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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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On the SAP Business Network home page, you will find the navigation bar, overview, and widgets. Let's review each of
these components.

Home Page

Overview
Main section showing a summary of

the current account status,
displaying aggregated information

for all your customers

Widgets
Visual components within the home

page that display specific, up-to-date
information

For more details on the Overview and widgets, see the Business Network Configuration manual

Navigation bar
Allows quick access to the main

sections of the portal.
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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
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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

Basic filters allow you to filter
by customer, order number,

creation date, and order
status. In addition, you can

access advanced filters such
as company code or

customer locations by
clicking Show more
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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 Apply

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.)

Click to view order details
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When you access the order details, in the first section you can view relevant information about the transaction, such
as order details, supplier, requisitioner name, payment terms, contact details, and more.

Orders – Details

Order status,
number, and

amountPayment terms:
Agreed terms

and conditions

Supplier information:
Supplier name and

address

Supplier
contact:

Contact person
and phone

number

Routing status: Order
progress in the workflow (e.g.,

"Sent," "Pending approval")

Name of
requester/manager
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In the second part of the order details, further down the screen, you can view shipping and billing information and
details of the items included in the order.

Orders – Details (cont.)

Requisitioner: Person
who placed the order Order shipping address

and billing address

Details of the items online:
Internal identifier of each item,
type of material, quantity, unit

price, among others

Documents associated with the
order where you can download the

PDF file
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At the top and bottom of the order details screen, you will find the option to Create order confirmation or Create
shipping notice. Let's review each one.

Orders – Details (cont.)

The order
confirmation allows

the supplier to
inform the buyer
whether they can

fulfill the order

From here, you can inform the buyer
that the order has been shipped,
indicating the date and delivery

details
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Create order
confirmation
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Create order confirmation

Once inside the order details, you can perform three main actions:

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

Click on Confirm entire order
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Confirm that you can supply all items in the order in the quantities and on the dates specified.

Create order confirmation – Confirm entire order (cont.)

All fields marked with a red asterisk are mandatory

• Confirmation number: mandatory field
that must be entered by the supplier
manually

• Order number: Filled in automatically and
cannot be edited

Estimated delivery date
Required to validate the order

confirmation
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After filling in all the fields, click Next. Review all the information one last time and finish by clicking Send.

Create order confirmation – Confirm complete order (cont.)

All fields marked with a red asterisk are mandatory

Clicking Submit will
update the order

information
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Reject the entire
order
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Click on Reject entire order

Finally, let's review how to reject an order.

Create order confirmation – Reject the entire order
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Here you can indicate that you are unable to fulfill the order.

Create order confirmation – Reject entire order (cont.)

All fields marked with a red asterisk are mandatory

Select the Reason for rejection
from the drop-down menu that
appears in the pop-up. Leave

additional comments if necessary

Clicking on Reject order will update the
order information
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Create shipping
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

Click on Create Ship Notice
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In this section, you can generate the shipping notices to send the order if you consider it appropriate. In this first part, at
the top of the screen, you must complete the shipping details that you consider necessary.

Create shipping notice (cont.)

Fill in the origin and
destination details

for the shipment

Add the invoice
information, the

characteristics of
the contents to be
shipped, and the

carrier details

All fields marked with a red asterisk are mandatory
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Scroll down with your mouse to the attachments section. Here you can add documents related to the shipment and
complete the information about transport and delivery if you consider them necessary.

Create shipping notice (cont.)

All fields marked with a red asterisk are mandatory

Add shipping
conditions, specific

instructions, contract
details, and technical

transport details
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In the last section, at the bottom of the page, you can review the order details and fill in additional information for
each shipping line.

Create shipping notice (cont.)

All fields marked with a red asterisk are mandatory

Add the quantity to be shipped,
lot ID, country of origin, and

relevant dates to ensure shipment
traceability

Click Next to confirm and send
the shipping notice
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Finally, you can save the shipping notice to send it later or send it immediately.

Create shipping notice (cont.)

All fields marked with a red asterisk are mandatory

If you decide to save it, a notice will
appear with the deadline by which you

will have access to this notice

Clicking Send will update the
order information



33

To complete the review of Orders, you can view all actions and documents related to the order, including
confirmation, shipping notices, and invoices by clicking on Order History.

Orders – History

Click here to review the order history
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From this view, you can review each event in chronological order.

Orders – History (cont.)
Review who made the

modification and when.
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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, reference, and
invoice date. In addition, you
can access advanced filters

such as invoice type,
invoice status, or net
payment due date by

clicking Show more
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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 Apply

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.)

Click to view the invoice
details.
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When you access the invoice details, in the first section you can check its status, customer information, and
additional references for tracking and payment.

Invoices – Details

Customer tax
information

Current status of the invoice and its delivery. The
original purchase order number will only appear here if

the invoice is associated with an order for items. By
clicking on the order number, you can go to its details

Additional information includes
references and payment terms.

If the Invoice is in Sent status, it meants it is blocked. Check the reason for the block in the History tab.
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In the second part of the invoice details, further down the screen, you can view the items invoiced, their quantities,
unit prices, and a breakdown of the taxes applied.

Invoices – Details (cont.)

Tax breakdown of the
order

Information on each item
or service
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The top buttons are for extracting information, either by
printing, downloading a PDF, or exporting the

document in Cxml format, which is used for integration
with other systems

In Scheduled Payments, you can
review the associated payment dates

and conditions

Details shows the invoice information,
which we reviewed earlier

The History tab
contains a record of
events and actions
performed on the

invoice

In the top bar of the invoice details, you will find various actions available.

Invoices – Details (cont.)
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To complete the review of invoices, consult the complete record of events and updates related to the invoice,
including status changes, comments, and responsible parties.

Invoices – History

Click here to review the
invoice history
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See the full record of events and updates, including status changes, comments, and assignees.

Invoices – History (cont.)

At the top, check the status of the invoice

Check who made
the modification

and when
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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 on Payments and then Remittances.

Payments - Access

Click on Remittances to
access the main Payments

page
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In this section, you can check the status and details of your payments 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.

Payments – Main page

The general dashboard
shows the status and
amounts of payments

associated with the account

Basic filters allow you to filter by
customer, transaction number, date
range, and payment date. In addition,
you can access advanced filters such

as payment method, reference
number by clicking on Show more
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To access a specific transaction, we recommend using filters. In this example, we will use the Customers filter.

Payments – Main page (cont.)

Find the customer you need
and click Apply

The results are displayed once
the filters have been applied
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Click on a transaction number to access its details.

Payments – Main page (cont.)

Click to view transaction
details



52

Check the complete payment information, in the first part of the screen you can consult buyer data, items ordered
and, in case of an order for items, you can also access the associated invoice to maintain traceability.

Payments – Details

Date, method, and status
of payment

If the payment already has
an associated invoice, it
will appear here, and you
will be able to check the

complete traceability of
the order (only when it is

an order for items)

Customer and
supplier information Payment

details
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To complete the review of Payments, consult the complete record of statuses and updates, including status
changes, comments, and responsible parties.

Payments – History

Click here to review the payment history
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From this view, you can review each event in chronological order.

Payments – History (cont.)

Check who made the
modification and when

At the top, review the status of the invoice
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Thank
you
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