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Introduction
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SAP Ariba Commerce Automation is an end-to-end digital solution that enables seamless and 
automated collaboration between buyers and suppliers across the complete Purchase-to-Pay 
(P2P) lifecycle.

It allows electronic exchange of Purchase Orders, Order Confirmations, Ship Notices or Service 
Entry Sheets, Invoices, and Payment information through SAP Business Network, fully 
integrated with SAP S/4HANA.
By replacing manual, paper-based processes, Commerce Automation improves transaction 
visibility, ensures compliance, reduces processing time, and accelerates supplier payments.

Key Benefits
• Automated PO-to-Payment processing
• Real-time document visibility in the portal
• Reduced manual effort and errors
• Faster invoice processing and payments
• Improved buyer–supplier collaboration
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Order Confirmation
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Once the Purchase Order (PO) is created in the backend system (S/4 HANA), Supplier will receive an email for PO creation. 

Follow the steps below to perform Order Confirmation:
Login to supplier Portal : SAP Business Network Supplier using supplier Credentials
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Supplier sign-in page is displayed for login as Supplier
Note: Please Login with the same Login details that were created during Supplier Registration Process
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Home Page will be Displayed 
Step 1: Click on Orders  in the Orders Tab                                                                                         
Step 2: Purchase orders



© 2025 Rua Al Madinah Holding. All rights reserved.

Orders Page will be displayed 
Step 1: Sort by click on New Orders                                                                                 
Step 2: Click on the Purchase order no
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Purchase Order page is displayed for Order Confirmation and please check and verify the details. 
Step 1: Choose Create Order Confirmation
Step 2: Confirm the entire orders 
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Step 1: Enter the Confirmation No.
Step 2: Choose appropriate Relative date range
Step 3: Enter Estimated Shipping Date 
Step 4: Choose the attachment file for Order Confirmation format of Word/PDF)
Step 5: Click on Add Attachment button to upload file 
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Step 6: Scroll Down and Validate the Line-Item details and Click on Next button 
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Step 7: Click on Submit button 
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Order Confirmation page is displayed with status.
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Order Confirmation is Submitted

Advanced 
Ship Notification
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Advance Shipping Notification are key documents in the collaboration between suppliers and customers.    
A supplier uses an ASN to inform that he or she has sent the customer a delivery.

How ASN created in SAP?
• To create ASN item, you choose the add ASN item function in the ASN items screen area. 
• In addition to the product and the quantity, enter, for each item. The number and item of the customer’s order document 

to which the ASN item refers. 
• The customer can link the ASN with the order document and the item.

Purpose
• Supplier can manually create an Advance Shipping Notification in ASN processing in SAP Supply Network Collaboration 

(SAP SNC).
• Supplier cannot enter freight costs.
• Supplier can either include 3rd party order processing items only or normal purchase order items only in as ASN.                   

A combination of both not possible.

Prerequisites
• Supplier have authorization to creation of ASN.
• In the case of scheduling agreement releases and purchase orders, confirmation control enables the creation of ASN.
• The properties and status of the document and the document item enable the creation of ASN. 
• ASN based due quantity should be greater than zero. If the due quantity zero cannot create ASNs.
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Step 1: Click on Create Ship Notice button

Step 2: Choose/pick shipping date from calendar

Step 3: Choose/pick delivery date from calendar

Step 4: Choose the attachment file for Ship Notification file format of (Word/PDF)

Step 5: Click on Add Attachment button to upload file 

Step 6: Click on option list from Shipping Payment method

Step 7: Choose the Prepaid by Seller option from the list

To create an Advanced Ship Notification (ASN), first navigate to the Commerce Automation system where the Ship Notice 

dashboard is displayed. Follow these steps to generate and submit a new shipping notification.“ Confirmation page is 

displayed with status. 

Note: ASN is applicable for Material Purchase Orders only.
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Click on Create Ship Notice button



© 2025 Rua Al Madinah Holding. All rights reserved.

Choose/pick shipping date from calendar
Choose/pick delivery date from calendar
Choose the attachment file for Ship Notification file format of (Word/PDF)
Click on Add Attachment button to upload file 
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Enter Shipping Quantity and it must be less than or equal to Quantity in the Line Item
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Click on Submit button
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Order Confirmation is Submitted

Service Entry Sheet
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Order Status as Partially Shipped screen is displayed after click on Done button.
Step1: Click on Create Service Entry Sheet button



© 2025 Rua Al Madinah Holding. All rights reserved.

