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SUPPLY CHAIN PLANNING HORIZON WITH CMs

Frozen
Commit

CM Promise CM Volume VisibilityPR Firming

Year 1 (Monthly) Year 2 Year 3 Year 4 Year 5

FG
5 weeks

S&A
7 weeks

FG
7 weeks

S&A
5 weeks

FG 14 weeks
FG NPI 40 weeks

S&A 
14 weeks

FG
 26 weeks

S&A 
26 weeks

FG

S&A 

CM Assurance

Shows up as a locked horizon in Ariba 
Forecast Collaboration

Weekly POs released from Dyson to CMs via Ariba Network
CMs will be given one week to respond and provide order confirmation

60 months of forecast (5 years)  pushed through from Dyson into Ariba Network 

12 months of commit, minus locked period required from CMs to submit to Dyson via Ariba 
Network 

*Frozen commit exception
556C SKUs: +2W THIS DOCUMENT IS HIGHLY CONFIDENTIAL. PLEASE DO NOT SHARE WITHOUT PERMISSION



Procure to Pay Collaboration
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AS - IS

Purchase Order Collaboration

Receive and 
Review PO

Provide Order 
Confirmation

Option to accept, 
change, reject.
Dyson will approve 
requested changes 
and a change order 
will be provided, if 
approved.

All CMs view POs 
in Ariba.

PO Collaboration – One Collaboration Platform:
1. PO visibility
2. Order Confirmation

Submit ASN*
Submit 

Invoice*

EDI ASN 
transmission or 
manual

EDI Invoice 
transmission or 
manual
Payment advice 
via email

*Current submission of ASN and Invoice process with Dyson remains until CM establishes end to 
end connection with Ariba (B2B/Portal).
Any existing EDI connections for Purchase Orders will remain the same. 
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DYSONCM

Transit - Road / Sea / Air Market Hub/DC

Transportation Market 
Warehousing

Build Start Build End

Goods move to 
Warehouse Re-

Palletization, Staging
Container 

Loading Road, Sea, Air Freight
GR Processing

Planning & PO Issue

CM Warehouse

Goods
Ownership

CM Shop Floor
Destination 

Port
Physical 
Location

CM WarehousingBuild Time
QA

Goods 
considered 

“Ready to ship”

Dyson PO - 
created with an 

“Estimated Cargo 
Ready date”

CM WO - created, Build 
Start. Include inventory 
(quantity/sku) “Ready 

To Ship”

Future
Goods 

considered 
“Ready”

Goods 
considered 
“Picked up”

“Dispatch Date”

With PO quantity and CRD, shipments & containers will be planned and booked.

Physical 
Goods Status

SAP 
Objects

Goods being 
manufactured

Goods 
considered 
“Delivered”

Current
Goods 

considered 
“Ready”

CM ASN + Dyson ASN - 
created with all relevant 

shipment data

CM OC for “ 
Cargo Ready 

date”

System Key reference fields to CRD

Ariba – PO & OC Delivery Date
Est Ship Date

PO via existing EDI set up CRD will be reflected under “Dispatch 
date” and “Build Date” will be empty

2

1

3

1

2

3

Planning & Issue PO to CM

Order Confirmation by CM with Est Cargo Date

Order Confirmation by CM with Actual Cargo Ready Date

Process Steps to capture Cargo Ready date:

Cargo Ready Date



Process flow (Non-Pilot)
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Category Documents from Dyson Documents from CMs

Forecast Collaboration • Forecast numbers from Dyson in weekly buckets 
across 60 months

• Forecast commits from CMs for the next 12 months 
(minus frozen period)

Order Collaboration • Purchase Orders released from Dyson on weekly 
basis

• Purchase Order Confirmation on new/changed PO



General Ariba 
Navigation

7
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Ariba Navigation
Logging into the SAP Business Network

2

4

After logging in, the blue ribbon at the top of 
the screen will display SAP Business Network

➢Go to https://supplier.ariba.com 

To Login:

1. Enter Username 

2. Enter your Password

3. Click on Login

4. If you have forgotten your User name or 
password, click on Forgot Username or 
Password

Forgot Username or Password
1) Enter your email OR username
2) Click Submit
3) An email from Ariba Commerce Cloud 

will be sent to the registered email 
address

https://supplier.ariba.com/
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Ariba Navigation
Contact the System Administrator

The System Administrator creates users, applies 
permissions and should be contacted when 
there is questions, updates or changes to your 
log in profile

Contact the Business System Administrator 
when:
• You need permissions to access a tab 

required for your role
• You need to have you password reset

1. Click on your user Initials

2. Select Contact Administrator from 
the drop down list

• There are different options to 
contact the System Administrator, 
use the option wanted

3. Click on Done to Return to the page 
you accessed the drop down list from

1

2

3
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Ariba Navigation
Accessing “My Account”

2

❖ Accessing “My Account” allows users to make 
updates to their SAP Business Network Account 

Note: Only change information that requires updates

Changes in My Account should only be completed 
when required, for example:

• A name Change

• Business Role Change

• Changing your Password

Note: All changes will trigger and email to confirm that 
you have requested the changes

1. Click on your user Initials

2. Click on My Account

➢ The My Account screen is displayed

Note: that your System Administrator has entered the 
information while creating your account

• Update the required fields

3. Click on Save, a green ribbon indicates the changes 
have been saved successfully a red ribbon indicates 
that information is missing or incorrect



Ariba Navigation
Setting up accounts
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Ariba Navigation
Setting up accounts

1. Log into the administrator account (that accepted 
Dyson’s Trading Relationship Request) and select 
the account initials

2. Click on Settings > Users

3. Under ‘Manage roles’, select the + button on the 
right

4. To create a role, enter the role name and select the 
Permissions for the corresponding role.

• Planner role permissions:
- Component planning collaboration
- Inbox and Order Access
- Order Change Request Acceptance 
- Order Change Request Proposal 
- Order Change Request Rejection
- Outbox Access 
- Purchase Order Report Administration
- Planning Collaboration Visibility

• Permissions will be updated here as more 
functionalities have been released

5. Click on save.

1

22

3

4

5



Ariba Navigation
Setting up accounts

1. Click on Users > Manage Users

2. Select the + button on the right to create users

3. Enter in New User Information and click on Done

• Username – this follows email format 
(xxx@xx.com). 

Note: One email can set up multiple 
usernames. 
e.g: the ProjectKepler@dyson.com email 
can set up ProjectKepler1@dyson.com, 
ProjectKepler2@dyson.com, etc as user 
names

• Email address, First & Last name

4. Users will receive an email from Ariba to set up 
their account using a temporary password

5. Users can now login to reset their password and 
access Ariba.

1

2

3

4

5

mailto:xxx@xx.com
mailto:ProjectKepler@dyson.com
mailto:ProjectKepler1@dyson.com
mailto:ProjectKepler2@dyson.com


Ariba Navigation
Seller Dashboard / Home Page
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Seller Dashboard/Home page
Screen Overview

2

4

1) Access to Help

2) User Name Initials – a drop down provides 
applicable accesses

3) … (More) – a drop down provides access to track, 
CSV upload and CSV download options-can also 
be accessed from other screens

4) Create – a drop down that provides short cuts to 
processes, can be accessed from other screen

5) Accessible Tabs – the tabs that you have 
permissions to access

6) Quick search options – Allows searching for 
selected parameters from the Seller Dashboard 
/Home page

7) Overview Bar – helps to focus on important tasks 
related to orders and Invoices

8) More – indicates there are more tiles

9) My Widgets – Allows users to change the identify 
what widget they want to see on the Seller 
Dashboard /Home page

10) Customize – Shows the available options for My 
Widgets

6

7

8

9

5

10



Only the tabs that your Businesses System 
Administrator has assigned to you will appear, 
contact your System Administrator if you require 
other tabs to access required processes.

