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Responding to a PO from a Standard 

Account



Responding to a PO from a Standard Account

Date

If you are using a Standard Account, you will also 

receive the PO (Purchase order) via an interactive 

email.

• To respond to the PO, click on “Process Order” 

button

• Log in to your SAP Business Network account.

Note: When connecting for the first time, you might 

be prompted to check for duplicate accounts prior 

to creating a new one.

• For more information on Standard Account, go to 

the training material "Account creation and 

configuration on the SAP Ariba Network"
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Purchase Order Detail



To open up the list of detailed Purchase

Orders on your account on 

supplier.ariba.com, there are 3 options:

Click on the Workbench button

Click on the Orders dropdown and then

click on the Purchase Orders button

Go to Homepage and see in your activity

feed the newly received orders. By clicking

on the 3 dots, you will be redirected to the

PO details.

Purchase Order Detail
How to open the PO detail
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Purchase Order Detail
Order header

8

When clicking on the PO  number you

would like to view, you can see the

following information in the PO header: 

Information on the buying organization

Information on the responsible

purchasing agent

Hyperlinks to attachements

Order status and number
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The Line Items section at the bottom of 

the Purchase Order describes the 

ordered items. Each line displays the 

description, type, quantity and pricing of 

the items your Buyer wants to 

purchaseInformation on the buying

organization

You can always resend a PO which 

was not sent to your email address, 

cXML or EDI by clicking on the Resend 

button

The Export cXML button allows you to 

save a copy of the cXML source 

information for diagnosing problems 

and for auditing total value. 

Starting from the PO, you can also 

create an Order Confirmation or an 

Invoice
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Purchase Order Detail
Line items
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Date

Create PDF of Purchase Order



Create PDF of Purchase Order

Date

In the Purchase Order detail, select 

the Download PDF hyperlink to 

download the PO as a PDF document. 
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Please visit the below link to access the available video material on how to act on the 

SAP Business Network:  

Looking for video material? 
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Click here for English Click here for French

https://cdnapisec.kaltura.com/html5/html5lib/v2.86/mwEmbedFrame.php/p/1921661/uiconf_id/31736811?wid=_1921661&iframeembed=true&playerId=kaltura_player_1507216725&flashvars%5bstreamerType%5d=auto&flashvars%5bplaylistAPI.kpl0Id%5d=1_miwqbne0
https://cdnapisec.kaltura.com/html5/html5lib/v2.86/mwEmbedFrame.php/p/1921661/uiconf_id/31736811?wid=_1921661&iframeembed=true&playerId=kaltura_player_1507216725&flashvars%5bstreamerType%5d=auto&flashvars%5bplaylistAPI.kpl0Id%5d=1_2ytw8nhn


For additional information:

▪ Please consult our Umicore SAP Ariba supplier zone

▪ Reach out to your Umicore contact person

▪ Send an email to our Ariba support team 

(ariba.supplier.support@umicore.com)

mailto:ariba.supplier.support@umicore.com



