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Standard Account Introduction



Your customer is pleased to announce a new initiative to streamline their procurement and accounts
payable processes. By partnering with SAP Ariba® and implementing Ariba Network, Standard account via
interactive email, this initiative indicates a shift to paperless and automated business transactions. Since
1996, Ariba has been transforming the global procurement landscape for businesses of all sizes, and we are
excited to provide you with this opportunity.

 What is Standard account?
Standard account on Ariba Network gives you a fast, FREE way to do business with your customer
via interactive emails.

 What does this mean for you?
Transacting on Ariba Network via a FREE Standard account will allow you to meet your customer’s

requirements to
join them on Ariba Network with the option to avoid fees.

 What are the benefits?
Standard account provides access to quickly transact with SAP Ariba customers for FREE,
improve customer retention, and get paid faster.

Introduction to Ariba Network, Standard Account



 FREE for all basic transactions

 Create validated, electronic invoices and other 
business documents within seconds

 Improve invoice accuracy and get paid faster

 Receive real-time invoice status notifications

 Increase business with existing and future 
customers using Ariba Discovery

 Promote your company to other customers on 
Ariba Network

 Email notification and online download provide 
access to invoices for your local archiving

 Enjoy a single, unified user experience using one
account for order fulfillment, selling, and mobile 
access

Standard Account Benefits



Sign up for Standard Account 
from a Purchase Order



 Open the PO in your email inbox
 Click on the Process Order Button to proceed

Purchase Orders will 
be sent to your email

Sign up for Standard Account from PO – When 
you receive your first PO from Arab Bank



 Select the Sign up option to create your Standard Account and exchange documents free of 
charge on Ariba or use your existing account by clicking on  Log In link

If you already created an Ariba Account when you registered your company profile with Arab Bank, 
click the ‘Log In’

New Users

Sign up for Standard Account from PO – When 
you receive your first PO from Arab Bank

Existing Users



• Once you click Register, you will receive an email from Ariba to activate your account. Open 
the email and click the link to activate your account and you will then be able to process your 
Purchase Order

• Please Note that after your Standard Account is registered, future Purchase Orders will be 
sent to your designated user email account.

Review your Company information Enter your User account information 

Configure Account, Accept Terms of Use, and 
Register (New Users Only)
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Transact with Arab Bank using Standard Account

• Click on Create Order Confirmation, Create Ship Notice or Create Invoice to get started

• If you need assistance, please refer to the articles in the Help Center (right-hand side)
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• As a Standard account supplier you do not have access to Inbox/Outbox functionality but
you can see the overview of the last 50 documents in the dashboard view. You can use the
Select option to resend documents to your mailbox.

• You must process all POs by going back to your email and clicking the Process Order button.
You can’t process POs by logging in directly to your supplier account



Transact with Arab Bank using Enterprise 
Account

• If you have an Ariba Network Enterprise account, you will be able to see all of your PO’s 
directly from your Inbox on the Ariba Network

• Click on the Purchase Order you want to process, and you will be able to create the necessary 
documents (Order Confirmation, Advanced Ship Notice, Invoice)
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Receive PO on 
registered email 

Click on the 
Process Order 
button in the 

email

Open PO Create an Order 
Confirmation

Create Invoice

Create 
Advanced Ship 

Notice 
(Optional)

Process Flow- Material PO

• It is mandatory to create an Order Confirmation before creating the Invoice. Creating a
Ship Notice is optional.

Get updates on 
Invoice status



Creating an Order Confirmation
- Material Purchase Order



 Open the PO in your email inbox
 Click on the Process Order Button to proceed

Order Confirmation

*Note if you have a Enterprise account, the PO will be accessible directly from your Ariba 
Network account Inbox



 Open your PO from your email inbox and click Process order
 Click Create Order Confirmation – Confirm Entire Order

Order Confirmation

*Note : You cannot partially confirm an order. Before rejecting an Order please contact 
your buyer



 Enter the Confirmation Number
 Enter PO Delivery Date
 Scroll to the bottom to review the items
 Click Next

Order Confirmation



 Review the Details 
 Click on Submit

Order Confirmation



Creating an Advanced Ship 
Notice

• It is mandatory to create an Order Confirmation before creating 
the Invoice. Creating a Ship Notice is optional.



 Open the PO in your email inbox
 Click on the Process Order Button to proceed

Create an Advanced Ship Notice

*Note if you have a Enterprise account, the PO will be accessible directly from your Ariba 
Network account Inbox



 Open PO from email click on Process Order
 Click Create Ship Notice

Create an Advanced Ship Notice



 Enter Packing Slip ID
 Choose Ship Notice Type- Actual or Estimated
 Enter Delivery Date

Create an Advanced Ship Notice



 Scroll to the bottom and update the shipment quantities if needed
 You can add line items from other POs to this Shipping Notice by clicking on Add Order Line Items
 Click Next to continue

Create an Advanced Ship Notice



 Review your Shipment Notice
 Click Submit

Create an Advanced Ship Notice



Creating an Invoice



 Open the PO in your email inbox
 Click on the Process Order Button to proceed

Creating an Invoice

*Note if you have a Enterprise account, the PO will be accessible directly from your Ariba 
Network account Inbox



 Click on Create Invoice
 Click Standard Invoice

Creating an Invoice



 Enter  Invoice Number
 Enter Commercial Identifier and credentials

Creating an Invoice



 Click on Add to Header
 Select Attachment
 Select Choose File
 Add the attachment which is the scanned copy 

of your invoice
 Click ‘Add Attachment’

Creating an Invoice – ADDING AN ATTACHMENT 
IS NOW MANDATORY



 Add Tax at the line item level or header level if it is not already included on the invoice or needs to 
be changed

 Tick Tax Category

Creating an Invoice



 Choose the tax category from the dropdown
 Click on ‘Add to Included Lines’
 Tax amount will be automatically calculated
 Click Next

Creating an Invoice



 Review and Submit

Creating an Invoice



 Once submitted the status of the invoice will change to Invoiced

Creating an Invoice



Accessing your Purchase Orders



Accessing your Purchase Orders
• As a Standard account supplier you do not have access to Inbox/Outbox functionality but you can

see the overview of the last 50 documents in the dashboard view. You can use the Select option
to resend documents to your mailbox.

• You must process all POs by going back to your email and clicking the Process Order button. You
can’t process POs by logging in directly to your supplier account

• If you have a Enterprise account, you will be able to access your Ariba Network Inbox and Outbox
directly from your supplier account and will have access to view and process your PO’s


