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1. Introduction
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This manual is designed to help you find key information in SAP Business Network related to:
• Orders
• Invoices
• Payments

Here you will find instructions on how to view and interpret each of these sections, ensuring clear and
transparent management of your operations with the Iberdrola Group.

This manual covers the essential steps for accessing your order details, checking the status of your invoices,
and viewing payments made or pending.

Note:
At the moment, the functionalities available in SAP Business Network are:
• Query information on orders, invoices and payments.
• Sending order confirmations and shipping notices (new features compared to MInfo).

Important:
For now, you will not be able to receive orders or generate invoices from the system.

INTRODUCTION
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2. Access to SAP
Business Network
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Log in with your
credentials

Go to supplier.ariba.com with your username and password.

Access SAP Business Network
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3. Home page
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Highlights

On the SAP Business Network home page, you will find the navigation bar, overview, setup actions and highlights.
Let us review each of these components.

Home Page

Overview

Navigation bar

Setup actions

For more details on the home page, see the Business Network
Configuration manual
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4. Orders
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Before you manage your orders in SAP Business Network, keep these considerations in mind to ensure proper
consultation and follow-up.

Key considerations:

• Orders from different customers appear in a single view; use the filters to locate the information you need.

• You can check the status, details and documents associated with each order (confirmations, shipping notices,
invoices).

• Order history allows you to review all actions and events, including who made each modification and when.

Orders in SAP Business Network



11

From the navigation bar, click Orders, then Purchase Orders.

Orders - Access

Click on Purchase Orders to
access the Orders main page
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In this section, you can check the status and details of your orders using the dashboard options and available filters.
Keep in mind that, if you work with multiple customers in SAP Business Network, the orders will appear in a single
view.  Therefore, it is important to use filters to locate the information you need.

Orders – Main page

The general dashboard shows
the status and number of

orders associated with the
account

You can access Adapt Filters to
configure the filters you want on

this screen

Basic filters allow you to
filter by customer, order

number, creation date, and
order status, among others



13

To access a specific order, we recommend using filters. In this example, we will use the Customers filter.

Orders – Main page (cont.)

Find the customer you need
and click Go

The results are displayed
once the filters have been

applied
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Click on an order number to access its details.

Orders – Main page (cont.)
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When you access the order page, at the top you'll find relevant information about the transaction, such as the order
number, shipping date, order total, and status. As you scroll down the page, you'll see each of the sections shown in
the header.

Orders – General information

Section headings

Relevant order information
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Order details
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The Details tab groups general order information and is organized into several subsections.
The General subsection displays basic information about the order and the parties involved in the transaction.

Order details - General

Buyer information
placing the order (name,

address and contact
details)

Supplier details
for the order

recipient,
including contact

information

Key order
information,
such as order

number or
routing status

Additional information
related to the

document in external
systems, such as the
document type or its

description
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Let's review the subsections Related Documents and Related Document Drafts.

Order details – Related documents and Related Draft Documents

This section displays
documents related to the

order, such as confirmations,
delivery notes, or invoices

generated from it

This section contains documents
created based on your order but not

yet sent or finalized. Here you can
review, edit, or complete these drafts

before sending them
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The Shipping subsection contains the logistical information associated with the shipment of the order.

Order details – Shipping

Order delivery
address details

Shipping origin
details for the

order

Shipping conditions
for the order

Expected shipping
and delivery dates

Additional
information

related to the
logistics
network
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The Billing subsection contains the payment information associated with the order.

Order details – Billing

Customer billing
information

Details of the
entity to which the

sale is made

Agreed payment
terms and deadlines
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Finally, let's review the subsections Contacts and Other Information.

Order details – Contacts and Other Information

The Contacts subsection
displays the contact

information associated with
the order, both from the
supplier and the vendor

This subsection includes additional order details
not covered in the previous sections. It may

contain supplementary information relevant to
document management, depending on the buyer's
configuration and specific process requirements



2222

Industry specific
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The Industry Specific section contains additional order information related to industry or customer requirements. It
consists of two subsections: General and Reference Documents.

Industry specific

The General subsection shows
specific industry information

related to the order

The Reference Documents subsection allows you
to view additional documents related to the order
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Line items
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The Line Items section displays the details of the items included in the order. Here you can view each line item with
information such as the item type, category, description, and part number, as well as the associated logistics and cost
data.

Line items

You can access each line to
view additional details
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From the line details, you can view details such as the quantity ordered, delivery dates, unit prices, subtotals, customer
location, and other information relevant to order management.

Line items (cont.)
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Tax
Additional amounts
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Let's review the information in these two sections: Tax and Additional Amounts

Tax and Additional amounts

The Tax section shows you
the details of the taxes

applied to the order

In Additional amounts you
can see the financial

adjustments applied to the
order that are not part of the
base price of the items. It is
structured in two sections:

• Deductions or discounts:
here you will see the
reductions applied to the
order amount

• Charges: Here you will see
additional costs, such as
shipping costs or other
surcharges defined by the
buyer
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Summary
Comments
Attachments
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Let's review the information in these three sections: Summary, Comments, and Attachments.

