
Nanyang Technological University(NTU)

Created by   : Jalajakshi Darshanam – Ariba Supplier Training Lead

This User Guide is created for Full Account Suppliers trading with NTU using Ariba Network

It contains steps for transacting purchase orders, order confirmations and ship notices and invoices 
with NTU through the Ariba Network.

Buying and Invoicing
Full Account Suppliers
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Account Access

1

2
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A password reset link will be sent to your registered email 
address.

4
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Account Interface
Ariba Network URL

Company Settings

Admin Configuration

Help Center

Documentation, Video 
Tutorials and Support
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Account Interface (Contd.)

Reports – Run reports and 
extract content into Excel

Inbox – Documents 
from your buyer/s

Outbox – Your 
submitted documents

Search – Find documents 
within your account

Purchase Order Status –
Number of POs and their status

Invoice Status – Number 
of Invoices and their status
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a. Notifications
b. Configure Electronic Order Routing and 

notifications
c. Configure Electronic Invoice Routing

Account Configuration 
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Configuring Your Account – a. Email Notifications

You can enter up to 3 email addresses per notification type. You must separate each address with a comma.

1

2

3
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Email Order Routing: 
You can enter up to 5 email addresses per 
notification type. You must separate each address 
with a comma.

The settings you select are 
reflected in the rest of the 
fields. Ensure that you click 
the Save button, to save 
the settings.

Configure Company Settings – b. Electronic Order Routing 

Include document in the email message to 
include a complete copy of the PO in the email.
It is recommended that you use a non-
personalized/distribution list email. 



© 2017 SAP SE or an SAP affiliate company. All rights reserved. 10Customer

Configure Company Settings – c. Electronic Invoice Routing Modes 

1

2You can enter up to 3 email 
addresses per notification type. 
You must separate each address 
with a comma.

3
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Configure Company Settings – d. Goods Receipt Notification

1

You can enter up to 3 email addresses per notification type. You must separate each address with a comma

2

3
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Creating and Maintaining Sub-users
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Administrators and Users  

Administrator

Automatically linked to the username and login entered during registration
 Responsible for account configuration and management
 Primary point of contact for users with questions or problems.
Creates roles for the account

User

Can have different roles, which correspond to the user’s actual job responsibilities
Responsible for updating personal user information
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Role and User Creation

1

2

3

To create a user: 
1.   Click Create User and add all 
relevant information about the user 
including name and email address.
2. Select a role for this user in the

Role Assignment section, 
depending on the access level. 

3. If a role is not already created, go 
to Users screen and click ‘Create 
Role’ to select the required 
permission.

• You can add up to 250 users to your 
Ariba Network account
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Modify Users

1. Click Edit for the selected user.
2. Click the Reset Password button 

to reset the password of the user.
3. Other available options are:
 Delete
 Add to Contact List 
 Remove from Contact List 
 Make Administrator
 Create User

1

2

3
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Purchase Order Management
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1. Click the Inbox tab to manage your 
Purchase Orders. Inbox is 
presented as a list of the Purchase 
Orders received by NTU.

2. Click the link in the Order Number
column to view the purchase order 
details. You can sort the PO’s with 
any column header.

3. Search filters allows you to search 
using multiple criteria.

1

View Purchase Orders

2

3
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Purchase Order Detail

1. Order Header
2. Line Items
3. Order History

1

2

3
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View Purchase Orders
Table 1: Routing Status 

Status Explanation

Accepted Ariba SN accepted the purchase order from your 
customer or from the catalog tester.

Order Queued Ariba SN Queued the purchase order from cXML 
processing.

Sent
Ariba SN successfully converted the purchase 
order from cXML to EDI and has forwarded it to 
your VAN in an interchange.

Acknowledge Ariba SN received a positive functional 
acknowledgment from you.

Failed Ariba SN could not route the purchase order and 
it lists the reason for the failure.

Table 2: Order Status Descriptions 
Status Description
New Initial state. This is a new purchase order.

Changed Existing purchase order has been canceled or replaced 
("obsoleted") by this subsequent (changed) order.

Confirmed All sub-quantities are confirmed.

Failed Ariba SN experienced a problem routing the order to the 
supplier. Suppliers can resend failed orders.

Shipped Final state. All sub-quantities are shipped. A line item or 
sub-quantity that is shipped cannot be updated again.

Invoiced All ordered quantities have been invoiced.
Partially 

Confirmed Some of the ordered quantities have been confirmed.

Partially Shipped Some of the ordered quantities have been shipped.
Partially 
Invoiced Some of the ordered quantities have been invoiced.

Partially 
Rejected Some of the ordered quantities have been rejected.

Obsoleted Purchase order that has been replaced by a subsequent 
(changed) order.

Received NTU has received all the items requested in the PO. 
Partially Received NTU has received some of the items requested in the PO. 

