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Top Tips  

• In your Ariba account profile, ensure your Order and Invoice 
routing methods are set-up to receive email notifications. 

• With Standard accounts, you receive purchase orders through 
email and process them by clicking the Process Order button. If 
you misplace a purchase order email notification, follow the 
below steps to send a copy: 

1.Sign in to your Ariba Network Standard account. 
2.In the Orders, Invoices, and Payments dashboard, click More. 
3.Click the Purchase Orders tile. 
4.Under the Action column, click Select > Send me a copy to 
take action. 

 
This will resend the purchase order to your user's email address 
configured in the My Account section. 
 
The default view for the Orders, Invoices and Payments 
dashboard is the last 14 days. If needed, this filter can be 
changed by clicking Last 14 days in the top right corner of the 
dashboard and selecting a different view. 

• Order Confirmations must be created for all Orders and Order 
Changes within 48 hours. 

• Ship Notices must be created prior to the shipment of materials 

• Invoices can only be created after an Order Confirmation and a 
Ship Notice (if required) have been created. 

Help Information  

❖ Click here:  
on your Ariba Home page to access the Ariba Help Center to 
view FAQs and contact Ariba Customer Support. 

❖ Contact the Buyer stated on the Purchase Order for all Order 
related questions. 

❖ Go to our 3M Supplier Direct website to download full 
training documents: http://3m.com/supplierdirect > select 
your country under                           and select:  

 

 
  

http://3m.com/supplierdirect
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How to add/change Tax and VAT IDs - Standard 

Account 

 

In many countries it is mandatory to have the supplier’s VAT ID (Value 

Added Tax number) stated on their invoice. This manual explains how 

a supplier can add or update their VAT ID or Tax IDs to their Company 

Profile on their Ariba Network account. The VAT ID or Tax ID will then 

default to each eInvoice the supplier creates in the Ariba Network.   
 

 

To add/change VAT ID  

1. Log in to the Ariba Network: https://supplier.ariba.com/   
 

 

 
2. Click on the Account Settings icon: 

 

 

 
3. Select Company Profile: 

 

 

 
4. Click the Business tab: 

 

 

5. Enter your Tax / VAT IDs in the Tax Information section. 
 
NOTE: no spaces, hyphens or special characters are allowed: 
 

 

 

 
6. Click Save: 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://supplier.ariba.com/
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How to change/add email addresses for Purchase 

Order notifications – Standard Account 

 

1. Log in to the Ariba Network: https://supplier.ariba.com/   
 

 

 
2. Click on the Account Settings icon: 

 

 
 
 

3. Select Settings, then Electronic Order Routing:  

 

 

 

 

 

 
4. Change/add the required email addresses and check the “Include 

document in the email message” box. 
 

 
You can add up to five email addresses separated by a comma (no 
spaces). 

 

5. Click Save 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://supplier.ariba.com/
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How to create an Order Confirmation – 

Standard Account 
 

You are required to create an Order Confirmation within 48 hours of 

receiving the Purchase Order in your Ariba Account. You can confirm the 

Order “As Is”, or propose a different delivery date, quantity or price. Do not 

use the Reject or Backorder options.  

 

1. Click the “Process Order” button in the Ariba Purchase Order 
email you have received:  
 

 

 

2. Log in to your Ariba Network Account:  

 
 
 

3. Click on  under the Line Items section to 
view additional Order information 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

4. Identify the Purchase Order Type as this will determine the 
steps you follow to create an Order Confirmation: 

 

 

Material Orders → See Page 5 

 

Material Purchase Orders contain a Customer Part # and  

Type = Material: 

 

Or, they contain a blank Customer Part # and Type = Material: 

  
 

 

 

 

 

 

Limit and Free Text Service Orders → See Page 6 

Limit Purchase Orders contain a 5-digit Line # starting with 0000* and 
Type = Service: 

 

Free Text Service Purchase Orders contain a 5-digit Line # starting 

with 1000* and Type = Service: 
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How to create a Confirmation for a Material 

