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1-1. About This Guide

NTT DATA and the group companies participating in SSC (purchasing tasks) (*) (hereinafter called “the 

Buyer” or “Buyer”) will start using a system provided by SAP Ariba (“Ariba”) for purchasing contract 

procedures (from orders/order confirmation to delivery/invoicing) with supplier companies (the “Supplier”) at 

the end of July, 2022.

This document is the guide that enables the Supplier to use Ariba for smooth purchasing transactions with 

the Buyer.

The guides are prepared per task handled by the Supplier.

Images (especially screen captures) appeared in the guides are as of a date of revising each guide. Images 

in the guides may be different from images on the system due to changes in UI and other reasons.

Please understand possible differences in advance.

* For group companies participating in SSC (purchasing tasks), see the URL below:

https://www.nttdata.com/jp/ja/about-us/proc/g-ssc/

* The group companies participating in SSC shall be valid from the time when NTT DATA makes the announcement.

* The name of AribaNetwork has been changed to BusinessNetwork by SAP JAPAN Ltd., however, this document continues to be effective 

as AribaNetwork. 

https://www.nttdata.com/jp/ja/about-us/proc/g-ssc/
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1-2. Structure of Ariba Usage Guide

Below is the structure of the “Ariba Usage Guide.” See a guide suitable for your purpose.

Guide title Outline

Ariba Usage Guide_Common
Explains procedures for logging in and out Ariba and 

various contact information on how to operate Ariba

Ariba Usage Guide_Order

Confirmation

Explains procedures for implementing order

confirmation on Ariba

Ariba Usage 

Guide_Delivery/Invoicing

Explains procedures for creating invoices and checking 

payment announcement on Ariba
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Purchasing Platform

Buyer Supplier

This section explains the overall image of purchasing contract procedures and the scope of this 

Guide.
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• Not scope of Ariba for overseas suppliers

• A request for quotation and a quotation reply are implemented by offline 

between the Buyer and the Supplier the same as before.
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• After approval by the Buyer, a purchase order is sent to the Supplier. The 

Supplier receives and checks the purchase order form through Ariba.

• The Supplier uses an order confirmation function of Ariba to show its 

intention of order approval (order confirmation).

• Order confirmation and written individual contracts such as Statement Of 

Work (SOW) which are executed on a paper basis are digitalized.
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• The Supplier uses an invoicing registration function of Ariba to implement 

task completion reports and delivery/invoicing registration.

• Buyer pays the contract price in accordance with the payment terms on the 

contract between Buyer and Supplier.

1-3. Scope of This Guide

Request for 
quotation

Quotation 
reply

Order 
Confirmation

Delivery/
invoicing

Invoicing 
information check

Payment 
receipt

Payment

Purchasing 
request

Order 
placement

Approval

Scope of this Guide

Supplement information on overview of Supplier tasks

※Document retention period is indefinite on Ariba

(You can set 156 months or less if you want to limit it.)
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1-4. How to See Various Materials

You can see documents such as reference materials for initial settings for use of Ariba and tasks 

not described in this Guide on our website [https://www.nttdata.com/jp/ja/about-us/proc/].

At the bottom of the website, there are some links for the documents in English, and you 

can download the documents you need.

The pictures on this document are for illustrative purpose.

https://www.nttdata.com/jp/ja/about-us/proc/
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2-1. Preconditions for Order Confirmation

Below is the preconditions for implementing the “Order Confirmation”.

 Submission of the “Order Confirmation” on Ariba shall be deemed to have approved an order (the “Order”). 

 If you reject the Order due to reasons such as any discrepancy in the content of the Order, you should notify 

the Buyer outside Ariba within 10 business days from the day of placing the Order on Ariba. If you fail to 

notify within the period, you shall be deemed to have approved the Order. Without submission of the “Order 

Confirmation,” you shall be deemed to have approved the Order.

 In addition to the above, if the Buyer would like to cancel the order, the Buyer will ask you whether the order 

would be cancelled or not via e-mail. In line with this, the Buyer will issue the cancel order on Ariba, however, 

if you cannot agree with the cancellation, you should notify the Buyer outside Ariba within 10 business days 

from the day of placing the cancel order on Ariba. 

 In the event of any discrepancy of the Order content between the items shown on an Ariba screen and the 

content of attached files, the items on the screen will take priority.

