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Introduction and purpose of this Guide

The purpose of this guide is to provide you, our supplier, a quick step by step overview on 
how to set up a trading relationship with Otsuka on the ARIBA Network by registering and 
opening a STANDARD ACCOUNT which is free to use.  

At Otsuka we are using the ARIBA Network and would like all our business partners to 
share in the benefits by registering and transacting with us through this platform so 
documents can be exchanged electronically. This means that you will receive your Otsuka 
Purchase Order electronically via email and from this PO you can issue invoices and credit 
notes electronically. This can be done without the need to purchase or download any  
software; a regular Internet connection and a web browser are the only requirements. 

By using the ARIBA Network to send us your invoices, our Accounts Payable team, will be 
able to easily  reconcile our purchase orders to your invoices and process the invoices 
quickly and efficiently to ensure you are paid on time.

1. Introduction and purpose of the Guide



New or Existing supplier to Otsuka?

If you are a new supplier to Otsuka or an existing partner, who has not yet set up a trading 
relationship with us through the Network,  then we ask you to go through this easy-to-use 
guide and register through a previous or the next interactive Purchase Order emailed to 
you and open a STANDARD Account.  The guide also provides helpful tips on how to 
maintain and configure your account once created. 

You will see from this guide that setting up a trading relationship through an interactive 
email order is very easy. Once you start transacting and exchanging documents through 
your Standard ARIBA Account your company will incur NO costs no matter how many 
documents you process. 

Finally you may already have an ARIBA Network relationship set up with us but are still 
sending us invoices via email.   If this is the case we ask you to go through this guide and 
follow the instructions on how to log onto your account and send us electronic invoices 
through the PO.  

1. Introduction and purpose of the Guide



The ARIBA NETWORK - The worlds largest business Network
   
The ARIBA Network is a dynamic, digital marketplace where millions of buyers and 
suppliers, operating in more than 190 countries, will transact $3 trillion in business 
commerce this year.
Once registered business partners can transact with one another through the network 
and issue electronic purchase orders and invoices.

Watch an introduction video on Ariba Network and Standard Account

2. What is the ARIBA NETWORK?

https://www.youtube.com/watch?v=wMifY0Ksq7k
https://www.youtube.com/watch?v=uT505iD-5rI&list=PLPs9vNA-XppQ7J7SReqNBxfTFq4cnRa8d&index=2&t=0s


 Standard Versus  Enterprise Account

There are two types of accounts that you can open on the ARIBA Network

1. Standard Account formerly known as LIGHT account
2. Enterprise Account formerly known as FULL account

When you register through an Otsuka Purchase Order described in this guide you will 
automatically be directed to open a Standard Account. This Guide only covers Standard Accounts 
as this is the account that we recommend, as you can receive PO’s from us through the 
NETWORK, and issue electronic invoices and credit notes, but there are NO costs incurred by you. 

Use of a STANDARD Account is free no matter how many documents you process with us through 
the account.  Video on Standard account

At any time you have the option of upgrading to an Enterprise Account if you would like to benefit 
from the extra services this type of account can offer.  However there are charges associated with 
this type of account.  The next slide outlines the benefits of the different types of accounts.

3. Different types of ARIBA Accounts

https://www.youtube.com/watch?v=uT505iD-5rI&list=PLPs9vNA-XppQ7J7SReqNBxfTFq4cnRa8d&index=2&t=0s


  Benefits of the Standard and Enterprise Accounts 

Standard Account
• Free to use
• Receive purchase orders to an email address that you can specify
• Manage all your customer documents with one Account on the Network
• Send electronic invoices from the interactive email order 
• Track invoice and payment status (email notifications)
• Transact an unlimited number of documents based on an interactive email order

Enterprise Account subscription levels and fees are determined by the number of 
documents and volume of transactions your business runs through the ARIBA Network

• You can create and access all documents directly from your ARIBA Network account 
rather than through each interactive email PO

• Transform your operations with full ERP integration
• You can provide Supplier-managed catalogues to your customers
• Additional feature through SAP Ariba Discovery
• 1st Line Customer Support from SAP ARIBA 

3. Different Types of ARIBA Accounts

https://www.ariba.com/ariba-network/ariba-network-for-suppliers/subscriptions-and-pricing
https://www.ariba.com/ariba-network/ariba-network-for-suppliers/selling-on-ariba-network/sap-ariba-discovery


 Receiving a PO from OTSUKA 

Otsuka will send you a purchase order from the ARIBA Network from the email address  
ordersender-prod@ansmtp.ariba.com. 
NB: Please check your spam folders if you are unable to find the email. 
 
When you open the email you will be taken into a PO such as below.
 1. CLICK on the PROCESS ORDER button to access the SIGN UP screen.  

