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WORKBENCH’S CONFIGURATION
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PRESENTATION

 Order reconfirmation is available through the tile " Items to confirm ".

 In the tile Items to confirm, two views are available :

➢ " Items to be confirmed "  allows you to access the list of orders / Items / deadlines waiting for 
confirmation (current use)

➢ " Confirmed items for editing " allows you to see item lines that have the confirmed status. This new 
view will allow you to modify, directly from this new tile, the deadlines, quantities and prices already 

confirmed

➔ We recommend to have two tiles, one for items to be confirmed and a second for items to be reconfirmed.
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 You can access to the Items to confirm tile from the Workbench [1] menu or from the home page. 

RECONFIRMATION FROM THE TILE ITEMS TO CONFIRM

1
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 To reconfirm an order, we recommend that you create a new Items to confirm tile which will be 

personalized for the reconfirmation. 

 Add a tile by clicking on “ Customize ” [1] , then click on + [2] and select " Items to confirm " by clicking 

again on + [3].

RECOMMENDED WORKBENCH CONFIGURATION

1

2

3
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RECOMMENDED WORKBENCH CONFIGURATION

 It is possible to reorganize the tiles by click and drag using the icon            [1]

 You can also delete some tiles by clicking on          [2]

21
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 Go on the Items to reconfirm tile recently created

 Select the view " Confirmed items for editing " [1]
This selection of the view provides access to a pre-filtered display of all orders

RECOMMENDED WORKBENCH CONFIGURATION

1
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 List of important filters for the reconfirmation 

▪ Customers : Maisons Richemont

▪ Creation date : Last 365 days

▪ Purchasing organizations

(to chose a specific Maison, 

refer to the table at the end of the presentation)

▪ Confirmation status(work by exclusion) 

✓ (Important) Exclude unconfirmed : excludes unconfirmed orders

✓ Exclude confirmation not allowed : excludes orders that are not waiting for 

confirmation

▪ Shipping status (work by exclusion) (OPTIONAL) :

✓ Exclude fully shipped : excludes fully shipped orders

▪ Receiving status (work by exclusion) 

✓ Exclude fully received : Exclude fully received order

▪ External document type (OPTIONAL) no drop-down list, manually write the type 

 Filters to remove :

▪ Invoicing status (remove defaults values)

RECOMMENDED FILTERS CONFIGURATION

➔ Don’t forget to save
the filter and rename your
tile " RECONFIRMATION " 
once personalized
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 We recommend displaying the Table columns as follows:

▪ Item No.

▪ Supplier Part No. (Richemont’s Part No.)

▪ Description

▪ Need by

▪ Estimated delivery (Corresponds to the date before 

reconfirmation)

▪ Requested quantity

▪ Shipped quantity 

▪ Received quantity 

▪ Quantity to confirm

▪ Requested Unit Price

 Optional columns

▪ Confirmed Unit Price

▪ External document type (can also be filtered)

▪ Schedule line No. in the case where a Maison manages deadlines by item 

▪ Order No. if not used in grouping columns (see next slide)

▪ Purchasing organization if not filtered

▪ Purchasing group if known

RECOMMENDED COLUMNS CONFIGURATION (1/2)
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 It is possible to group column 
We recommend grouping by Order No.

 Once the configuration is complete click on save

 It is then possible to confirm orders from this list by selecting one or more orders, one or more lines and using the 
Actions menu

 It is of course possible to adapt the delivery date in accordance with the reconfirmation

 If you need to adjust the price, be sure to notify the House at the same time

RECOMMENDED COLUMNS CONFIGURATION (2/2)



RECONFIRMATION OF THE ORDERS ITEMS
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ITEMS RECONFIRMATION

 Go in the Workbench [1] menu and click on the reconfirmation dedicated tile " Items to confirm " [2]

 Select the view " Confirmed items for editing " [3]

3

2

1

Check the user guide  “workbench Items to confirm ” to add / customize / configure 
your tile “
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 You can find and select the items to " reconfirm " either by :

▪ Consulting one or more specific orders using the thumbnails according to your filters

▪ Consulting one or more specific orders by using the Order Numbers/Exact Match filter [1] 

and clicking on “Apply” [2]

ITEMS RECONFIRMATION

1

2
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RECONFIRMATION OF THE ITEMS ORDERS

 The reconfirmation process will differ depending on the following two cases

▪ Case A -Reconfirmation of an item for the full quantity requested 

If no shipment has yet been made

▪ Case B - Reconfirmation of an item for which a partial shipment has already been 

processed

To reconfirm the quantity to be delivered for a partially shipped order line, it is necessary to 

reconfirm the total quantity requested.

It is therefore essential to separate the quantity already shipped from the quantity still to be 

delivered.