Presenter
Presentation Notes
Before we look at a purchase order, let’s stay in the Inbox for a minute and look at the different possible Order Statuses.
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Before You Begin…

Order Confirmation is not mandatory for POs from NTU

 Before confirming an order, please make sure to check all pricing and other items are correct.  Items such as 
Price, Delivery Date, UOM, should be confirmed.

 A confirmation of “Accepted” means that you agree with the costs and terms sent to you by NTU in the PO

 If pricing or other details are incorrect you can reject the line-item or the entire order.  Make sure to put notes in 
the header section and contact your NTU buyer to inform them of a rejection.  You can not change price or 
quantity on the OC.  Any change in price or quantity will come in the Order Change if NTU approves the 
changes requested
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Create Order Confirmation: Confirm Entire Order

1

Enter the Confirmation Number which is any number of 
your choice. If you specify the Est. Shipping Date or Est. 
Delivery Date information, it is applied for all line items. 

2 4

Click Next when finished. Review the order confirmation. 
Click Submit.

 Once the order confirmation is submitted, Order 
Status will display as Confirmed

When you confirm entire order, you will not be able to edit 
the line item details like the Quantity (QTY(Unit)). All the 
line items and quantities will be selected by default.

3
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Create Order Confirmation: Update Line Items

1

2

1. Select Update Line Items, to set the status of each line item.
2. Scroll down to view the line items and choose among possible 

values:
Confirm – You received the PO and will send the ordered items.
Backorder – Items are backordered. Once they available in stock, 
generate another order confirmation to set them to confirm.
Reject – You need to reject a line item or quantities
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Confirm Order: Update Line Items - Backorder
1. Enter the quantity backordered in the 

Backorder field and click Details.
2. Enter the Comments and Estimated 

Shipping and Delivery Dates for the 
backordered items on the Status 
Details page.

3. Click OK when done to submit. 1

2

3
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Confirm Order: Update Line Items – Partial Reject

1. Enter the quantity in the Reject field
to reject item and click details button.

2. It is mandatory to enter a reason for
the rejection in the Comments field
on the Status Details page.

3. Click OK when done.
1

2

 Once the order confirmation is submitted, Order 
Status will display as Partially Confirmed

3
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Create Order Confirmation: Reject Entire Order

1

2

1. From the PO view, click the Create Order Confirmation
button and select to Confirm Entire Order, Update Line 
Items for individual line items or Reject Entire Order.

2. Enter a reason for rejecting the order in case your buyer 
requires so. This example demonstrates the Reject Entire 
Order option. 
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Before You Begin…

Ship Notices are not mandatory for POs from NTU

 Advanced Ship Notices (ASNs) are requested for material POs.

 You cannot change the amount to be shipped – it is inherited from the PO.  

 If you need to ship a greater amount than the amount mentioned on the PO then, you will need to contact your 
NTU representative.
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Create Ship Notice

1. Create Ship Notice using your Ariba account once items were shipped. 
2. The Packing Slip ID is any number you use to identify the Ship Notice. 
3. View/Update Ship From information by clicking on Update Address.  
Any field with an asterisk is required.

3

1

2
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Create Ship Notice - Details

1. Scroll to the Line Item information and update the quantity shipped for each line item. Partial quantities of 
shipment can also be updated.

2. Click Next to proceed to review your Ship Notice. 

1

2
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Delivery Terms and Transportation Details

Optional Sections:

• Tracking details can be entered in the ship notices 
• Delivery terms and other transportation details can 

be included on all advance ship notices 
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Submit Ship Notice

1. After reviewing your ship notice, click Submit
to send Ship Notice to NTU. Ship Notices
provide improved communications to help
avoid unnecessary calls to order support
department.

2. After submitting your Ship Notice, the Order
Status will be updated to Shipped. Click Done
to return to the Home page.

2

3
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a. Invoice Practices

b. Creating Invoices

c. Invoice status
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Before You Begin Invoicing: Customer Invoice Rules
These rules determine what 
you can enter when you 
create invoices.
1. Select the Company 

Settings drop-down 
menu and under 
Account Settings, click 
Customer 
Relationships.

2. A list of your Customers 
is displayed. Click the 
name of your customer 
(Nanyang 
Technological 
University). 

3. Scroll down to the 
Invoice Setup section 
and view the General 
Invoice Rules.

1
2

3
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Before You Begin…

NTU specific tasks

Before creating an invoice:

 Mark your account as a GST Supplier or a non-GST Supplier in the company profile.

