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Agenda

❑ This guide is divided for sections to which you can navigate by clicking on

the buttons available on the left side.

❑ Hyperlinks will navigate to related page of the guide or to the webpage

with more details about specific subject.
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Purchase Order email notifications settings

In order to receive Purchase Order notification via email, the proper account settings

need to be performed.

1. Click on your initials in right top corner.

2. Go to Settings -> Order Routing Method.

3. Set up correct email address for PO notifications (if more recipients needed, divide them by

comma, without space).

4. Tick the options:

• Include document in the email message,

• Attach PDF document in the email message.
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Purchase Order email notifications overview

Purchase Order email notification contains all the PO details (exactly the same

information as on the SAP Business Network portal).

Email notification 

contains also a 

PDF/cXML version 

of a PO in 

attachment.

By clicking button

Process order in 

the email you will 

be redirected to 

the SAP Business 

Network portal. 
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Searching for Purchase Order
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In order to search for orders follow

below steps:

1. Go to the tab Orders on the top of

the page,

2. Choose Orders and Releases.

You will be redirected to a page with all 

orders you 

received 

together 

with various 

filtering 

options.



Purchase Order review on the SAP Business 
Network

Purchase Order contains five main sections:

1. Sender, Recipient and PO number & status

2. General terms and instructions

3. Contact details

4. Address details

5. Item details

Click on each 

section to see 

the details.
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Purchase Order review on the SAP Business Network
Section 1: Sender, Recipient and PO number & status

Click here to come

back to PO review:
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Sender of the order.

Depending on which 

plant order is sent, 

different address data 

will be displayed.

Recipient of the order. 

This address is taken from 

SAP Business Network 

Supplier account.

Document type

Document status
More info about statuses here.

Document number

Order value

Document version



Purchase Order review on the SAP Business Network
Section 2: General terms and instructions

Click here to come

back to PO review:
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Payment terms

Delivery instructions

Supplier instructions

Conditions instructions
(Written in local language)



Purchase Order review on the SAP Business Network
Section 3: Contact details

Click here to come 

back to PO review:

PO REVIEW ON 

SBN

PO SEARCH

PO EMAIL REVIEW

NOTIFICATION 

SETTINGS

PO STATUSES

SUPPORT

Supplier information
Data is taken from UPM’s Vendor master data

Transport terms information

Useful links

UPM Buyer contact

Additional information
Data is taken from UPM’s ERP



Purchase Order review on the SAP Business Network
Section 4: Address details

Click here to come

back to PO review:
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Ship-to address
Contains full address with address code Bill-to address



Purchase Order review on the SAP Business Network
Section 5: Item details

Click here to come 

back to PO review:
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Line number

Supplier part ID

UPM part ID Ordered quantity

Requested delivery date

Price per unit

Line value



Purchase Order statuses
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New – order received by Supplier No action was taken so far.

Changed – a new, changed version of a document were sent by UPM

Confirmed – whole order is confirmed by Supplier

Failed – order failed to be sent to Supplier (on email or other integration point)

Shipped – order shipped by Supplier (Ship Notice was created)

Received – order is received by UPM (UPM sent Goods Receipt message)

Partially Confirmed – order confirmation was sent by Supplier for part of the order

Partially Shipped – ship notice was created by Supplier for part of the ordered items

Order status is displayed above 

the order number.



Support
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SAP Business Network Registration and Configuration Support

Email: Join.Ariba@upm.com

Supplier Enablement Business Process Support

Email: Join.Ariba@upm.com

UPM Information Portal:

https://www.upm.com/about-us/for-suppliers/join-upm-on-the-sap-business-

network/

SAP UPM Supplier Information Portal: 

https://support.ariba.com/item/view/204685_en?min=0&toolbars=1&gutter=1

&popwin=0&footer=1

SAP Support Global Customer Support is available on your account under 

the question mark as Help Center
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