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Identify your Account Type
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Please note Enterprise account is the Paid account- if you do not wish to use the Enterprise account and 
pay fees to Ariba please create a ticket with Ariba support to downgrade your account to Standard account.



Register For A Standard Account
Receive Interactive Email Order From Customer

IMPORTANT:

Before You Click The
“Process Order” Button For The  
First Time:

1. Align Internally
2. Create An Email Folder
3. Designate / Know Administrator

To Get Started:

Click The Process Order Button In  
The PO Notification (Interactive  
Email)

Your Customer sent a new order
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When you Receive your first Purchase order
Register For A Standard Account

ordersender-prod@ansmtp.ariba.com
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Receive Interactive Email PO Click The Process Order Button Sign Up Or Login

mailto:ordersender-prod@ansmtp.ariba.com


Register For A Standard Account
Review Potential Existing Accounts

Ariba Network Automatically Checks  
For Potential Existing Accounts

• Click Review accounts If You  
Want To Check for An Existing  
Account For Your Company

• If You Want To Skip This Step,  
Press X In The Top Right Corner

© 2021 SAP SE or an SAP affiliate company. All rights reserved. ǀ PUBLIC



Register For A Standard Account
Sign Up Or Connect

Select The Sign Up Option To Create A  
New Standard Account

-OR-

Use Your Existing Standard Account By  
Clicking On Log in

Ariba Network Standard Account is Free
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Register For A Standard Account
Configure Account, Accept Terms of Use, And Register

1. Review your Company Information

2. Enter your User Account  
Information

3. Accept Terms of Use and click on
Register
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Register For A Standard Account
Transact With Your Customer

• Click On Create Order  
Confirmation, Create Ship Notice,  
Or Create Invoice To Get Started

• If You Need Assistance, Please  
Refer To The Articles In Yhe Help  
Center (Right-Hand Side)
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Already Have An Enterprise Account?

Manage Two Separate Accounts
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Add Standard Account Relationship  
To Enterprise Account

(May Incur Fees!)
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How To Merge Your Standard Account PO Into Your Existing Ariba Network  
Account

Notes:

• PO email notifications will come from:

ordersender-prod@ansmtp.ariba.com

• Please be aware that if the Standard Account is  
registered from the Standard Account PO invitation, then  
the PO can no longer be merged into an existing  
account.

1

2

3

4

mailto:ordersender-prod@ansmtp.ariba.com


Workbench
Adding and adjusting your workbench

• On your home page click on 
“Workbench”

• Click on the “Plus” sign
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Workbench
Adding and adjusting your workbench

• Click on “Orders” to add it in 
your workbench.

N.B: You can adjust/edit all 
other tabs needed based on 
your personal preference
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• Click on “Apply” to save the 
view.



Workbench
Search for POs

Now all the orders are added to 
your workbench.

• Click on “Edit Filter” field to 
search for a PO.
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Workbench
Search for POs Chose the search field you want to 

use:

• Under the (Order Numbers) field, 
You can chose the order number:
Ø Partial match if you don’t have the 

full PO number.
Ø Exact match if you have the full 

PO number.

• Under the (Creation Date) field, 
you can filter by the creation date 
of the PO.

• When you finish your filters click on 
“Apply”.
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Workbench
Search for POs

Now the PO will be visible to you and 
you can click on it to navigate it’s 
details.
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Account Settings
Adding VAT details

• On your homepage, click on the 
initials appearing on the top right 
corner of the screen.

• Chose “Company Profile”
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Account Settings
Adding VAT details

• Scroll down till you reach the field 
named (Additional Company 
Address).

• Click on “Create”
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Account Settings
Adding VAT details

• Fill in the below fields:
o Address Name
o Address ID
o Are you VAT Registered, mark as “Yes”
o VAT ID - The field VAT ID is mandatory if 

you are VAT registered.