 Goods Receipt is a prerequisite to invoice.
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What is PO-Flip
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When you receive a Purchase Order, the “Create Invoice” button will be greyed out. This is because you are required to submit
only after the customer confirms the Goods Receipt for the particular Purchase Order.
Once the Goods Receipt is confirmed, the status of the Order will be changed to “Received’ and then the “Create Invoice” 
button will be highlighted.
1. You can view a particular receipt from the Receipt List. From Inbox -> More -> Receipts 
2. Click the Receipt Number to view the details of the receipt.
Note: Partial Receiving and Partial Invoicing is allowed

1

PO Flip Invoice – Against Goods Receipt

2



Invoicing Procedure for 
Non-GST Suppliers

This applies to Suppliers who have updated their Tax ID as ‘Not Applicable”
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Invoicing Procedure for Non-GST Suppliers 
If you are a non-GST Supplier in Singapore, you will have to update your profile on Ariba Network specifying “Not 
Applicable” in tax ID information

Company setting>>>Company profile>>>Business Tab>>> Tax Information
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PO Flip Invoice for Non-GST Suppliers : Invoice Header

1

3

2

4

5

6
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PO Flip Invoice for Non-GST Suppliers

For Multiple line items, just tick the box 
on the left.
Suppliers are required to enter tax 
information per line item.

7

8

9

10

11



© 2017 SAP SE or an SAP affiliate company. All rights reserved. 41Customer

PO Flip Invoice for Non-GST Supplier: Review Invoice
Review your Invoice Summary:
1. In case you need to make any changes, click the Previous button.
2. Click Submit button to send your invoice to your customer instantly.

1 2
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PO Flip Invoice - for Non GST Supplier
Invoice Layout will display as below:



Invoicing Procedure for 
GST Suppliers

This applies to Suppliers who have updated their Tax ID in Company Profile
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Invoicing Procedure for GST Suppliers 
If you are a GST Supplier in Singapore, you will have to update your profile on Ariba Network specifying your Tax ID 
information

Company setting>>>Company profile>>>Business Tab>>> Tax Information
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PO Flip Invoice for GST Suppliers : Header level items

1

3

2

5
46
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PO Flip Invoice for GST Suppliers

For Multiple line items, just tick the box on 
the left. Uncheck Lines which you do not 
want to invoice.
Suppliers are required to enter tax 
information per line item.

7

8

9

10

11



© 2017 SAP SE or an SAP affiliate company. All rights reserved. 47Customer

PO Flip Invoice for GST Supplier
Invoice Layout will display as below:
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Cancel, Edit and Resubmit Invoices

3

4

1. Select the OUTBOX tab.
2. In the Invoice # column, click the 

invoice link to view details of the 
invoice.

3. Click Cancel. The status of the invoice 
changes to “Canceled.”

4. Click the Invoice # for the failed, 
canceled, or rejected invoice that you 
want to resubmit and click Edit.

5. Click Submit on the Review page to 
send the invoice.

2

1

4
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Check Invoice Status

Status Explanation

Obsoleted You canceled the invoice

Failed Invoice failed NTU invoicing rules. NTU will not receive this 
invoice

Queued Ariba Network received the invoice but has not processed it

Sent Ariba Network sent the invoice to a queue. The invoice is 
awaiting pickup by the customer

Acknowledged

NTU invoicing application has acknowledged the receipt of 
the invoice
ailed

Status Explanation

Sent The invoice is sent to the NTU but they have not yet verified 
the invoice against purchase orders and receipts

Cancelled NTU approved the invoice cancellation 

Paid
NTU paid the invoice or is in the process of issuing payment. 
This status applies only if NTU uses invoices to trigger 
payment

Approved NTU has verified the invoice against the purchase orders and 
receipts and approved it for payment

Rejected 

NTU has rejected the invoice or the invoice failed validation by 
Ariba Network. If NTU accepts invoice or approves it for 
payment, invoice status updated to Sent (invoice accepted) or 
Approved (invoice approved for payment)

Failed Ariba Network experienced a problem routing the invoice

If you configured your Invoice Notifications as                   
noted earlier in this presentation, you will receive emails 
regarding invoice status. You can also check invoice 
status from the Outbox.

Table 1: Routing Status - Reflects the status of the transmission of 
the invoice to NTU via the Ariba Network

Table 2: Invoice Status - Reflects the status of NTU’s action on the Invoice
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Line Item Credit Note

1

2

3
5

6

4

78
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Line Item Credit Note

9
10

11

12
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Line Item Credit Note
Once the Credit Note is submitted, the Layout will display as below:
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NTU Specific Rules - Invoicing:
1. Suppliers are required to update their tax information in their profile. For Non GST suppliers, enter “Not 

Applicable”

2. Suppliers are required to include only received quantities on invoices. 

3. Suppliers are required to enter tax information per line item(both GST and NON GST suppliers). Non GST 
suppliers must indicate “GST Out Of scope” in the tax category

4. Tax amounts will be copied from the Purchase Order. However, Suppliers are provided with an option to edit 
the taxes and choose from your list of valid tax values. Suppliers are required to ensure Tax amounts are 
displayed in local currency. 

