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Confirm an order on SAP Ariba
Email notification of a new PO

As a supplier, you will receive an email 

from the SNCB informing you that you 

have received a new order. 

You may receive 2 types of email to

notify you of a new order.

If you receive the email above, 

go to the next slide.

If you receive the email below, 

with the “Confirm Order” and 

“Create Invoice”, please refer to 

the last section of this training 

document.
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Confirm an order on SAP Ariba
Email notification of a new PO

As a supplier, you will receive an email 

from the SNCB informing you that you 

have received a new order. 

If you want to get to your SAP 

Ariba account directly, click on 

“Process order”. 

Otherwise, you can have a first 

look at the content of the email to 

find some general information, 

such as the amount, the PO 

number or the address.

In attachment of this email, you 

will find the PO and all the 

additional attachment sent from 

SNCB.
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Confirm an order on SAP Ariba
Email notification of a new PO

As a supplier, you will receive an email 

from the SNCB informing you that you 

have received a new order. 

If you scroll down in the email or 

look at the PO attached, you will 

find more details, such as: the 

shipping and billing information, the 

requester information, …

Click on “Process order” to get to 

your SAP Ariba account.
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Confirm an order on SAP Ariba
Order Confirmation on SAP Ariba

After clicking on “Process order”, you will 

get to the Log in page of SAP Ariba. 

Connect to your SAP Ariba account to

confirm the order. 

You will have the choice between

use your existing account or create

a new one. Click on “Use existing

account”.

If you have no Ariba account yet, 

create an account by checking out 

the next section. 

Having an Ariba account is very

important to do business with

us. All our tenders need you to

have an SAP Ariba account, and

without SAP Ariba you might have 

issues in the future when we will

use the platform for the invoices.

Sign in with your credentials. You 

will get directly to the order 

confirmation menu.
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Confirm an order on SAP Ariba
Order Confirmation on SAP Ariba

Another way to get to the order 

confirmation is from your SAP Ariba 

Network page. Log in to your account 

with the following link: 

Ariba Network Supplier

On your SAP Ariba account, make 

sure you are in the “Business 

Network” tab. You have an 

overview of the last orders and the 

number of orders. Click on 

“Orders” to get to them.
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https://service.ariba.com/Supplier.aw/125154043/aw?awh=r&awssk=nO_QV4a6&dard=1
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Confirm an order on SAP Ariba
Order Confirmation on SAP Ariba

Another way to get to the order 

confirmation is from your SAP Ariba 

Network page. 

You will find all your orders with

the amount, the customer and the

status. You can search for specific

one by using the filters. Click on 

the Order Number to open it.
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Confirm an order on SAP Ariba
Order Confirmation on SAP Ariba

In the PO, you will find first the 

general information, such as the 

amount and the requester. You can 

download or print the document if 

needed.

If needed, you can also have a 

look at the order history with this 

customer.
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Confirm an order on SAP Ariba
Order Confirmation on SAP Ariba

Scrolling down, you will find more 

details about the orders. You will 

also have access to any additional 

attachment.

Click on “Create Order 

Confirmation”. You have the 

choice between “Confirm Entire 

Order”, “Update Line Items” to 

confirm partially the order, and 

“Reject Entire Order”.
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Confirm an order on SAP Ariba
Order Confirmation on SAP Ariba

Click on “Confirm Entire Order” if you 

wish to confirm all the items for the same 

delivery date.

You will get to this order 

confirmation menu to be filled in. 

The only mandatory field is the 

“Estimated Delivery Date”, but 

you can also fill in other information 

such as your supplier reference or 

confirmation ID. It is imperative to 

provide the date requested by the 

SNCB if the order is accepted, 

otherwise an order confirmation 

with modifications will follow and 

the purchasing group concerned 

will be informed by e-mail.

At the bottom, you can see that all 

the items are confirmed.

Click on “Next” to get the review 

page.
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Confirm an order on SAP Ariba
Order Confirmation on SAP Ariba

Click on “Update Line Item” if you wish 
to confirm all the items but for different 
delivery date, or if you wish to confirm 
only a part of the order.

You will get to a similar order 
confirmation menu to be filled in. 
The difference is that at the 
bottom, you can decide how 
many items of the order you 
wish to confirm, reject or 
backorder.

If you want to have multiple 
delivery dates for an order, you 
can do multiple order 
confirmations with the chosen 
delivery dates by using this 
“Update Line Item” function. Click 
on “Next” to get the review 
page.

In the review page, you can have 
an overview of your order 
confirmation before you “Submit” 
it.
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Confirm an order on SAP Ariba
Email notification of your OC

You will receive the following email 

that confirms the submission of 

your Order Confirmation.



