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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. 

 

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" 

 

 

3. Enter the quantity of goods or services received in the "Accepted" field. 
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4. To receive all, click "Receive All." 

 

 

5. Click "Submit" 
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6. Click "OK." 

 

 

Viewing the Receipt Document 

 
7. Go to the Purchase Order and locate the Related Documents section. 
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8. Click on the receipt document to view the receipt. 

 

 

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

 

 



Page 7 of 9 
 

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. 

 

 

11. Open the link from the email and click the “Purchase Order.” 
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12. Click on the “Receipts” tab and click the appropriate “RC” document. 

 
 

13. Accept the quantity received; the RC document status should change to “Approved.” 

 
 

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.” 
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