Order 

 
1. Click Create Order Confirmation to reveal the drop down: 

 

 

 

 

2a. To confirm an Order “As Is” → click Update 

Line Items: 

 

 
 

 

Enter your Confirmation #: 

 

                               

 
Click Confirm All:  

 

    
 

Click:  

 

Review the summary page and click:  

 

2b. To confirm a different quantity, delivery date or 

price → click Update Line items: 

 

 
 

Enter your Confirmation #: 

 

 

 

For each Line Item: In the Confirm field, enter your quantity and click 

on Details:  

 

 

 

 

Enter the Est. Delivery Date. 

If required, also update the Unit Price: 
 

 

 

 

 

 

 

and click: 

 

on the next page click:  

 

review the summary page and click: 
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How to create a Confirmation for a Limit or 

a Free Text Service Order 

 

1. Click Create Order Confirmation to reveal the drop down and select 
Update Line Items: 
 

 

 

2a. To confirm the entire Order “As Is” → Enter your 

Confirmation #: 

  

 

For each Line Item click: Confirm Based on Schedule Lines:      

A pop-up screen will appear. Check the box and click on Create 

Status: 

 

 

 

 

  

 
 

 

Click:  

 

 

Review the summary page and click:  

 
 

2b. To confirm the entire Order with one 

Completion date that is different to the Need By 

date → Enter your Confirmation # and Estimated Completion Date 

which will be applied to all Line Items: 

 

 

 

 
Click: Confirm All: 

 

 

Click:  

 

 

Review the summary page and click:  

 

 

 

Please Note: If the Purchase Order has multiple lines with various 

Need By dates, and you need to confirm different Completion Dates to 

the Need By dates, then please contact the 3M Buyer who will create a 

Change Order.  
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How to Create Ship Notice for a Material 

Purchase Order – Standard Account 
 

Ship Notices (ASNs) are required for all Material Purchase Orders and 

should be created 24 hours prior to the goods arriving at 3M.  You 

can only create a Ship Notice after you have created a Purchase Order 

Confirmation. 

 

Material Purchase Orders can be identified as they contain a Customer 

Part # and the Type = Material: 

 

 

 

1. Click the “Process Order” button in the Ariba Purchase Order email 
you have received:  
 

 
 

2. Log into your Ariba Network Standard account: 

 

 

     

3. Click the Create Ship Notice button: 
 

  
 

4. Enter your Packing Slip ID (this is your delivery note number) and 
Delivery Date: 

 

                         

5. Click the Carrier Name drop-down: 

 

a) If you pay the Carrier, select your Carrier’s name from the list. 
If your Carrier is not listed, choose Manage Carrier: 

 

 

and enter the Carrier Name and Template URL and click OK 
 

 

 

 
The newly created carrier can now be chosen from the Carrier Name 
list: 
 

                

 

b) If 3M pays the Carrier, select Other from the list and enter the 
3M Freight Vendor ID (provided by 3M): 
  

 

 
6. Enter Tracking No (no special characters or spaces): 

 

 

 
 

 

7. Select the Shipping Method from the list: 

 

 

8. Enter your Trailer ID in the Equipment Identification Code field (no 
special characters or spaces): 
 

 

 

9. The Ship Qty is pre-populated. Update this field to your actual 
shipment quantity if different. (Note: Partial shipments are 
accepted): 
 

 

 
10. If the material is 3M batch-managed enter the Supplier Batch ID 

and Production Date: 
 

 

 
If the same Line item has multiple Batch IDs, then click the Add Ship 
Notice Line button to create an additional line per Batch ID: 
  

 
 
and enter the Ship Qty, Supplier Batch ID and Production Date for 
each Batch: 
 

 
 
 
 

11. If the material is shelf-life managed, enter the Expiry Date: 
 

 

 

12. For each line item: 
 
a) click Add Details: 
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b) click Packaging: 
 

 