5. Suppliers are only allowed to enter 16 alphanumeric (A-Z, 0-9) invoice numbers. Suppliers are allowed to 
reuse invoice numbers from failed and rejected invoices. 

6. Suppliers are required to provide a reason for each line-item credit memo. Attachments are not required. 

7. Suppliers are not allowed to cancel invoices they create. If the invoice has been approved, suppliers need to 
create a credit memo. If it has not been approved, contact the buyer to reject the invoice so suppliers can 
edit and resubmit

8. Suppliers are not allowed to submit NON PO invoices via Ariba network
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Creating Invoice Reports
Invoice reports provide information 
on invoices you have sent to 
customers for tracking invoices over 
time or overall invoice volume for a 
period of time.  
Failed Invoice reports provide 
details on failed and rejected 
invoices. These reports are useful 
for troubleshooting invoices that fail 
to route correctly.
Note: Reports can be created by 
Administrator or User with 
appropriate permissions.
1. Click the Reports tab from the 

menu at the top of the page. 
2. Click Create. 
3. Fill in required Information. 

Select an Invoice report type —
Failed Invoice or Invoice.

4. Specify Customer and Created 
Date in Criteria click Submit.

1

2

3

4
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Executing Invoice Reports
Once the Invoice report has been 
created successfully, it can be executed 
using the below steps:

5. Select the created report from the 
report templates and click Run

6. Confirm the Report execution.The
Report status now shows as 
‘Queued’

7. Click Refresh Status. The Report 
status changes to ‘Processed’ 

8. You can click Download to export 
and save the report into your 
computer.

For more detailed instructions on 
generating reports, refer to the Ariba 
Network Transactions Guide found on 
the HELP page of your account.
Note: Silver (and higher) members may 
choose Manual or Scheduled report. 
Set scheduling information if Scheduled 
report is selected.

3

5 6

7

8
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Ariba Network Support
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Training and Resources: NTU Supplier Information Portal

1. From the Company Settings 
dropdown menu, select Customer 
Relationships

2. Click on Supplier Information Portal 
next to NTU to view the following 
presentations to learn more about 
transacting with NTU:
• Account Configuration Guide
• NTU Purchase Order Confirmation 

and Ship Notice Guide
• NTU Invoice Guide
• Supplier Membership Program / 

Supplier Registration Guide

1

2
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Supplier Support (BAU)

Technical(Ariba Customer Support)

1. Portal related technical issues(eg. website down)

2. Password reset

3. Upgrade to Full Account

How can suppliers access?

Please refer to next to next slides

Business Related(NTU)

1. Light Account PO sending

2. Functional questions (Order Confirmation, Advance Ship Notice, 

Goods Receipt, Invoicing)

3. Any other business related queries

Who to contact?

procurement@ntu.edu.sg

mailto:procurement@ntu.edu.sg
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Support

1. Access from Support Link
2. Search
3. Matching help content 
4. Web form driven Ariba Support

Pre-filled support form

2

1

3

4
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Get Help by Phone



Thank you
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© 2017 SAP SE or an SAP affiliate company. All rights reserved

No part of this publication may be reproduced or transmitted in any form or for any purpose without the express permission of SAP SE or an 
SAP affiliate company.

SAP and other SAP products and services mentioned herein as well as their respective logos are trademarks or registered trademarks of SAP SE 
(or an SAP affiliate company) in Germany and other countries. Please see http://global12.sap.com/corporate-en/legal/copyright/index.epx for 
additional trademark information and notices.

Some software products marketed by SAP SE and its distributors contain proprietary software components of other software vendors.

National product specifications may vary.

These materials are provided by SAP SE or an SAP affiliate company for informational purposes only, without representation or warranty of any 
kind, and SAP SE or its affiliated companies shall not be liable for errors or omissions with respect to the materials. The only warranties for SAP SE 
or 
SAP affiliate company products and services are those that are set forth in the express warranty statements accompanying such products and 
services, if any. Nothing herein should be construed as constituting an additional warranty. 

In particular, SAP SE or its affiliated companies have no obligation to pursue any course of business outlined in this document or any related 
presentation, or to develop or release any functionality mentioned therein. This document, or any related presentation, and SAP SE’s or its 
affiliated companies’ strategy and possible future developments, products, and/or platform directions and functionality are all subject to change 
and may be changed by SAP SE or its affiliated companies at any time for any reason without notice. The information in this document is not a 
commitment, promise, or legal obligation to deliver any material, code, or functionality. All forward-looking statements are subject to various risks 
and uncertainties that could cause actual results to differ materially from expectations. Readers are cautioned not to place undue reliance on these 
forward-looking statements, which speak only as of their dates, and they should not be relied upon in making purchasing decisions.

http://global12.sap.com/corporate-en/legal/copyright/index.epx
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