
How to retrieve your order 

You’ve set up your Ariba account and have added the VAT and bank account information: you are now 
ready to invoice. The first step is always to retrieve the purchase order which you want to invoice 

(If you did not yet set up your account, please contact: purchasing@50hertz.com) 

1. Go to https://supplier.ariba.com and log 
in with your username and password 

2. Either click on “Orders” (in the 
middle of the screen) or on 
“Workbench” (on the top-left) 

4. Finally, click on 
your order number 
(in blue) on the left 
of the workbench, to 
go to the document 
itself 



How to retrieve your order 

5. If you want to see a 
specific purchase order, 

or a PO older than a 
year, select “Exact 

Match” and enter the 
order number with 2 

leading zeros. 

Click  “Apply” to see the 
result of your selection. 



Appendix: How to add a Tile on SAP Business Network 

1. Once logged on to your SAP Business Network account and choose “Workbench”. 
Then choose “Customize” on the right of your screen. 

2. Remove the tile 
you do not need 

and/or change the 
position by drag and 

drop. 