When working with tabs, remember:

• The Tabs that each User can see is based on the 
permissions assigned by your Businesses System 

Administrator and the required processes 
determined from the Buyer

• Not all tabs have drop down lists

• Not all shown down list selections may be 
available 

• Some functions can only be performed by the 
System Administrator

• The order of the tabs cannot be changed

• Refer to the Supplier Information Portal for your 
Buyer for more information about the processes 
required

Seller Dashboard/Home page
Screen Tabs



The overview bar help suppliers focus on specific tasks 
related to orders and invoices, tiles can be customized, 
each tile takes the user to the Workbench

• The Overview tile bar can be personalized so that a 
user can keep track of order and/or invoices as 
part of their job

• Where there is a number in the             indicates 
that there are more tiles to display in Overview

• A number indicates that there are more tiles to 
view, click on More and the tiles will be displayed

• The time frames (hours & days)  shown on the tiles 
can be changed based on the user’s requirements

• You can access each tile by clicking on it

• The name of each tile can be adjusted to reflect 
the needs to the user

• Tiles can be added or removed

• Personalisation enables suppliers to prioritise and 

keep track or order and invoices

Seller Dashboard/Home page
Tile Bar Overview
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Widgets that show insights such as invoice aging, 
leads, purchase order volume and more can be 
selected, use widgets to gain insights into your Buyer

The My widgets section can be customized by:
• Buyer
• Tile Type

All Items in Blue can be clicked on to:
• Provide more information
• Change time frame of the information
• Update parts of the Ariba Network 

• To Display Customers that you work with:
1) Click on All Customers drop down and make 

your selection

• To Customize: 
2) Click on Customise and make your selection, 

refer to Customising My Widgets

• My Widgets provides users the options to display 
information relevant to their function 

Note:  Not all widgets are the same size, some are 
larger, also some widgets provide bar graphs, pie 
graphs, line graphs or information only

Seller Dashboard/Home page
My Widgets
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Widgets can be customized to provide 
information on the Seller Dashboard/Home 
page

1. Click On Customize

The Customize my widgets screen is displayed:

• Hover over the Available widgets name to 
display a Preview of the widget and what 
data it shows

2. Select the widget/s required from Available 
widgets

3. Click on Save

• The widget is now added to the Seller 
Dashboard/ Home Page

Note: Clicking on All Customers and selecting a 
customer from the drop down list the 
information on the widget is displayed. 

Seller Dashboard/Home page
Customize My Widgets – How to Add or Remove Tiles



1

3

2

4

The … (More) selection provides a list of actions, be 
aware that not all actions are accepted by your Buyer

There are 4 separate options, they are:

1. Track – allows users to view documents that are in 
different statuses and opportunities to create, open 
and review documents displayed

2. CSV Upload – users upload CSV files they have 
created using the templates that the Buyer has 
uploaded for specific documents

3. CSV Download – provides the available templates 
for specific documents and the format they must be 
in

4. Excel Files – the upload download can be used to 
transact with Buyers using excel file format

Note: Any items that are greyed out are not available 
for selection and not all Buyers accept CSV files, 

confirm with your Buyer prior to using this process

Seller Dashboard/Home page
… (More) Selection Overview
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The Create enables suppliers to create 
the available options from the 
Dashboard/Home page

• The options available are based on 
the documents that are transacted 
with your Buyer, however, using this 
selection is general rather than 
specific to a document

• To create documents such as Order 
Confirmations, Ship Notices and 
Invoices refer to the applicable 
training documents on the relevant 
business Supplier Information Portal 
(SIP)

1. Click on Create to display the drop 
down list

Seller Dashboard/Home page
Create Selection - Overview



Ariba Navigation
SAP Network Account Configuration
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Network Account Configuration
Register as a new user

23

1. Enter all fields marked required with an 
asterisk (*) including:

• Company Name
• Address
• City
• State
• Zip

2. Fill in additional optional fields to help 
complete your profile.

• Product and Service Categories
• Ship-To or Service Locations
• Tax ID
• DUNS Number

3. Accept the Terms of Use by checking the 
box.

4. Click Continue to proceed to your home 
screen.

2

1

4

3



Network Account Configuration
Electronic Order Routing

24

1. From the Home screen click the gear 
icon.

2. From the dropdown menu select 
Electronic Order Routing under Network 
Settings.

3. Choose ‘online’ as the routing 
method.

4. Save.

1

3
2

4



Network Account Configuration
Electronic Invoice Routing

25

1

2

3

4

1. On the second tab, click on 
Electronic Order Routing under 
Network Settings.

2. Choose one of the available 
routing methods for your invoice:

• Online

• Email

• Fax

• cXML

• EDI

3. Configure e-mail notifications.

4. Save.



COMPETITOR REVIEW AND 620/D LAUNCH REPORT
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Forecast Portal
User Interaction
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COMPETITOR REVIEW AND 620/D LAUNCH REPORT
LENNARD HOORNIK AND JAMES WIDDOWSON

…how to view forecast

…how to edit forecast quantities before committing

…how to input reason codes for shortfalls & deviations

… how to commit forecast quantity

2

3

4

Forecast Portal User Interaction
In this Chapter You Will Learn About …

1
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The Forecast Collaboration feature enables CMs to: 

Forecast Portal User Interaction
Introduction to Forecast Collaboration

View Forecast Shared by Dyson

• Schedule operations, 
purchase raw materials and 
plan capacity accordingly.

• A simple table view of Dyson 
forecast demand: Weekly 
time-bucket views

Provide Forecast Commitments

• Commit to forecast quantities 
based on capacity.
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Forecast Collaboration process flow

View Forecast Data

• Method 1: Search and 
filter forecast on 
portal 

• Method 2: Create and  
download a job to 
view forecast via Excel

Edit forecast qty 
before committing

• Stock on hand update

• Forecast quantities 
update

• Copy forecast to 
commit

Input reasons for 
shortfall

Commit to given 
forecast quantities

1 2 43

Method 1: 
Search, filter, and edit forecast quantities on Ariba supplier portal 

Method 2: 
Create, download, edit, then upload forecast quantities a job run via Excel
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Forecast

• Forecast Horizon from Dyson will encompass 12 months

• Forecast sent out on the last Wednesday on every month, and commits are expected back by the following 
Wednesday (first Wednesday of the following month)

• Forecast shown is based on Cargo Ready Date

CM Commit

• Commits are expected to be sent back in weekly buckets at a SKU Level, based on Cargo Ready Date 

• Overall commit of 12 months horizon will be shown in Ariba

• First 5 weeks will be locked for FG as part of frozen dispatch schedule

• First 7 weeks will be locked for Spares & Accessories

• CM Commits required for the remaining weeks

• Inventory is not required to be sent back on the commit

• CM Commits remain as in-principle commitment 

Forecast Portal User Interaction
Key Changes and overall Considerations

*Frozen commit exception
556C SKUs: +2W
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Forecast Portal
Receive & Review CM Allocation Forecast 
(Method 1: Suppliers’ Portal)
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1. In the Supplier’s Dashboard, click 

on the Planning Tab.

2. From the Dropdown, click on 

Forecast.

3. Forecast page will be displayed.

4. Click on the icon to toggle 

columns to view

Recommended columns to show:

Customer, Customer Part No., Description, Business 

Stream, Category, Division, Model, Product Name, 

Project, Last Customer update, Last supplier Update

1

3

2

View Forecast Data Edit Forecast Quantity Input Shortfall Reasons Commit to Forecast Quantity

View Forecast Data
Via Suppliers’ Portal (1/4)

4
4
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View Forecast Data
Via Suppliers’ Portal (2/4)

5. Click on Search filters and apply filters to search. 

(e.g., Customer, Customer Part Number)

6. You can also expand more filters by clicking on 

different attributes (e.g. Model, Category, 

Business Stream, Division, Project, Product 

Name)

7. After inputting the filters, click on ‘Search’.

8. Searched results from the applied filters will be 

displayed.

5

7

6

5

8

View Forecast Data Edit Forecast Quantity Input Shortfall Reasons Commit to Forecast Quantity

Division code
Finished Goods: 01
Spares: 02
Accessories: 03
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View Forecast Data
Search Filters Description

Field Description

Customer Customer identification.

Customer Part Number Customer’s material number.

Supplier Part Number Vendor’s material number.

Customer Location Customer Plant.

Planner Code Customer planner identification.

Part Category Part Category as aligned with the customer.

Customer View Buyers are allowed to create views, referred to as custom views, for planning processes and set conditions for their display

Line of Business Line of Business as aligned with the customer.

Product Family Product Family as aligned with the customer.

Product Sub-Family Product Sub-Family as aligned with the customer.

Program Code Program Code of Business as aligned with the customer.

Part Type Part Type as aligned with the customer.

Part Status Specifies if the part is active or inactive.