➔ Split the line to reconfirm: 

- the first line with the quantity already shipped on the initial delivery date (on first confirmation)

- the second line with the quantity and the new delivery date for the quantity still to be delivered
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 Selects the orders or the Items to reconfirms [1]

 You can change the delivery date by clicking directly on the field " estimated delivery “ [2] 

 If needed, you can split the order’s line in order to have several deadlines for different quantities of the 

same line. For this click on         and on " split " [3].

CASE A: RECONFIRMATION OF THE WHOLE ITEM

2

1
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CAS B: RECONFIRMATION IN CASE OF PARTIAL DELIVERY

1

2

5
3

4

The quantities shipped and received are identical for all lines and correspond to the 
total number of items shipped for this item.

 When an item has already been partially shipped, the reconfirmation process is as follows:

▪ Split the order line via the action menu [1]

▪ On the initial line, change the quantity to be confirmed [2] by filling the quantity already shipped [3]

▪ On the new line, in the field delivery date [4] fill in the new confirmation date and fill in the still to be 

delivered in quantity to be confirmed [5] 
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 Click on " Confirm ", and then " Confirm entire item " (Common to the both cases)

 The confirmation (reconfirmation) number [2] will be identical to the first confirmation number.

 Click on " Submit “ [3]

ITEMS RECONFIRMATION

1

2

3

The following process is common to the both cases A et B



MASSLOAD RECONFIRMATION
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MASS RECONFIRMATION (1/2)

 Mass confirmation consists of uploading a file containing all the information for several orders, in Excel 

format, to the portal.

 The mass load principle is similar for confirmations and ASNs:

Create/Run a task
Downloading the 

file to your PC 
Modification of the 

data 
Upload the file to 
the Ariba server

Create and run a new task

(entering the selection criteria

for the orders)

OR Run an existing task to 

download the data; Type: 

Confirmations / Shipping Notices

Download the Excel file 

based on the previous 

selection (once the task 

is completed)

Edit the file to complete

the details of 

confirmations to be

created.

Loading the modified 

file to create mass 

confirmations 
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MASS RECONFIRMATION (2/2)
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MASS RECONFIRMATION – CREATE A TASK

1. Click on Create

2. Give a name to your report

3. Chose the "Confirmation" type

4. In case of Reconfirmation tick the 2 lines « Include already confirmed data » 

and « Do not include data from new orders »

5. Choose other criteria if necessary: location, planner code, etc.

6. It is recommended that suppliers define a date range for "Need by” date, as 

the number of lines is limited to a maximum of 10,000).

7. The date range can contain a "variable" date. You can set it to the "current 

date" plus a certain number of days later (e.g. Current Date +/– 365 days).

Do not use a date range based on "Ship By".

Click on " Save "

2

1

4

7

3

The very first step consists of creating 

a task, this task will then be reused 

the following times (Once a task is 

created, it can be modified or 

deleted)
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MASS RECONFIRMATION – RUN A TASK

When the task is created the first 

time, it will be reused the following 

times.

To do this, simply select the desired 

task and click on " Run ".

You will then switch to the 

Downloads tab.

 It is also possible to modify a task if necessary

 To do this, select the task and click on Edit [1].

 You will find the selections proposed in the previous slide "Create a task".

1
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MASS RECONFIRMATION – DATA DOWNLOAD

➢ ARIBA ➔ Excel

 Switch to the "Downloads" tab

 Once your task appears with the Completed status, just click on the icon in the File column (see 
image above)

 If the task is in Ongoing status, then click on Refresh Status button to refresh the list.
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 Work in the Excel file (you can save a copy)

MASS RECONFIRMATION – EXCEL FILE CREATION

 Do not delete rows 1 to 4, do not delete columns or change the boxes format, otherwise the loading will not work!

 Delete unnecessary lines, those you do not want to confirm

 To split an order: copy/paste the desired line, then modify the quantities and delivery date, the sum of the split quantities must be 
equal to the line quantity. Partial reconfirmation not possible

 Field to be filled in:

- Confirmation number (column A): free choice and not mandatory

- Item Type (column P) : Accept by default, replace by Detail when there is a price change

- Confirmation quantity (column U): can be modified only if you duplicate the order line to make confirmation deadlines. The 
total quantity of the line must be confirmed.

- Delivery date (column Z): can be modified

- Item Unit Price Amount (column AB): can be modified (in this case, it is important to contact the Maison)
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MASS RECONFIRMATION – DATA UPLOAD

- Name: required, free choice 

- Type: Order confirmation

- Customer: Maisons Richemont 

- Select the file you want in order to create to load

- Click on Upload

➢ Excel ➔ ARIBA

 Switch to the "Uploads" tab

▪ Click on Upload
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