
SUPPLIER TRAINING 
MATERIAL 

MODULE: BUYING & INVOICING 

Step-by-step guide: 

Process Purchase Order (Material) 
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1.

1 

RECEIVE PURCHASE ORDER 

Supplier received email from Sarawak Energy Berhad and click on the email. 
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2 Click at the ’Process Order’. 
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3 CREATE ORDER CONFIRMATION 

1. Click at the ’Create Order Confirmation’ Button.

2. Click at ’Confirm Entire Order’.



Supplier Training Material: 
Process Purchase Order (Material) 

Page 5 of 24 

No. Steps Remarks 

4 1. Supplier fill in the Order confirmation reference.

2. Supplier select the ’Estimated Delivery Date’.

3. Others are optional to fill (Yellow Box)
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5 1. If supplier want to give some attachment, they can click at ’Choose File’ From their computer.

2. Click at ’Add Attachment’.

3. Then click at ’Next’.
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6 Click ’Submit’. 

7 Supplier can then observe the change in PO status from “New” to “Confirmed” after order confirmation. 
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8 CREATE SHIP NOTICE 

Click at ’Create Ship Notice’. 
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9 In "Ship Notice Header": 

a) In "Shipping" section, fill in the following required details:

1. Packing Slip ID (Mandatory)

2. Delivery Date (Mandatory)

3. Invoice No. (Optional)

4. Ship Notice Type (Optional)

5. Shipping Date (Optional)

6. Gross Volume & its unit (Optional)

7. Gross Weight & its unit (Optional)

8. Carrier Name (Optional)

9. Service Level (Optional)
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10 b) In "Attachments" section, upload file is necessary.

c) In "Delivery and Transport Information", fill in the details. (Optional).
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11 In "Order Items" header, fill in the following details (Optional): 

1. Supplier Batch ID

2. Production Date

3. Expiry Date
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12 Then click ’Next’. 

13 Click ’Submit’. 

14 Supplier can then observe the change in PO status from “Confirmed” to “Shipped” after ship notice submission. 
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15 *Note: The end user needs to do receiving/Good Receipt first before the supplier is able to create invoice.

Supplier may proceed to create invoice when the PO status has changed from “Shipped” to “Received”. 

16 CREATE INVOICE 

1. Click at ’Create Invoice’.

2. Click at ’Standard Invoice’.
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17 In "Summary" section, fill in the following details: 

a. Invoice # (Mandatory)

b. Invoice Date (Mandatory)

c. Service Description (Optional)

d. Supplier Tax ID (Optional)
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18 In "Shipping" section, select the level shipping option. 
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19 1. In "Additional Fields", fill in the optional details.

2. In "Additional Malaysia Specific Information", fill in the optional details.
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20 1. Tick the selected "Line Item" box.

2. Expand "Line Item Actions" drop-down button.
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21 Select "Add" > "Attachment". (It is mandatory to attach e-invoice in the attachment to proceed submission of invoice) 

22 1. Click "Choose File" button to choose the file.

2. Click "Add Attachment" to upload it.

23 Then, cllick ’Next’. 
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24 Click at ’Submit’ 

25 Click at ’Exit’. 
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26 Supplier will receive an email notification for the submitted invoice. 
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27 Supplier can then observe the change in PO status from “Received” to “Invoiced” after invoice submission. 

28 Supplier will receive email notifications when the submitted invoice is approved. 
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29 Supplier may review the approved invoice on Ariba Network. 
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Status Description 

New Initial state. This is a new purchase order. 

Changed Existing purchase order has been canceled or replaced ("obsoleted") by this subsequent (changed) order. 

Confirmed All sub-quantities are confirmed. 

Failed Ariba SN experienced a problem routing the order to the supplier. Suppliers can resend failed orders. 

Shipped Final state. All sub-quantities are shipped. A line item or sub-quantity that is shipped cannot be updated again. 

Invoiced All ordered quantities have been invoiced. 

Partially Confirmed Some of the ordered quantities have been confirmed. 

Partially Shipped Some of the ordered quantities have been shipped. 

Partially Invoiced Some of the ordered quantities have been invoiced. 

Partially Rejected Some of the ordered quantities have been rejected. 

Obsoleted Purchase order that has been replaced by a subsequent (changed) order. 

Received SEB has received all the items requested in the PO. 

Partially Received SEB has received some of the items requested in the PO. 
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Invoice Status - Reflects the status of SEB action on the Invoice 

Status Explanation 

Sent The invoice is sent to the SEB but they have not yet verified the invoice against purchase orders and receipts 

Cancelled SEB approved the invoice cancellation 

Paid SEB paid the invoice or is in the process of issuing payment. This status applies only if SEB uses invoices to trigger payment 

Approved SEB has verified the invoice against the purchase orders and receipts and approved it for payment 

Rejected SEB has rejected the invoice or the invoice failed validation by Ariba Network. If SEB accepts invoice or approves it for payment, invoice 

status updated to Sent (invoice accepted) or Approved (invoice approved for payment) 

Failed Ariba Network experienced a problem routing the invoice 




