow you to customise your search results.

i) We recommend changing the Creation Date drop down box to Last 365 Days in order to
pull up the maximum number of search results.
i) If you know your PO number, toggle the order number option to “exact match” and enter
this in the order number field.
5) Click apply

= o Ilii’ﬂ

Purchasing organizations

5 m Reset el
6) Once you have found your document scroll all the Way !o !Le right and click on the three
horizontal blue circles under Actions.

4805001687 Kelda Group Limited inclusive of Yorkshire Water, Loop and Keyland £500,000.00 GBP Apr 7, 2022 New Send me a copy to take || 6n-:a
action

7) Click Send Me A Copy to Take Action.
8) This will send a PO email to the email address listed and from there you can process the PO

6.3 What access & permissions do | need to process a PO?

Users will not be able to create invoices until they receive the necessary permissions on their
account. The account administrator must create users & add permissions by following these
steps:

1) Inthe upper-right corner of the application, click [user initials]
2) Click Settings
3) Select Users.

o]

Ariba Supplier

Contact Administrator

“Yorkshire Water Test
Supplier

4) You will be required to create a role to assign to the user. Click on the plus icon.

Page 16 of 24 Version 01: 03/10/2022
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Users Assigned Actions

Ariba Supplier

5) Enter a role name and description, it is recommended to provide a name that represents the
role the user will be carrying out in the Ariba Network

6) Check off the Inbox and Order Access

7) Check off Invoice Generation permissions

8) Check off the Outbox permission

9) Click Save

Name:* | Process Purchase Orders

5 This role will allow users to process Purchase Orders,
including generating invoices

Description:

4
Permissions
wc
- o an enterprise account o enable all permissions.
Page »
Permission Description
|| Create and manage postings on Ariba Discovery Create postings on Ariba Discovery
D Respond to postings on Ariba Discovery Respond to postings on Ariba Discovery
Contract Access View contracts and generate invoices, as supported by customers (requires Inbox Access)
6@ Inbox and Order Access View and search documents in Inbox and take actions based on your role
Folic Management Create, activate and delete folio ranges used for tax invoicing.
T mwoice Generation Generate invoices, as supported by customers (requires Inbox and Outbox Access)
b Logistics Access Perform Logistics actions with limited access to transactions information
I ouboxAccess View and search documents in Outbox and take actions based on your role
Services Access Perform Services actions with limited access to transactions information

10) To create a user, click on the “Manage Users” tab.

Manage Roqs 10 Manage Users Manage User Authentication Revoked Users

1) Click on the plus icon in the bottom right.

11+ i =

:d AN Access Actions

12) Enter a username (this is case sensitive and must be in the form of an email address), email
address, first name and last name

Page 17 of 24 Version 01: 03/10/2022
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New User Information

Jsername:* | aribauser @yw.co.uk
Email Address:* | aribauser @yw.co,uk
First Name:* | Ariba
Last Name:* | User
| coun

overy Contact -

Office Phone: [ o0y

13) The next step is to Assign the role just created by ensuring the role is checked.

14) Select the customer you want the user to be assigned to. We recommend keeping as to the
default settings of “All Customers”.

15) Click Done

Role Assignment

Name Description

13

v Process Purchase Orders This role will allow users to process Purchase Orders, including generating invoices

15 e

16) The new user will now receive 2 email notifications from “Ariba Commerce Cloud”. Click on the
link in the email with subject “Your User ID on the Ariba Network” and follow the onscreen
instructions.

Important: Your username is part of your login information to your Ariba user account
and should be kept confidential.

For security reasons, your temporary password for logging in to your Ariba user account has been
sent via a separate email.

Please click on the following link and log in to your user account using your username and
temporary password. You will be asked to provide a new password and set up your secret
question and answer. The secret question and answer is used to uniquely identify you if you need
to reset your password.

Log in to your account using the username and temporary password.
Enter the temporary password in the Current Password field.
Enter your new password.

Confirm your new password.

Choose your Secret Question and enter your Secret Answer.

Click Save, then click Done.

17) On the supplier login page, enter your username and temporary password.

Supplier Login

User Name

17

Password

Forgot Username or Password
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18) . Enter your temporary password and new password and click submit.