View Forecast Data Edit Forecast Quantity Input Shortfall Reasons Commit to Forecast Quantity
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View Forecast Data
Via Suppliers’ Portal (3/4)

9. Locate the selected forecast that you would like to view. 

10. Review “Customer and attribute details”

11. Click on the view icon of the selected forecast that you would like to view. 

9

10

11

•For all SKU's additional 5 attributes available for filter under “Customer Defined Attributes” - Business Stream, Category, Model, Product 
name , Project

View Forecast Data Edit Forecast Quantity Input Shortfall Reasons Commit to Forecast Quantity
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View Forecast Data
Via Suppliers’ Portal (4/4)

12. Selected forecast will be 

displayed.
12

View Forecast Data Edit Forecast Quantity Input Shortfall Reasons Commit to Forecast Quantity

*Upside Forecast, Firmed Orders, Priority, Order Received and Total Shipment are not in scope. 
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View Forecast Data
Key Figures Description

Key Figures   Description Data Source 

Order forecast Dyson shared demand Dyson standard

Cumulative forecast Sum of all forecast quantities from the current date time bucket to selected time bucket Dyson calculated

Forecast commit Quantity committed to the customer by CM CM standard

Cumulative forecast commit Sum of forecast commit quantities from the current date time bucket to selected time bucket CM calculated

Cumulative commit vs cumulative forecast Cumulative commit - cumulative forecast per period Network calculated

Previous forecast Last updated Forecast quantities for the time period as sent by Dyson Dyson standard

Cumulative previous forecast Sum of all last updated forecast quantities from the current date time bucket to selected time 
bucket

Dyson calculated

Cumulative forecast vs Cumulative previous 
forecast

Difference in cumulative present and cumulative previous forecast key figures Network calculated

Forecast deviation Forecast commit – Order forecast Network calculated

Forecast change Order forecast – Previous forecast Network calculated

Previous forecast commit Historic commit CM standard

Upside forecast Additional quantity available for the customer Dyson standard (Not in scope)

Firmed orders Buyer confirmed orders within the firm zone. Network calculated (Not in scope)

Order received Quantity received by the buyer based on orders, within each of the user-selected time bucket. Network calculated (Not in scope)

Goods received Cumulated received quantity per period Network calculated

Total shipment Based on total receipts by the Buyer for each time bucket. Network calculated (Not in scope)

Commit shortage reason Indication of root cause when the committed quatity falls short of forecast provided Dyson indicated

View Forecast Data Edit Forecast Quantity Input Shortfall Reasons Commit to Forecast Quantity

*Upside Forecast, Firmed Orders, Priority, Order Received and Total Shipment are not in scope. 
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Forecast Portal
Commit Quantity Confirmation with 
Reasons for Shortfall 
(Method 1: Suppliers’ Portal)

*CM’s Production / Manufacturing plan has to be verified before this step can take place
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Commit Forecast Quantity with Reasons for Shortfall
Via Suppliers’ Portal (1/2)

1. Choose your preferred forecast settings 

by adjusting the ‘View by’ & ‘Starting 

from’ filters.

2. Review the following forecast details: 

Order Forecast, Cumulative Forecast, 
Cumulative commit vs Cumulative 

forecast, Forecast deviation, Forecast 

change, Commit shortage Reason

*The Lock represents frozen horizon 

(FG = 5 weeks, S&A = 7 weeks)

3. Click "Copy Forecast to Commit" button.

4. Adjust Forecast Commit and shortage 

reason code (If any, see next slide)

• If under committing for any week, 

enter shortage reason code 

• Overcommitting is only allowed if 

there is any remaining quantity 

from under committing

1

1

3

2

2

4

4

View Forecast Data Edit Forecast Quantity Input Shortfall Reasons Commit to Forecast Quantity

*Frozen commit exception
556C SKUs: +2 weeks frozen

Please leave 2 extra weeks of forecast commit blank
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Commit Forecast Quantity with Reasons for Shortfall
Reason Codes

40

It is important that you indicate the reason code for any commit shortages (where (Forecast deviation <0)).

Reason Code Number Capacity Issue

1 Plant & Equipment Issue

2 Capacity issue

3 Manpower

4 Component Shortage

5 Material Issue (Lead time, MOQ)

6 NPI SOP readiness

7 Quality issue

8 Approval pending

9 Logistics / Container / Credit

10 CM Planning Issue

11 S&A: TSB

12 S&A: Containerization

View Forecast Data Edit Forecast Quantity Input Shortfall Reasons Commit to Forecast Quantity
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Commit Forecast Quantity with Reasons for Shortfall
Via Suppliers’ Portal (2/2)

5. After making the adjustments, click on 

“send data”

6. A pop-up window will appear to inform 

you that the data has been sent to the 

customer.

6

5

View Forecast Data Edit Forecast Quantity Input Shortfall Reasons Commit to Forecast Quantity
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Forecast Portal
Receive & Review CM Allocation Forecast
(Method 2: Excel Format)



COMPETITOR REVIEW AND 620/D LAUNCH REPORT
LENNARD HOORNIK AND JAMES WIDDOWSON

THIS DOCUMENT IS HIGHLY CONFIDENTIAL. PLEASE DO NOT SHARE WITHOUT PERMISSIO N.

View Forecast Data
Via Excel (1/5)

1. In the Dashboard, click on the 3 

dots at the top right corner.

2. From the dropdown, click on 

“Upload / Download” under 

Excel Files.

3. A new window will appear. 

4. Under Jobs tab, click on the 

“Create” button.

1

2

4

3

View Forecast Data Edit Forecast Quantity Input Shortfall Reasons Commit to Forecast Quantity
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5. A pop-up window will appear. Input Name, 

Select “Forecast” from the dropdown 

“Type”.

6. More filters will show up and fill in 

preferred filters (e.g., Buyer Part Number, 

etc., ) and fill in Customer View & Time 

Period.

7. Click on checkbox to “download all 

planning item attributes across all rows in 

the excel”  and to pre-populate the 

commit numbers with Dyson’s forecast 

numbers*

8. Once filters are selected, click on Save 

Button.

5

6

5

7

View Forecast Data
Via Excel (2/5)

View Forecast Data Edit Forecast Quantity Input Shortfall Reasons Commit to Forecast Quantity

8

* Note: with this selection, system generated/pre-populated 
commit numbers will overwrite what was previously input in 
Ariba UI. 
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8. After clicking on the save button, the job that you have just created will appear at the top of the list of jobs.

9. Click on the icon at the side of the selected job & Click on “Run” at the bottom of the page.  

8

9

9

View Forecast Data
Via Excel (3/5)

View Forecast Data Edit Forecast Quantity Input Shortfall Reasons Commit to Forecast Quantity
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10. After clicking on the Run button, the Downloads page will be displayed.

11. Click on the file icon of the job that you have created to download the file & Click on Open file after the excel has been do wnloaded.

10

11 11

View Forecast Data
Via Excel (4/5)

View Forecast Data Edit Forecast Quantity Input Shortfall Reasons Commit to Forecast Quantity
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12. Downloaded file will be displayed.

*Forecast will be downloaded, and planners can review the forecast.
12

View Forecast Data
Via Excel (5/5)

View Forecast Data Edit Forecast Quantity Input Shortfall Reasons Commit to Forecast Quantity

Note: Once you download the file, please go to “Review” tab and 
click on “Unprotect Sheet” to unprotect the excel first in order to 
view all data
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Forecast Portal
Commit Quantity Confirmation with 
Reasons for Shortfall 
(Method 2: Excel Format)

*CM’s Production / Manufacturing plan has to be verified before this step can take place
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1. File will be displayed when Forecast Data is downloaded.

2. Enter Forecast Commit (Under commit, overcommit, same commit, zero commit) and commit shortage reason code* if any, in the 

Product Tab of the spreadsheet and save the file. 

*Order forecast should be reviewed and forecast commit should be entered by CM. 

Committed quantities uploaded via Excel will overwrite what was previously inputted in Ariba UI. It is recommended to delete rows if not adding commit quantities.

1

2

Commit Forecast Quantity with Reasons for Shortfall
Via Excel Format (1/2)

Reason Code 
Number

Capacity Issue

1 Plant & Equipment Issue

2 Capacity issue

3 Manpower

4 Component Shortage

5 Material Issue (Lead time, MOQ)

6 NPI SOP readiness

7 Quality issue

8 Approval pending

9 Logistics / Container / Credit

10 CM Planning Issue

11 S&A: TSB

12 S&A: Containerization

2

View Forecast Data Edit Forecast Quantity Input Shortfall Reasons Commit to Forecast Quantity

It is important that you indicate the reason code for any commit shortages (where (Forecast deviation <0)).

2

*Frozen commit exception
556C SKUs: +2 weeks

Please filter & leave commit blank for 2 
extra weeks
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Commit Forecast Quantity with Reasons for Shortfall
Via Excel Format (2/2)

2

11. To upload updated Excel file, go to Uploads sub-tab.
2. Click “Upload”. New window will appear.
3. Enter a job name and set the type as Forecast.
4. Browse the file from your computer.
5. Click “Upload”.
6. Status indicates whether the upload was successful:
7. Failed 

– upload failed due to errors. Download Log file, fix 
the errors and reupload.

8. Completed with errors 
– the lines without errors were submitted. 
Download Log file, fix the lines with errors and 
reupload.

9. Completed 
– the file has been successfully submitted.

View Forecast Data Edit Forecast Quantity Input Shortfall Reasons Commit to Forecast Quantity
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Email notifications from Ariba

Updated 2 My
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Forecast Portal
Email Notifications from Ariba (1/3)

52

SAP Ariba has a functionality which allows you to enable notifications to be sent to your email once new forecasts are being released from 

Dyson.   

