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Please follow the process based on the Purchase Order type:

STANDARD PO (starting with 450000****)

Standard PO with Materials Page 3

Standard PO with Services Page 16

LOW VALUE (LV) PO (starting with 550000****)

LVPO with Materials Page 30

LVPO with Services Page 42

Content
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Material
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Standard PO Material - Process flow

Receive PO on 
registered email 

Click on the 
Process Order 

button in the email

If account is already 
created, login

Open PO

Expo will raised 
Goods Receipt on 

delivery and should 
be seen under 

Related Documents

Create Ship NoticeCreate Invoice

Create an Order 
Confirmation
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Standard PO Material - Receive PO by email

• Open the PO in your email inbox

• Click on the Process Order Button to proceed

• Click to Login to your Ariba account

Existing Users
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Standard PO Material - View your PO

Scroll down to view line item details 

View the order information- Order 
status, order detail

Download PO in PDF
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Standard PO Material - Create Order Confirmation

To confirm the entire order, 
click on:

• Create Order 
Confirmation

• Confirm Entire order 

Complete order confirmation form:

• Enter Confirmation Number which is any number you use to 

identify the order confirmation.  You can use the same PO 

number

• Specify Est. Shipping Date or Est. Delivery Date 

information

• Click Next when finished.

2

3

1

4500004985
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Standard PO Material - Review and complete order confirmation

1. Review the order confirmation and 

click Submit.

2. Your order confirmation is sent to 

Expo 2020.

Once the order confirmation is submitted, 

the Order Status will display as Confirmed.

When viewing documents online, links to all 

related documents are displayed.
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Standard PO Material - Create Ship Notice

Create Ship Notice using your Ariba account once 

items were shipped. Multiple ship notices can be sent, 

if items are shipped at different times

Click the Create Ship Notice button.

Fill out the requested information on the Shipping form.

• Enter the Packing Slip ID – this should be the 

number you included on the delivery note when 

the items were delivered. 

• Enter Ship Notice type- Actual or estimated

• Enter Dates – Shipping and Delivery

Any field with an asterisk is required.
2

3

1
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Standard PO Material – Submit ship notice

3. Scroll down to view line item information and 

update the quantity shipped for each line item 

incase of partial shipment . 

4. Click Next to proceed to review your Ship 

Notice. 

4

3

5

6

5. After reviewing your Ship Notice, click 

Submit to send Ship Notice to Expo 

2020.

6. After submitting your Ship Notice, the 

Order Status will be updated to Shipped. 

Submitted Ship Notices can be viewed 

from Outbox or by clicking the link under 

the Related Documents from the PO 

View. 
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Standard PO Material – Wait for Goods Receipt to be posted by Expo

When you’re ready to invoice, submit your invoice to

your end user at Expo.

They will be responsible to create a Goods Receipt,

and get it approved.

You will be able to see the change in status of the PO

to Received and see the receipt under Related

documents as highlighted above (document with

number 5000…).

You may now proceed to submit your invoice for

payment processing.

Please check your account notification settings to

ensure you receive an email notification when the

receipt has been posted to Ariba, so you can

immediately invoice.
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Standard PO Material – Create Invoice

Click on Create invoice 

Standard Invoice, to start creating 

the invoice

Enter invoice number, date supplier Tax Id and 

select correct Remit to ID from the drop down

All fields marked with an * are mandatory
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Standard PO Material – Create Invoice

Scroll down to attach copy of actual 

invoice)  click on Add to Header

 Attachment

If UAE VAT registered, input Tax 

Invoice Number and TRN number.

Choose file from your desktop and click on Add 

Attachment
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Standard PO Material – Create Invoice - Line level tax

• If applying VAT, select “Tax Category” checkbox and 

select “VAT 5%”

• Select the line items you want VAT to be applied to

• Click “”Add to Included Lines” button

Tax is added to the line items then click on Next
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Standard PO Material – Submit Invoice

Review your invoice and then click on Submit. You may print a 

copy of the digital invoice for record or else click on Exit

• Your Invoice is submitted, the PO 

status is now invoiced, and the invoice 

can be found under related documents

• Click on More to view all related 

documents
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Standard PO Service - Process flow

Receive PO on 
registered email 

Click on the 
Process Order 

button in the email

If account is already 
created, login

Open PO

Create Service 
Sheet

Create Invoice

Create an Order 
Confirmation
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Standard PO Service - Receive PO by email

• Open the PO in your email inbox

• Click on the Process Order Button to proceed

• Click to Login to your Ariba account

Existing Users
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Standard PO Service - View your PO

Scroll down to view line item details 

View the order information- Order 
status, order detail

Download PO as PDF
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Standard PO Service - Create Order Confirmation

To confirm the entire order, 
click on:

• Create Order 
Confirmation

• Confirm Entire order 

Complete order confirmation form:

1. Enter Confirmation Number which is any number 

you use to identify the order confirmation.  You 

can use the same PO number

2. Specify estimated Completion Date

3. Click Next when finished.

1

2

3
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Standard PO Service - Review and complete order confirmation

1. Review the order confirmation and 

click Submit.