 

c) Enter the Weight (this is the Net weight): 
 

 
 
and the Gross Weight and Unit (UOM) of the Line Item: 
 
 

 
 

d) Click OK: 
 

 
 

Note: The Unit needs to be entered using the “UN/CEFACT Common 

Codes for Units of Measurement” code set. For example:  

 

Use KGM for kilos 

Use LTR for litres 

Use MTR for metres 

 

13. Click on Next (bottom of screen) 

 

 

 
14. Click Submit: 

  

 

 
15.  You are returned to the Purchase Order, and the Ship Notice can be 

viewed under Related Documents: 
 

 

16. Click Done to Exit the PO 
 

 

 
17. The Purchase Order status will change to Shipped or Partially 

Shipped. 
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How to create an Invoice – Standard 

Account 
 

 

1. Click the “Process Order” button in the Ariba Purchase Order 
email you have received:  

 

 
 

2. Log into your Ariba Network Standard account: 

 

 
 
 

3. Identify the Purchase Order Type as this will determine the 
steps you follow to create an Invoice:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Material Orders → See Page 10 

 

Material Purchase Orders contain a Customer Part # and  

Type = Material: 

 

 

Or, they contain a blank Customer Part # and Type = Material: 

  
 

 

 

 

 

 

Limit Orders → See Page 12 

 
Limit Purchase Orders contain a 5-digit Line # starting with 0000* 
and Type = Service: 

 

 

 

 

Free Text Service Orders → See Page 14 

 

Free Text Service Purchase Orders contain a 5-digit Line # starting 

with 1000* and Type = Service: 
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How to create an Invoice for a Material 

Order 
 

1. Click Create Invoice and then Standard Invoice from the drop-
down: 
 

 
 

2. Enter Invoice # and Invoice Date: 
 

 
 
Note: maximum 16 digits, do not use leading zeros, spaces, lower 
case letters or special characters; Invoice Date can be backdated 
up to 364 days, but post-dated invoices are NOT allowed. 
 
 

3. Verify the Remit To address; if multiple addresses are set up, 
select the correct one from the drop-down menu: 
 

 
 
4. In the Tax section select:  

 
A. Header level tax when the same tax rate applies to all line 

items 
OR: 

B. Line level tax when different tax rates are applicable 

 

 

 
 
 
 

 

 
 

A. Enter Header level tax: 
 

i. Select the tax type (e.g. VAT) from the Category drop down, and 
enter the tax Rate (%): 

 

 

 

 

 
If the tax rate is Zero or Exempt:  

 
1) enter 0 in the Rate (%) 
2) select Zero or Exempt from the Exempt Detail drop-down 
3) enter tax-exempt reason in Description  

 
ii. Enter the Date of Supply (if required) 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

B. Or Enter Line level tax: 
 

i. Tick the Line(s) to apply a Tax to 
ii. Tick the Tax Category box, and select the Tax type 
iii. Click Add to Included Lines 

 
 

 
iv. Enter the tax Rate (%): 

 
 
 
 
 
 

 
v. If the tax rate is Zero or Exempt:  

 
1) enter 0 in the Rate (%)  
2) select Zero or Exempt from the Exempt Detail drop-down  
3) enter tax-exempt reason in Description 
 

vi. enter the Date of Supply (if required) 
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5. If Shipping Costs need to be added to the Invoice:  

 
a) Click on Add to Header and click Shipping Costs. 

 

b) Enter Shipping Amount:  
 

 

 

c) Click on Add to Header and click Shipping Tax.  
 

