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Introduction to SAP Business Network 
 

SAP Business Network enables the automated, electronic exchange of procurement 

documents between Buyers and suppliers. It allows documents such as Purchase 

Orders, Order Confirmations, Ship Notices, Service Entry Sheets, Goods Receipt and 

Invoices to flow seamlessly between SAP S/4 HANA and suppliers. This ensures faster 

processing, improved accuracy, real-time document visibility, and better compliance 

across the procure-to-pay cycle for both buyers and suppliers. 

 

 
 
 

Note: To receive Purchase Orders from EtihadWE on SAP Business Network and submit 

Order Confirmations, Service Entry Sheets, and Invoices, it is mandatory to complete 

the registration process. 

 

For queries, please contact the Vendor Registration team at: 

Vendor.Registration@etihadwe.ae 

 
 

  

mailto:Vendor.Registration@etihadwe.ae


   

 
Page | 4  

 

Information Classification: Open Data 

Getting started with SAP Business Network 
 

SAP Business Network support the following web browsers (use the latest version):  

1. Google Chrome 

2. Microsoft Edge 

3. Mozilla Firefox 

 

Accessing SAP Business Network: 

1. Navigate to supplier.ariba.com to login as a Supplier. 

 

 

 

2. Before logging in, ensure that Business Network is selected as the Account Type, 

as shown in the figure above. 

3. Enter your username and click Next. Then, enter your password and click Sign In. 
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Supplier Home Page 
 

The SAP Business Network supplier homepage features an instant overview of your 

transactions in a tile-based design, and a widgets section that you can customize. 

 

 

 

1. Main Menu - The main menu provides quick access to all key SAP Business 

Network functions, including Orders, Work bench, Fulfilment, Invoices, Reports, 

and other procurement activities. 

2. Dashboard view – This area of SAP Business Network can be used to quickly 

access various workbench tiles and the activity feed. 

3. Company Settings - Location for most items needed by an Administrator. 

4. Help Centre -Dynamic help and links to support, documentation, and how to 

videos. 
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Display Purchase Order 
 

The Purchase Order (PO) serves as the source document from which all subsequent 
documents are created. The awarded purchase orders after final approval will be 
available here. 

From your dashboard, navigate to the Orders tab to access your purchase orders. The 
subsequent screen allows you to efficiently manage your POs. 

 

 

 

Use the search filters to find Purchase Orders quickly by applying one or more search 

criteria. This helps you narrow down the results and locate specific documents more 

efficiently. 

 

All Purchase Orders received from the buyer are listed on this page along with their 

current status. Select the required Purchase Order, then click the Order Number to 

open and view the Purchase Order details. 
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The Purchase Order Header displays the following details:  

 

 

1. Purchase Order Number. 

2. Allowed actions. 

3. Purchase Order status. Status will change based on the follow-on document’s 

creation. 

4. Total PO Amount. 

5. PO version. 

6. Payment terms details. 

7. Ship to details 

8. Bill to Details. 

The Purchase Order line items are listed below with details such as the service, 

quantity, and price. To view additional information, click Show Item Details, which 

includes:  
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1. Type of Purchase Order – Material or Service. 

2. Need by date. 

3. Line-item Subtotal. 

4. Status of the line items (previously confirmed or serviced). 

5. Control keys show the actions that are allowed on this line item.  

6. Tax details. 

7. Schedule lines show the quantities planned for specified delivery dates. 

 

Order Confirmation / Acknowledgement 
 

An Order Confirmation is the supplier's acknowledgment and acceptance of a Purchase 

Order. It is mandatory for every Purchase Order received. By submitting an Order 

Confirmation, the supplier confirms acceptance of the Purchase Order and its terms 

and conditions. 
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After verifying the Purchase Order, click on the Create Order Confirmation button and 

select the Confirm entire order. 

 

 

On the Next page, provide the Order confirmation reference number and the estimated 

completion date. 
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Click Next and review the entered details. Once you have verified the information, click 

Submit to complete the Order Confirmation. 

 

 

 

Once the Order Confirmation is submitted, the Purchase Order status is updated to 

Confirmed, and the Order Confirmation is available in the Related Documents section. 
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Service Entry Sheet Creation 
 

A Service Entry Sheet can be created only after the Purchase Order has been confirmed.  

From the SAP Business Network Home page, navigate to Orders and open the required 

Purchase Order. To create a Service Entry Sheet, click the Create Service Sheet button. 

 

 

On the next page, enter the Service Entry Sheet reference number, specify the service 

start and end dates, and select the Copy Service Dates to Line Items option. 
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Attachments are mandatory for Service Entry Sheets. Under the Attachments section, 

click Choose File, select the required attachment from your device, and then click Add 

Attachment.

 

 

Once the attachments are added successfully, it would be available as shown below: 
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Under the Service Entry Sheet Lines section, enter the quantity of services performed 

for each line item. Review all line items carefully and ensure the quantities entered are 

accurate before proceeding. 