1. Using the administrator account to log in, please click on the blue icon (with administrator’s initials) on the top right corner, select “Settings” and select 

“Network Notifications”.  

* Settings on notifications can only be edited via administrator account

Updated 2 May
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2. Select “Notifications” tab and select “Network”

Forecast Portal
Email Notifications from Ariba (2/3)

3. Under “Planning Collaboration Updates”, the following options are available: 

• Select ‘Send a digest notification about planning collaborations at this frequency in hours’

• Choose “1” under the dropdown 

You will receive email notifications from SAP Ariba within an hour when new forecasts are being released 

• Input the email addresses which should be receiving the email notifications 

• Click on “Save” to save the updates

*DO NOT SELECT ‘Send an immediate notification when buyers share planning collaboration updates’

Updated 2 May
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Forecast Portal
Email Notifications from Ariba (3/3)

4. Once Dyson releases the new forecasts into Ariba SCC, you will receive an email notification below (after 1 hr) in the email address which you have 

indicated.

Email below is for illustrative purposes only.

Updated 2 May
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User Interaction
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… how to read purchase order screen

… how to manage order confirmations2

Order Collaboration Portal User Interaction
In this Chapter You Will Learn About …

1
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Order Collaboration Portal Interaction

Purchase Order

• General Considerations

• Search and Identify the PO

• View PO Details

• PO Content

Order Confirmation

• General Considerations

• Allowed Actions

• Manage Individual PO

• Manage Multiple PO’s

• Mass Upload of OC’s

• Reconfirmation

• Reconfirmation via Mass Upload

• Review Submitted OC’s

• OC Content

1 2
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Purchase Order

•General Considerations
•Search and Identify the PO

•View PO Details

•PO Content

Order Confirmation

•General Considerations
•Allowed Actions

•Manage Individual PO

•Manage Multiple PO’s
•Mass Upload of OC’s

•Reconfirmation
•Reconfirmation via Mass Upload

•Review Submitted OC’s

•Tolerances

•OC Content

Order Collaboration Portal User Interaction

We will cover:

1. How to search for purchase orders

2. How to view purchase order details

3. Purchase order content and fields description

1 2
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View Standard PO
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Purchase Order
View PO in Supplier Portal (1/5)

60

The portal allows users to view all Purchase Orders, Routing Status, Order Status, as well as the Revision of the Purchase Order (e.g., 
Changed / Original Version)

3

1

2

1. In the Buyer’s 

Dashboard, click 

“Orders” Tab. 

2. From the Dropdown, 

Click on “Orders and 

Releases”.

3. Orders and Releases 

page will be displayed.

4. You can also input 

selected filters (e.g., 

Order Number, Order 

Status)

5. After inputting the 

filters, click on “Search”.

4

5

4

Purchase Order Order Confirmation
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Purchase Order
View PO in Supplier Portal (2/5)

61

6. Orders page will be displayed with the selected filter sets applied

7. You may also customize the view by clicking on the settings icon.

7

6

Purchase Order Order Confirmation

7
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Purchase Order
View PO in Supplier Portal (3/5)

62

8. Click on the Order Number of the Purchase Order that you would like to view. 

8

Purchase Order Order Confirmation
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Purchase Order
View PO in Supplier Portal (4/5)

9. Selected Purchase Order is being displayed.

a) Purchase Order Number

b) Header Fields - From (Customer), To (Dyson), Purchase 
order Status indicates where the order stands about your 

processing of the order.

c) Payment Terms

d) Purchase Order Terms & Conditions is the latest written 

contract between the Dyson and its supplier

e) Contract Information - Supplier Address & Contact Number

f) Other Information

g) PO Terms Information 

h) Routing Status indicates whether a purchase order is 

queued, sent, acknowledged, or if routing failed.

i) Delivery Information - Ship All Items To, Bill To, Deliver To*

*Deliver To will be filled in. 

** Take note that delivery information is only indicative. Please 
use IC mapping based on ‘Ship To Code’ (ICXXXX)

j) Line Items - Customer Part, Type

a

b

c
d

e

f

g

h

i

j

9

Purchase Order Order Confirmation



COMPETITOR REVIEW AND 620/D LAUNCH REPORT
LENNARD HOORNIK AND JAMES WIDDOWSON

THIS DOCUMENT IS HIGHLY CONFIDENTIAL. PLEASE DO NOT SHARE WITHOUT PERMISSIO N.

When you click on Details you can following sections:

To view the details of the line level:

10. Click on Show Item Details or Details

11. Qty and Need by Date required by Dyson

12. Detail of item status (previously confirmed or previously 
shipped items).

13. Pricing details are shown with unit details
* Take note that the prices are only indicative, repricing process 
with Finance will still be in place

14. Information on Ship Notice

15. Schedule line details the quantities planned for specified 
delivery dates.

16. Other information includes Project Name, Model, Category, 
Business Stream/Division, Means of Transport*
* Means of transport code follows the same code that is 
currently being used

17. Transport term information

Purchase Order
View PO Details by Line Level Details (5/5)

10

12

13

14

15

16

Purchase Order Order Confirmation

17

11
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Purchase Order
Download PO Information

Purchase Order Order Confirmation

1. Click on the PDF file (“Dyson Purchase Order.PDF) under 

“Attachments”

2. The PDF will be automatically downloaded, and you will be 

able to view the purchase order PDF. 1

2
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View SubCon PO
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Purchase Order
View SubCon PO in Ariba Network (1/3)

Selected Purchase Order is being displayed.

a) Purchase Order Number

b) Header Fields - From (Customer), To (Supplier), Purchase 

order Status - where the order stands about your 

processing of the order.

c) Payment Terms

d) Purchase Order Terms & Conditions is the latest written 

contract between Dyson and its supplier

e) Contract Information - Supplier Address & Contact 

Number

f) Other Information

g) Routing Status indicates whether a purchase order is 

queued, sent, acknowledged, or if routing failed.

h) Delivery Information - Ship All Items To, Bill To, Deliver To* 

- Delivery Address where the goods needs to be shipped

*Deliver To will be filled in

i) Line Items – Customer Part, Type, Category (Subcontract)

a

b g

f

i

c

e

h

d

Purchase Order Order Confirmation
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j) Click on the table icon – Show Item Details

k) Select the preferred filters that you would 

like to see on the page itself

l) After ticking the filters, these filters will 

appear on the page itself.

j

k

l

m

17

Purchase Order
View SubCon PO in Ariba Network (2/3)

Purchase Order Order Confirmation
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m) Click on details to view Schedule lines

n) Component details

o) Other information

p) Transport Terms Information

1. Click on done when completed viewing Purchase Order.

m

l

m

l

1

Purchase Order
View SubCon PO in Ariba Network (3/3)

Purchase Order Order Confirmation

o

p
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Purchase Order
View Return PO
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Selected Purchase Order is being displayed.

a) Purchase Order Number

b) Header Fields - From (Customer), To (Supplier), 

Purchase order Status - where the order stands 

about your processing of the order.

c) Payment Terms

d) Purchase Order Terms & Conditions is the latest 

written contract between Dyson and its supplier

e) Contract Information - Supplier Address & Contact 

Number

f) Other Information

g) Routing Status indicates whether a purchase order is 

queued, sent, acknowledged, or if routing failed.

h) Delivery Information - Ship All Items To, Bill To, 

Deliver To* - Delivery Address where the goods 

needs to be shipped

*Deliver To will be filled in

i) Line Items – Customer Part, Type, Return (Yes)

a

b g

f

i

c

e

h

d

Purchase Order
View Return PO in Ariba Network (1/2)

Purchase Order Order Confirmation
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j) Click on the table icon – Show Item Details

k) Select the preferred filters that you would 

like to see on the page itself

l) After ticking the filters, these filters will 

appear on the page itself.

m) Click on details to view Schedule lines

n) Other information

o) Return Information & Transport Terms 

Information

1. Click on done when completed viewing 

Purchase Order.

j

k

l

m

n

o

1

Purchase Order
View Return PO in Ariba Network (2/2)

Purchase Order Order Confirmation
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Purchase Order
View Rejected PO
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a) Purchase Order Number

b) Header Fields - From (Customer), To (Supplier), Purchase 
order Status - where the order stands about your 

processing of the order.

c) Payment Terms

d) Purchase Order Terms & Conditions is the latest written 

contract between Dyson and its supplier

e) Contract Information - Supplier Address & Contact 
Number

f) Other Information

g) Order Response Comment – Reject the order

h) Transport Terms Information

i) Routing Status - whether a purchase order is queued, 

sent, acknowledged, or if routing failed

j) Delivery Information - Ship All Items To, Bill To, Deliver 

To* - Delivery Address where the goods needs to be 
shipped

*Deliver To will be filled in

k) Line Items – Customer Part, Type

i

c

e

a

b

g
h

f

j

k

Selected Purchase Order is being displayed.

