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Login to the SAP Business Network 

 

Go to service.ariba.com and login as a supplier. 

Go to the Workbench in the dashboard 
If an order contains line items that are temporarily unavailable or no 

longer offered, you can confirm the parts of the order that you can deliver, 

other line items can be set to 'backorder' or 'reject'. 

To submit an order confirmation: 

Click Workbench or Orders 

service.ariba.com


 
  

 

Find your purchase order number 
 

1. Click the PO number you want to confirm. Typically a 10-digit 

number starting with 45000-. 

 
Note that when you search for your purchase order on your SAP 

Business Network workbench, most workbench filters are set to the 
last 31 days by default. If your purchase order was created 

outside of the time period, it won't be visible right away. Edit the 
filter to extend the date range to "Last 365 days", manually choose 

a date range, or search for a specific purchase order number.  



 
  

 

 
You are now in the PO, see image. At the top left above the Gasunie logo 

you have a button to create the PO confirmation. 

  



 
  

 

 

Bevestig de PO – Confirm entire order 

 

Click Create Order Confirmation > Confirm entire order (you have the 

option to accept all lines or reject/reject all lines).  

Reject is not recommended, we only use change and accept. If 

something is not right, please contact purchaseorders@gasunie.nl  
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In the Order Confirmation Header  section, enter your own 

confirmation number. This can be your own confirmation number or the 

PO number followed by OC of Order Confirmation (example: 

45000000001OC). You also enter the estimated delivery date in the Est. 

Delivery Date field. If this changes or is delayed, follow the same steps 

and click on Confirm order again to change the date. It is also important 

to add an attachment, which is mandatory 



 
  

 

Click Next to review the conformation, and then click Submit. The order 

has now been confirmed. Then click on 'Done'. Then you will see that the 

new status is 'Confirmed'. 

  



 
  

 

Confirm by line item 
 

Select the Update 

Line Items option  

if you want to 

enter the 

estimated delivery 

date or notes for 

each line item that 

you confirm. 

 

 

 

 

To confirm on a rule-by-line basis, take the following actions: 

 

• In the fields where a 'backorder' applies, enter how many parts are 

delayed.  

• If the entire material is not yet available, enter the number of the 

line in the Backorder field. 

• This way you go through each line, and then click next to check it 

• Then click on Done and you will see that you have partially 

confirmed the PO. (Partially Ordered) 



 
  

 

Fill in the backorder, see image. 

 

 

 

 

 

  



 
  

 

Change delivery date in the PO 
If the delivery date is known and if the delivery date changes, you must 

click on the PO again and click on confirm entire Order again to change 

the delivery date in the Delivery Date field. So that Gasunie is aware of 

the change. 

 

What should I pay extra attention to? 
You can confirm the PO within a week after you have received the PO. 

Is the delivery time 0-50 days later than the delivery date on the PO? 

(delayed?) Then you must confirm the PO within a week and fill in the 

expected delivery date.  

Is the delivery time with 50-130 days later than the delivery date on the 

PO? (delayed?) Then you must confirm the PO within two weeks of 

receipt. 

Is the delivery time with 130+ days later than the delivery date on the 

PO? (delayed?) Then you must confirm the PO within six weeks of receipt. 

The attachment is only added to your order conformation if you have 

clicked on add, after the file has been chosen! 

 

NEW SBN users: If you have a Standard account and this is the first 

time you have received and processed a purchase order from Gasunie 

using SAP Business Network, you will find the purchase order email 

notification in your email box and click on the "Process Order" button/link 

to log in to your account and view the order details. 

Contact opnemen met Expediting 
If there are any calamities or other questions regarding the confirmation 

of a PO, you can contact purchaseorders@gasunie.nl 

 

 


