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Here’s to provide you with the necessary resources to streamline your interactions with our Ariba 

procurement system. Please find attached an important guide. 

  

2 ………………………………………………………………. How to access Ariba for the first time 

4 ………………………………………………………………. How to add / update VAT / TAX 

6 ………………………………………………………………. How to view order once in your account 

8 ………………………………………………………………. How to Confirm Order 

10 ……………………………………………………………… Process Flow of Order Confirmation 

11 ……………………………………………………………… Invoice Creation 

13 …..…………………………………………………………. Process Flow of Invoicing 

14 ……………………………………………………………… Invoice Status 
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HOW TO ACCESS ARIBA FOR THE FIRST TIME 

If you're a vendor using Ariba for the first time, follow these steps to access the platform: 

1. Check your registered mailbox: Look for an email notification  

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 

Al Futtaim Ariba Invitation 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Click on the PO link: Inside the email, you'll find a link in the "Process Order" tab. Click on 

this link. 

 

 

 

 

 

 

 

 

mailto:ordersender-prod@ansmtp.ariba.com
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3. You will be directed to the Ariba login page. 

Notes 

• If you're new to Ariba: Create an account by filling in all the necessary information and submit. 

• If you already have a previous Ariba account: Log in using your existing credentials. 

 

 

   

 

 

 

 

 

 

 

 

 

 

 

Notes 

• Upon registration; please make sure you have updated all the required information in your 

Company profile  

• Please update your VAT ID ion your Ariba Network account and confirm you are VAT registered 
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HOW TO ADD / UPDATE VAT/TAX INFORMATION IN ARIBA 

1. Log in to your Ariba account. 

2. Access your profile: On the upper right side of the page, you'll see a green circle with your 

initials. Click on it. 

3. Choose company profile: From the drop-down menu that appears, select "Company 

Profile." 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Create a new tax record: Scroll down till you reach the field named (Additional Company 

Address), Click on “Create” 
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5. Fill in the below fields:  

• Address Name   

• Address ID. 

6. Update the VAT/Tax field: You'll need to update the VAT/Tax field and select the 

appropriate option: 

• If you have a VAT number, tick the "Yes" box and indicate the correct VAT number. 

• If you are not registered for VAT, indicate "0" (15 times). 

7. Save your changes: Click "Save" twice to ensure that your changes are saved. 
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HOW TO VIEW ORDER ONCE IN YOU ACCOUNT 

1. On your home page click on “Workbench”  

2. Click on the “Plus” sign 

 

 

 

 

 

 

 

 

 

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

4. Click on “Apply” to save the view. 
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Chose the search field you want to use 

5. Under the (Order Numbers) field, You can chose the order number: 

• Partial match,  if you don’t have the full PO number. 

• Exact match, if you have the full PO number. 

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

7. When you finish your filters click on “Apply” 

 

 

 

 

 

 

 

 

 

 

8. Now the PO will be visible to you and you can click on it to navigate it’s details. 
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HOW TO CONFIRM ORDER 

1. Open the PO in your email inbox 

2. Click on the Process Order Button to proceed 

 

 

 

 

 

 

 

 

 

Note: 

• 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. 

 

3. Open your PO from your email inbox and click Process order 

4. Click Create Order Confirmation – Confirm Entire Order 
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5. Enter the Confirmation Number 

6. Enter PO Delivery Date 

7. Scroll to the bottom to review the items 

8. Click Next 

 

 

 

 

 

 

 

 

 

 

 

9. Click on Submit 
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PROCESS FLOW OF ORDER CONFIRMATION 
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INVOICE CREATION 

1. Click Create Invoice 

2. Choose Standard Invoice 

3. Enter the invoice Number (This should be as per your original INVOICE Number) 

4. Enter the correct Invoice Date (This should be as per your original INVOICE Number) 

 

 

 

 

 

 

 

 

Note: 

• If the invoice number & date does not match the original invoice copy. The Invoice will not be 

processed for payments. 

• In the additional UAE Specific Information Section, you will see your supplier VAT ID is already 

pre-populated based on what you entered in your supplier profile in the Supplier TRN field 

 

5. Enter Tax Invoice Number – this can be the same number as the invoice number you 

entered at the top Invoice Summary section 

6. Tick “Accept” box. 

 

 

 

 

 

7. Click on “Add to Header” and select “Attachments”  

8. Click “Choose File” and Click “Attached” 

9. •Scroll down and click on “Next” tab to move to the Invoice review page 
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10. Scroll to the line item section, Select (check the box) the line item to which tax is to be 

applied using the Line Item # checkbox. To apply the same tax to multiple line items select 

those line items to be taxed 

11. Check Tax Category and use the drop down to choose the VAT tax percentage 

12. Click “Add to Included Lines” 

13. You will notice the TAX section is added in each line item 

 

 

 

 

 

 

 

14. Review and Submit 
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PROCESS FLOW OF INVOICING 
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INVOICE STATUS 

 


