
2. Processing Purchase Orders 

2.0 Create an Order Confirmation



In SAP Business Network, you can create different types of documents:
• Order Confirmation.
• Service Sheet.
• Ship Notice.
• Invoice.

In this guide, we will be focusing on ‘Create Order Confirmation’. 
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It is also possible to process SAP 
Business Network orders via 
received emails. 

1. First you will receive an email 
from SAP Business Network.

2. Read through the email and click 
on 'Process the order' in this 
printscreen 'Traiter la 
commande'. 

You will be directed to the SAP 
Business Network and can now 
continue with the next steps. 

Via email
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Note: Please ensure that you whitelist Ariba in your mailbox to prevent emails from being directed to the spam/junk folder.



1. Click on the order you want to 
confirm. To find your order go to 
“edit filter", select ‘dsm-firmenich’, 
apply the filters, and Select ‘Extract 
Match’ and ‘Apply’.

2. Go to the ‘Create order 
confirmation’ button. Select one of 
three options:

• If you choose Confirm Entire Order, 
you will enter an estimated delivery 
date Note: this cannot be changed

• If you choose Update Line Items, 
you will confirm one line but not all 
line items.

• If you Reject the Order, give a 
reason, e.g., Wrong Price or Quantity 
and provide correct information.
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3. Complete the ‘Order Confirmation 
Header’ with your own confirmation 
number.

4. Select the ‘Estimated Shipping Date’ and 
'Estimated Delivery Date’.

5. Provide Comments in case the ‘Estimated 
Shipping Date’ or 'Estimated Delivery 
Date' differ from your customers ‘Need by 
Date’ mentioned on the Purchase Order*.

6. If needed, you can add an Attachment to 
your Order Confirmation.
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*Note: If only header comments is available then header text 
comes in the OC. If both header and line item comments are 
there, only line item comments are available in the PR.

5



7. In case you made a change, e.g., adjusted the Estimated Shipping / Delivery Date, this 
information is added here. 

8. If your Order Confirmation is finalized, click on ‘Submit’.
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9. After submitting the Order Confirmation, 
the Purchase Order status will be 
updated to Confirmed. 

10. The Order Confirmation you just created 
is available to view under ‘Related 
Documents’. 

All Documents, e.g., Service Sheets, Order 
Confirmation, and Invoice related to a certain 
Purchase Order, will be available in this 
‘Related Documents’ overview.
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