Summary, Comments and Attachments

The Summary section shows
you a consolidated view of the

order amounts

In Attachments
you will be able to

see the files
associated with

the order

The Comments section allows
you to view any observations or
messages associated with the

order
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Inquiries
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The Inquiries section displays information requests related to your order and allows you to manage communication
with the Iberdrola Group when additional information is required for the proper processing of your order. It has two
subsections: Order Inquiries and Line Item Inquiries.

Inquiries

This subsection contains general
information requests related to the
order. It includes requirements such

as terms, dates, or overall order
information

This subsection displays information
requests associated with specific order

lines. It allows you to manage
requirements linked to specific items, such
as product details, quantities, deliveries, or

specific conditions for each line
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Order history
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This section, Order History, displays a record of events and changes associated with the order throughout its lifecycle.
It includes information such as the actions taken, the user or system that performed them, and the date and time of
each event.

Order history
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Create order
confirmation
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At the top of the order information screen, you'll find the Create option. From here, you can create the Order
Confirmation and/or the Shipping Notice. Let's review each of them.

Create order confirmation
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In the Create dropdown menu, select Order Confirmation. To create the order confirmation, you can select two
options: Confirm the entire order or Reject the entire order.

Create order confirmation (cont.)

Each of these actions generates a
confirmation document that is

automatically sent to the buyer
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Confirm entire order
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Let's review how to confirm an order.

Create order confirmation – Confirm entire order

Select Confirmation entire
order

and click Continue
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Confirm that you can supply all items in the order in the quantities and on the dates specified. You can also attach
files or leave comments.

Create order confirmation – Confirm entire order (cont.)

All fields marked with a red asterisk are
mandatory

Confirmation
number

can be entered
by the provider

or generated
automatically

Order number
It is automatically completed and cannot be

edited

Estimated delivery date
Required to validate order

confirmation

Clicking Create will update
the order information
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Reject the entire
order
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Finally, let's review how to reject an order.

Create order confirmation – Reject the entire order

Select Reject entire order
and click Continue
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Here you can indicate that you are unable to fulfill the order.

Select the reason for rejection from
the dropdown menu in the pop-up

window. Leave additional comments
if needed and click Continue

Create order confirmation – Reject the entire order

Clicking Create will update the
order information

All fields marked with a red asterisk are
mandatory
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Create ship notice
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A shipment notice is an electronic document that the supplier sends to the buyer to inform that the order has been
prepared and will be ready for shipment. Let's review how to create one:

Create shipping notice

In the Create dropdown
menu, select Ship Notice
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In this section, you can generate the ship notices to send the order. In this first part, at the top of the screen, you must
complete the shipping details.

Create shipping notice (cont.)

Complete the origin
and destination

details of the
shipment

Add the invoice
information, the

characteristics of
the contents to be
shipped, and the
carrier's details

All fields marked with a red asterisk are
mandatory
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Scroll down with your mouse to the next sections. Here, you can fill in the shipping and delivery information, attach
documents related to the shipment, and/or add comments.

Create shipping notice (cont.)

c
Add delivery details such as delivery

conditions, description, etc.

Add the quantity to be sent,
batch identification, country

of origin, and relevant dates to
ensure shipment traceability

Click Save and Close to
confirm and send the ship

notice

All fields marked with a red asterisk are
mandatory
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5. Invoices
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When viewing your invoices in SAP Business Network, it is important to keep the following points in mind in order to
correctly interpret the information displayed.

Key considerations:
• Changes in the accounting document: Not reflected; Only the lock/unlock status is displayed for payment.

• Invoices to be posted: They will not be displayed until they are posted.

• Credit memos: When uploaded, it will appear with the suffix _CM to distinguish it from the original invoice.

• Invoice number: The standard field in SAP Business Network limits the length of the number to 16 characters.

• Invoice statuses: The status of invoices differs from previous systems. In SAP Business Network, the statuses are:
o Sent: The invoice has been registered in the system, but it has a block that prevents it from being processed for

payment.
o Approved: The invoice has been accepted and posted, but payment has not yet been made.
o Paid: The invoice payment has already been made and the process is completed.

• Rejection of invoices: In case of rejection, the reason and the person responsible are shown in the history.

• Sending invoices: Sending invoices to the Iberdrola Group is not done via SAP Business Network, but through the usual
channels.

Invoices in SAP Business Network
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From the navigation bar, click on Invoices and then again on Invoices.

Invoices - Access

Click on Invoices to access
Invoices main page

Invoices will not be sent in SAP Business Network; they will be maintained through the usual channels. SAP Business Network will be used to check the
status of invoices
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In this section, you can check the status and details of your invoices using the dashboard options and available filters.
Keep in mind that, if you work with multiple customers in SAP Business Network, the invoices will appear in a single
view. Therefore, it is important to use filters to locate the information you need.

