This Supplier Quick Guide shows you how to...

DO ORDER CONFIRMATION
THROUGH CSV UPLOAD

...IN

I
Log in to SAP Ariba

\

Download a CSV file template

\

Fill out the CSV file template

J
-

Upload the csv file to SAP Ariba

\.
N
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1. LOG IN TO ARIBA

— Step-by-step

1. Go to the Ariba Portal by using
the below link:
supplier.ariba.com.

2. Enter your User name and
Password.

3. Click on ‘Login’.

llustration

SAP Business Network ~

Supplier Login

e User Name

Password

e

Forgot Username or Password

New to SAP Business Network?

Register Now or Learn More

Supported browsers and plugins

w © 2022 SAP SE or an SAP affiliate company. All rights reserved
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DOWNLOAD AN CSV FILE TEMPLATE

— Step-by-step

1. Open the menu (three dots) in
the top right corner of the home
screen.

2. Select “Templates’ under CSV
Download

3. Select ‘Order Confirmation’.

4. Click ‘Download’

— lllustration

SAP Business Network ~ Enterprise Account TEST MODE

Home Enablement Workbench Orders v Fulfillment v

Planning v

Orders and Releases
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Overview Getting startedo
Orders to invoice Orders
Last 31 days
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Activity feed | All v

Order received
[F:‘ May 10, 2023 | 12:17 PM | Vestas - TEST

SAP Business Network ~
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Download CSV Templates

Quality v

ﬁ‘_’ 4 ":’
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Rejected invoices Remittances

Purchase orders

=11 3.135.

Viewall 494 Last 3 months v/

“0.0..

Early payment offers

Next 90 days

Assessments

Create \/ @

Track

Pending Queue

m_ Documents to Resend
—

Product Activity Messages
Notifications

CSV Upload

Order Confirmation

Ship Notice

PDF Invoice

CSV Download

Templates

Excel Files

Upload/Download

Document Archive

Archive Documents

Download Status

Deleted Transactions

Current Transactions

d ]

Invoice aging

305

If any of your customers use custom CSV templates, a Custom Templates section appears below. If so, select a customer from the pull-down menu, and then download the custom templates. Otherwise, downlc

Standard Templates

l:‘ Document 1

@ Order Confirmation e

I:‘ Ship Notice
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FILL OUT THE CSV FILE TEMPLATE

— Step-by-step — lllustration

AutoSave B 9-

P Search(Al+Q) waran Theenadhayalan
Fle  Home Templafy Insert Draw  Pagelayout Formuas  Data  Review  View  Developer  Help  Power ivot

C
4 &G Calibri

[ A B Wap Tt ﬁ General SRR s I E=7 A rvormal EH R [ ZAdesem -

. . . . Templafy  Paste [Er"'p" ’ B I U § § S MergeaCenter -+ S ¢ 0 Conditional Format as [T Insert Delete Format

1. Fill out all required fields in the | ] PO I '
.

Formatting~ Table v
Clipboard 7

Alignment Sensitivity Number

Required fields: . O

UTF-8

_csv_versi _csv_serial:SERIAL_DEFAULT_ORDER_CONFIRMATION_V_ 1 _csv_type_csv_template:Standard Template
Order Number (Column A)

Type Order Dat Customer Shipping (Shipping I Tax Currer Tax Amou Comment Item Line Schedule Commitm Item Type Item Quar Item Unit Item Delivitem Shipi Item Ship| item Ship| Item Tax Citem T

il Optional Optional Optional Optional Optional Optional Optional Optional Required Optional Optional Required Required Required Optional Optional Optional Optional Optional Optior
. Bl string  string String  Date  String  String  Decimal String  Decimal String  Integer Integer String  String  Decimal String  Date Date  String  Decimal String  Decim
Itel I I Quantlty (COIUI I In B) Order con Purchase order ID Purchase (Purchase ltem Custi Shipping « Estimated Tax currer Tax amoui Comment Purchase (Item Sche Schedule Order con Item quan UN/CEFAC tem deli Item shipt Item shipj Item shipj Item tax ¢ Item t

Item Type (Column C)
ltem Quantity (Column K) :

- Item Unit Of Measure (Column P)
- Item Delivery Date (Column Q)
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UPLOAD THE CSV FILE TEMPLATE TO SAP ARIBA 1/2

— Step-by-step

1. Click on Order Confirmation tab
under CSV Upload.

2. Choose file from your device.

3. Click on Import CSV Order
Confirmation and upload the
document.

If you experience an error
during the upload, go to the
next slide to see actions.

Note: Do not change the Column or
slide and please follow the format
provided in the CSV file’s fields.
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Download CSV Templates
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— Step-by-step

When you are uploading the CSV
file, you can experience either a
successful upload message oran
error in the upload message.

1a. If the status says ‘CSV Order
Confirmation has beensuccessfully
imported’your upload was
successful.

1b.If you getanupload error,
pleaselook atthe description of
the error, correctitin your CSV file
and re-upload the CSV file once
again.

UPLOAD THE CSV FILE TO SAP ARIBA 2/2

— lllustration

Import CSV Order Confirmation

Error 1

H

Mapping failure: Delivery date is not specified for purchase order line number (10), order number (4507294530).

ompany. All rights reserved.
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NEED HELP?

Support is available!

For questions or technical support please
contact the Vestas SSC Ariba team

For information and further Quick Guides from
@ the Digital Procurement program in Vestas, visit ‘ )
our website .
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