d

Purchase Order
View Rejected PO in Ariba Network (1/2)

Purchase Order Order Confirmation
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l) Click on the table icon beside “Show Item 

Details”

m) Select the preferred filters that you would 

like to see on the page itself. After ticking 

the filters, these filters will appear on the 

page itself.

n) Click on “Details” under Line Items to view 

Schedule lines and you will see the details 

for each Line item expanded

o) Status – Rejected Reason (Please refer to 

the 12 reason codes)

p) Other information

q) Transport Terms Information

r) Click on done when completed viewing 

Purchase Order.

m

n

n

p

q

r

l

o

Purchase Order
View Rejected PO in Ariba Network (3/3)

Purchase Order Order Confirmation
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Reason Code 
Number

Capacity Issue

1 Plant & Equipment Issue

2 Capacity issue

3 Manpower

4 Component Shortage

5 Material Issue (Lead time, MOQ)

6 NPI SOP readiness

7 Quality issue

8 Approval pending

9 Logistics / Container / Credit

10 CM Planning Issue

11 S&A: TSB

12 S&A: Containerization

Purchase Order
PO Rejection Reason Codes in Ariba Network

Purchase Order Order Confirmation
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l) Click on the table icon – Show Item Details

m) Select the preferred filters that you would 

like to see on the page itself

n) After ticking the filters, these filters will 

appear on the page itself.

o) Click on “details” under Line Items to view 

Schedule lines

p) Other information

q) Transport Terms Information

r1)  Status – Rejected Reason (from Ariba) 

r2)  Status – Rejected Reason (from S/4)

1. Click on done when completed viewing 

Purchase Order.

m

n

o

p

q

1

l

r1

r2

Purchase Order
View Rejected PO in Ariba Network (3/3)

Purchase Order Order Confirmation
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Purchase Order
How to read Ariba Network PO Statuses
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Purchase Order
Order Status

Order Status in Ariba Definition

New Initial state of the PO when the new order is received in Ariba from S4

Partially Confirmed CM has confirmed one or more items, but has not confirmed all items in PO

Confirmed CM has provided fulfillment information for all items of the order

Returned PO with a goods return document

Partially Rejected CM has rejected one or more items in an order but all has not confirmed any item. No planner approval for rejected items

Rejected CM has rejected all the items in the order. No planner approval on rejected items

Changed
Purchase order fields are changed in S4. Initial order is replaced with latest information in Ariba. Change can be CM or Dyso n 
initiated

Obsoleted
Status of the PO whenever there is a change triggered to the existing PO. A new version is created with different status whereas the 
older version gets obsoleted

Failed SAP Business Network experienced a problem routing the order to your account. Failed orders need to be resent. Technical glitch

*Sample POs are from test system and may not reflect correct values in PO. These are shared for reference and understanding purpose only

Purchase Order Order Confirmation
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Purchase Order
Purchase Order Report (Header level, Line item level)
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2

Purchase Order
Purchase Order report (Header/line item level) 

81

1. Click on “Reports” tab and select 
“Reports”

2. Click on “Create”
3. Enter the Title, Description 

(Optional), Time zone, Language 
for the report

4. Under Report type, please select 
“Order”

5. Click on “Next”

1

3

4

5

Purchase Order Order Confirmation
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Purchase Order
Purchase Order report (Header/line item level) 

6. Under “Customer”, click on “Select” and click 
on the box against “Dyson” and click on “Add” 
to add Dyson as a customer.

7. You may include other filters on the PO reports 
to view.

8. Select “Include Active Orders Only”
9. Input the required order date for report.
10. Adjust Maximum results returned to “10 000”
11. If you want to see Line item level details in your 

PO report: 
- Select “Include Line Item Information” 
- Else, leave it blank to view PO header level 

report
12. Select “ Include Order Confirmation 

information” to generate a report with an 
additional tab on order confirmation 
information

13. Click on “Submit”

6

6

6

7

8
9

10

11
12

13

Purchase Order Order Confirmation
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Purchase Order
Purchase Order report (Header/line item level) 

14. You will see the job recorded under report templates.
15. Click on “Run” to run the report template and status will show “Queued”

14

15

15

16. Click on “Refresh Status”
17. Click on the template and click on download then the status is updated to “Processed”  

16

17 17

17

Purchase Order Order Confirmation
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Purchase Order
Purchase Order report (LINE ITEM REPORT) 

18. Open up the downloaded report
19. You should be able to see the following details in the report (Order number, Customer, Customer ANID, Line number, Quantity, UOM, 

Unit price, Customer Part Number (SKU), Currency, Amount (PO Amount), Order Status, Ship to Location/Address)

19

Purchase Order Order Confirmation
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Purchase Order
Purchase Order report (HEADER LEVEL REPORT) 

20. Open up the downloaded report
21. You should be able to see the following details in the report (Order number, Customer, Customer ANID, Quantity, UOM, Unit price, 

Currency, Amount (PO Amount), Order Status)

21

Purchase Order Order Confirmation
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Purchase Order
Email notifications from Ariba
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You may also set up to receive email notifications from Ariba on or new/changed purchase order (Up to three emails). 

For changes to PO, you will be able to view changed quantity and amount. 

For deleted PO line items, you will be able to view details of the deleted PO line-item (customer part number, delivery date, quantity, 
and unit price of the deleted line-item)

Purchase Order
Email Notifications from Ariba

Sample email notifications from Ariba on new and changed purchase orders as shown above.

Purchase Order Order Confirmation
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You may also receive reminders through email from Ariba on unconfirmed POs in your SAP Business Network Account.

• Reminders will cease once you start processing the PO.

• You will receive up to 3 reminders per PO. Reminders for various POs are grouped in the same email

• At the beginning of every week, SAP Business Network sends a report of unconfirmed orders that have generated these 
notifications within the last 30 days to the primary email address for your account (admin).

Purchase Order
Email Notifications from Ariba

Sample reminder on order confirmation for POs from AribaPurchase Order Order Confirmation



COMPETITOR REVIEW AND 620/D LAUNCH REPORT
LENNARD HOORNIK AND JAMES WIDDOWSON

THIS DOCUMENT IS HIGHLY CONFIDENTIAL. PLEASE DO NOT SHARE WITHOUT PERMISSIO N.

To set up notifications for POs:

1. Using the administrator account, navigate to 
Settings > Notifications

2. Under ‘General’, select Reminder of 
Unconfirmed Orders

3. Enter up to three email addresses, separated 
by a comma

• If more than three email addresses need 
to be added, enter a distribution mailbox

4. Select Network and scroll to Electronic Order 
Routing

5. Select all notifications under ‘Order’ and any 
additional notifications you would like to 
receive. Enter the email addresses.

6. Click on ‘Save’.

* If you are receiving duplicate emails, navigate to Settings > Electronic 

Order Routing and ensure Routing Method for New Orders is set as 

‘Online’.

Purchase Order
Email Notifications from Ariba

Purchase Order Order Confirmation

1

4

5

6

2 3
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Order Collaboration Portal Interaction

Purchase Order

• General Considerations

• Search and Identify the PO

• View PO Details

• PO Content

Order Confirmation

• General Considerations

• Allowed Actions

• Manage Individual PO

• Manage Multiple PO’s

• Mass Upload of OC’s

• Reconfirmation

• Reconfirmation via Mass Upload

• Review Submitted OC’s

• OC Content
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Order Collaboration Portal Interaction

Purchase Order

• General Considerations

• Search and Identify the PO

• View PO Details
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Order Confirmation
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• Manage Multiple PO’s

• Mass Upload of OC’s
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• Reconfirmation via Mass Upload

• Review Submitted OC’s
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Order Confirmation
Orders Confirmation Overview

a. Order Confirmation Deviation (Quantity)

• PO QTY per SKU vs OC QTY

• Deviation of PO QTY and OC QTY to be 

reviewed by Dyson Production Planners for 

approval/rejection

b.   Order Confirmation Deviation (Date)

• OC deviation review performed based on 

Estimated Shipping Date (= Cargo Ready Date)

• Dyson to review Estimated Shipping Date for 

approval/rejection

Reason Codes:
1. Plant & Equipment Issue 
2. Capacity issue 
3. Manpower 
4. Component Shortage 
5. Material Issue (Lead time, 
MOQ) 
6. NPI SOP readiness 

7. Quality issue 
8.Approval pending 
9. Logistics / Container / 
Credit 
10. CM Planning Issue
11. S&A: TSB 
12. S&A: Containerization 

Order Confirmation (OC) in Ariba

An order confirmation, in Ariba, provides a commitment from the 
CM to deliver in full and on-time.  Orders with no OC, are rejected 
POs. 