4. How to set up a Trading Relationship with Otsuka
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 Signing up and setting up a trading relationship with Otsuka
  
There are now two different pathways you can follow:

Pathway 1  - Your company has never opened an account on the ARIBA NETWORK. You will 
need to sign up and register by clicking on the ‘Sign up’ button and follow the instructions on 
the next 3 slides.

Pathway 2 – Your company already has an existing ARIBA account with another customer.  
There is no need to register and open a new account for Otsuka; you can ‘Log in’ using your 
existing User ID and password and set up a trading relationship with Otsuka under the existing 
account. Skip to slide 13 to see further instructions.

 

4. How to set up a Trading Relationship with Otsuka
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Completing information about your company and Setting up User ID

2. Complete Company Information
Complete your company information and 
amend if required.
An asterisk (*) indicates a required field

3. Complete the User account information 
This User ID and Password entered here will be required when 
you next login so make a note of it.

NB:  The email you enter here will determine where
future Otsuka Purchase Orders are sent.
A central mail box that is manned by more than one
person and has no ‘out of the office’ replies is 
recommended.

4. How to set up a Trading Relationship with Otsuka – Pathway 1
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Completing the Registration Process

4. You must Tick the box to accept the SAP Ariba Network Terms of Use and the Ariba 
Privacy Statement.

5. Now Click Register to complete the Registration Process

6. You will receive an email confirming your Ariba Network account details 
•  Company name
•  Administrator email
•  Your unique Ariba Network ID (ANID)
•  Username 

4

and you will receive an email confirming your unique ANID number. (check 
with Michal)

4. How to set up a Trading Relationship with Otsuka – Pathway 1
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Completing the Registration Process

RESULT  – You will be taken into the PO which you can now process. 
Please ensure you do not delete the email for each order from your email inbox as  you will need 
to access the PO through the email when you are ready to invoice

4

R

NB: Make sure you do NOT accidently upgrade to an Enterprise account by clicking on upgrade option unless you are willing to 
pay for the extra services it offers you. Slide 37 shows you how you upgrade or what you need to do if you unintentionally 
upgrade to an Enterprise Account

4. How to set up a Trading Relationship with Otsuka – Pathway 1



Add purchase order to an existing Account

I

4. How to set up a Trading Relationship with Otsuka – Pathway 2

Pathway 2
Select option ‘Log in’ using your existing User ID and password to add a trading 
relationship with Otsuka under your existing account.

1



Merging Accounts if you already have an ARIBA account

I

4. How to set up a Trading Relationship with Otsuka – Pathway 2
. 

• If you merged the new customer relationship with an Enterprise account, the 
documents from your new relationship are added to your Inbox

• If you merged the new customer relationship with a Standard account, you'll 
see the documents from your new relationship on the home dashboard.

• You'll also receive an email notification from SAP Ariba when the customer 
relationship and documents are fully transferred to your existing account

• If you don't see the documents immediately, you might have to log out and 
log back in again for the changes to take effect



Creating an invoice from an interactive Email PO

Once you have registered, you can now start transacting through the Ariba Network and issue 
electronic invoices for Otsuka’s purchase orders once the invoices are due.

1. To issue an invoice for a PO you must 
open the email that contains the relevant
PO. 
Click on ‘Process Order’ 
Now that you are registered you will be
taken straight into a log in page below.

2. Enter your User ID and password that you
set up when you first registered and you will be navigated
to the purchase order.
  

3) 

5. How to create an Electronic Invoice – Standard Account 
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Creating an invoice from an interactive Email 

Otsuka PO’s have a numbering sequence starting with EP E.g. EP1234

3. Select  Standard Invoice from drop down list by clicking on Create Invoice as below 

 

3) 

You can watch a video tutorial on invoice creation here

 

5. How to create an Electronic Invoice – Standard Account 
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https://uex.ariba.com/auc/node/79096?a_fenb=is&a_lang=en


Entering you Invoice Number at Header Level

A draft invoice will appear on your screen which is prepopulated with PO information at 
header and line level.

1. All you have to do is add your invoice number in the Invoice field (there is a limit of 
16 characters) and the Invoice date will be auto populated with the current date.

2. Attach hardcopy of your invoice on header level for reference.

Now scroll down to get to line level information.
NB: Otsuka cannot accept TAX or shipping at header level, only at line level as explained on the 
following slides.  

5. How to create an Electronic Invoice – Standard Account 
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Line item section shows the line item from the Purchase order

5. How to create an Electronic Invoice – Standard Account

1. Review and if required update Quantity or price for each line item you are invoicing.  If a partial 
quantity is entered, the remaining quantity can be invoiced under a different invoice by 
entering the same PO at a later date.

2. If the purchase order contains multiple line items and you want to invoice only some of them, 
click the check box to the left from the item number and click Delete to remove the line item 
from the invoice

NB:  Removed line items can still be invoiced on another invoice by entering the same PO at a                                                               
later date.        .