 

d) Select the tax type (e.g. VAT) from the Category drop down 
and enter the tax Rate (%):  

 

 
If the tax rate is Zero or Exempt:  

 
1) enter 0 in the Rate (%) 
2) select Zero or Exempt from the Exempt Detail drop-down 
3) enter tax-exempt reason in Description  

 

e) Enter the Date of Supply  
  

 
 
 

6. If KID/FIK/OCR/Payment reference numbers are applicable 
(Norway/ Denmark/Sweden/Finland), enter the number in field 
Payment Note: 

 

 
 

7. VAT/Tax ID if applicable: 
 
f) Your VAT/Tax ID will always be defaulted into the Supplier 

VAT/Tax ID field if you have completed the VAT/Tax ID field in 
your Company Profile 
 

g) If not, enter your Supplier VAT/Tax ID:  
 

 
 
 

 
8. If additional information needs to be added to the invoice, click on 

Add to Header, click Comments and then add comments:  
 

 

 

 

 

 

 

 

 

 
 

9. Poland specific field only – select as appropriate:   
 

 
 

10. Under Line Items:  
 
Click the toggle to include (green) or exclude (grey) the line item 
from the Invoice  
OR  
Tick the checkbox to the left of the item and click Delete to remove 
the line item from the Invoice: 

 
 
 
 
 

    

 

  

 
 
 
 

11.  If needed, update the Unit Price and Quantity fields per line item 
(these are defaulted from the Purchase Order): 

 

 

12.  To add miscellaneous/additional charges: 
 
a) Click Add and select Add Material: 
 

 

 

b) Select the appropriate Other charge type: 

 

 

 

 

 

 

 

c) Enter Quantity, Unit and Unit Price: 

 

 
 

 

13.  Click on Next: 

 

14.  Check the details of the invoice and click on Submit: 
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How to create an Invoice for a Limit Order 
 

1. Click Create Invoice and then Standard Invoice from the drop-
down: 

 
 
 

2. If the Purchase Order has multiple lines, select a line item to 
Invoice.  
 
You can only invoice one line item at a time on a Limit Order. For 
each Purchase Order line, you need to create a new Invoice.  
 

 
 
 

3. Click on Next: 

 

 
4. Enter Invoice #: 

 

Note: maximum 16 digits, do not use leading zeros, spaces, lower 
case letters or special characters.  
 
 

5. You cannot edit Invoice Date for Limit Orders. Invoice Date is 
automatically added when the 3M Buyer approves the Service 
Sheet generated from your Invoice and the Invoice status changes 
from Pending Approval to Sent. 
 
 

6. Verify the Remit To address; if multiple addresses are set up, 
select the correct one from the drop-down menu: 
 

 
 
 
 

 

 

7. In the Tax section select: 
 
 
A. Header level tax when the same tax rate applies to all line 

items 
OR: 

B. Line level tax when different tax rates are applicable 

 

 

 

8. If Header level tax selected in point 7:  
 
 

A. Enter Header level tax: 
 

i. Select the tax type (e.g. VAT) from the Category drop down, 
and enter the tax Rate (%): 

 

 

 

 

 
If the tax rate is Zero or Exempt:  

 
1) enter 0 in the Rate (%) 
2) select Zero or Exempt from the Exempt Detail drop-down 
3) enter tax-exempt reason in Description  

 
ii. Enter the Date of Supply (if required) 

 

 

 

 

 

9. If KID/FIK/OCR/Payment reference numbers are applicable 
(Norway/ Denmark/Sweden/Finland), enter the number in field 
Payment Note: 
 

 
 

10. VAT/Tax ID if applicable: 
 
h) Your VAT/Tax ID will always be defaulted into the Supplier 

VAT/Tax ID field if you have completed the VAT/Tax ID field in 
your Company Profile 
 

i) If not, enter your Supplier VAT/Tax ID:  
 

 
 
 

 
 

11. If additional information needs to be added to the invoice, click on 
Add to Header, click Comments and then add comments:  
 

 

 

 

 

 

 

 

 

 

 

12. Poland specific field only – select as appropriate:   
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13. At Line Items, click Add/Update and select Add General Service. 