• Click on “Save”
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PROCESS FLOWS
Material Purchase order

• Tax at line level

• Select from Tax codes 
defined for suppliers

• Attachment is mandatory

Create purchase 
order- to be done by 

ENOC 

Click on process 
order button and 
login to existing 

account registered 
with ENOC – to be 
done by supplier

Create ship note-to 
be done by ENOC 

Create Receipt- to be 
done by ENOC 

Create Invoice - to 
be done by supplier



Register For A Standard Account
Receive Interactive Email Order From Customer

Your Customer sent a new order

Click The Process Order Button In The PO Notification (Interactive Email)



When you Receive your first Purchase order
Register For A Standard Account

ordersender-prod@ansmtp.ariba.com

Receive Interactive Email PO Click The Process Order Button Login with your 
existing Ariba 
account used for 
ENOC registration



• Once the receipt is created by buyer , the order status will be received or partially received 
depending on the scenario

• The documents can be viewed under related documents at any point in time
• Click on Create Invoice à standard invoice to proceed

Creating the invoice- Goods receipt is created by Buyer and sent to Ariba Network



• Start by entering an invoice number
• Supplier Tax id
• All fields marked with an Asterix are mandatory
• You will see all the received line items flipped on invoice

Creating the invoice



• If you are a UAE based supplier please enter your VAT id if 
not enter any dummy number to proceed (15 digits)

• Enter the Customer VAT id 
• Click on Add to header and Select Attachment. Please 

note attachments are mandatory 

Creating the invoice



• Scroll down to the line item. Taxes are at line level and must be selected from the dropdown
• Select tax category , select tax rate and click on Add to included lines- Taxes will automatically be added and calculated
• Click on Next

Creating the invoice



Creating an Invoice

• Review and Submit



INTERNAL

How to Process a Service Purchase order



Create purchase 
order- to be done by 

ENOC 

Click on process 
order button and 
login to existing 

account registered 
with ENOC -to be 
done by supplier

Create Service sheet 
– to be done by 

ENOC 

Approve service 
sheet- – to be done 

by ENOC 

Create Invoice - to 
be done by supplier

PROCESS FLOWS
Service Purchase order

• Tax at line level

• Select from Tax codes 
defined for suppliers

• Attachment is mandatory



When you Receive your Purchase order
Register For A Standard Account

ordersender-prod@ansmtp.ariba.com

Receive Interactive Email PO Click The Process Order Button Login with your 
existing Ariba 
account used for 
ENOC registration



Register For A Standard Account
Receive Interactive Email Order From Customer

Your Customer sent a new order

Click The Process Order Button In The PO Notification (Interactive Email)



Creating a Service Invoice (if Approved)

• Click on the SES created by you under related 
documents in the purchase order to check 
status 

• If Approved proceed by clicking on the Create 
invoice button



Creating a Service Invoice

• Add invoice number
• Tax id
• All fields marked with an. Asterix 

are mandatory 



• If you are a UAE based supplier please enter your VAT id if 
not enter any dummy number to proceed (15 digits)

• Enter the Customer VAT id 
• Click on Add to header and Select Attachment. Please 

note attachments are mandatory 

Creating a Service invoice



Creating a Service Invoice

• Scroll down to the line item. Taxes 
are at line level and must be selected 
from the dropdown

• Select tax category , select tax rate 
and click on Add to included lines-
Taxes will automatically be added 
and calculated

• Click on Next



Creating a Service Invoice

• Review and Submit



Account configuration

This section is designed for the Administrator of your Ariba Network Account in order to complete registration, 
perform account configurations and create additional user accesses to the account.

Please refer to the instructions provided by your Buyer to know which sections are mandatory to complete 
before starting transacting documents

If you are using a Standard Account, you can also visit this page for dedicated instructions.

https://support.ariba.com/item/view/183459

https://support.ariba.com/item/view/183459
https://support.ariba.com/item/view/183459


To set up your account  

https://support.ariba.com/Adapt/Ariba_Network_Supplier_Training/#/

Visit the link below to configure your account and select the Tile shown :

https://support.ariba.com/Adapt/Ariba_Network_Supplier_Training/


Help Center

Ariba Network Standard Account Support Page

Weekly Webinars With Live Q&A
Ø Best Practices
Ø Supplier Live Demos

Your Customer: vendor.registration@ENOC.com

Support Options For Assistance

https://support.ariba.com/item/view/183459
https://my.ariba.com/scc-best-practice-webinars.html
https://gateway.on24.com/wcc/eh/1391535/SAP+Ariba+Success+Sessions
























Thank you.