\@

Current Password: *

17 New Password:*

Confirm Password:*

— |

Forgot current password? Click here

6.4 How do | set up my account so that VAT ID and Commercial identifier fields are
automatically populated?

1) Login to your Ariba Network account

Supplier Login

User Name

Password

Forgot Username or Password

New to SAP Business Network?
Register Now or Learn More

2) In the upper-right corner of the application, click [user initials]
3) Click on Company Profile

$2D CIG Supplier 4 S2D CIG
Supplier 4

Sfor urgenti ol S52D4-ywdevaribasuppliers@gmail.com
My Account
Link User IDs

Contact Administrator

Switch Account >
GBP i
frers | | s2D CIG Supplier 4

! ANID: AN01688481685-T
Standard account
3 Company Profile

Marketing Profile

Settings >

Logout
dinclusi...
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4) Click on the business tab

5) Enter the company registration number in the commercial identifier field
6) Scroll down and enter the VAT number in the VAT ID Field

6.5 How do | know if my PO is a material or service?

Open the PO directly in the Ariba Network account (via the workbench or orders tab). The item
category type will show as either “material” or “service”.

Ship Al Items To Bil To

Yorkshire Water Services Yorkshire Water Services Limited

Western Way, Halifax Road (PO Box 500) Western House, Halifax Road (PO Box 1381)
Bradford BRADFORD

YKS YKS

BD6 2L.Z BD6 252

United Kingdom United Kingdom

Ship To Code: 2101
Email: YWAribaTestUser@gmail.com

Line Items
Line # No. Schedule Lines Part #/ Description Type
1 Not Available Material

Laptop

ater. Loop and Keyland ANOL047461408-T and

6.6 How do I cancel an ASN?

Return

Qty (Unit)

18 ®

Need By
7 Apr 2022

You can only cancel an ASN, if an invoice has not been submitted.

1) Login in to your Ariba Network account
2) Select the “workbench” tab

Business **~* “-=*~“scount |Upgrade TEST MODE

i) Support the people of Ukraine. Update the categories and service locations in your Marketing profile and
e | Update Profile

Ukraine. Learn Mor

Overview Getting started

1 2 0

Deliver To

Joe Bloggs
Yorkshire Water Services

Show Item Details

Unit Price Subtotal

£500.00 GBP £500.00 GBP Details

Sub-total: £500.00 GBP
Total Invoiced: £500.00 GBP
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3) Search for your PO in the list of documents. If you do not see the PO listed immediately, select
“edit filter”

il
1

4) This will allow you to customise your search results.

i) We recommend changing the Creation Date drop down box to Last 365 Days in order to pull
up the maximum number of search results.
i) If you know your PO number, toggle the order number option to “exact match” and enter this

in the order number field.

5) Click apply

iy II e
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6) Once you have found your document, click on the PO to open the PO.
7) In the related documents section of the PO, click on the ASN

Purchase Order
(Imwoiced)
4805001688
Amount: £500.00 GEP
Version: 1

Related Dogu

8) Scroll to the bottom of the ASN and click cancel

Additional information not provided.

Order ltems

Ordler # Itam Part # / Description Customer Part # Oty

4805001688 1 Not Available 1
Laptop
SHIPMENT STATUS
1. ¥ Shipped 1 Show Details

8 Cant T xpeort C X
7. Help

Additional support can be provided on confirming orders through to submitting invoices and credit
notes.

Please reach out to purchasing@yorkshirewater.co.uk and our purchasing team colleagues will be
happy to help with this.

Please contact our accounts payable team for queries relating to invoices, copies of remittances,
change of company details or year end balances.

Telephone: 01274 805845 or email us using accountspayable@yorkshirewater.co.uk and a member of
our team will be happy to help.

To request a call back from SAP Ariba support, please follow the below steps.
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1) Login to your SAP Ariba Network account

2) Click the Question mark (help icon) in the upper-right corner of the application.

3) Click support

[i] What is SAP Business Netwo._._

| Introducing the new SAP Busines. ..

Introducing the new help center

4) Click Contact Us at the top of the Help Center page.

w Help Center Home

Home Learning] 4 Contactus

|Search
5) Enter “call back” in the search field.
1. Start here to find your answer.
5 call back X Q
8) Click on Contact us in the bottom-right.
OpenAPI: Why does Risk Category APl overwrite prior values when the APl is being called? FAQ
Can't find what you're looking for? 6 m ‘
7) Fill the form in detail > One last step.
1. Tell us what you need help with.
8) Select the contact method > Submit.
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Choose this contact method for the fastest resolution of your issue:

g
Email

A support engineer will respond to your Service
Request by email.
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