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PO and Invoice Routing Notifications

Description Screenshot

This job aid will show how to setup = =
who will receive PO notifications and s = @ @
Invoice update notifications € Back to cassic view of w |

e - =
**The Account Administrator or users - l

with Administrator access will only be
allowed to update these settings. A

1. Login to your supplier account at
supplier.ariba.com
2. Click initials in top right-hand

corner of homepage ol Wi .
3. Select “Settings We are now A | -
4. Select “Electronic Order Routing” b 8
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Screenshot

5. Select “Electronic Order Routing”
or “Electronic Invoice Routing” to
update whichever you are
needing

6. Change Routing Method to
“Email” if you’d like to receive
notifications when orders are
received

**If you select “Online” no
notifications will be received when
new orders are sent.

7. Inthe Email address box, enter
up to 3 email address, separated
by a comma and no space on
either side

8. Continue down the screen and
make the necessary updates for
the notifications you would like
to receive.

Ly

9. Click “Save” at the bottom of the
screen to save your settings.

**If your orders are showing as failed,
but they're in your inbox, this could be
due to invalid email addresses here or
an out office reply could have
triggered this. You will still be able to
confirm the orders and perform the
necessary transactions.
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Demo Showing the above tasks

SAP Ariba Demo



https://event.on24.com/eventRegistration/console/apollox/mainEvent?&eventid=3208007&sessionid=1&username=&partnerref=&format=fhaudio&mobile=&flashsupportedmobiledevice=&helpcenter=&key=8EBC6466546961729077B2C10A880216&newConsole=true&nxChe=true&newTabCon=true&consoleEarEventConsole=false&consoleEarCloudApi=false&text_language_id=en&playerwidth=748&playerheight=526&eventuserid=672820605&contenttype=A&mediametricsessionid=577405981&mediametricid=4489205&usercd=672820605&mode=launch