Do NOT click Add: 
 

 

14. Enter: 
  
a) Description of the service 
b) Quantity  
c) Unit (Unit of Measure) from the drop-down list  
d) Unit Price  
e) Service Start Date  
f) Service End Date: 

 

 

 

15. To add miscellaneous/additional charges: 
 
d) Click Add and select Add Material: 

 

 

 

e) Select the appropriate Other charge type: 

 

 

f) Enter Quantity, Unit and Unit Price: 

 

 

16. If Line level tax selected in point 7:  
 
B. Enter Line level tax: 
 

i. Tick the Line(s) to apply a Tax to 
ii. Tick the Tax Category box, and select the Tax type 
iii. Click Add to Included Lines 

 

 

iv. Enter the tax Rate (%): 
 

 

 
 

 

v. If the tax rate is Zero or Exempt:  
 
1) enter 0 in the Rate (%)  
2) select Zero or Exempt from the Exempt Detail drop-down  
3) enter tax-exempt reason in Description 
 

vi. Enter the Date of Supply (if required) 
 

 

 

17. Click on Next: 

 

18. Check the details of the invoice and click on Submit: 
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How to create an invoice for a Service 

Order 
 

1. Click Create Invoice and then Standard Invoice from the drop-
down: 

 
 
 

2. If the Purchase Order has multiple lines, select a line item to 
Invoice.  
 
You can only invoice one line item at a time on a Limit Order. For 
each Purchase Order line, you need to create a new Invoice.  
 

  
 
 

3. Click on Next: 

 

4. Enter Invoice #: 

 

Note: maximum 16 digits, do not use leading zeros, spaces, lower 
case letters or special characters. 
 

5. You cannot edit Invoice Date for Service Orders. Invoice Date is 
automatically added when the 3M Buyer approves the Service 
Sheet generated from your Invoice and the Invoice status changes 
from Pending Approval to Sent. 
 
 

6. Verify the Remit To address; if multiple addresses are set up, 
select the correct one from the drop-down menu: 
 

 
 

 
 
 

7. In the Tax section select:  
 
A. Header level tax when the same tax rate applies to all line 

items 
OR: 
B. Line level tax when different tax rates are applicable 

 

 

 
 

A. Enter Header level tax: 
 

i. Select the tax type (e.g. VAT) from the Category drop down, 
and enter the tax Rate (%): 

 

 

 

 

 
If the tax rate is Zero or Exempt:  

 
1) enter 0 in the Rate (%) 
2) select Zero or Exempt from the Exempt Detail drop-down 
3) enter tax-exempt reason in Description  

 
ii. Enter the Date of Supply (if required) 

 

 

 
 
 
 

 

 

 
 
B. Enter Line level tax: 
 

i. Tick the Line(s) to apply a Tax to 
ii. Tick the Tax Category box, and select the Tax type 
iii. Click Add to Included Lines 

 

 

 

 

 

 

 

 

 

 

 

 

iv. Enter the tax Rate (%): 
 

 

 
 

 

v. If the tax rate is Zero or Exempt:  
 
1) enter 0 in the Rate (%)  
2) select Zero or Exempt from the Exempt Detail drop-down  
3) enter tax-exempt reason in Description 
 

vi. Enter the Date of Supply (if required) 
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8. If Shipping Costs need to be added to the Invoice:  
 
 
a) Click on Add to Header and click Shipping Costs. 

 

 

b) Enter Shipping Amount:  
 

 

 

c) Click on Add to Header and click Shipping Tax.  
 

 

 

d) Select the tax type (e.g. VAT) from the Category drop down 
and enter the tax Rate (%):  

 

 
If the tax rate is Zero or Exempt:  

 
1) enter 0 in the Rate (%) 
2) select Zero or Exempt from the Exempt Detail drop-down 
3) enter tax-exempt reason in Description  

 

e) Enter the Date of Supply  
  

 

 
9. If KID/FIK/OCR/Payment reference numbers are applicable (Norway/ 

Denmark/Sweden/Finland), enter the number in field Payment Note: 
 

 
 

10. VAT/Tax ID if applicable: 
 
a) Your VAT/Tax ID will always be defaulted into the Supplier 

VAT/Tax ID field if you have completed the VAT/Tax ID field in 
your Company Profile 
 

b) If not, enter your Supplier VAT/Tax ID:  
 

 

 

 
11. If additional information needs to be added to the invoice, click on 

Add to Header, click Comments and then add comments:  
 

 

 

 

 

 

 

 

 

 

 

12. Poland specific field only – select as appropriate:   
 

 
 

13. At Line Items, verify and adjust if necessary:  
 
a. Description  
b. Quantity  
c. Unit Price  

 

Do not change the Unit (Unit of Measure).   

