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Dashboard – Overview

Shows a general view of all 
links to the individual 
subfunctions of the portal

Hovering the mouse over the 
individual items brings up a 
brief explanation of each 
section
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Entering the portal

The Ariba portal is opened via 
the link 
https://service.ariba.com

Entering the Supplier 
area

You can log into the portal 
using your login credentials
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Dashboard – Overview

Shows a general view of all 
links to the individual 
subfunctions of the portal

Hovering the mouse over 
the individual items brings 
up a brief explanation of 
each section
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Dashboard – Orders

Access to all orders in the 
portal
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Orders



New Orders

Dashboard – 
New Orders

Access to new orders 
entered
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Dashboard – 
Changed Orders

Access to changed 
orders

Changed orders
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Dashboard – 
Items to Confirm

Access to orders which 
have not yet been 
confirmed

Items awaiting

confirmation
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Items to be
shipped

Dashboard – 
Items to Ship

Access to items due for 
shipping, sorted by 
delivery date
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Dashboard – 
Search function

Search function with 
multiple options

Relevant:

• Orders and scheduling 
agreements

• Shipping notifications

Search function Enter exact 
number

Select filter 
criterion
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Dashboard – Purchase 
Orders

The time period can be 
selected from the drop- 
down list

- Past 3 months
- Last 14 days
- Last 7 days

Order volume 
within time period
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Dashboard – 
Actions Feed

The Actions Feed shows the 
last purchase orders entered 
in the portal

The scope of the actions 
displayed can be adjusted 
using the filter
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Dashboard – Shipment 
Tracking

Latest status of the order after 
shipping

Enter exact order 
number
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Header – My Account

From the header you can 
access your own user 
account and make changes 
to it
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My Account – Settings

From the My Account 
menu you can individually 
configure many portal 
functions under Settings

- Users
- Roles
- Notifications
-  …
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My Account – Settings

Roles

In roles you can maintain
several roles with different 
access rights

Add new role
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My Account – Settings

Roles

You can maintain several
users with different 
rights/roles

Entering the name of the
role

Maintain the authorization
of the role
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My Account – Settings

User

Serveral users can be
maintained with different 
rights/ roles

Maintain user data

Assignment of role to
user
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My Account – Settings

Notifications
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My Account – Settings

Notifications

Individual maintenance of
when a notification should
be sent

For example

− Notification in case of
missing confirmation

− Notification of open 
shipment
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Header – My Account

From the header you can 
access the Help function. Here 
you will find more detailed 
guidance on the portal

- Videos
- Explanations
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