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4 How to access to SAP ARIBA Network

SAP Ariba Business Network is a dynamic digital marketplace connecting 8 million companies in 190 countries. 

Companies digitizing procurement and supply chain processes with SAP solutions are asking their suppliers to operate with Ariba Network. 

With your help, we can make more efficient and effective the flow of purchase orders, invoices and payments. 

You will need to follow some steps to complete your registration on the SAP Ariba Business Network. 

HOW TO ACCESSS TO SAP ARIBA NETWORK



5 How to access to SAP ARIBA Network

If you have an Ariba Network Enterprise account, you will have
to accept the commercial relationship (TRR) that Grup
Mediapro will send you by e-mail. See the attached example.

HOW TO ACCESSS TO SAP ARIBA NETWORK



6 How to access to SAP ARIBA Network

If you have an Ariba Network Standard account, Grup Mediapro
will send automatically an e-mail the first time after registering a
purchase order. You will then be able to click in the "Process
order" button as shown in the image attached. This will lead you
to the SAP Ariba webpage where you may log with your existing
account or register and create a new one.

HOW TO ACCESSS TO SAP ARIBA NETWORK



7 How to Access to SAP Ariba Network

Ariba Network Home Page will show you and overview of Purchase Orders and Invoices. You can access and check information in the specific
options [1] and [2] and manage configuration functionality on widgets and graphics.

HOW TO ACCESSS TO SAP ARIBA NETWORK

1 2
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9 Purchase Orders

PURCHASE ORDERS
OVERVIEW

Clicking "Orders" option will list all placed orders that have been received in Ariba Network. You can also apply different filters to find the one 
you are looking for.



10 Purchase Orders

PURCHASE ORDERS
MAIN ELEMENTS WITHIN THE PURCHASE ORDER FORM

1- Includes available actions that a supplier can
perform on the received purchase order.

2- Header information as registered in the
purchase order in Grup Mediapro ERP system:

• PO ID Number
• Current status
• Version
• Amount
• Payment conditions
• Remarks, other

3- PO Attached file.

1

2

2

3



11 Purchase Orders

1 - Shipping address as in the purchase order registered in Grup Mediapro.

2 - Billing address of the company who issued the purchase order, as registered in Grup Mediapro.

Header: common 
information to all 
positions including 
the purchase order

Position data: at 
least 1 position

1 2

PURCHASE ORDERS
PARTS OF AN ORDER FORM



12 Purchase Orders

By logging into the Ariba Network account as a supplier (with the steps described before), you will be able to see the orders created by Grup
Mediapro and their status.

PURCHASE ORDERS
ORDER STATUS DISPLAY

Order status
• New
• Received
• Modified
• Invoiced
• Rejected
• Paid



13 Purchase Orders

In case of modification of the order by Grup Mediapro, you can check the modified fields (highlighted fields).

PURCHASE ORDERS
ORDER CHANGE



14 Purchase Orders

In the case Grup Mediapro cancells the order, you can check that the PO has been modified to “Canceled” and check different versions of the 
order.

PURCHASE ORDERS
ORDER CANCELLATION
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16 Invoicing

Log in to SAP Ariba Network and search for the order number you want to invoice.

INVOICING
OVERVIEW
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INVOICING

Invoicing

Once in the order you will be able to invoice if the invoice creation button is enabled. Select the "Standard Invoice" option to create a new 
invoice.



18 Invoicing

When creating the invoice in AN, most of the data will be prefilled gathered from the purchase order.  

You will see that within the form there are some Mandatory Fields (marked with an "*") and some optional ones.

INVOICING
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INVOICING
REFERENCE ID LENGHT > 16 CHARACTERS 

Invoicing

When creating an invoice from SAP Ariba Network, you may use ID Reference Numbers longer tan 16 characters. To cover this point, the Supplier 
Reference field has been enabled in Ariba Network.

A yellow warning message alerts you on how to make proper use of the Invoice # and Supplier 
Reference fields. 

1. Enter the long reference number (> 16 characters) in the Supplier Reference field.

2. Enter the short version of the vendor reference number (last 16 characters of the above 
field) in the Invoice # field.

3. Continue with the invoice creation process shown below.

NOTE: This option is active for both invoice and credit memo creation in SAP Ariba Network.



20 Invoicing

INVOICING

The mandatory fields required on the invoice are as follows. 

Please note that if they are not completed, the system will not allow the invoice to be issued or sent.

In case the VAT is 0%, the 
system will indicate that it is 
mandatory to complete the 
"Exempt Detail" field, with one 
of the indicated reasons.



21 Invoicing

INVOICING
NEW MANDATORY FIELDS

We added two new mandatory fields:

1. Material Category: Suppliers must qualify the kind of goods or services related to the purchase order. It is a dropdown menu with 23
possible values. You must select only one, and it should be the one that best matches the materials in the invoice line items. If there are
materials from different categories, you must select one, the most relevant one.

2. Cash Based tax regime: This is a dropdown menu with two values, YES/NO. You will select YES if you are using the special VAT scheme of the
Spanish Tax Agency that allows self-employed individuals and companies to avoid paying VAT on invoices received.



22 Invoicing

INVOICING

At the end of the form you will find the item lines contained in the order. At this point you must activate the flag of the lines you want to include 
in the invoice. 

Although the order totals will always be included by default, these fields are modifiable so that, in the case of partial invoicing, you can choose 
the quantities or the amount to be invoiced. 