2. Your order confirmation is sent to 

Expo 2020.

Once the order confirmation is submitted, 

the Order Status will display as Confirmed.

When viewing documents online, links to all 

related documents are displayed.
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Standard PO Service – Service Sheet

1. Enter Service Sheet 

Number which is any 

number you use to identify 

the service entry sheet.  

2. Enter Service Start and 

End Date (should be in the 

past)

3. Scroll down to attach proof 

of service completion, as 

required by either your 

contract or as specified by 

your end user at Expo 

2020

21

3
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Standard PO Service – Service Sheet

Please attach any of the following relevant documents to your Service Sheet:

• Timesheets for consultancy resources duly approved by the relevant EXPO departmental staff 

managing the said resource.

• Milestone/works/services completion report or certificate signed by EXPO PM.

• Email from EXPO PM confirming delivery of service/works

• Signature of EXPO PM with name and position - approval on Invoice submitted by vendor

• Delivery Note duly signed by the authorized EXPO departmental staff receiving the goods.

• Invoice detailing items delivered duly signed by the relevant EXPO departmental staff receiving the 

goods.

Please confirm with your end user at Expo the documents that should be attached to avoid rejection 

and delays.
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Standard PO Service – Service Sheet Line Items

5

6

7

4. Select to include/exclude the line 

items that are to be submitted for 

this service sheet

5. Enter Service period Start and End 

Date (should be in the past) for 

each line item

6. Click on Next

7. Review and Submit

4
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Standard PO Service – Wait for the Service Entry Sheet to be approved 

Once the service sheet you submitted is 

approved, the Order Status will display as 

Serviced (or Partially Serviced).

You can click on the service sheet 

document under related documents and 

check for the approval 
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Standard PO Service – Create Invoice

Click on Create invoice  Standard 

Invoice, to start creating the invoice

Enter invoice number, date supplier Tax Id and 

select correct Remit to ID from the drop down

All fields marked with an * are mandatory
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Standard PO Service – Create Invoice

Scroll down to attach copy of actual 

invoice)  click on Add to Header

 Attachment

If UAE VAT registered, input Tax 

Invoice Number and TRN number.

Choose file from your desktop and click on Add 

Attachment
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Standard PO Service – Create Invoice - Line level tax

• If applying VAT, select “Tax Category” 

checkbox and select “VAT 5%”

• Select the line items you want VAT to be 

applied to

• Click “”Add to Included Lines” button

Tax is added to the line items 

Click on Next to review your 

invoice

Add Start Date & End Date for each 

service line. Please note date should 

be in the past.



29CONFIDENTIAL© 2018 SAP SE or an SAP affiliate company. All rights reserved.  ǀ

Standard PO Service – Submit Invoice

Review your invoice and then click on Submit. You may print a 

copy of the digital invoice for record or else click on Exit

• Your Invoice is submitted, the PO 

status is now invoiced, and the invoice 

can be found under related documents

• Click on More to view all related 

documents
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LVPO Material - Process flow

Receive PO on 
registered email 

Click on the 
Process Order 

button in the email

If account is already 
created, login

Open PO

The goods receipt 
will be automatically 
created and should 

be seen under 
Related Documents

Create Advanced 
Ship Notice

Create Invoice

Create an Order 
Confirmation
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LVPO Material - Receive PO by email

• Open the PO in your email inbox

• Click on the Process Order Button to proceed

• Click to Login to your Ariba account

Existing Users
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LVPO Material - View your PO

Scroll down to view line item details 

View the order information- Order 
status, order detail

Download PO in PDF
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LVPO Material - Create Order Confirmation

To confirm the entire order, 
click on:

• Create Order 
Confirmation

• Confirm Entire order 

Complete order confirmation form:

• Enter Confirmation Number which is any number you use to 

identify the order confirmation.  You can use the same PO 

number

• Specify Est. Shipping Date or Est. Delivery Date 

information

• Click Next when finished.

2

3

1
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LVPO Material - Review and complete order confirmation

1. Review the order confirmation and 

click Submit.

2. Your order confirmation is sent to 

Expo 2020.

Once the order confirmation is submitted, 

the Order Status will display as Confirmed.

When viewing documents online, links to all 

related documents are displayed.

5500004985
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LVPO Material - Create Ship Notice

Create Ship Notice using your Ariba account once 

items were shipped. Multiple ship notices can be sent, 

if items are shipped at different times

Click the Create Ship Notice button.