12
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Applying Tax at line level

5. How to create an Electronic Invoice – Standard Account

1. To apply tax to each line item tick the line item check box.  You can select multiple lines to 
apply the same tax by ticking all the relevant line items. 

2. Tick on ’Tax Category’ box to bring up a drop down list of tax types.  Select the relevant tax 
type.                                                                                                                                                             
NB:   VAT and Witholding Tax are the only categories Otsuka accepts.

3. By clicking on ‘Configure Tax Menu’ you can set up the tax default setting so that the same tax 
type and rate will be applied on future invoices saving you time and effort.  See next slide to 
see how this is done.
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Configure  Tax menu 

5. How to create an Electronic Invoice – Standard Account 

1. Use the Configure 
Tax Menu option 
to preconfigure 
most commonly 
used tax rates.

2. Preconfigured tax 
rates will appear 
on top of the tax 
list drop down on.

3. The settings will be  
kept for when you 
create future 
invoices.

1
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Line item section shows the line item from the Purchase order

5. How to create an Electronic Invoice – Standard Account 

1. Now the rates are configured Click on ‘Add to Included Lines’
2. The Tax rate is populated and the tax amount is calculated automatically. If you have not 

configured the tax categories, the tax rate amount will need to be entered manually.
3. Click the ‘Line Item Actions’ button to add additional info such as comments on line-item level.  
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Reviewing and submitting Invoice

5. How to create an Electronic Invoice – Standard Account 

1. Once all lines have been  
completed click on the ‘Next’ 
button to bring up a summary of 
the invoice. 

2. If there are any errors they will 
appear now. Ariba Network 
validates the content of your 
invoice against transaction rules 
defined by Otsuka. 

3. Correct any issues if they appear 
and click on ‘Next’ button again.

4. Once resolved review the 
invoice and submit the invoice 
by clicking on the ‘Submit’ 
button. 

1
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Confirmation and notifications

5. How to create an Electronic Invoice – Standard Account

• Ariba will send you notification for every invoice status update via email – next slide tell 
you what the different statuses mean.  

• Ariba will send you an email with a PDF copy of the invoice and the invoice data in cXML 
format to support your local business records storage and archiving requirements



What the Notification statuses mean

5. How to create an Electronic Invoice – Standard Account

Status Description 
Approved 

 
 

  

This status applies to invoices 
If the document doesn't have any errors, Otsuka will approve it. Changes are not possible once the document is in approved status. 

Note an approved invoice means that Otsuka has approved it for payment. Should there be any issues with your approved invoice, you will need to 
submit a credit note to Otsuka. 

Failed 

 

 

 

  

Failed status applies to orders, releases, and remittance advice documents. 
Ariba Network experienced a problem routing the document to your account or any additional systems that you configured to accept incoming 
documents. You can resend orders that have a Failed status by clicking Resend at the top of the order. For remittance advice documents, a failed 
status means that the payment transaction has failed. 

Invoiced / Partially These statuses apply to orders and releases. 

Invoiced 

 

 

 

You have invoiced for the full amount of the document. Partially Invoiced means that you invoiced for only a part of the document amount. 
The Amount Invoiced column shows how much money you have invoiced or charged against the document. 

New 

 
This status applies to orders and releases for where you haven't yet updated the status. 

On Hold 

 
This status applies only to remittance advice documents whose payment transaction was put on hold. 

Paid / Partially These statuses apply to invoices and remittance advice documents. 
Paid 

 

  

 

Paid status means that the payment instruction was completed successfully. The remittance will be sent with the next available payment run (there 
are two payment runs a month).

Rejected / 

Partially 
These statuses apply to invoices. Invoices and service sheets are rejected in two 

Rejected 

 

  

cases: 
They fail validation on Ariba Network. 
Your customer rejected the document in their processing system. Note: You can edit and resubmit  rejected invoices 

Sent 

 

 

 

 

This status applies to invoices. 
The document reached your customer's system, but they haven't yet approved or rejected it. If your document stays in this status for a while, contact 
your customer to see what needs to happen next. 
Otsuka allows you to cancel invoices in Sent status. 



Credit Notes

6. How to create a Credit Note – Standard Account 

If you have charged too much on an invoice you can issue Credit Notes through the ARIBA 
network unless the invoice has Paid status as instructed below.
Please note this process is temporarily not available – please send your credit memos via 
email to OBSC.BCN@otsuka-europe.com. 