CMs will be notified via email if Order Confirmation Deviation has 
been approved or rejected by Dyson and PO statuses will be 
updated accordingly. 

Dyson will review Order Confirmation Deviation

Purchase Order Order Confirmation
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Order Confirmation
General Considerations

• The order confirmation document is sent by suppliers as an acceptance of a purchase order. 
• The order confirmation is an agreement to fulfil the order as proposed by the Buyer. 
• CMs can also suggest modifications of the purchase order (quantity, delivery date) through the order 

confirmation document, but not pricing
• Prices in PO are indicative, will still undergo same process of repricing with Finance
• These changes need to be accepted by Dyson before fulfillment of the order.
• Please work with your Logistics team to ensure that line items do not have ASNs posted before doing Order 

Confirmation
• Key change: Estimated Delivery date specified in the order confirmation would refer to Cargo Ready Date
• CMs should confirm POs within 1 week from receiving them. 

Purchase Order Order Confirmation

Non-Pilot

Day Actions

Thursday (night) Dyson releases new PO 

Friday - Tuesday CM to review POs and provide order confirmation

Wednesday - Thursday 
EOD

Planners & CMs to review and approve OC deviation (can be done earlier)
CMs to re-confirm if needed

Updated 2 May
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Order Confirmation
Options to Confirm/Reject Orders

Purchase Order Order Confirmation

With a low volume of 
POs you may simply go 
to each PO and click on 
the “order confirmation 
button” that will allow 
you to confirm fully or 
partially the PO. The 
system will propose you 
the following buttons: 

✓Confirm or Reject entire 
order

✓Update or split line items

1. Individual PO 
Management

In case of multiple POs 
to be confirmed at the 
same time, you should 
use the sub-tab Items to 
confirm for a one-step 
action.

Note: It is not possible 
to split a single PO line 
into several 
confirmations and 
reject quantities with 
this option.

2. Multiple PO 
Management

In case of a high 
number of PO lines to 
confirm at the same 
time, you may choose 
to confirm via mass 
confirmation (file 
upload).

By choosing this option, 
you will be able to 
update line items.

3. Mass OC 
Upload
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3

You can confirm, update or reject your orders.
1. From the Workbench OR 
1. From the Orders>Orders and Releases:

2. Orders and Releases page will be displayed.
3. Identify the right document and click          under 

Actions.
4. Select an action.

Note: 
For more info on how to manage your workbench and create specific tiles please 
refer to SCC General Functionality Guide.

Order Confirmation
Allowed Actions 

Purchase Order Order Confirmation



COMPETITOR REVIEW AND 620/D LAUNCH REPORT
LENNARD HOORNIK AND JAMES WIDDOWSON

THIS DOCUMENT IS HIGHLY CONFIDENTIAL. PLEASE DO NOT SHARE WITHOUT PERMISSIO N.

Order Confirmation
Option 1: Manage Individual PO – Confirm Entire Order

This slide explains how to Confirm Entire Order.

1. Select ‘Confirm entire order’ action.

2. Complete the mandatory fields in the Order Confirmation 
Header. 

• Confirmation number/Supplier reference ID

3. Review the Line Items.

4. Click ‘Next’ button in the bottom of the screen when finished.

5. Review the order confirmation and select one the following 
action:

• Click ‘Previous’ to go to the previous page. 

• Click ‘Submit’ to send the order conformation to the 
buyer. 

• Click ‘Exit’ to leave the page without saving any changes.

Notes: Once the order confirmation is submitted, the order status will 
display as Confirmed.

2

3

4

5

1

Purchase Order Order Confirmation

Note: Delivery Date represents Cargo Ready Date here in Order Confirmation. 
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Order Confirmation
Option 2: Manage Individual PO – Update Line Items (1/4)

2

This option should be used if you are confirming the PO with 
changes to the line items delivery date or quantity.

3

1. Click on the “…” under Actions for the PO which you would 
like to confirm

2. Select the option Update Line Items under “Create Order 
Confirmation” drop down
• Confirmation number/Supplier reference ID

3. Complete the mandatory fields in the Order Confirmation 
Header and enter any Comments as needed

Purchase Order Order Confirmation

1

Note: Delivery Date represents Cargo Ready Date here in Order 
Confirmation. 
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4. Under the line item which you would like modify 
the delivery date/quantity, enter the quantity 
which you would like to confirm 

5. Click ‘Details’ button at a line level to modify 
information about shipping and delivery dates or 
add comments. 

6. Enter the Cargo Ready Date for the quantity 
selected under ‘Estimated Delivery Date’.

Order Confirmation
Option 2: Manage Individual PO – Update Line Items (2/4)

This option should be used if you are confirming the PO with changes
to the line items delivery date or quantity.

3

4
5

6

8

7

Purchase Order Order Confirmation
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7. If changing the Cargo Ready Date from Dyson requested date, enter 
comments in the format below:
Date : ( the date you make the changes )

Reason code – Reason (example : 07 Quality issue)    

Additional Explanation : Incoming reject (supplier)

* Note that CRD can be changed up to 96h before the requested date. 
the CRD requested is less than 96h away, please inform Production planners 
& Logistics team before entering the change.

8. Repeat until all line items have been confirmed with CRD, then click 
OK.

Order Confirmation
Option 2: Manage Individual PO – Update Line Items (3/4)

This option should be used if you are confirming the PO with changes to the line 
items delivery date or quantity.

3

8

7

Reason Codes:
1. Plant & Equipment Issue 
2. Capacity issue 
3. Manpower 
4. Component Shortage 
5. Material Issue (Lead time, MOQ) 
6. NPI SOP readiness 

7. Quality issue 
8.Approval pending 
9. Logistics / Container / Credit 
10. CM Planning Issue
11. S&A: TSB 
12. S&A: Containerization 

Purchase Order Order Confirmation
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Order Confirmation
Option 2: Manage Individual PO – Update Line Items (4/4)

4

9. Review the order confirmation and click ‘Submit’ to send it to 
buyer’s system. Click ‘Exit’ to leave the page without saving any 
changes. Click ‘Previous’ to return line items update.

10. If there is a change in item delivery date, there will be a warning 
sign against the line item. 
• Approval will be required from Dyson’s Production Planner
• CM will be required to re-confirm after Dyson has 

approved deviation

This option should be used if you are confirming the PO with changes to 
the line items delivery date or quantity.

9

10

Purchase Order Order Confirmation
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Order Confirmation
Option 3: Manage Individual PO – Reject Entire Order

1
This example demonstrates the Reject Entire Order option.
 

Note: CMs MUST check with Dyson Production Planners before 
rejecting an order.

1. Under the actions button for a PO, select the option Reject 
Entire Order. A new window will appear.

2. Enter your confirmation number. 
3. Select a rejection reason from the dropdown list.
4. Provide further details for rejection in the Comments 

section.
5. Click ‘Next’ button in the bottom of the screen when 

finished.
6. Review the rejected order and select one of the following 

action:
• Click ‘Previous’ to go to the previous page. 
• Click ‘Submit’ to send the rejection to the buyer. 
• Click ‘Exit’ to leave the page without saving any 

changes.

Purchase Order Order Confirmation
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4

5

6

Order Confirmation
Manage Multiple POs

Purchase Order Order Confirmation

In case of multiple POs to be confirmed at the same time from:
“Items to Confirm” tile summarizes all line items across different 
POs, and gives you the possibility to confirm multiple lines at once

1. From Orders > Orders and Releases, click ‘Items to Confirm’ tile.

2. Use the ‘Settings’ button to add/remove relevant columns
* Recommended to add Customer Part No., BS | Division, Model 
| Category, and Project | Product Name to visible columns

3. Use Edit filters and apply filters to identify the right items.

4. Select items to confirm and click ‘Confirm’. 

5. Select confirm entire order/item
6. Review confirmation and click ‘Submit’ to send it to Dyson

Note: It is not possible to propose price changes, split a single PO line into several 
confirmations, and reject quantities with this option.
For more info on how to manage your workbench and create specific tiles please refer to 
SCC General Functionality Guide.

1

3

2

2

4

Updated 2 May



COMPETITOR REVIEW AND 620/D LAUNCH REPORT
LENNARD HOORNIK AND JAMES WIDDOWSON

THIS DOCUMENT IS HIGHLY CONFIDENTIAL. PLEASE DO NOT SHARE WITHOUT PERMISSIO N.