Fill out the requested information on the Shipping form.

• Enter the Packing Slip ID – this should be the 

number you included on the delivery note when 

the items were delivered. 

• Enter Ship Notice type- Actual or estimated

• Enter Dates – Shipping and Delivery

Any field with an asterisk is required.
2

3

55000049851
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LVPO Material – Submit ship notice

3. Scroll down to view line item information and 

update the quantity shipped for each line item 

incase of partial shipment . 

4. Click Next to proceed to review your Ship 

Notice. 

4

3

5

6

5. After reviewing your Ship Notice, click 

Submit to send Ship Notice to Expo 

2020.

6. After submitting your Ship Notice, the 

Order Status will be updated to Shipped. 

Submitted Ship Notices can be viewed 

from Outbox or by clicking the link under 

the Related Documents from the PO 

View. 

5500004985
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LVPO Material – Create Invoice

Click on Create invoice 

Standard Invoice, to start creating 

the invoice

Enter invoice number, date supplier Tax Id and 

select correct Remit to ID from the drop down

All fields marked with an * are mandatory
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LVPO Material – Create Invoice

Scroll down to attach copy of actual 

invoice)  click on Add to Header

 Attachment

If UAE VAT registered, input Tax 

Invoice Number and TRN number.

Choose file from your desktop and click on Add 

Attachment
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LVPO Material – Create Invoice - Line level tax

• If applying VAT, select “Tax Category” 

checkbox and select “VAT 5%”

• Select the line items you want VAT to be 

applied to

• Click “”Add to Included Lines” button

Tax is added to the line items then click on Next
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LVPO Material – Submit Invoice

Review your invoice and then click on Submit. You may print a 

copy of the digital invoice for record or else click on Exit

• Your Invoice is submitted, the PO 

status is now invoiced, and the invoice 

can be found under related documents

• Click on More to view all related 

documents

5500004985
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LVPO Service - Process flow

Receive PO on 
registered email 

Click on the 
Process Order 

button in the email

If account is already 
created, login

Open PO

Service Sheet is 
automatically 

created once Expo 
confirms service 

delivery

Create Invoice

Create an Order 
Confirmation
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LVPO Service - Receive PO by email

• Open the PO in your email inbox

• Click on the Process Order Button to proceed

• Click to Login to your Ariba account

Existing Users
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LVPO Service - View your PO

Scroll down to view line item details 

View the order information- Order 
status, order detail

Download PO as PDF

5500004985
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LVPO Service - Create Order Confirmation

To confirm the entire order, 
click on:

• Create Order 
Confirmation

• Confirm Entire order 

Complete order confirmation form:

1. Enter Confirmation Number which is any number 

you use to identify the order confirmation.  You 

can use the same PO number

2. Specify estimated Completion Date

3. Click Next when finished.

1

2

3

5500004985
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LVPO Service - Review and complete order confirmation

1. Review the order confirmation and 

click Submit.

2. Your order confirmation is sent to 

Expo 2020.

Once the order confirmation is submitted, 

the Order Status will display as Confirmed.

When viewing documents online, links to all 

related documents are displayed.

5500004985
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LVPO Service – Service Sheet

(Serviced)

** Please do not create a Service Entry Sheet (SES) for LVPO Service.

This will be auto-generated once your end-user (at Expo 2020) confirms the services have been 

delivered. Please contact your end-user when the services have been delivered and provide any 

documents required.

Once they approve delivery, the status of your PO will update to ‘Serviced’

When this happens, you will be able to proceed to ‘Create Invoice’

5500004985
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LVPO Service – Create Invoice

Click on Create invoice  Standard 

Invoice, to start creating the invoice

Enter invoice number, date supplier Tax Id and 

select correct Remit to ID from the drop down

All fields marked with an * are mandatory

5500004985
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LVPO Service – Create Invoice

Scroll down to attach copy of actual 

invoice)  click on Add to Header

 Attachment

If UAE VAT registered, input Tax 

Invoice Number and TRN number.

Choose file from your desktop and click on Add 

Attachment
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LVPO Service – Create Invoice - Line level tax

• If applying VAT, select “Tax Category” 

checkbox and select “VAT 5%”

• Select the line items you want VAT to be 

applied to

• Click “”Add to Included Lines” button

Tax is added to the line items 

Click on Next to review your 

invoice

Add Start Date & End Date for each 

service line. Please note date should 

be in the past.
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LVPO Service – Submit Invoice

Review your invoice and then click on Submit. You may print a 

copy of the digital invoice for record or else click on Exit

• Your Invoice is submitted, the PO 

status is now invoiced, and the invoice 

can be found under related documents

• Click on More to view all related 

documents

5500004985
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Thank you for joining the 

Ariba Network!


