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How To Receive Goods and Services in Ariba

This guide is essential for anyone involved in managing purchase orders in Ariba, as it
outlines the critical process of confirming receipt of goods and services, which is vital for
accurate invoicing. By following these steps, users can ensure they only acknowledge what
has been physically received, thereby preventing discrepancies. Additionally, it provides
insights into viewing the receipt document for better tracking and documentation. It
includes guidance on resolving common exceptions that may occur during the receipt
process.

Alert! Confirming receipt of goods or services is required for all Purchase Orders and
replaces the invoice approval process. Accurate receipting ensures proper invoicing.

Alert! Only confirm the quantity of goods or services that have been physically received or
fully rendered.

Alert! The second part of this guide walks through clearing receipt invoice exceptions.

Part 1: Confirming Receipt of Goods or Services

1. From Guided Buying, click the notification bell icon.
This part is demonstrated in Guided Buying, but the process is similar in Buying &
Invoicing.

riba Buying

rites Your Jests Your approvals Admin

Request on behalf of a8
Catalog Updates for SAP Ariba Marketplace Launch . &
Below is a detailed breakdown of supplier catalogs that are ready to use and those undergoing final 4
integration. Catalog Orders Ready for Use The following supplier catalogs are fully operational and rea...
° Leam more Recent requests

INVWR02212025-1255 Composing

INVWR02212025-1255

$2,000.00 USD
Requested 0 days ago

SAP Ariba Training Resources
INV1254 Composing

Copy of INV965

Tip! Another way to access Purchase Orders for receiving is by clicking "Your Requests"
on the Guided Buying homepage and then selecting the "To Receive" tab.
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2. Click "Receive Orders'

riba Buying

=

orites Your requ

perational and rea...

Your approvals

New

Welcome to SAP Guided Buying

Your one-stop shop for all Source to Pay processes!

Leam more

SAP Ariba Training Resources

Notifications

Reconcile: IR7b80belc5a50-1232

Receive orders 11

February 18

Admin

- Announcements:2

Buy with a team

Recent requests

3. 0.00 USD
Requested 0 days

Copy of INV965

INVWR02212025-1255

Composing

3. Enter the quantity of goods or services received in the "Accepted” field.

U0330720 Supplier: Amazon

Amazon Basics Multipurpose Copy
Printer Paper.
Positions.
U0326108 Supplier: Amazon.com

Amazon Basics 1/3-Cut Tab, Assorted

ccepted field Then click Submit to conf
\umber in the Find an order search field

eipt. If you're raceiving a service

No. Quantity Prev. Accepted
1 1 0

No. Quantity Prev. Accepted
2 1 0

Kk Receive. You

Material

Material
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4. Toreceive all, click "Receive All."

Find goods and services

Ariba Buying

< Your requests

y v or the quantity or amount you're receiv e Accepted f ’ & Submit wfirm ’ k Recelve. Y
nd i N i 5 you've fully eIve by e g the e umbe & Find an order seal
U0330720 Supplier: Amazon.com Material ?
Amazon Basics Multipurpose Copy No Quantity Prev. Accepted Accepted
Printer Paper
1 1 0 0.00000
1
Amazon Basics 1/3-Cut Tab, Assorted No. Quantity Prev. Accepted Accepted

Positions .

Material

10326108 Supplier: Amazon.com

5. Click "Submit”

Find goods and services

Ariba Buying

< Your requests
v t you're receiving in the Accepted fi & Submit t firm Ify elving a k Receive Y
nd ) i y by ent the i U the Find an order s¢
U0330720 Amazon.com >
[Receive Al] G
Amazon Basics Multipurpose Copy No. Quantity Prev. Accepted Accepted
Printer Paper.
1 1 0 1.000

Amazon Basics 1/3-Cut Tab, Assorted No. Quantity Prev. Accepted Accepted
Positions. "

V0326108 Supplier: Amazon.com Material
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6. Click "OK."

Ariba Buying

< Your requests

If you're receiving an item, enter the quantity or amount you're receiving in
can find any order, including orders you've fully received, by entering the orde

Accepted
number in th

Find an order searc

V0330720 Supplier: Amazon.com

h tield

Positions File Folders, Letter Size,
Manila - Pack of

V0326108 Supplier: Amazon.com

Id. Then click Submit to confirm receipt. If you're receiving a service,

Confirmed receipt submission for U0330720 X

Amazor| You've successfully received the selected items. iccepted
Printer §

o
Amazon
Printer §
Ream, §
Amazon \ccepted
Position OK

o
Amazon ——

lick Recelve You

Material
Receive All (D

Accepted
1.00000

Accepted

1.00000

Material

-~

Viewing the Receipt Document

7. Go to the Purchase Order and locate the Related Documents section.

Ariba Buying

< Amazon Basics Multipurpose Copy Printer Paper...
PR4970-V2 U033072

> Terms and conditions.