Order Confirmation
Manage Multiple POs – Split PO Line Item (1/3)

105

1. Under the “Items to confirm” tab, Click on         under “Actions” and click on “Split” to split a PO line item (either to  change in PO 

quantity/CRD or both) and indicate the changes (either change in PO quantity/CRD or both)

1

1

Purchase Order Order Confirmation

This option should be used if you are confirming the PO with changes to the line items delivery date or quantity.

Updated 2 May
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Order Confirmation
Manage Multiple POs – Split PO Line Item (2/3)

106

2. Once you have provided the split of PO line item, status of line item would show up as “Confirmed” however, it will be pending approval 

from our Dyson Production Planner.

3. After Dyson Production Planner has approved for the split in PO line item, you will see that the “Current Status” will be updated to 

“Unconfirmed”.

2
3

Purchase Order Order Confirmation

Updated 2 May

This option should be used if you are confirming the PO with changes to the line items delivery date or quantity.
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Order Confirmation
Manage Multiple POs – Split PO Line Item (3/3)

107

4. You may then proceed to use “Confirm Entire Order” to do order re-confirmation for the PO Line items.

4

Purchase Order Order Confirmation

Updated 2 May

This option should be used if you are confirming the PO with changes to the line items delivery date or quantity.
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Order Confirmation
Mass OC Upload – Create OC Report

1

2

3

6

1. From the Homepage: Click         button and select 
Upload/ Download.

2. In the Jobs section, click ‘Create’ button.

3. Prepopulate all mandatory fields. Set a type as Order 
confirmation. 

4. Make sure you select “Others” under “Date Range” 
and input the Start/End Cargo Ready Date required 

5. Once done, save it.

6. The report will appear in the Jobs list. Select it and 
click ‘Run’.

Note: You can extract up to 10000 lines. Set Date Range value in search 
filters to narrow down your search. 
The generated Excel file now excludes items that are fully shipped, fully 
received, or both.

Purchase Order Order Confirmation

4

5
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Order Confirmation
Mass OC Upload – Run OC Report

7

9

8

7. The report will appear in the Download sub-tab.

8. Use Refresh Status button to update report status to Completed.

9. Once a report is completed, download by clicking on the icon on right hand of the screen.
 

Purchase Order Order Confirmation
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Order Confirmation
Mass OC Upload – Order Status

Order Status in Report Definition

Confirmed – Approved Line item has been fully confirmed and approved by planners.

Confirmed – Awaiting approval
Line item confirmation has been submitted by CM, currently awaiting approval from planner to approve any deviations on the 
date/quantity

Confirmed – Awaiting supplier reconfirmation
Planner has made changes to PO quantity/date based on CM request, awaiting CM to provide reconfirmation based on changed 
PO

Confirmed – Approved awaiting change order CMs to ignore line items with this status – no action is required. 

Unconfirmed Line item has not been confirmed by CM, awaiting CM to provide confirmation.

Unconfirmed - Rejected Planner has rejected CM request for changes to quantity/date, awaiting CM to provide confirmation.

Purchase Order Order Confirmation

Current status for PO line items can be viewed under the ‘Current status’ column

Updated 2 May
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Order Confirmation
Mass OC Upload – Full Confirmation

Note: Please make sure to use the latest version of the template available through the Portal. 

Purchase Order Order Confirmation

This slide explains how to fully confirm line items in POs using Excel.

1. Using the report downloaded, review the ‘Requested Quantity’ and ‘Need by Date’ as provided by 
Dyson. ‘Confirmation Quantity’ and ‘Delivery Date’ will be automatically populated.

2. If line item information can be fully fulfilled, add Order Confirmation in the first column.

3. Save the file in your local desktop.
 

12 1

*Note: The downloaded report automatically populates Confirmation Quantity and Delivery Date. Make sure to either edit or delete PO lines that cannot be fully confirmed. 
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Order Confirmation
Mass OC Upload – Cargo Ready Date Deviation (1/2)

To update the Cargo Ready date (“delivery date”) for the full line only, follow the below steps:

1.  Fill your confirmation number.
2. Change the Delivery date column populated with your new date “Cargo Ready Date”.
3. Item type: leave the field as “accept”.

Notes: 
• Leave the other columns without any change. 
• Delete the lines that you do not want to confirm for now.

1 23

Purchase Order Order Confirmation
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If you need to split quantity of a line item into multiple cargo ready dates (available in warehouse to ship), follow the steps below.

Example: Line item with 20 items to be delivered by 15 Aug. 10 items will be ready for delivery on 15 Aug and 10 items will be ready for delivery on 18 Aug

1. Copy the initial line

2. Fill the order confirmation number on both lines.

3. Write 10 in the initial line, and 10 in the 2nd line you have copied. In the Item quantity field enter the number of items to be shipped per each of delivery 
dates.

4. Adjust the dates accordingly for each of the lines.

Notes: 

• The total of the quantity in each line must always be equal to the initial order line quantity.

• In case of price update, the price of the different confirmation lines against a single PO line must always be identical.

1

3 42

Order Confirmation
Mass OC Upload – Cargo Ready Date Deviation (2/2)

Purchase Order Order Confirmation
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Order Confirmation
Mass OC Upload – Reupload the Template (1/2)

1

2

3

From the Uploads/Downloads screen:

1. Click on ‘Uploads’ sub-tab.
2. Click ‘Upload’ button. A new window will pop 

up.
3. Fill in the name for your file upload and a 

customer name.
4. In the type field choose ‘Order Confirmation’.
5. Click ‘Choose file’ and select the file.
6. Click ‘Upload’.

Note: 
• Do not use the link “Download template”. 
• If you do not want to confirm some of the lines at the moment 

of upload, please delete them from the upload file. 

Purchase Order Order Confirmation
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Order Confirmation
Mass OC Upload – Reupload the Template (2/2)

7 8

7. The status column displays whether upload was successful or not:
• If upload is successful, the status will turn into Completed. Order status will be updated with confirmed quantities, price 

or date.
• If the status changes to Failed, you need to download the audit log to view the errors.
• If the status changes to Completed With Errors, you need to download the audit log to view the lines with errors. 

8. You can always download your uploaded file by clicking in the blue arrow in the File column. Correct the errors. Reupload the 
corrected file by following the previous steps.

Purchase Order Order Confirmation
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Open the .csv file with Excel. If you do not see the 
columns properly filled in, follow the steps below:

1. Select the first column containing all concatenated 
data.

2. Click on Data > Text to columns.

3. Select “delimited”.

4. Click ‘Next’.

5. In “delimiters” screen select “comma” and un-select 
everything else. 

6. Click ‘Next’.

7. Do not edit next page. Click ‘Finish’.

8. The data will appear in columns.

Order Confirmation
Mass OC Upload – Opening in Excel Format

1

2

3

5

7

4

6

Purchase Order Order Confirmation
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If you had to perform the steps of the previous slide 
(problems to open comma-separated file in Excel), you 
will need to follow these steps to reupload your saved .csv 
file into SAP Business Network. 

1. Open your saved .csv file in Notepad or similar text 
editor. Click Ctrl + H

2. In Find what field enter ; (semi-colon), in Replace 
with field enter , (comma). 

3. Click Replace all.

4. Click Close. Save the file and close it.

5. If you reopen the file in Excel, the columns are again 
concatenated (this is the expected result). Now you 
can reupload your .csv file into SAP Business Network.

Order Confirmation
Mass OC Upload – Reupload in Correct Format for SAP Business Network

1

2

3

5

4

Purchase Order Order Confirmation
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2

3

You may need to reconfirm orders when:

• A change proposed by the CM has been 
approved by Dyson (e.g: new Cargo Ready 
Date)

• Dyson has changed details in the PO

1. Go to Orders > Orders and Releases > Items 
to confirm tile OR Orders tile

• PO will have a ‘Partially confirmed’ or 
‘Changed’ status

2. Use filters to identify POs to reconfirm

3. Click          under Actions

• Select Confirm > Confirm entire order 
to validate changes

• Select Update line item to propose 
further changes

Order Confirmation 
Reconfirmation (1/2) 

Purchase Order Order Confirmation

3
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1. When reviewing the PO again, you will see the split of your previously confirmed quantity.

2. You can change the date again by selecting the correct line (blue circle) and clicking the Details, or 
fully 

3. You can reconfirm the line only partially and split the line again. Fill the quantity in the cell. 

Example: 5 from the 9 items selected by the blue circle. Click also on details to change only the date of these 5 items.

4. The order confirmation will be updated.

Order Confirmation 
Reconfirmation (2/2)

Purchase Order Order Confirmation
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Order Confirmation 
Reconfirmation via Items to Confirm tab (1/2)

1. Select Orders > Orders & Releases. Under the “Items to confirm” tab, click on “Show More” to view more filters available.

2. Under the filter for “Confirmation Status”, unselect “Exclude fully confirmed” to show all the PO Line items which have previously been fully confirmed and 

click on “Apply”.

