
Ariba PO Confirmation
via Ariba Network
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Logon to Ariba Network Supplier (SAP Business Network) with your User ID/Password:

https://service.ariba.com/Supplier.aw/125009078/aw?awh=r&awssk=Ce4WMq5g&d
ard=1

https://service.ariba.com/Supplier.aw/125009078/aw?awh=r&awssk=Ce4WMq5g&dard=1
https://service.ariba.com/Supplier.aw/125009078/aw?awh=r&awssk=Ce4WMq5g&dard=1
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Ariba Network Supplier Dashboard/Home Page:
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Click on ‘Workbench’ tab to access the list of your new/existing PO:
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Note:

a) If there are new PO placed, you should see them under ‘New Orders’ tile

b) For existing PO (Changed, Partially Invoiced, etc), you should see them under ‘Orders’ tiles
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Note: Your list of PO under both ‘New Order’ and ‘Orders’ tile are usually based on last 
31 days range (default). Therefore, you may need to filter and search (e.g.: Order 
Number, Date Range, Order Type, Status, etc) as necessary (if you don’t see the PO 
Number you are looking for):
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To view/confirm your Order, click on the ‘PO Number’:
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Your PO Number details page will display:
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Click on ‘Create Order Confirmation’ drop 
down menu.

• Before PO is confirmed by the supplier, the PO status 
is shown as New (see 2nd screenshot at lower right)

• Order Confirmation gives you following 3 options:

o Confirm Entire Order

o Update Line Items

o Reject Entire Order

• Confirm Entire Order – You agree to fulfill and 
acknowledge/confirm all ordered items

• Reject Entire Order – You reject the entire order

• Update Line Items - You update the order by 
changing the line items (this option might not be 
available) 

Note: If your customer does not accept Order 
Confirmations, the option for creating them will be 
greyed out (disabled) and you won’t be able to send 
them.
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Confirm Entire Order
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To View/Confirm a Purchase Order, select ‘Confirm Entire Order’ option:
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Enter an Order Confirmation ID at the ‘Confirmation #’ field which is any value from 
your internal system such as your processing application. Complete all other field 
details as necessary (e.g.: Supplier Reference, Est. Completion Date, Comments, etc). 
Click ‘Next’ button when done:
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Review your Order Confirmation details as necessary. Else, click ‘Submit’ button to send 
the Order Confirmation to your customer to acknowledge that you have viewed/confirmed 
their Order:
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The Purchase Order status will be changed to ‘Confirmed’. The Order Confirmation ID will 
be display in the ‘Related Documents’ field. Click on ‘Done’ button to return to the Ariba 
Network Supplier Dashboard/Home Page :
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Reject Entire Order
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To Reject a Purchase Order, select ‘Reject Entire Order’ option (Note: You might 
need to reject an order due to outdated item, incorrect pricing/amount/qty or 
other incorrect PO details):
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Enter the Confirmation ID at the ‘Confirmation #’ field which is any value from your 
internal system. Then click on the ‘Rejection Reason’ drop down menu and select the 
reason for the rejection:
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Enter rejection comments as necessary. Note: The detailed information lets your 
customer know what they need to do next (e.g.: resubmit the PO with correct 
details, cancel the PO, etc). Click on ‘Reject Order’ button when done to reject the 
Purchase Order:
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The Purchase Order status will be changed to ‘Rejected’. Your customer (who is the PO 
owner/shopper/requestor) will see the rejection details and they can read your comment. 
Click on ‘Done’ button to return to the Ariba Network Supplier Dashboard/Home Page :
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Update Line Items
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To change/update the Purchase Order line item(s), select ‘Update Line Items’ option 
(Note: This option will only be enabled, if your customer allows it, which you can send 
the order confirmation that changes the order item or quantity):
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Enter the order confirmation number
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You can enter the shipping and tax of each item by checking the box



