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Newell Brands
Ariba Purchase Order Guide 

This guide is partial subset of the complete 
supplier guide found at the beginning of our 
Ariba information webpage
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Section 3: Purchase Order Management
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Manage POs
View Purchase Orders

1. Click on Inbox tab to manage your Purchase 
Orders.

2. Inbox is presented as a list of the Purchase Orders 
received by Newell Brands.

3. Click the link on the Order Number column to view 
the purchase order details.

4. Search filters allows you to search using multiple 
criteria.

5. Click the arrow next to Search Filters to display the 
query fields. Enter your criteria and click Search.

6. Toggle the Table Options Menu to view ways of 
organizing your Inbox.
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Manage POs
Purchase Order Detail

2

1. View the details of your order.
The order header includes the order date and information 
about the buying organization and supplier.
Note: You can always Resend a PO which was not sent to 
your email address, cXML or EDI properly clicking Resend
button.

Additional options: Export cXML to save a  copy of the cXML 
source information Order History for diagnosing problems 
and for auditing total value.

2. Line Items section describes the ordered  items. Each line 
describes a quantity of  items Newell Brands wants to 
purchase.  Set the status of each line item by sending order 
confirmations clicking Create Order Confirmation. The sub-
total is located at the bottom of the purchase order.
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Manage POs
Create PDF of PO

1. Select “Download PDF” as shown.

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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Section 4: Other Documents

Order Confirmations 
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Create Ship Notice

Delivery Terms and 
Transportation Details

Details

Submit Ship Notice and 
Status

Confirm Entire Order
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Create Order Confirmation
Confirm Entire Order

Once the order confirmation is submitted, 
the Order Status will display as Confirmed.
When viewing documents online, links to all 
related documents are displayed.
Click Done to return to the Inbox.

This slide explains how to Confirm Entire Order.
1. Enter Confirmation Number which is any 

number you use to identify the order 
confirmation.  

2. If you specify Est. Shipping Date or Est. 
Delivery Date information, it is applied for all line 
items. 

3. You can group related line items or kit goods so 
that they can be processed as a unit.

4. Click Next when finished.
5. Review the order confirmation and click Submit.
6. Your order confirmation is sent to Newell 

Brands.
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Create Order Confirmation
Reject Entire Order

1. From the PO view, click the Create Order 
Confirmation button and select to Confirm Entire 
Order, Update Line Items for individual line items or 
Reject Entire Order.

2. Enter a reason for rejecting the order in case your 
buyer requires.

This example demonstrates the Reject Entire Order option. 
(Updating with Different Statuses will be explained on the 
next few slides.)
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Create Order Confirmation
Update Line Items

1. Select Update Line Items, to set the status of each line item.
2. Fill in the requested information (the same as for Confirm All 

option). 
3. Scroll down to view the line items and choose among possible 

values:
4. Confirm – You received the PO and will send the ordered 

items.
5. Backorder – Items are backordered. Once they available in 

stock, generate another order confirmation to set them to 
confirm.

6. Reject – Enter a reason why these items are rejected in the 
Comments field by clicking the Details button.

Note: If your customer is allowing Supplier Network Collaboration 
(SNC),  your Order Confirmation must be initiated within Ariba.
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Confirm Order
Update Line Items - Price Change

1. Enter the quantity in the Confirm data entry field.  
2. Click Details to enter the details regarding the price 

change.
3. Note the new price in the Unit Price field on the Status 

Details page for the line item. Enter a Comment 
regarding the price change, if needed.
Item substitutions for the requested part can also be 
communicated using the Supplier Part field.

4. Update the Description as needed and click OK when 
done.
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Confirm Order
Update Line Items - Backorder

1. Enter the quantity backordered in the Backorder 
data entry field.  

2. Click Details to enter Comments and Estimated 
Shipping and Delivery Dates for the backordered 
items on the Status Details page.

3. Click OK when done.
Note: If using several statuses for a line item, the 
sum of the quantities for the statuses should equal 
the line item quantity.
4. Click Next.
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Confirm Order
Update Line Items - Reject

1. Enter the quantity in the Reject data entry 
field to reject item.

2. Click the Details button to enter a reason 
for the rejection in the Comments field on 
the Status Details page.

3. Click OK when done.
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Confirm Order
Update Line Items

1. Continue to update the status for each line item on the 
purchase order.  Once finished, click Next to proceed to 
the review page. 

2. Review the order confirmation and click Submit. Your 
order confirmation is sent to Newell Brands.

3. The Order Status will display as Partially Confirmed if 
items were backordered or not fully confirmed.

4. Generate another order confirmation to set them to 
confirm if needed.

5. Click Done to return to the Inbox.
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Create Ship Notice

1. Create Ship Notice using your Ariba account once items 
were shipped.
Multiple ship notices per purchase order might be sent. Click
the Create Ship Notice button.

2. Fill out the requested information on the Shipping PO form. 
The Packing Slip ID is any number you use to identify the 
Ship Notice. Choose Carrier Name and then Tracking # and 
Shipping Method will appear.