How to create your
SAP Ariba Account
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How to create an SAP Ariba account

If you receive a PO and that you don’t have 
an SAP Ariba Account yet, you can easily 
create one for free.

Having an Ariba account is very
important to do business with us. All our
tenders need you to have an SAP Ariba 
account, and without SAP Ariba you might
have issues in the future when we will use
the platform for the invoices.

Click on “Process order” to get to the 
SAP Ariba log in page.

If you are about to create a new SAP 
Ariba account, be aware that each 
supplier must only have one single 
Ariba account for all business with 
SNCB. Please reach out to 
suppliers@nmbs.be. They will guide 
you in this process and make the link 
between your account and our 
account. They might also provide you 
with the information about an existing 
Ariba account from your company.

We recommend you to use Google 
Chrome or Mozilla Firefox for a better 
SAP Ariba experience.
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SAP Ariba Network account creation
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SAP Ariba Network Account creation
How to create an SAP Ariba account

If you receive a PO and that you don’t have 

an SAP Ariba Account yet, you can easily 

create one for free.

Click on “Create new account” to get 

to the account creation page.
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How to create an SAP Ariba account

If you receive a PO and that you don’t 
have an SAP Ariba Account yet, you can 
easily create one for free.

Complete the mandatory 
company information (can be 
already pre-filled based on the 
data that we have):

• Company name

• Country/Region

• Address

• Post code

• City

Complete the Administrator 
account information:

• Name

• Email address (can be used as 
username if needed)

• Username (must be UNIQUE, 
you can’t use the same email 
address for multiple accounts, 
but you can use a fictive 
address)

• Password

• Business role

Agree with the Terms of Use 
and Privacy Statement, then 
click on “Create Account”.

3

4

SAP Ariba Network Account creation

3 4



SAP Ariba Training : Order Confirmation – p. 19

How to create an SAP Ariba account

If you receive a PO and that you don’t have 

an SAP Ariba Account yet, you can easily 

create one for free.

You will receive the following 

confirmation email to welcome you on 

the platform.

SAP Ariba Network Account creation
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Confirm without SAP Ariba account
Confirm an Order without SAP Ariba

As a supplier, you will receive an email 

from the SNCB informing you that you 

have received a new order. 

If the email you receive is the following, it

is possible to do it without SAP Ariba. 

Contact your SNCB contact person if you

should not receive this email.

If you have an SAP Ariba account, you

can log in to it and follow the slides here 

In the email, you can find the PO 

attached as well as any 

additional attachment that the 

buyer added. Open them to find 

more details. You can also find the 

PO details below in the email.

To confirm the order without Ariba, 

click on “Confirm Order”. It will 

confirm the entire order
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Confirm an Order without SAP Ariba

As a supplier, you will receive an email 

from the SNCB informing you that you 

have received a new order. 

You will get to this order 

confirmation menu to be filled in. 

The only mandatory field is the 

“Estimated Delivery Date”, but 

you can also fill in other information 

such as your supplier reference or 

confirmation ID.

At the bottom, you can see that all 

the items are confirmed.

Click on “Next” to get the review 

page.
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Confirm an Order without SAP Ariba

As a supplier, you will receive an email 

from the SNCB informing you that you 

have received a new order. 

In the review page, you can have 

an overview of your order 

confirmation. At the bottom, fill in 

your name and your email 

address. You must also agree 

with the Terms of Use and 

Privacy Statement.

Click then on “Next” to finalize your 

order confirmation.
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Confirm an Order without SAP Ariba

As a supplier, you will receive an email 

from the SNCB informing you that you 

have received a new order. 

You will receive an email to 

validate your order confirmation. 

This email contains a one-time 

password that has a validity of 

30 minutes.

You must copy this password in 

the SAP Ariba page before clicking 

on “Submit” to validate your order 

confirmation.
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Confirm an Order without SAP Ariba

As a supplier, you will receive an email 

from the SNCB informing you that you 

have received a new order. 

After submitting your order 

confirmation, you will see the 

confirmation in SAP Ariba.

You will also receive an email to 

confirm that it has been submitted 

to us.
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If you need more information :
 
• You can visit our website:
→SAP Ariba for Procurement | SNCB
 
• You can have a look at our FAQ

• You can reach out to your SNCB contact person

• Navigate to suppliers@nmbs.be 

https://www.belgiantrain.be/en/3rd-party-services/supplier/procurement/ariba
https://www.belgiantrain.be/en/3rd-party-services/supplier/procurement/ariba/faq
mailto:suppliers@nmbs.be
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