Intel ConfidentialGlobal Supply Chain 28

You can confirm backorder or reject specific quantity
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What is Backorder?
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To fulfill a line as order, enter the full quantity in the Confirm box 
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You can click Details to enter the shipping tax or any comment
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You can click Details to enter the shipping tax or any comment
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Click OK
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Line 1 is confirmed, you can see the estimated shipping date and shipping 
cost 
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Line 1 is confirmed, you can see the estimated shipping date and shipping 
cost 
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Click Details to fill in additional information
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The details are separated in the Backorder and Confirmed Quantity
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Be sure to edit the estimated shipping date for the Backorder items
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Click OK
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If the line item contains an incorrect 
unit price, part number, or 
description simply confirm the line, 
click details and change the value
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If your customer doesn’t allow you to change the line item then reject them 
and explain why in the comment
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Click OK and then Click Next
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Click Submit to send the order confirmation to your customer
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The Purchase Order status changes to Partially Confirmed because you 
didn’t confirm the entire order
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Later when you received the Backordered items, create another order 
confirmation to inform your customer that those items are available and will be 
shipped
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Create Order Invoice
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Prerequisites:

a) Before proceeding to create an invoice for your Purchase Order, ensure you understand 
the rules/regulations (e.g.: Tax, VAT/WHT/etc) of the country the Purchase Order is 
placed/created from. Please refer to the following invoice guidelines first -
https://www.intel.com/content/www/us/en/supplier/ariba/documents/creating-an-
invoice-for-purchase-order.html

b) You need to view/confirm your Purchase Order first before you can create an invoice for it 
(Note: Ariba Invoice cannot be created without first viewing/confirming your Purchase 
Order):

https://www.intel.com/content/www/us/en/supplier/ariba/documents/creating-an-invoice-for-purchase-order.html
https://www.intel.com/content/www/us/en/supplier/ariba/documents/creating-an-invoice-for-purchase-order.html


Intel ConfidentialGlobal Supply Chain 48

To Create an Invoice for your Purchase Order, click on ‘Create Invoice’ drop down menu 
and select ‘Standard Invoice’ option:
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At the ‘Summary’ section, enter an Invoice ID at the ‘Invoice #’ field which is any value 
from your internal system such as your processing application, and the invoiced created 
date at the ‘Invoice Date’ field. Complete all other field details as necessary (e.g.: 
Service Description, Supplier Tax ID, Remit To, etc):
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Complete all the other field details (both mandatory/optional) as necessary at the 
following sections:
• Tax
• Shipping
• Additional Fields
• Supplier VAT
• Customer VAT
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You may add and complete following additional sections as necessary to the Invoice 
Header (if relevant for your Purchase Order):
• Tax
• Shipping Documents
• Additional Reference Documents and Dates
• Comments
• Attachments
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Invoice your Purchase Order by Line Item(s). Notes:
• For Standard/Goods/Material PO types, you can only invoice (fully or partially) by PO 

Quantity.
• For Service/Limit/Blanket PO types, you can only invoice (fully or partially) by PO 

Amount (also you will need to complete the Service Period Start/End Dates).

Standard/Goods/Material Line Item(s):

Service/Limit/Blanket Line Item(s):
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You may add and complete following additional sections as necessary to the PO Line 
Item(s), if relevant for the PO Line Item(s) invoicing:
• Pricing Details
• Comments
• Attachments
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Click on ‘Update’ button to update/apply the invoice details and to validate that there 
no errors for the invoice (Note: If there are any errors, you will need to fix them first 
before proceeding). Click on ‘Next’ button when done.
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Validate that all the details in the invoice are correct. Click on ‘Submit’ button when 
done to submit the invoice for your Purchase Order.
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You may print a copy of your PO invoice submitted or exit/return to the PO details page 
where you will see that the Invoice # has been reflected to the PO ‘Related Documents’.
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Refresh the PO details page and you will see that the PO status will now be changed to 
Invoiced (if the PO quantity/amount are fully invoiced) or Partially Invoiced (if the PO 
quantity/amount are only partially invoiced). Click on ‘Done’ button to return to the 
Ariba Network Supplier Dashboard/Home Page:
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At Workbench, click on ‘Invoices’ tile to display the list of PO invoices submitted (Note: Your 
newly submitted invoice will be in ‘Sent’ status, pending to be Approved/Paid or Rejected
by your customer).
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Click on ‘Invoices’ tab, followed by ‘Invoices’ option to access the list of your PO 
invoices submitted:
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Your list of PO invoices will be displayed at the ‘Invoices’ tile (Note: Your newly submitted 
invoice will be in ‘Sent’ status, pending to be Approved/Paid or Rejected by your customer):
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Once your newly submitted invoice is Approved by your customer, it will be scheduled for 
payment based on the Payment Term assigned to the Purchase Order/invoice):
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Click on ‘Payments’ tab, followed by ‘Scheduled Payments’ option to access the list of 
your PO invoices scheduled to be paid after Approved by your customer:
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Your list of PO invoices pending to be paid will be in ‘Scheduled’ status based on the 
Scheduled Payment Date (Note: If the PO invoice is already paid, it will be in ‘Paid’ status 
based on the Settlement Date)
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Create Credit Memo for Order 
Invoice
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Prerequisites:

a) Before proceeding to create a credit memo for your PO invoice, ensure you understand 
the rules/regulations (e.g.: Tax, VAT/WHT/etc) of the country the PO invoice is created 
from. Please refer to the following invoice guidelines first -
https://www.intel.com/content/www/us/en/supplier/ariba/documents/how-to-create-
a-line-item-credit-memo.html

b) You can only create credit memo for PO invoices in Sent (Submitted)/Approved/Paid 
status (Note: You cannot create credit memo for PO invoices that are already obsolete, 
rejected, failed or cancelled):

https://www.intel.com/content/www/us/en/supplier/ariba/documents/how-to-create-a-line-item-credit-memo.html
https://www.intel.com/content/www/us/en/supplier/ariba/documents/how-to-create-a-line-item-credit-memo.html
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You can create a credit memo for your PO invoice via following tabs:
• Option 1: Workbench (via Order Number with following Order Status – Invoiced, 

Partially Invoiced)
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Click on ‘Create Invoice’ drop down menu and select ‘Line–Item Credit Memo’ option. 
Then select an Invoice # and click ‘Create Line–Item Credit Memo’ button:
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• Option 2: Invoice (via Invoice Number or Reference Number/Order Number with 
following Invoice Status – Sent (Submitted), Approved, Paid)
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Click on ‘Create Line–Item Credit Memo’ button:
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At the ‘Credit Memo Type’ section, ensure the ‘Quantity Adjustment’ option is selected 
(Note: ‘Price Adjustment’ functionality is not configured for use on Line-Item Credit Memos 
against Purchase Orders so it should NOT be selected even for Service/Limit/Blanket PO 
types that are amount based rather than quantity based)
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At the ‘Summary’ section, enter a Credit Memo ID at the ‘Credit Memo #’ field which is 
any value from your internal system such as your processing application, and the credit 
memo created date at the ‘Credit Memo Date’ field. Complete all other field details as 
necessary (e.g.: Supplier Tax ID, Remit To, etc):
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Complete all the other field details (both mandatory/optional) as necessary at the 
following sections:
• Tax
• Shipping
• Additional Fields
• Supplier VAT
• Customer VAT
• Comment
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You may add and complete following additional sections as necessary to the credit memo 
Header (if relevant for your credit memo):
• Tax
• Attachments
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Adjust the credit memo for the PO invoice by Line Item(s). Notes:
• For Standard/Goods/Material PO types, you can only credit (fully or partially) by PO 

Quantity.
• For Service/Limit/Blanket PO types, you can only credit (fully or partially) by PO 

Amount (also you will need to complete the Service Period Start/End Dates).