Related documents

Document ID Document type v/ Date created
Order Confirmation February 18, 2025 5:16 PM
Receipt February 18, 2025 3:50 PM

ds

History

Date Real User User Action

February 18, 2025 3:50 PM arlbasystem Ordered

February 18, 2025 3:50 PM aribasystem Ordered

‘ Find goods and services

Summary

Status Vv

Added

Approved
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8. Click on the receipt document to view the receipt.

| Ariba Buyi

SAP Ariba A

< Amazon Basics Multipurpose Copy Printer Paper...
PR4970-V2 / U0330720

Address NEW COLLEGE BUILDING PHILADELPHIA, PA 19102 United States & Comments & Attachments

> Terms and conditions

Related documents

Document ID Document type /' Date created Status Vv
0Cc72 Order Confirmation February 18, 2025 5:16 PM Added
RC1541 Receipt February 18, 2025 3:50 PM Approved
2 records
History
Date Real User User Action Summary

Order U0330720 was successfully carbon copled to

February 18, 2025 3:50 PM aribasystem Ordered the ERP system.

I February 18, 2025 3:50 PM aribasystem Ordered

r U0330720 was successfully sent via Ariba
ork to Amazon.com : Amazon.com

9. The receipt document summarizes the quantities of items ordered and accepted.

Receipt notice

© Received date Friday, February 21, 2025
o] RC1541

Processing status Processing

Items

Name Accepted Ordered Qty Prev. accepted  Unit

Amazon Basics Multipurpose Copy Printer Pa 1
per

Amazon Basics 1/3-Cut Tab, Assorted Positio 1
ns
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Part 2: Clearing Receipt Invoice Exceptions

Alert! Receipt invoice exceptions must be cleared from the receipt (RC) document, not the
invoice reconciliation (IR) document.

10. The requester will receive an auto-generated email reminder from Ariba stating that
there is a receipt invoice exception that needs to be cleared. This occurs when the
receipt has not been completed, and the IR document has been generated.

Requires your action
Wit
This receipt that Willam sutimitcd requires yous approval :
e e receive for e Purch ‘
Reason: Requred o recetve for e Purchase Order R - Twec: - FY25 Huar sl vl o Fickaaos U
Friay, May 2. 2025 at 1:54 P, POT
100 000 000 $000USD  Manusi Reosive By Count
Rety for approval ves Requirad 0 raceive for he Purchase Order pitiam

11. Open the link from the email and click the “Purchase Order.”

IR1D3GDJLJ71M4-18622

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You may also print the details of the request. Review your request and take the desired action(s)

Exceptions Line View Approval Flow Reference History

IR1D3GDJLJ71M4-18622

D: INVID3GDJLJ71M4-18622
Amazon.com on Tue, 29 Apr, 2025
rchase Order

I
[
1
P

Header Information ¥
Assigned To Me (1) All Exceptions (1)

ACTION REQUIRED: Compare the goods receipt and invoice within 10%, then create and submit goods receipt.

Order : U0334362 Invaice Line No. :1
Wabi Baby Electric Steam Sterilizer and Dryer Order Line No. : 1 Expected Quantity :0

View Details ¥ Referencey & &
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12. Click on the “Receipts” tab and click the appropriate “RC” document.

U0334362 - Wabi Baby Electric Steam Sterilizer and Dryer
These are the details of the request you selected. Depending on its status, you can edit, change. copy. cancel, or submit the request for approval. You may also print the details of the request. Review your request and take the desired action(s)
Close ‘ | Print
Summary Approval Flow Receipts Invoices Payments History
Receipts
Receipt ID Title Order ID Order Title
RC7853 Wabi Baby Electric Steam Sterilizer and Dryer U0334362 Wabi Baby Electric Steam Sterilizer and Dryer

13. Accept the quantity received; the RC document status should change to “Approved.”
RC7853 - Wabi Baby Electric Steam Sterilizer and Dryer

Line Items - Received by Quantity =

BOTCTKIXIS [} 0 20 20 Wed, 14 May, 2025

14. The exception in the IR document should automatically be cleared. To confirm this: go
to the Purchase Order, click the “Invoices” tab, select the appropriate invoice, go to the
“Reference” tab, and check that the IR is in “Paying” status and there are “no
exceptions assigned to you on this invoice.”

INV1D3GDJLI71M4A-22194 Status: Reconciled
.

Orders =

Receipts (1) =

Reconciliation =

Payment Requests (1) =
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IR1D3GDJLJ71M4A-22194

IR1D3GDJL

Assigned To Me (0)

Header Taxes, Charges, and Discc L]
Line Items (1) =
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