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Workbench – Orders

Navigation paths to the 
desired order

1. Workbench – Orders –
Orders and Releases

or

2. Orders/New Orders

Workbench – Orders
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Workbench – Orders

Navigation paths to the 
desired order

3. Enter order number 
(partial or exact match)

or

4. Click directly on the 
desired order number
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Workbench – Orders

5. Clicking on the Actions 
button allows you to 
confirm the order

6. Confirm entire order or 
Update line items

Workbench – Orders

6
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Order status in ARIBA

There are various order 

statuses for orders placed 

via SAP Ariba:
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Order status in ARIBA 

There are four different 

order statuses for orders 

placed via SAP Ariba:
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“New” New order

“Confirmed”
The order has been confirmed (order 

confirmation).

“Changed”

A change to the order has been sent but has not 

yet been confirmed.

This status may also appear if a shipping 

notification has already been raised.

After a change to an order, the order revision 

changes from “Original” to “Changed”. In 

addition, a new version of the order is created.

“Shipped”/“Partially shipped”
All or some of the order items have been 

shipped.

“Rejected”

If the amounts are outside the tolerance limits 

(upper or lower delivery limits), the buyer may 

refuse confirmation.

“Cancelled” Order has been cancelled



Type of external 
document in ARIBA

For orders placed via SAP 

Ariba there are five 

different types of external 

document:

“NB” Purchase Order

“YBD” Purchase Order

“YREP” Repair order

“YBE” Replacement purchase order

“YEM” Sample order

“DB” Dummy order

“YBF” Production

“YBM” Automatically generated order

“YBS” Service

“YBV” Sales

“YBI” Investment order

Confidential ©  2023 Rolls-Royce Not subject to export control  8



Workbench – Filter function

The filter function enables 

precisely defined search 

criteria.

Exact match:

You have to enter 000 

before the order number. 

(E.g. 0003519016)

In this case the expected 

delivery date must be set to 

“NONE” in the layout and 

the filter then saved.
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Notes and attachments to 
orders in ARIBA 

Ariba offers multiple 

options for adding notes 

and attachments to orders.

1. The header text 

(Comments) contains 

information about the 

order.
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Notes and attachments to 
orders in ARIBA

2. In addition, there are 

notes that relate to the 

individual order items:

They can be found by 

clicking on the Details 

button.
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Notes and attachments to 
orders in ARIBA
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Notes and attachments to 
orders in ARIBA

3. On the Attachments tab 
you can find the order in PDF 
format and other documents 
where applicable.

Attachments: PDF document, 
packing specifications and, if 
applicable, packing lists. 
Uploading drawings is not 
allowed. You should click on 
the documents to open and 
check them.

Important: only the 
attachments in the header 
area are transferred to SCC 
Monitor.
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1. In the order, click 
Track Order

2. Overview of the 
various order 
confirmations

Where do you find saved 
comments?
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3. Click on one of the order 

confirmations and the 

comment/note previously 

entered will be displayed.

Where do you find saved 
comments?
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In SAP ARIBA there are two ways of confirming orders.

1. Confirm entire order:

Entire order is confirmed without any changes.

2. Update line items:

Order is confirmed with changes to order details. 
(delivery deadline, item quantities, splits, etc.)

Order confirmation (AB)

Confidential ©  2023 Rolls-Royce Not subject to export control  16



Confirm Entire Order

Select this option if the 

entire order can be 

confirmed without any 

changes.
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Confirm Entire Order

2. Confirmation:
enter order confirmation 
number

3. Need By date:
Please note: the delivery 
date cannot be changed. 
Confirm as per order.

4. Click Next

5. Click on Submit to 
send off the order 
confirmation.
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Update Line Items

Select this option if the order is 

to be confirmed with changes 

to the order details. (Delivery 

deadline, item quantities, 

splits, etc.)
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Update Line Items

Change of delivery deadline 
with no change to 
quantities.
(Without splitting)

Confirmation:
enter order confirmation 
number

Scroll down to line items 

Enter quantity

Click details 
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Update Line Items

Change of delivery deadline 
with no change to 
quantities.
(Without splitting)

Enter schedule line 
and estimated delivery date 

Click "OK"
Click "Next"

Click "Submit" 
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Update Line Items

Confirmation with change of 

quantity (split)

Update order 

confirmation number

See next slide for further 

steps on the Item tab.
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Update Line Items

Confirmation with 
change of quantity 
(split order)

1. Quantity for first 
partial shipment.

2. Click Details

Under “Add Attachment” 
you can upload an order 
confirmation which will 
then be transferred to our 
SAP system.
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Update Line Items

1. A separate delivery 
deadline must be specified 
for each partial shipment

2. Price details

3. Comments: here 
you can enter price
differences, comments,
etc.

4. Click OK
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Update Line Items

Here you can review all 

details again (quantity, 

price, delivery deadlines, 

etc.).

Clicking Submit confirms the 

order.
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Update Line Items

1.Click on Items To Confirm

2. Select the desired order 

number

3. Enter shipping and 

delivery date

4. Enter quantity to be 

confirmed, either in total or 

for individual items

Another way of updating line items or confirming the entire order:
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Update Line Items

Confirmations that are 

subject to approval (outside 

upper/lower tolerance 

limits) must be approved 

first.

Once approved, the order 

must be confirmed again.



The Purchase Order shows you the changes as follows:

Update Line Items

View after approval.

You can also see the changes in the details of the item:
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Update Line Items

Under Details you can 

view the approved 

changes.
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Update Line Items

Under Details you can 

view the approved 

changes.
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Update Line Items

Any comments by the 

buyer should be noted.

The order does not need to 

be confirmed again.
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Update Line Items

If the confirmed change 

does not match the 

required supply situation, 

the change may also be 

rejected.

The status “Accepted” 

indicates that the change has 

been processed. If the 

change is rejected, the order 

reverts to the status “NEW”.
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Update Line Items

The order details show 

that the order has been 

rejected.
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Update Line Items

Any comments from 

Purchasing should be 

noted.

The order must be 

confirmed again.
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Track Order

The status of the order can 

be viewed by clicking on 

Track Order.
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Track Order

This shows all details of order 

progress from creation and 

confirmation through to 

shipping.
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Order change by RRPS

Order is shown as 

changed in the 

Workbench.
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Order change by RRPS

Changes are highlighted in 

colour in the order.

Please check order notes.

The order must now be 

confirmed again.
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Cancellation

1. Where do you find a 

cancellation?

- On the dashboard under 

Changed Orders

2. How do you identify a 

cancellation?

- A completely cancelled order is 

marked “Cancelled”. 

Cancellations of individual items 

are classed as changes to the 

order.
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Cancellation

Click on order number

The new status of the order 

can be seen under Purchase 

Order.
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Thank you for your attention!
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