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I. INTRODUCTION 

!¢ϧ¢Ωǎ Enterprise Purchasing (EPIC) system uses the Ariba Supplier Network (Ariba SN) to communicate with 
suppliers via the Internet. This communication primarily consists of sending purchase orders to and receiving 
invoices from suppliers.  The Ariba SN offers several ways of establishing electronic communication between AT&T 
and our suppliers, including online, email, fax, EDI, and cXML.  The focus of this document is online 
communication. 
 
AT&T will place its purchase orders (POs) on a secure Ariba SN Internet site that only you can access using a 
username and password that will be assigned to you by Ariba.  The PO will reference appropriate terms, conditions 
or associated contracts.  Upon receiving a PO from AT&T on the Ariba SN, you may access this same site to: 

¶ Submit your order confirmation 

¶ Submit your ship notice 

¶ Submit your invoice 
In each case, data from the PO is used to pre-populate the document being submitted. 
 
The instructions provided in this document have been created as a supplement to the standard Ariba instructions 
in order to assist suppliers with creating online Order Confirmations, Ship Notices, and Invoices against AT&T 
Purchase Orders.  (Note: The Ariba SN sample screen shots found throughout this document correspond to Ariba SN 
Release 48.) 
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II.  REGISTERING ON THE ARIBA SUPPLIER NETWORK 

The AT&T Enterprise Purchasing system requires that AT&T suppliers be registered on the Ariba SN to enable 
future PO and invoice transactions with AT&T.  This section outlines the Ariba Supplier Network (Ariba SN) 
registration process. 
 
Step 1:  Go to the Ariba SN web site and click Register as a New Supplier.  A registration wizard will walk you 
through the online registration process.  Ariba will assign you a username and password to access your account.  
Make sure your username and password are kept in a secure yet accessible place. 
 
Step 2:  As soon as you have successfully completed registration in Ariba, please notify your AT&T representative 
and provide your assigned Ariba Network ID (ANID).  You can view your Ariba Network ID (ANID) when you are 
logged into your Ariba SN account; the ANID is displayed with an ANID label under the Help and Logout links 
(upper right). 
 
Step 3:  AT&T will send a Customer Relationship invitation to you via the Ariba SN.  This establishes an e-commerce 
relationship on the Ariba SN between your firm and AT&T.  Once you approve this relationship, electronic ordering 
and invoicing can commence on the Ariba SN between your firm and AT&T. 
 

For quick reference, refer to the Registration Quick Reference Guide for Ariba SN 
onboarding. 

 

Figure 1 - Log In 

 
 

https://service.ariba.com/Supplier.aw
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III. LOGGING IN AND VIEWING THE INBOX 

This section summarizes the log in process. 
 

¶ Enter https://supplier.ariba.com in the browser address bar to open the Log In page of Ariba SN. 

¶ Enter your username and password. 

¶ Click Log In. 
 

A Note About Your Ariba SN Username: The Ariba SN username is created during registration or by your 
Account Administrator.   The Ariba SN username is used only to log into your Ariba SN Account.  While the 
Ariba SN username must be in email address format, the Ariba SN as a means of communication does not 
use this email address.  The email address is a username that is used for logon purposes only. More 
information and detailed instructions for username and password administration can be found on-line in 
the !Ǌƛōŀ {b {ǳǇǇƭƛŜǊΩǎ DǳƛŘŜ.  Help with Ariba access and password resets are available on Ariba by 
ŎƭƛŎƪƛƴƎ ƻƴ άForgot Username?έ or άForgot Password?έ located below the Log In button. 

 
The first screen you will see after logging in is the Home Dashboard.  This is where you can find out about any new 
features on Ariba SN, review your Account Inbox and Outbox, and complete administrative tasks. 

Figure 2 ï Home 

 
 
The Ariba SN stores electronic documents, such as purchase orders and invoices, for online retrieval in an Account 
Inbox and Outbox.  Each transaction is saved and sorted according to the Date on which Ariba SN received it. 
 

¶ The Inbox displays purchase orders (POs) and notifications 

¶ The Outbox displays invoices, order confirmations, and ship notices 
 
Copies of the POs sent to you through the Ariba SN will reside in your Ariba SN account Inbox so you can read 
them online. To create an invoice, you need to locate the Purchase Order to invoice against. 
 
To reach your account Inbox from the Welcome screen, click on the Inbox tab. 

https://supplier.ariba.com/
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Figure 3 ï Inbox 

 
 

A Note About the Inbox: Your company should train several people to log on and read purchase orders to 
insure that an absence will not cause delays. User accounts can be set up to enable several people to read 
ǇǳǊŎƘŀǎŜ ƻǊŘŜǊǎ ōȅ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ !ŎŎƻǳƴǘ !ŘƳƛƴƛǎǘǊŀǘƻǊΦ LƴǎǘǊǳŎǘƛƻƴǎ ƻƴ ǎŜǘǘƛƴƎ ǳǇ ¦ǎŜǊ !ŎŎƻǳƴǘǎ 
are available online in the Ariba SN Account Management Guide. 

 
Upon clicking the Inbox, Ariba SN displays the current section of your Inbox, which will list all of your POs sent to 
your account. Use the Search Filters option to locate the PO required for billing.  Searches are Case Sensitive! 
 
* Reporting tools are available on the Ariba SN (under the Reports tab) and can be used to generate PO and 
Invoice data.  Reporting instructions can be found online in the Ariba SN Transactions Guide. 
 

Note:  

¶ Purchase orders cannot be deleted from the Ariba SN. 

¶ Purchase orders can be sorted by column name by clicking on the column name (e.g. Date). 
 
The following describes the purpose of each column in the Inbox view. 

Table 1: Field Descriptions - Inbox 

Column Name Description 