� NOTE: Suppliers are REQUIRED to provide an 
Actual or Estimated Shipping Date on Ship Notices

3. Enter Ship From information by 
clicking on Update Address.  Any 
field with an asterisk is required.

4. Check if Deliver to information is 
correct. Click OK.
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Create Ship Notice
Delivery Terms and Transportation Details

1. Delivery terms and other transportation details can be included on 
all advance ship notices to support a broader range of shipping 
information collaboration. 
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Create Ship Notice
Details

1. Scroll down to view line item 
information and update the quantity 
shipped for each line item. 

2. Click Next to proceed to review your 
Ship Notice. 
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Submit Ship Notice

1. After reviewing your Ship Notice, click Submit to send Ship Notice to 
Newell Brands. Ship Notices provide improved communications to help 
avoid unnecessary calls to order support department.

2. After submitting your Ship Notice, the Order Status will be updated to 
Shipped. Submitted Ship Notices can be viewed from Outbox or by clicking 
the link under the Related Documents from the PO View. 

3. Click Done to return to the Home page.

3

2

Invoice 
M

ethods
Table of 
C

ontents
A

riba N
etw

ork 
O

verview
 

A
ccount

S
et U

p
P

urchase 
O

rders
O

ther 
D

ocum
ents

H
elp 

R
esources



CONFIDENTIAL© 2018 SAP SE or an SAP affiliate company. All rights reserved.  ǀ© 2020 SAP SE or an SAP affiliate Company. All rights reserved.

Section 6: Ariba Network Help Resources

Customer Support Supplier 
Information Portal

Additional 
Resources

Useful Links and 
Webinars

Troubleshoot Your 
Invoice
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Customer Support
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Supplier Support During Deployment

Ariba Network Registration or Configuration Support
• Email SAP Ariba Enablement Team by Clicking Here

- Registration/ Account Configuration

- Supplier Fees

- General Ariba Network Questions

Newell Brands Enablement Business Process Support
• Email Newell Brands Enablement Team at  
SupplierEnablement.Ariba@newellco.com

- Business-Related Questions 

Newell Brands Supplier Information Portal
• Find your supplier information portal HERE

Supplier Support Post Go-Live
SAP Ariba Global Customer Support

• Click here to find your appropriate 
customer support phone number

https://support.ariba.com/Supplier_Enablement%3FANID=AN01465729744&h=veOivww0NPo5jOWa8zuxQ
http://newellco.com
https://support.ariba.com/AUC_Support_Tab/Contact_Support/%3Fproduct=Ariba+Network&locale=en&persona=&visibility=&ANID=
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Training & Resources
Newell Brands Supplier Information Portal

1

2 3

1. Select the Company Settings Menu in the top right 
corner and then click the Customer Relationships link.

2. Select the buyer name to view transactional rules:
The Customer Invoice Rules determine what you can 
enter when you create invoices.

3. Select Supplier Information Portal to view documents 
provided by your buyer.
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Useful Links and Webinars Available

� Supplier Success Sessions
� Created by Ariba Network Customer Support
� Example topics:

� Introduction to Ariba Network
� Registration
� Invoicing
� Using the help center

� 30 on Thursdays
� Information sessions on Supplier best practices
� Example Sessions:

� Uncover Advanced Functionality to Maximize 
Value

� Introduction to Supplier Electronic Integration
� Roadmap to Your Ariba Network Subscription

� Live Demonstrations
� Understand SAP Ariba’s solutions
� Example Demos:

� PunchOut for e-Commerce managers
� Creating electronic catalogs
� Integrating with your customers through cXML
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� Ariba Supplier Pricing page
� Ariba Network Hot Issues and FAQs 
� Ariba Cloud Statistics and Network Notification

� Detailed information and latest notifications about 
product issues and planned downtime – if any –
during a given day

� SAP Ariba Discovery
� Ariba Network Overview
� Support Center
� Learning Center

Links Webinars

https://gateway.on24.com/wcc/gateway/elitesaparibacustsupport/1391535
https://my.ariba.com/30-on-Thursdays-Webinar-Series_Registration-Page.html
https://www.ariba.com/resources/live-demos
https://www.ariba.com/ariba-network/ariba-network-for-suppliers/subscriptions-and-pricing
https://connect.ariba.com/anfaq.htm
http://trust.ariba.com/
https://www.ariba.com/ariba-network/ariba-network-for-suppliers/selling-on-ariba-network/sap-ariba-discovery
https://www.ariba.com/ariba-network/ariba-network-for-suppliers/fulfillment-on-ariba-network
https://uex.ariba.com/%3Fq=external-login&a_fenb=is&a_persona=seller&a_context=transactions&a_domn=aribanetwork&a_lgin=false&a_lang=en&a_redirect=support-center
https://uex.ariba.com/%3Fq=external-login&a_fenb=is&a_persona=seller&a_context=transactions&a_domn=aribanetwork&a_lgin=false&a_lang=en&a_redirect=learning-center


Thank you.


