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Responding to a PO from a Standard Account

If you are using a Standard Account, you will receive the Purchase Order via interactive email. You can then respond to the PO by clicking on 
the Process Order button.

Then log in to your Ariba Network account. When connecting for the first time you might be prompted to check for duplicate accounts prior to 
creating a new one.

Further dedicated instructions on Standard Account are available on this page and in video format.)
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https://support.ariba.com/item/view/183459
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_qh2goflw
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Purchase Order Detail
Find your PO from the Homepage, the Workbench or 
the Orders tab.

Click on the order number to open the PO.

The order header includes the order date and information about 
the buying organization and supplier. If the PO contains any 
attachment, they will also be displayed as hyperlinks in the header.

The Line Items section describes the ordered items. Each line 
displays the description, type, quantity and pricing of the items 
your Buyer wants to purchase.

The Purchase Order can be of different types: Material PO, Service 
PO, Blanket PO... The type of PO and Transacting Rules defined by 
your Buyer determine the documents you need to create as a 
response (PO Confirmation, Ship Notice, Service Sheet).

Additional Options:
You can always resend a PO which was not sent to your email 
address, by clicking the Resend button (1).
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General Purchase Order Details

•The Purchase Order (PO) is the source document for the order and all subsequent documents are created 

from the PO.

•A PO is a commercial document issued by a buyer to a seller, indicating types, quantities, and agreed upon 

prices for products or services the seller will provide to the buyer.

•A PO can be of different types, typically either for Material/Goods or for Services. The subsequent responses 

depend on the PO type and on the requirements from your customer.
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Other Information

•Terms and conditions are found under 2

•PO level attachment can be viewed under the 

Attachments area (3)
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Other Information

• If there are more than one delivery address (at line 

item level), the address will be updated on each 

line (4)

•Tax details are also available at the item level (5)

• If order confirmation and shipping notification is 

required/available, it will be enabled on the screen 

(6)
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Other Information

• If freights are agreed with customer, check out the freight charges (7)

•Note that total charges are without freight
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Create PDF of Purchase Order

1. Select the “Download PDF” hyperlink to download the PO as a PDF document.

Note: If the document exceeds 1000 lines or is larger than 1MB size, details are not shown in the UI. 

Therefore, the detail is not included in the PDF generated.
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