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Ariba Network Login and Notifications settings 
 

1. As soon as LTTS Buyer will release the PO, you will get an Email as shown below. Click on “Process Order” Button 

to open PO in Ariba to act on it. 

 

2. Once you click on process order, below screen appears where if you have an existing account with ARIBA use the 

review accounts option and select your profile or else create a new one.
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3. If creating a new account, fill the mandatory details and password (note down the username and 

password to login further to supplier portal) 
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4. After entering the relevant data, click continue account creation 

 
Ariba supplier portal link use the below link to login after creating account. 

      http://supplier.ariba.com/ 

 

5. Once logged in, click on the Profile > Settings > Notification. 

 

 

 

 

 

 

 

 

http://supplier.ariba.com/
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6. Click on Network Tab. Select all options for which you would Like to Receive Email Notifications. And then Click 

“Save”. 

 

 

Open Purchase Order in Ariba Network 
 

1. PO will Open on Ariba Network. Kindly Review the PO here and check all details such as Header Texts, Item 

Details, Other Information etc. 
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There is also a messaging provision (bottom right) that ARIBA provides where in you can chat with buyer. There is an 

APP as well through which you can access these orders and post the corresponding documents. 
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Order Confirmation in Ariba Network 
 

1. Click on “Order Confirmation” > “Confirm entire order” 

 

2. Enter the “Confirmation #” This would be a Unique Order Confirmation Number. 

Click on “Confirm All” Button. Order Confirmation must be done for Full Quantity and Delivery date along with 

estimated shipping date should be entered.  

Click on “Next”. 

 

3. A review page of the OC will open, click “Submit” to proceed. As soon as you click submit, OC will be sent to the 

LTTS Buyer and will be visible to them in their SAP system. 
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Ship Notice in Ariba Network (Only for Materials) 
 

1. Open PO in Ariba Network using steps shown previously. Click on “Create Ship Notice”. 

 

 

2. Fill in all Mandatory fields in the Ship Notice. 

Enter a Unique ID for Ship Notice in “Packing Slip ID”. This should be the Invoice number for the Shipment, (should 

be unique.) 

Enter “Actual Shipping date and Delivery Date”. This will be the actual date on which delivery will be made. 

Add “Attachments” if needed to the ASN. 

If Delivery will be made in batches or partially, split the ASN accordingly. Click “Next” once filled. 
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3. Review page of Ship Notice Opens, Review the Ship Notice and click on “Submit” 

 

4. On clicking “Submit”, Ship Notice will be sent to the S4 system against the PO. 
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Goods Receipt in Ariba Network 
 

1. LTTS Buyer will then create a Goods Receipt (GRN) once goods are received, which will be visible to the Supplier 

on Network as shown here. 

 

2. Mail will be received if you have turned on email Notifications. 

 

3. On clicking the Receipt Number, Receipt will open in Ariba Network. 
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Service Entry Sheet in Ariba Network. (Only for Services)  
 

1. Open PO in Ariba Network & complete Order Confirmation following steps shown previously. 

2. Click on “Create Service Sheet” Button. 

 

 

3. Fill in all Mandatory Details. 

“Service Sheet #” →Fill the invoice number 

“Service Sheet Date” will be filled by Default as Today’s Date. 

Enter “Service Start Date” & “Service End Date”. 

You can choose to add “Comments” at Header Level. 
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“Part Number/Description” can be added at line Level, it is not mandatory. 

“Quantity” can be changed depending on the Services provided. (Up to 3 Decimal Places acceptable.) 

“Comments” can be added at line Level if needed. It is not mandatory. 

Once done, click on “Next”. 

 

 
4. Review Page of SES will Open, go through all details you have filled and then Click on “Submit”. 

5. Once the LTTS Buyer will Approve, you will receive an Email as shown below (if Email Notifications are enabled.) 
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6. On Clicking Link, you will be taken to Supplier Network where you will see that Status of SES Changes to 

“Approved”. 
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Invoice in Ariba Network Invoice in Ariba Network 
 

1. After you have submitted the ASN and GRN has been posted by LTTS or SES has been approved after by LTTS, 

the invoice button will be available for you to process the document. 

2. Click on the Invoice button and select the relevant option of either posting an invoice or a credit memo. 

 

 

a. Enter the invoice number 

b. For materials/Service the tax will be auto populated from the PO. Review the charges and allowances. 

c. Enter the Discount percentage, special handling if there are any delivery costs with your product. The 

same values will be available at the line-item level on the screen. 
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3. Go to the next screen preview the invoice and submit the same. This will then be sent to LTTS system where the 

finance team will review it and post the document. 

 

 

 