Order status as Partially Shipped screen is displayed after click on Done button.
Step1: Enter Service Entry Sheet Number
Step2: Enter Service Sheet Date  
Step3: Enter the Start Date and Start Date of Service Period 
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In continuous of the previous screen, follow the steps given below:
Step1: Choose the attachment file for Service Entry Sheet file format of (Word/PDF)
Step2: Click on Add Attachment to upload file
Step3 : Change the quantity for the service as per requirement in line item
Step4: Click on Next button to submit
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In continuous of the previous screen, follow the step given below:
Step1: Click on Submit button to submit the Service Entry Sheet
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Order Status as Serviced/Partially Serviced screen is displayed
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Service Sheet Submitted

Invoice Creation
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Once the Service Entry Sheet (SES) is created and approved in the backend system, the supplier needs to submit the invoice 
through the Ariba Supplier Portal..
Follow the Below Steps to submit Invoice
Login to supplier Portal : SAP Business Network Supplier using supplier Credentials
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Home Page will be Displayed 
Step 1: Click on Orders                                                                                                      
Step 2: Click on Purchase orders 
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Order screen is displayed with list of purchase orders status as Shipped/Serviced/Partially Serviced
Step 1: Double click on Order Number to create invoice                                                                             
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In continuous of the previous screen, follow the steps given below:
Step1: Click on Create Invoice button
Step2: Choose Standard Invoice
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In continuous of the previous screen, follow the steps given below:
Step1: Enter the name for Invoice Number (follow the naming conventions)
Step2: Choose Invoice date
Step3: Click on the Add Header and click on Attachment to enable Attachment for the file.
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In continuous of the previous screen, follow the steps given below:
Step1: Click on the Choose File to upload
Step2: Click on the Attachment to attach file
Step3: Click on Next button
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In continuous of the previous screen, follow the step given below:
Click on Submit button
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Order Status as Partially Invoiced/Invoiced screen is displayed



Credit Memo
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Step 1: Select Line-Item                                                                                                                
Step 2: Click on Create Line-Item Credit Memo 
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Step 1: Enter Credit Memo #: AM92                                                                                                                      
Step 2: Click Scroll Down 
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Step 1: Click on Line Item                                                                                                           
Step 2: Line-Item Action                                                                                                              
Step 3: Attachment
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Step 1: Click on the Choose File
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Step 1: Select the Custom Group File                                                                                                 
Step 2: Click  on Open 
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Step 1: Click  on Add Attachment                                                                                                                             
Step 2: Click on Next button
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Credit Memo submitted Successfully 

Debit Memo
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Step 1: Click on Create Invoice -> Line-Item Debit memo
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Step 1: Select the Line Item                                                                                                                    
Step 2: Click on Create Line-Item Debit Memo button 
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Step 1: Enter Debit Memo # 
Step 2: Scroll Down 
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Step 1: Enter Increase in Unit Price                                                                                                                   
Step 2: Click on line item -> Line-Item 
Step 3: Action -> Attachment
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Step 1: Click on the Choose File
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Step 1: Select the attachment file of Debit memo to upload                                                                                                      
Step 2: Click  on Open 
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Step 1: Click on Add Attachment                                                                                                                             
Step 2: Click on Next
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Step 1: Click on Submit button



© 2025 Rua Al Madinah Holding. All rights reserved.

Debit Memo Created successfully



FAQ
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Q1. What is SAP Ariba Commerce Automation?
SAP Ariba Commerce Automation is an end-to-end digital process that enables automated exchange of 
Purchase Orders, Order Confirmations, Ship Notices or Service Entry Sheets, Invoices, and Payment information 
between RUA and its suppliers through SAP Business Network, fully integrated with SAP S/4HANA.

Q2. When will the supplier receive the Purchase Order?
Once the PO is released in SAP S/4HANA, it is transmitted immediately to SAP Business Network. Email 
notifications may be delayed due to SAP scheduled jobs.

Q3. Is Order Confirmation mandatory?
Yes. Order Confirmation is required to acknowledge receipt of the PO and proceed with shipment or service 
delivery

Q4. Why is the “Create Invoice” button disabled?
For Material POs, invoice creation is enabled only after Goods Receipt or ASN (as per buyer rules).
For Service POs, invoice creation is enabled only after Service Entry Sheet approval.
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Q5. What is the difference between ASN and Service Entry Sheet (SES)?
ASN is used for Material POs to notify shipment details. SES used for Service POs to confirm service completion.

Q6. Can suppliers create invoices directly in SAP?
No. Suppliers must create invoices in SAP Business Network (Supplier Portal) only.

Q7. Why is the invoice status showing “Sent” for a long time?
Invoice approval and reconciliation are asynchronous processes. Status updates depend on buyer approval 
workflows and integration processing.

Q8. Why are email notifications delayed in SAP?
Email notifications are processed via SAP background jobs (batch processing). 
Delays do not impact actual document processing in Ariba.

Q9. What is a Credit Memo and when should it be used?
A Credit Memo is used to correct overbilling, pricing errors, or returned goods by the supplier.

Q10. What is a Debit Memo?
A Debit Memo is issued by the buyer to recover overcharges or make downward adjustments.



Thank You
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