1. Click View invoice in 
invoice status update 
notification

2. Click Create 
Line-Item Credit 
Memo

3. Credit memo is 
prepopulated based 
on the invoice date. 
Please update credit 
memo number.

1
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Credit Notes

6. How to create  a Credit Note – Standard Account

4. Adjust quantity for partial credit memo
5. Click Next and Submit

4
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Managing Users on your Account

7. How to Mange Account Configurations - Standard Account

The person who initially registered will be assigned the Administrator role.  The role has 
the following responsibilities: 

• Manage your account configuration under company settings 
• Primary point of contact for all your users with questions or problems
• Create additional users and roles on your company account

The next slides explains how the Administrator can add new users and how their roles can 
be defined according to their position in the company.



Managing Users on your Account

7. How to Manage Account Configurations - Standard Account

1. Click on the Users tab on the Administration 
Navigator. The Users page will load.

2. Click on the Create Role button in the Manage 
Roles section and type in the Name and a  
Description of the Role.

3. Add Permissions to the Role that correspond to 
the user’s actual/ job responsibilities by 
checking the proper boxes and click save to 
create the role.

4. To Create a User Click on the Create User button 
and  add all relevant information about the user 
including name and contact info.

5. Select a role in the Role Assignment section and 
Click on Done. You can add up to 250 users to 
your Ariba Network account
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Changing who receives Notifications 

7. How to Mange Account Configurations - Standard Account

As already stated the ARIBA 
Network will send you standard 
notifications to the email 
address defined when you 
register. The Administrator is 
able review and amend which 
notifications are received or who 
receives them.  They can add 
additional User to the 
notifications. This can be done 
under company setting.

1. Click on Notifications under 
Company Settings to review 
general notifications

2. Click on Network tab to 
review notifications for 
failed purchase orders and 
invoices
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Changing who receives Notifications  for  new purchase orders

7. How to Mange Account Configurations - Standard Account

 

1

1. Click Company Settings

2. Electronic Order Routing

3. Select Email - Select the check box Include document in the email message to include a 
complete copy of the purchase order in the email notification. It is recommended that you 
use a non- personalized/distribution list email
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Configure your supplier VAT ID in your profile

7. How to Mange Account Configurations - Standard Account

 

1. Click Company Settings

2. Electronic Invoice Routing

3. Click Tax Invoicing and Archiving

4. Update your VAT ID and click Save to automatically prepopulate your VAT ID in all your 
invoices

1
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Standard Account Page

8. Training and Support Services 

You can visit Ariba Standard Account webpage with info on Standard Account in multiple languages 
here.

https://support.ariba.com/ariba-network-light-account


Ariba Help Center

8. Training and Support Services

1. Click on Help Centre to access Standard Documentation materials
2. Click Learning 
3. View Ariba Network documentation

2
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Lost the PO? Re-send another copy of the Purchase Order

Go to ‘supplier.ariba.com’ and login with the details you have previously created.

1. On the HOME page, find the PO you wish to resend
2. Click Select and Send me a copy to take action

The PO will be sent again by email to the email address set up during registration.

3) 

8. Training and Support Services

1 2



Forgotten password

8. Training and Support Services

If you forget your password, go to supplier.ariba.com 
and follow these steps:

1. Click Having trouble logging in?
2. Select I forgot my password and click Continue
3. Enter email address linked to your username and 

click Continue

You will receive a password reset email from 
ordersender-prod@ansmtp.ariba.com.

1
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Forgotten password

8. Training and Support Services

If you forget your password, go to supplier.ariba.com 
and follow these steps:

1. Click Having trouble logging in?
2. Select I forgot my password and click Continue
3. Enter email address linked to your username and 

click Continue

You will receive a password reset email from 
ordersender-prod@ansmtp.ariba.com.
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Otsuka Supplier Enablement Team

8. Training and Support Services

In addition to resources available in Ariba Help Center, you can contact Otsuka Supplier Enablement 
Team at SupplierManagement@otsuka-europe.com. 

We will be happy to help you with any questions regarding registration and configuration of your 
Ariba Network account, electronic invoice creation or other Ariba Network related questions.

Also If you decide you want to upgrade to Enterprise Account the next slide shows you how to do 
this and we can talk to you about the services it provides as well as sending you a guide on how to 
use the Enterprise Account.  

If you have any queries with regard to payment of invoices you can contact our Accounts Payable 
Team on email address obsc.bcn@otsuka-europe.com

mailto:SupplierManagement@otsuka-europe.com
mailto:SupplierManagement@otsuka-europe.com


Upgrade to Enterprise Account

8. Training and Support Services

Once the Standard account is registered, you 
can upgrade to an Enterprise account. Login 
to your Ariba Network Standard account and 
follow these steps:

1. Click Upgrade at the top of the page.
2. Compare the benefits of a Standard 

account and an upgraded account.
3. Click Upgrade.
4. Choose the checkbox to agree to the 

terms of use, and then click Upgrade.

If you decide not to use Enterprise account 
anymore and you would like to start using a 
Standard account again, please send an email 
to SupplierManagement@otsuka-europe.com 
and we will create a new Standard account 
for you.
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