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USER ROLES SET-UP
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You are now enabled and can receive Orders from Henkel and respond to them through SAP-Ariba. 

Now we need your help to check if everything works properly. For this purpose, we have sent you a Testing 

Order. Please follow the instructions provided in this guidance deck.

▪ For the correct set up of who shall receive the notifications about the Orders and who will have access to them, 

please refer to your “Company Settings”

▪ The default set up is an e-mail notification to the account admin of your company. We recommend to check this 

setting and set up the correct notification receivers as soon as possible, other users need to be added first

▪ MORE INFORMATION

For more information on how to set up your account, roles, notifications and much more, please refer to the SAP 

Ariba Supplier Support page or use SAP Ariba Help Center directly through your account

https://www.sap.com/products/business-network/suppliers/support.html
https://www.sap.com/products/business-network/suppliers/support.html
https://service.ariba.com/Supplier.aw/124998059/aw?awh=r&awssk=BK0K0TUg&dard=1&ancdc=2


HOW TO FIND PURCHASE ORDER IN ARIBA NETWORK
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▪ Go to the „Ariba/SAP Business Network“ page. It can be changed by clicking on the 

small arrow or text next to SAP logo.

Once you have received the corresponding Henkel Purchase Order, please proceed with 

the order confirmation:

▪ Click on “Orders“ and then choose Purchase Orders option.



HOW TO FIND PURCHASE ORDER IN ARIBA NETWORK
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▪ Click on the tile Orders – Ariba will list all 

Purchase Orders received from all your 

customers

▪ If necessary, Edit the filter to provide 

relevant results (e.g. to show results for 365 

days)

▪ You can use the search bar below to search 

for a particular PO from particular customer.



NOTES FOR STANDARD ACCOUNT
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▪ Your Standard account can be upgraded to Enterprise by 

clicking on „Get Enterprise account“ button on the top. 

Enterprise account has more functions and support, but it is 

NOT FREE. Fees are calculated based on your transactions.

▪ DO NOT UPGRADE your account unless you understand this 

and are willing to pay your fees. Henkel is not responsible 

for paying them once you decide to upgrade. 

▪ If you just created your Standard account, it is quite possible 

that you will not see any buttons for Orders in your 

Workbench show on previous slide.

▪ CUSTOMIZE

Workbench can be modified by clicking on „Customize“. 

Please follow this video to understand how to edit your 

Workbench. Workbench guide for Standard Account

https://sapvideoa35699dc5.hana.ondemand.com/?entry_id=1_mejgo2h7


ORDER CONFIRMATION
VALID FOR ENTERPRISE AND STANDARD ACCOUNT
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▪ You can create Order Confirmation directly from your Ariba account.

▪ Click on PO number, then hit drop down button “Create Order Confirmation” and select „Confirm Entire Order“



ORDER CONFIRMATION

MANDATORY TESTING OF DOR8

▪ As there are no other required fields, click 

on „Next“ button

▪ Submit it, and the order is confirmed! 

➢ IMPORTANT

Please note, that Order Confirmation is required only for 

test purposes. For real orders this remains recommended.



DO YOU HAVE ANY QUESTIONS?
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▪ In case of any technical issues (missing access to Ariba Network menu, user related issues, etc.) or 

problems with account setup please contact directly SAP Ariba support, as you can see below:

In case of questions related to Ordering process, do not hesitate to contact us (Henkel 

company) via e-mail to ariba.procure.global@henkel.com



FOR FURTHER SUPPORTING MATERIALS PLEASE VISIT 

OUR HENKEL@SAP ARIBA WEBPAGE

https://www.henkel.com/company/partners-and-suppliers/suppliers/sap-ariba
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