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1. Acknowledgement of 1st PO
Via Interactive PO Email and Ariba Supplier Network Account
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TRAILBLAZING A BETTER WORLD BY DESIGN.

Acknowledgement of 1st PO

1. When SUTD send/issue the PO to
Supplier; Supplier will receive an
interactive PO notification via email.

• The PO number will be displayed
on the email subject.

• To process the PO issued by
SUTD, Supplier must open the PO
via the email using their Ariba
Supplier account.
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Acknowledgement of 1st PO

1. Within this interactive PO email, it will
contain the Company Name for which
the PO was created for.

• Please pay close attention to this
information as this is the basis as
to the Ariba Supplier account that
must process/open the order.

• If the PO is issued for “Company
ABC”, the company name of the
Ariba Supplier account that must
process/open the PO should also
be “Company ABC”.

• Processing the order by opening it
with a Supplier account under a
different entity/company name will
cause the Purchase Order to be
binded to the wrong Supplier
account.
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Acknowledgement of 1st PO

• If you have multiple Supplier Account
with different ANID but all of them
belonging to the same Company
Name, please ensure to process the
PO with the account that will be used to
submit the invoice.

• Make sure that the Supplier
Account that will be used to
process the PO is active and
valid.

• You can have different ANID to
handle different customers for the
same entity / Company Name but
make sure that your colleagues
are aware of this especially the
person who will submit the
invoices. Keep note of the login
credentials and ANID of your
Supplier Account that are used to
transact with your customers.
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Acknowledgement of 1st PO

1. Other information contained within this
email will be the order details.

2. A pdf form/printout of the PO will also
be attached in this email.

Please verify the information within this PO 
email before proceeding to process the PO.
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Acknowledgement of 1st PO

1. Click the “Process Order” button.

1. You will be redirected to another page
where you will be asked to input your
Ariba Supplier account credential that
will open/process the PO.
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Acknowledgement of 1st PO

1. If you do not have an existing Ariba
Supplier account or want to sign up for
a new Ariba Supplier account to
transact with SUTD, please click the
“Create new account” button.

• But SUTD required supplier to
complete their supplier
registration via supplier
questionnaires submission
before acknowledgment of 1st PO
process started.

• SUTD also required supplier to
used the same Supplier Account
(same ANID) for both supplier
registration and processing of PO.

2. If you have an existing Ariba Supplier
account, please click the “Use existing
account” button. Note: This is the
recommended option.
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Acknowledgement of 1st PO

1. Proceed to process the order by logging in
to your existing Ariba Supplier account.

1. Input the username.

2. Input the password.

3. Click the “Connect” button to proceed.
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Acknowledgement of 1st PO

You will be taken to your PO 
details screen. Here, you can 
once again review the 
information contained within this 
PO. In this screen, you will also 
see the available transactions 
that can be done to the PO.
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