 

 

 

 

If the Service Entry Sheet contains multiple line items, click Next Page to navigate 

through the remaining lines. Review and verify the quantities for all line items. 
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After verifying all the details, click Next. 

 

On the next page, review the entered details at both the header and item levels. Once 

you have verified that all the information is correct, click Submit. 
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Once the Service Entry Sheet is submitted, the Purchase Order status is updated to 

Serviced, and the Service Entry Sheet is available in the Related Documents section. 
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Advance Ship Notice Creation 
All material Purchase Orders are fulfilled through an Advanced Shipping Notice (ASN). 

Therefore, the supplier must create an ASN for every delivery. Ensure that all 

information entered in the ASN is accurate before submitting it. 

Material Purchase Orders can be identified by the Item Type at the line-item level, as 

shown below: 

 

An Advance Ship Notice can be created only after the Purchase Order has been 

confirmed. To create Ship Notice, click the Create Ship Notice button. 
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Enter the information in all fields marked with a red asterisk (*), as these are mandatory. 

This includes details such as the Ship Notice Reference and the Delivery Date. 

 

Attachments are mandatory when creating an Advanced Shipping Notice (ASN). After 

uploading the required attachment(s), select Yes from the corresponding drop-down 

field. Then, complete the remaining mandatory fields highlighted below. 
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At the line-item level, verify the Ship Quantity. If the delivery is partial, update the Ship 

Quantity to reflect only the quantity being delivered.

 

 

Then click on Next button: 
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On the next page review the details and click on Submit. 

 

 

Once the ASN is submitted, the Purchase Order status is updated to Shipped, and the 

Ship Notice is available in the Related Documents section. 
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Display Goods Receipt 
 

Once the goods are received, the stores team will post the Goods Receipt (GR). The 

Goods Receipt document will then be updated in the Purchase Order under Related 

Documents, and the Purchase Order status will change to Received. 

 

 

Click on the GR document and verify the quantity and status. 
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Invoice Creation (Material PO) 
 

All the material items supplied via ASN will receive GR upon Stores acceptance. Once 
the GR is posted, the Purchase Order status changes to Received, allowing the supplier 
to create the Invoice. 

 

To submit an Invoice, navigate to Orders from the SAP Business Network Home page 
and open the required Purchase Order. Click Create Invoice and then select Standard 
Invoice. 

 

Provide the Invoice Reference number. 

 



   

 
Page | 22  

 

Information Classification: Open Data 

 

Attachments are mandatory for all Invoices. To add an attachment, click Add to Header, 

select Attachment option. 

 

 

 

Attachments section will be available, click on Choose file and select the document 

from device and click on Add attachment button. 

 

 

 

 

 

 



   

 
Page | 23  

 

Information Classification: Open Data 

Verify the Invoice quantity for all the Line items and Click on Next Button. 

 

 

On the next screen, review the Invoice subtotal, total tax, and all other entered details. 

Once you have verified that the information is correct, click Submit to send the Invoice. 

 

 

The status of the PO changes to Invoiced and the Invoice is updated in the Related 

documents section. 
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Once the Invoice is Approved from EtihadWE, the status of the Invoice changes to 
Approved. 
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Invoice Creation (Service PO) 
 

Invoices can only be created for Service Entry Sheets that have been approved by the 

End User. 

To check the status of the Service Entry Sheets you have submitted, navigate to the 

Fulfillment tab from the SAP Business Network Home page and select Service Sheets.

 

You will find all the Service sheets that you have submitted with their current status. 
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Click on the Service Entry Sheet with the Approved status to view its details. Then, click 

Create Invoice to create and submit the Invoice. 

 

 

The steps for creating an Invoice for a Service Purchase Order are the same as those for 

a Material Purchase Order. 

On the Create Invoice page Provide the reference number of the Invoice. 
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Attachments are mandatory for all Invoices. To add an attachment, click Add to Header, 

select Attachment option. 

 

 

Attachments section will be available, click on Choose file and select the document 

from device and click on Add attachment button. 
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After uploading the attachment, scroll down and review the line-item details to ensure 

all information is correct before submitting the Invoice.

 

 

Click Next to open the review page. Verify the Invoice subtotal, total tax, and other 

details, then click Submit to send the Invoice. 
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The status of the Service sheet changes to Invoiced and the Invoice is updated in the 

Related documents section. 

 

To review the status of your submitted Invoices, navigate to the Invoices tab from the 

SAP Business Network Home page.
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All submitted Invoices are displayed with their status. 

 

 

Configure Notifications 
 

Configure your notification preferences to receive updates about important events and 

activities on SAP Business Network. 

From the Home page Click the username icon, click Settings.  
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Navigate to Account Administration and select Notifications. 

 

Select the notifications you want to receive and enter the email address to which the 

notifications should be sent. 

 

 

You can Enter up to three comma-separated email addresses per field. 

 

End of the Document. 


