
 
 
 
 
 
 
 
 
 
 
 

All users 

*All screenshots provided are examples only 

Overview 

This Quick Reference Guides provides steps on how to manage the SAP Ariba and or SAP Fieldglass system 

and email notifications. 

This includes a suggestion to manage SAP Ariba and SAP Fieldglass activities for business units utilising a 

Shared Outlook Inbox.  

Plus recommended search parameter settings for SAP Ariba and SAP Fieldglass. 

 

Instructions 

SAP Ariba system notifications:  

Step 1. Open SAP Ariba. 

Step 2. Navigate to your profile button (the initials button, top right-hand corner), select it. 

Step 3. Select ‘App Settings’. 

Step 4. Select ‘Change email notification preferences’. 
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Step 5. A new window will refresh, titled ‘Edit Email Notification Preferences’. Dropping down the ‘Edit 

preferences for’ list, you will see a complete list of SAP Ariba functions.  

Select the relevant topic you wish to edit notifications for.  
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Step 6. Edit the email notification settings as you wish. Within the options they range from; send individual 

emails or send consolidated email, then either never send, send once or send repeatedly.  

 

 For example; ‘Requisition’ 

Edit the fields as you wish, select ‘Save’ to save the changes – I now want individual emails when I am 

an approver, consolidated emails when I am a watcher, and only notified when the requestion is fully 

approved. I select ‘Save’, and ‘Yes’ to confirm the changes.  

 

 
 

 
 

Step 7. Select ‘Save’. 

Step 8. Confirm your changes by selecting ‘Yes’, the email notification preferences will be saved and you’ll 

return to the ‘Your approvals’ or ‘SAP Ariba’ landing page. 

 

To edit further email notification preferences, repeat the above process. 
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SAP Fieldglass system notifications:  

Step 1. Open SAP Ariba. 

Step 2. Select the ‘Fieldglass’ tile.  

Step 3. Navigate to the profile button (the initials button, top right-hand corner), select it. 

Step 4. In the drop-down window, select ‘Settings’.  
 

 
 

Step 5. The ‘My Preferences’ window will open, navigate to the ‘Messaging’ section and select ‘Edit’. 
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Step 6. The Messaging settings will open, edit the options as you wish.  
Step 7. Select ‘Update’ to save. 

 
 
Step 8. Select the ‘Queensland Government’ logo to return to the Fieldglass Home page.  
 

 
 
 
 

Shared Outlook Inbox – create a ‘Rule’ from your individual Outlook 

account to direct any system notification to the Shared Inbox:  

Note: Due to TMRs Single Sign On functionality, Shared Outlook accounts cannot be used within SAP Ariba 

and SAP Fieldglass. Users are required to access these systems by their individual profiles; however email 

notifications can be automatically directed to a Shared Outlook Inbox for sharing information.  

 

Tip: A simple way to create a rule is to have the email you have received selected, right-click the email and go 

to Rules > Create Rule. It will pre-empt what you are trying to achieve by highlighting an email first.  

 

SAP Ariba emails are all issued from: no-reply@au.cloud.ariba.com 

mailto:no-reply@au.cloud.ariba.com
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Step 1. Open your individual Outlook 

Step 2. Select the Home tab, then go to Move > Rules and select Manage Rules & Alerts. 

Step 3. Do one of the following, A or B (refer to the ‘Tip’): 

A. Create a new rule: On the Email Rules tab, select New Rule. In the Rules Wizard, follow the 

prompts to create the elements of a rule. OR; 

B. Edit a rule: Select a rule from the list, then select Change Rule > Edit Rule Settings. In the Rules 

Wizard, modify the rule as needed, then select Finish.  

 

 

 

SAP Ariba search parameter recommendations:  

• There are many search parameter options in Ariba - Guided Buying.  

• Ensure to change the document type, example image below. Note there is a ‘More’ option which 

displays a full list, example image also below. 
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• When you change the document type (the first drop down option), the search type will change 

accordingly. For example: 

o Searching by ‘Purchase Order’ enables search by ‘Title’ (text) or by ‘Order ID’ (number).  

o Searching by ‘Requisition’ enables search by ‘Title’ (text) or by ‘Order ID’ (number). 

o Searching by ‘Any Document’ enables an open search field, suggesting ‘Title’, ‘ID’ or any other 

term. 

• To enable a more detailed search, select the document type you want to search, do not enter anything 

in the search fields, and select ‘Search’ the magnifying glass icon button. Example images below.  
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• Remembering to change the ‘Date created’ field – otherwise this defaults to 2 weeks prior to the current 

date. 

• If the ‘Financial Delegate’ and ‘Requester’ is known, that can minimise search results. 

 
 

• Alternatively you can expand search parameters by selecting ‘Search Options’ drop down, which will 

provide all the searchable field options. Example image below.  
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SAP Fieldglass search parameter recommendations:  

• ‘Period’ – always ensure you have extended the search ‘Date’ fields accordingly.  

• Note that filters may change depending on your Fieldglass access level.  
Hiring Managers will only see the Fieldglass documentation they have created and/or have been given 
access to view. 
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Branch PMOs will see the Fieldglass documentation available under the Business Unit/s they are 
associated to.  

• ‘View’ – Hiring Managers select either ‘My Group’ or ‘My Own’. Branch PMOs change to ‘View All’ or 
‘My Group’. 

• ‘Group By’ – there are multiple options in this drop down, the ideal option will depend on what you are 
searching for. 
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Need further assistance? 

For SAP Ariba enquiries please contact the Ariba Support team on Ariba_Support@tmr.qld.gov.au  

For SAP Fieldglass enquiries please contact the Fieldglass Central PMO team on 
Fieldglass_CentralPMO@tmr.qld.gov.au 
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Need further assistance? 

For SAP Ariba enquiries please contact the Ariba Support team on 
Ariba.Support@tmr.qld.gov.auAriba.Support@tmr.qld.gov.au 

For SAP Fieldglass enquiries please contact the Central PMO team on 
Fieldglass_CentralPMO@tmr.qld.gov.au 

mailto:Ariba.Support@tmr.qld.gov.au