2

Purchase Order Order Confirmation

1

Updated 2 May
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Order Confirmation 
Reconfirmation via Items to Confirm tab (2/2)

3. Please select the Line item (which was previously fully confirmed) which you would like to do reconfirmation

3

4. You may proceed to do an order reconfirmation in the screen below.

Purchase Order Order Confirmation

Updated 2 May
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Order Confirmation 
Reconfirmation via Mass Upload – Create OC Report 

1

2

3

4

From the Homepage:

1. Click         button and select Upload/ 
Download.

2. In the Jobs section, click Create button.

3. Prepopulate all mandatory fields. Set a type 
as Order confirmation. Once finished, save it.

4. The report will appear in the Jobs list. Select it 
and click Run.

With the order reconfirmation using Excel upload/download feature, 
you can reconfirm partially or fully confirmed items by using the existing 
order confirmation Excel upload functionality. 

Purchase Order Order Confirmation
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Order Confirmation 
Reconfirmation via Mass Upload – Run OC Report

5
6

Purchase Order Order Confirmation

5. You will be transferred to Downloads sub-tab. Click Refresh 
Status button in the bottom of the screen until the report 
status is Completed. 

6. Download the Excel report and save it on your computer.

Note:
• In the Excel file you can reconfirm partially or fully confirmed 

items. 
• For more details how to confirm OC via Excel file refer to Mass OC 

Upload chapter described above. 
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Order Confirmation
Reconfirmation via Mass Upload – Reupload the Template 

1

2

Purchase Order Order Confirmation

From the Upload/Download screen:

1. Go to Uploads sub-tab.
2. Click ‘Upload’ button. A new window will pop up.
3. Fill in the name for your file upload and a customer 

name.
4. In the type field choose ‘Order Confirmation’.
5. Click ‘Choose File’ and select the file.
6. Click ‘Upload’.

Note: 
If reupload fails or is completed with errors, download the Log 
information. After errors are fixed, try to reupload the file again.



COMPETITOR REVIEW AND 620/D LAUNCH REPORT
LENNARD HOORNIK AND JAMES WIDDOWSON

THIS DOCUMENT IS HIGHLY CONFIDENTIAL. PLEASE DO NOT SHARE WITHOUT PERMISSIO N.

From the Homepage:

1. Submitted order confirmations can be viewed from 
Fulfillment > Order Confirmations. 

2. Use search filters to identify the right document.

3. Configure data view by clicking the Table options 
menu.

4. You can review confirmation as well from the PO 
screen in the Related Documents. 

4

1

2

3

Order Confirmation 
Review Submitted Order Confirmations (1/2)

Purchase Order Order Confirmation
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Example of order confirmation sent by Supplier:

1. Confirmation reference and purchase order 
reference.

2. Original requested date and quantity.

3. Actions from supplier: 

a) Confirmations of 2 items “As requested”. 

b) Confirmation of 8 items with updated 
delivery date.

Test customer part1

Test description

2

1

3

Order Confirmation 
Review Submitted Order Confirmations (2/2)

Purchase Order Order Confirmation
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Level Field Description Mandatory Data Source

Order Confirmation Header Confirmation# Reference entered by Supplier Yes Defaulted if left blank

Order Confirmation Header Associated Purchase Order# Customer Purchase Order reference Prepopulated Customer ERP

Order Confirmation Header Customer Customer name Prepopulated Customer ERP

Order Confirmation Header Supplier Reference Supplier Public Reference number (Sales Order 
Number)

Optional - TBD Free text

Note: The remaining PO content is available in the embedded Excel file. 

Order Confirmation
OC Content 

Purchase Order Order Confirmation
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Updated July 2024
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1. All changes on Quantity and Cargo Ready Dates to POs must be accurately updated in Ariba.

2. Any changes in Quantity and Cargo Ready Date must be updated in Ariba no less than 4 days from the original 
Cargo Ready Date.

– If you need to make an update to Quantity and Cargo Ready Date in less than 4 days from original Cargo 
Ready Date, please reach out to your Dyson Production Planner below making the changes.

3. If the final Cargo Ready Date is:
– within ± 1-2 days from the original Cargo Ready Date and 
– is within the same week, 
no update to the Cargo Ready Date is required. You may choose to keep to the original Cargo Ready Date.

4. If the final Cargo Ready Date is beyond ± 1-2 days from the original Cargo Ready Date, and/or beyond the 
same week, please update the Cargo Ready Date.

* Please note any deviations to this process may lead to wrong data in the TMC system and will affect cargo pick 
up.

Process Reminder – CRD Update

PO Received Order Confirmation from CMs
Approval from Planners (if 

needed)
Reconfirmation from CMs Post ASN

Updated July 2024
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1. Before submitting an Order Confirmation / 
Updating CRD, please check with your Logistics 
team that the PO line items do not have ASNs 
posted.

2. In scenarios where some line items in a PO already 
have ASNs posted, you should only make changes 
(submit an OC/update CRD) on line items with no 
ASNs.

– Via UI: 

– Select the ‘Update line item’ and only 
submit confirmation/change CRD for 
selected line items. 

– Do not make changes to any line items that 
have ASNs posted

– Via Excel: Please only upload confirmation 
for the selected line items. Do not upload 
other line items.

Process Reminder – Order Confirmation & ASN

PO Received Order Confirmation from CMs
Approval from Planners (if 

needed)
Reconfirmation from CMs Post ASN

Submitting OCs for specific line items via UI:

Submitting OCs for specific line items via Excel:

a

a b

Updated July 2024
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1. Before posting ASNs for line items, please make 
sure that the line items:

• Have a ‘Confirmed – Approved’ status

a) Select upload/download > Create job for Order 
Confirmation

b) Filter by Current Status column: ‘Confirmed – 
Approved’ 

• Work with your Logistics team to ensure that it 
does not have an ASN that is already posted

 

2. When posting ASNs, only post the specific line 
items that have the confirmed status. 

Process Reminder – Order Confirmation & ASN

PO Received Order Confirmation from CMs
Approval from Planners (if 

needed)
Reconfirmation from CMs Post ASN

a

b

CM Planners:
Please share this important information to your logistic teams  

a

Updated July 2024
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Process Reminder – Order Confirmation & ASN

PO Received Order Confirmation
Approval from Planners 

(if needed)
Reconfirmation from CMs

(if needed)
Post ASN

Any order confirmation or ASN posted that does not follow this process will cause the PO 
Order Confirmation to face the following error in Ariba SCC:

Should you face this error, please reach out to your Production Planners to raise an 
Incident ticket and unblock this PO.

Updated July 2024
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Populating ASN Template
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Order Confirmation
Preparing ASN Template – Items to Ship

To identify POs that need are near Cargo Ready 
Date:

1. Navigate to Orders > Orders and Releases > 
Items to Ship tab

2.  Toggle filter for ‘Need by date’ to view POs 
with upcoming Cargo Ready Dates and click on 
Apply

3. View POs that need to be prepared for Cargo 
Ready Date

Non-Pilot

Purchase Order Order Confirmation

1

2
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Order Confirmation
Preparing ASN Template – Create OC Report

1

2

3

7

1. From the Homepage: Click         button and select 
Upload/ Download.

2. In the Jobs section, click ‘Create’ button.

3. Prepopulate all mandatory fields. Set a type as Order 
confirmation. 

4. Make sure you select “Others” under “Date Range” 
and input the Start/End Cargo Ready Date required 

5. Select ‘include already-confirmed data’ and ‘Do not 
include data from new orders’

6. Once done, save it.

7. The report will appear in the Jobs list. Select it and 
click ‘Run’.

Note: You can extract up to 10000 lines. Set Date Range value in search 
filters to narrow down your search. 
The generated Excel file now excludes items that are fully shipped, fully 
received, or both.

4

6

5

Non-Pilot

Order Confirmation will be done in Ariba, but ASN will remain 
as current process through EDI.

When creating the ASNs, you need to ensure that only the 
confirmed line items are in the ASN

Purchase Order Order Confirmation
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Order Confirmation
Preparing ASN Template – Run OC Report

8

9

8. The report will appear in the Download sub-tab.

9. Use Refresh Status button to update report status to Completed.

10. Once a report is completed, download by clicking on the icon on right hand of the screen.
 

10

Non-Pilot

Purchase Order Order Confirmation
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Order Confirmation
Preparing ASN Template – Viewing Data

Note: Please make sure to use the latest version of the template available through the Portal. 

1. Using the report downloaded, filter Current Status as ‘Confirmed – Approved’

2. Based on filtered line information, fill in ASN template with corresponding SKU, quantity, and date.

1

Purchase Order Order Confirmation

Updated 2 May
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