 

 

 
14. Enter Service Start Date and Service End Date 

 

 

 
15. To add miscellaneous/additional charges: 

 
a) Click Add and select Add Material: 

 

 

b) Select the appropriate Other charge type: 

 

 

c) Enter Quantity, Unit and Unit Price: 
 

 

16. Click on Next: 

 

17. Check the details of the invoice and click on Submit: 

 

 

v v 
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How to create a Credit Memo – Standard 

Account 
 

 

1. Find the Purchase Order number on the Invoice that needs to 
be credited.  
 

2. Click the “Process Order” button in the Ariba Purchase Order 
email you have received:  

 

 
 

3. Log into your Ariba Network Standard account: 
 

 

  
4. Click on Create Invoice and select Line-item Credit Memo:  

 

 

 

5. Click on the Invoice number to open the Invoice:  

 

 

 

 

 

 

 
 

6. Identify the Purchase Order Type as this will determine the 
steps you follow to create a Credit Memo:  

 

 

Material Orders → See Page 17 

 

Material Purchase Orders contain a Customer Part # and  

Type = Material:  

 

 

 

Or, they contain no Customer Part # and Type = Material:  

 

 

Limit Orders → See Page 18 

 
Limit Purchase Orders contain a 5-digit Line # starting with 0000* 
and Type = Service:  
 

 

 

 

Free Text Service Orders → See Page 18 

 

Free Text Service Purchase Orders contain a 5-digit Line # starting 

with 1000* and Type = Service:  
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How to create a Credit Memo for a Material 

Order 
 

1. Click on Create Line-Item Credit Memo: 

 

 
2. Enter Credit Memo # and Credit Memo Date:  

 

 

 
Note: maximum 16 digits, do not use leading zeros, spaces, lower 
case letters or special characters; Credit Memo Date can be 
backdated up to 364 days, but post-dated Credit Memos are NOT 
allowed. 
 
 

3. Under Comment, enter Reason for Credit Memo and the 
original Invoice number:   

 

 

 

4. Under Line Items:  
 
Click the toggle to include (green) or exclude (grey) the line item 
from the Credit Memo   
OR  
Tick the checkbox to the left of the item and click Delete to remove 
the line item from the Credit Memo: 

 

  

 

 

 
5. If needed, update the negative Quantity per line item (this is 

defaulted from the Invoice): 

  

 

 

6.  Click on Next: 

  

 

7.  Check the details of the Credit Memo and click on Submit:  
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How to create a Credit Memo for a Limit 

Order or a Free Text Service Order 
 

1. Click on Create Line-Item Credit Memo: 

 

 
2. Enter Credit Memo # and Credit Memo Date:  

 

 

 
Note: maximum 16 digits, do not use leading zeros, spaces, lower 
case letters or special characters; Credit Memo Date can be 
backdated up to 364 days, but post-dated Credit Memos are NOT 
allowed. 
 
 

3. Under Comment, enter Reason for Credit Memo and the 
original Invoice number:   

 

 
4. Under Line Items:  
 
Click the toggle to include (green) or exclude (grey) the line item 
from the Credit Memo   
OR  
Tick the checkbox to the left of the item and click Delete to remove 
the line item from the Credit Memo:  
 

 

 

 

 

5.  Click on Next: 

  

 

6.  Check the details of the Credit Memo and click on Submit:  

 

 

 

 

 

 

 

 

 