 In principle, contracts are not concluded in writing. If contract documents with signature spaces are attached, 

submission of the “Order Confirmation” is an alternative to signatures.
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2-2. Quotations

 Quotation is not scope of Ariba for overseas suppliers. 

 Both parties conduct offline negotiations as usual and agree with the details of a quotation.
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2-3. Points to Note regarding Persons for Implementing the Order Confirmation

 Ariba does not have workflows that enable to be used in implementing the Order Confirmation. 

We would like to thank you for your consideration on operational aspects. The Order 

Confirmation should be implemented directly by or after approval of any person with 

necessary authorization.

 If the Order Confirmation is implemented by a non-authorized user, this is deemed to have 

implemented the effective Order Confirmation. Please understand it in advance.

 The Supplier should establish operational rules and thoroughly implement them internally.
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3-1. Flow for Implementing Order Confirmation Tasks

This section explains the standard flow for tasks from receipt, confirmation to submission of the 

Order.

Buyer Supplier Explanation

Places the Order

Receives and checks 

a notice e-mail

Logs in Ariba

Implements and submits 

the Order Confirmation

Receives and checks 

a notice e-mail

The Buyer places the Order with the offline quotation

The Supplier receives an e-mail notifying the issue of the Order

The Supplier logs in Ariba from the URL described in the e-mail

*Without going through the e-mail, the Supplier can log in Ariba directly to check 

the Order

The Supplier confirms the Order and then implements the Order 

Confirmation

The Buyer receives an e-mail notifying the Order Confirmation from 

the Supplier
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3-2. Order Notice E-Mails

After placing the Order, a notice e-mail is sent. This notice e-mail describes an URL for a screen 

of the details of the Order. Without going through the e-mail, you can log in Ariba directly to check 

the Order.

This portion shows a link to a screen for the Order 

Confirmation on Ariba

* For procedures for confirmation from a link, see 

section 3-3 in this Guide.

* For procedures for setting notice e-mails, 

see the “Ariba Account Settings Guide”

Notice e-mail sample

* If it is an order notice e-mail for a change 

contract, this e-mail shows the words “changed 

order”

The pictures on this document are for illustrative purpose.
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3-3. Procedures for Displaying the Order Confirmation Screen - via Notice E-mails -_1/2

This section explains procedures for checking the content of the Order on Ariba from an URL 

described in a notice e-mail.

1. Open an order notice e-mail and click the described URL

2. The Ariba Supplier Login Screen appears. Enter the “User Name” and the “Password” and 

log in Ariba

* For the details of login procedures, see the “Ariba Usage Guide_Common”

Enter the “User Name” and the 

“Password” and click the “Login”

The pictures on this document are for illustrative purpose.
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3-3. Procedures for Displaying the Order Confirmation Screen - via Notice E-mails -_2/2

3. When successfully logging in, the notified Order appears. Check the content

PO〇〇〇〇

PO〇〇〇〇

The pictures on this document are for illustrative purpose.
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3-4. Procedures for Displaying the Order Confirmation Screen - Ariba -_1/3 

Without going through the notice e-mail, you can directly check the content of the Order on Ariba.

1. Log in Ariba to click the “Inbox” tab

click the 

“Inbox” tab

2. Click the “Order/Release” on the displayed submenu

Click the “Orders and Releases” 

The pictures on this document are for illustrative purpose.
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3-4. Procedures for Displaying the Order Confirmation Screen - Ariba -_2/3

3. The “Orders and Releases” screen appears. Click the “Order Number” for the applicable Order

Click the “Order Number”

PO〇〇〇〇

The pictures on this document are for illustrative purpose.
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3-4. Procedures for Displaying the Order Confirmation Screen - Ariba -_3/3

4. The notified Order appears. Check the content

The pictures on this document are for illustrative purpose.
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3-5. Procedures for Implementing the Order Confirmation_1/8

This section explains procedures for implementing the Order Confirmation.

1. On the displayed “Order Detail” screen, click the “View more” in the “Payment Terms” section

*If the order has an attached file, open and confirm it

The pictures on this document are for illustrative purpose.

(If there is an attached file, ) open 

and confirm the attached file

Click the “View more”
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3-5. Procedures for Implementing the Order Confirmation_2/8

2. The detail of “Other Information” appears. Including the appeared contents, check the 

contents of the “Order Detail” 

The pictures on this document are for illustrative purpose.