Standard/Goods/Material Line Item(s):

Service/Limit/Blanket Line Item(s):
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You may add and complete following additional sections as necessary to the PO Line 
Item(s), if relevant for the PO Line Item(s) credit memo:
• Comments
• Attachments
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Click on ‘Update’ button to update/apply the credit memo details and to validate that 
there no errors for the credit memo (Note: If there are any errors, you will need to fix 
them first before proceeding). Click on ‘Next’ button when done.
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Validate that all the details in the credit memo are correct. Click on ‘Submit’ button 
when done to submit the credit memo for your PO invoice.
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You may print a copy of your credit memo submitted or exit/return to the PO details 
page where you will see that the Credit Memo # has been reflected to the PO ‘Related 
Documents’.
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Refresh the PO details page and you will see that the PO status will now be changed to 
Confirmed (if the PO invoice quantity/amount is fully credited) or Partially Invoiced (if 
the PO invoice quantity/amount are only partially credited). Click on ‘Done’ button to 
return to the Ariba Network Supplier Dashboard/ Home Page:
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At Workbench, click on ‘Invoices’ tile to display the list of PO invoices/credit memos 
submitted (Note: Your newly submitted credit memo will be in ‘Sent’ status, pending to 
be Approved/Paid or Rejected by your customer).
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Click on ‘Invoices’ tab, followed by ‘Credit Memos’ option to access the list of your PO 
invoice credit memos submitted:
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Your list of PO invoice credit memos will be displayed at the ‘Credit Memos’ tile (Note: Your 
newly submitted credit memo will be in ‘Sent’ status, pending to be Approved/Paid or 
Rejected by your customer):
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Ariba Support/Technical 
Assistance
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• In case you don’t have the log in information, please contact Intel Customer Support and dial 

the toll-free number based on the country your Supplier ID resides in:

https://www.intel.com/content/www/us/en/supplier/resources/self-help/contact-us.html

• How to create Invoice for Ariba PO: 

https://www.intel.com/content/www/us/en/supplier/ariba/documents/creating-an-invoice-

for-purchase-order.html

• How to create Line Item(s) Credit Memo for Ariba PO: 

https://www.intel.com/content/www/us/en/supplier/ariba/documents/how-to-create-a-

line-item-credit-memo.html

• How to create Invoice for Contract: https://www.intel.com/content/www/us/en/content-

details/795716/creating-an-invoice-with-contract.html

• How to create Line Item(s) Credit Memo for Contract: 

https://www.intel.com/content/www/us/en/supplier/ariba/documents/creating-line-item-
credit-memo-for-invoice.html

https://www.intel.com/content/www/us/en/supplier/resources/self-help/contact-us.html
https://www.intel.com/content/www/us/en/supplier/ariba/documents/creating-an-invoice-for-purchase-order.html
https://www.intel.com/content/www/us/en/supplier/ariba/documents/creating-an-invoice-for-purchase-order.html
https://www.intel.com/content/www/us/en/supplier/ariba/documents/how-to-create-a-line-item-credit-memo.html
https://www.intel.com/content/www/us/en/supplier/ariba/documents/how-to-create-a-line-item-credit-memo.html
https://www.intel.com/content/www/us/en/content-details/795716/creating-an-invoice-with-contract.html
https://www.intel.com/content/www/us/en/content-details/795716/creating-an-invoice-with-contract.html
https://www.intel.com/content/www/us/en/supplier/ariba/documents/creating-line-item-credit-memo-for-invoice.html
https://www.intel.com/content/www/us/en/supplier/ariba/documents/creating-line-item-credit-memo-for-invoice.html
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• The following link has details training/guidance on how to manage PO's, submit and track your 

invoices via Ariba Network: https://support.ariba.com/item/view/202376  

• Ariba Network Onboarding for suppliers and other resources:

https://www.intel.com/content/www/us/en/supplier/ariba-network-onboarding-

overview.html  

• For enquiries/support regarding Ariba Network Onboarding issues only for suppliers, please 

send an email to Intel Ariba Enablement Team at ariba-enablement@intel.com

• For enquiries (general) or technical support (issues) on Ariba PO, Invoices, Payments, taxes 

(e.g.: WHT, VAT, etc), goods/services delivery, statuses, etc, please submit a ticket to Intel 

Customer Service Team (Procurement and Payment Support) / Intel IT Support Team 

(Technical issues on Ariba Network): https://supplier.intel.com/websuite/feedback.aspx

mailto:ariba-enablement@intel.com
https://supplier.intel.com/websuite/feedback.aspx
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