Invoices – Main page

The general dashboard shows the status
and number of invoices associated with

the account

Basic filters allow you
to filter by customer,

invoice number,
invoice date, among

others

You can access Adapt Filters
to configure the filters you

want on this screen
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To access a specific invoice, we recommend using filters. In this example, we will use the Customers filter.

Invoices – Main page (cont.)

Find the customer you need
and click Go

The results are displayed
once the filters have been

applied
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Click on an invoice number to access its details.

Invoices – Main page (cont.)
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When you access the invoice page, at the top you'll find relevant information about the document, such as the
invoice number, date, total, and status. As you scroll down the page, you'll see each of the sections shown in the
header.

Invoices – General information

Section headings

Relevant invoice information
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Invoice details
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The Details section groups the general invoice information and is organized into several subsections. Within this tab,
we find the subsections Details, Billing Details, and Shipping Details.

Invoice details

Here you can see the invoice recipient's
information, the customer's name, and the billing

address

The final subsection, Billing Details, contains
information related to the delivery of the invoiced
goods or services. This includes details such as the

shipping address and the delivery address

The Details section contains the invoice's
reference information. Here you can see details

such as the source document (order), the
order number, payment terms, and any price

adjustments
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Line items
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The Line Items section shows the details of the items included in the invoice.

Line items

From the lower section, you can view the tax breakdown
associated with each line item of the order

Here, you can view each invoiced line with
information such as item type, description,

part number, and more
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Shipping cost
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The Shipping Cost section shows the amounts associated with transport or shipping included in the invoice.

Shipping cost

Here, shipping costs are presented with a
breakdown of the subtotal, taxes, and total.

This will allow you to identify the impact of
logistics expenses on the final invoice amount
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Supplementary
details
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The Supplementary details section displays supplementary invoice information not included in the main sections.

Supplementary details

Here you can see, in table format, data such as
key dates (expected payment or due date),
invoice identifiers (original or buyer's), tax
information (VAT number/tax ID) and other

relevant fields defined by the buyer
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Document history
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The Document History section displays a record of events and changes associated with the invoice throughout its
lifecycle. This includes information such as the actions performed, the user or system that executed them, and the
date and time of each event.

Document history

Here you can see each invoiced line with
information such as item type, description,

part number, among others
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6. Payments
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To check the status and details of your payments in SAP Business Network, review these considerations for efficient
management.

Key considerations:

• Payments from different customers appear in a single view; Use the filters to locate relevant information.

• You can check the status, method, and date of payment, as well as full traceability if the payment is associated with
an item order.

• The payout history shows all events and updates, including status changes, comments, and assignees.

• Notifications: Suppliers could receive two notifications: one sent by the Iberdrola Group and another if they have
the option configured in their SAP Business Network account.

Payments in SAP Business Network
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From the navigation bar, click Payments, then Remittances.

Payments - Access

Click Remittances to access
the payments homepage
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In this section, you will be able to check the status and details of your payments through the dashboard and the
available filters. Note that if you work with multiple customers in SAP Business Network, payments will appear in a
single view. Therefore, it is important to use filters to locate the information you need.

Payments – Home page

The general dashboard shows the status and
amounts of payments associated with the

account
The basic filters allow you

to filter by customer,
invoice number, range of

payment dates, among
others

You can go to Adapt filters to
configure the filters you want to

have on this screen
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Use the filters to search for the transactions you need to review. In this example, we'll use the Payment Date Range
filter.

Set the date range by
selecting From / To and

enter the dates you need to
review

Payments – Home page (cont.)

The results will be displayed
once the filters have been

applied
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Click on a transaction number to access its detail.

Payments – Home page (cont.)

Click to see the transaction
details
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When you access the payment page, at the top, you will be able to consult the relevant information about the
transaction, such as the transaction ID, sender and receiver of the payment, status, expected settlement date and
amount paid. As you move down the page, you'll see each of the sections shown in the header.

Payments – General information

Section header

Relevant payment information
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Payment Details
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The Details section groups the general payment information and is organized into several subsections. Within this
section, we find the subsections Addresses, Payment Details, and Invoice Details.

Payment Details – Addresses, Payment Details and Invoice Details

The Addresses subsection
collects the information of
the parties involved in the

payment

Invoice Details shows
the breakdown of the
invoices included in

the payment

The Payment Details subsection
displays transaction-specific

information, such as reference
number, related payment,
transaction date, and more
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Summary
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The Summary section displays a consolidated view of the amounts associated with the payment.

Summary

In the detail, you will be able to see the
gross amount, any discounts applied,

possible withholdings and
adjustments, as well as the total

amount and the amount paid
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History
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The History tab displays the record of events and changes associated with the payment throughout its lifecycle.

Histórico

Here you can see the status of the payment,
comments, the user or system that

performed each action and the
corresponding date and time
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Thank
you

Supplier Manual

December 2025