© 2022 NTT DATA Corporation 22

3-5. Procedures for Implementing the Order Confirmation_3/8

3. After checking the displayed content, click the “Details” in the “Line Items” section

Click the “Details”

The pictures on this document are for illustrative purpose.
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3-5. Procedures for Implementing the Order Confirmation_4/8

4. The details of the “Line Items” appears. Check the content

PR〇〇〇〇

PR〇〇〇〇-R〇〇〇

The pictures on this document are for illustrative purpose.
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3-5. Procedures for Implementing the Order Confirmation_5/8

5. After confirming that there are no problems in the content of the Order, click the “Create Order 

Confirmation” to click the “Confirm Entire Order” on the displayed submenu

Click the “Create Order Confirmation”

Click the “Confirm Entire Order”

PO〇〇〇〇

PO〇〇〇〇

The pictures on this document are for illustrative purpose.
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3-5. Procedures for Implementing the Order Confirmation_6/8

6. The “Confirm Entire Order” screen appears. Click the “Next”

Click the “Next”PO〇〇〇〇

The pictures on this document are for illustrative purpose.
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3-5. Procedures for Implementing the Order Confirmation_7/8

7. The “Review Order Confirmation” screen appears. Click the “Submit”

Click the “Submit”

The pictures on this document are for illustrative purpose.
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3-5. Procedures for Implementing the Order Confirmation_8/8

8. The “Order Detail” screen appears again. Click the “Done” and finish processing

Click the “Done”

PO〇〇〇〇

PO〇〇〇〇

¥ 100,000

¥ 8,000

¥ 108,000

The pictures on this document are for illustrative purpose.
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3-6. Order Status

On the “Order Status” which is an item displayed on a screen, you can check if it is necessary to respond to 

the Order Confirmation.

The Order Status can be checked on the “Orders and Releases” screen and the Order Detail screen.

The order status name before the Order Confirmation is different between new and change contracts.

Before the Order Confirmation After the Order Confirmation

Orders and 

Releases 

screen 

Order Detail 

screen

Order Status: "New" * "Changed" for a change contract

Order Status: "New" * "Changed" for a change contract Order Status: “Confirmed”

Order Status: “Confirmed”

PO〇〇〇〇

The screen shows 

that the Order has not 

been confirmed

PO〇〇〇〇

PO〇〇〇〇

PO〇〇〇〇

The screen shows that 

the Order has been 

confirmed

The pictures on this document are for illustrative purpose.
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3-7. Order Modification/Rejection

In principal, the content of the Order is agreed before the Ariba operation between the Buyer and 

the Supplier. Please note that no modification arises after receipt of the Order.

If you need to modify the content after receipt of the Order due to unavoidable reasons, you 

should use means such as e-mails to harmonize recognition with the Buyer outside Ariba. The 

Supplier cannot reject the Order on Ariba. The Supplier should wait until the Buyer cancels the 

Order, modifies the content and then places the Order again.

The “Reject Entire Order” is 

unavailable

PO〇〇〇〇

The pictures on this document are for illustrative purpose.
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[Reference] Introduction of operational examples of placing dispatcher to deal with orders

The person who 

checks AribaNetwork 

dispatches the case 

to the sales 

representatives.

NTT DATA
NTT DATA

Group company A

NTT DATA

Group Company B

Order

each sales representative

AribaNetwork Inbox

RFQ Osaka Sales Office

RFQ Tokyo Sales Office

AribaNetwork ID

Order

invoicing

Each sales 

representative checks 

the AribaNetwork inbox

Without a dispatcher

Ariba Network

Setting up a dispatcher 

NTT DATA
NTT DATA

Group company A

NTT DATA

Group Company B

Order

AribaNetwork ID

each sales representative

AribaNetwork

dispatcher

Order Order invoicing

* Up to 3 notification email addresses can be configured (up to 5 notification email addresses for orders)

Order cannot be sent to all Sales Representatives *.

Therefore, each sales representative will review their orders on Ariba.

You will need to implement order confirmation and invoicing.

If necessary, please consider the following workaround example (setting up a dispatcher) in your company.

Order Order Order Order

invoicing invoicing invoicing invoicing
invoicing invoicing

Ariba Network
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