23 Invoicing

The inclusion of the invoice as a PDF attachment is mandatory. To do this, from the header button "Add to Header" choose the option 
"Attachment".

INVOICING
ATTACHMENTS

A new section will be enabled below where you must include the attachment directly by clicking on the "Choose File/Elegir Archivo" button. 
After selecting the file in question, click "Add Attachment" to upload the attachment to the invoice document. 



24 Invoicing

Within the invoice you will be able to include taxes within the list provided by the system.

By default VAT is reflected in the header (although it could be managed at item level also in case of multiple lines with different taxes).

To include withholdings at header level, you will need to add another tax section similar to the VAT section, as they cannot be charged at the 
same time.

INVOICING 
VAT AND WITHHOLDING TAX



25 Invoicing

Identify the "Tax" section in order to complete the VAT at the appropriate level (in this case, header) and fill in the required data.

INVOICING 
VAT AND WITHHOLDING TAX, HEADER LEVEL



26 Invoicing

Another section will be displayed so that the two categories can be completed separately: VAT on one side (section enabled by default) and 
withholding tax on the other.

INVOICING 
VAT AND WITHHOLDING TAX, HEADER LEVEL



27 Invoicing

If the different item lines have different tax rates, you can select “Item Level Tax" option and in this way you can include the tax at item level. 
Repeat this process in this case for each of the invoice lines, applying the corresponding VAT or withholding tax.

INVOICING 
VAT AND WITHHOLDING TAX AT ITEM LEVEL



28 Invoicing

Withholding can be reported at item level. To do so, chose the "Line Item Actions" dropdown and select "Tax".

INVOICING 
VAT AND WITHHOLDING TAX AT ITEM LEVEL



29 Invoicing

Once deployed, you will need to select the “Category” field and select the withholding value from those available.

INVOICING
VAT AND WITHHOLDING TAX AT ITEM LEVEL



30 Invoicing

By proceeding as explained before, you will be able to register at item level, the VAT and withholding tax values if applicable.

INVOICING
VAT AND WITHHOLDING TAX AT ITEM LEVEL



31 Invoicing

If you include finance charges, digital license fees or early payment discount in the invoice, please proceed as follows.

Select the corresponding line item and indicate the desired action in the "Line Item Actions" field.

INVOICING
FINANCIAL CHARGES, DIGITAL LICENSE FEE AND EARLY PAYMENT DISCOUN T



32 Invoicing

Financial charges: select the “Charge” option from the dropdown under the “Line Item Actions" field . This action will open a new field called 
“Service Code” where you should choose “Cargo Financiero” option. Once selected, you will then need to select under the “Charge” field whether 
the discount will be done in amount or percentage. 

INVOICING
FINANCIAL CHARGES, DIGITAL LICENSE FEE AND EARLY PAYMENT DISCOUN T



33 Invoicing

Digital license fee: select the “Charge” option from the dropdown under the “Line Item Actions" field . This action will open a new field called 
“Service Code” where you should choose “Canon” option. Once selected, you will then need to select under the “Charge” field whether the 
discount will be done in amount or percentage.

INVOICING
FINANCIAL CHARGES, DIGITAL LICENSE FEE AND EARLY PAYMENT DISCOUN T



34 Invoicing

Early payment discount: select the “Allowance” option from the dropdown under the “Line Item Actions" field . This action will open a new field 
called “Service Code” where you should choose “Pronto Pago” option. Once selected, you will then need to select under the “Allowance” field 
whether the discount will be done in amount or percentage.

INVOICING
FINANCIAL CHARGES, DIGITAL LICENSE FEE AND EARLY PAYMENT DISCOUN T



35 Invoicing

Once you have finished completing the invoice with the mandatory data, as well as the taxes, withholdings and the mandatory invoice 
attachment, access the next screen ("Next") to review the summary of the invoice created. After checking the data, click on "Submit" to transfer 
the invoice through Commerce Automation to Grup Mediapro.

INVOICING  



36 Invoicing

Enter in the "Orders to Summary invoice" section.

INVOICING
INVOICES WITH MORE THAN ONE ASSOCIATED ORDER.



37 Invoicing

The orders you can choose to invoice will be listed. Select the ones you wish to invoice and click on "Create Invoice".

INVOICING
INVOICES WITH MORE THAN ONE ASSOCIATED ORDER.



38 Invoicing

A summary of all the selected orders will appear and you will have to choose which one will be used as Header.

INVOICING
INVOICES WITH MORE THAN ONE ASSOCIATED ORDER.



39 Invoicing

INVOICING
INVOICES WITH MORE THAN ONE ASSOCIATED ORDER.

Once you have completed the entire form, send the invoice. First click on                        and you will see a summary of the invoice you are going to 
send. Then click on "Submit" to send the invoice to Grup Mediapro. 



40 Invoicing

INVOICING
INVOICES WITH MORE THAN ONE ASSOCIATED PURCHASE ORDER.

Check in SAP Business Network that the status of the invoice is "Acknowledged" to check if it has been correctly received by Grup Mediapro. As 
soon as the invoice is posted by Grup Mediapro, the status of the invoice, which is now shown as Sent, will change to Approved. 
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42 Total and Partial Credit Memo

In the case of having to make a credit memo to subsequently make a positive corrective invoice, proceed as follows.

Choose an already invoiced order and within the order, click on the "Create Invoice" button and choose "Line-Item Credit Memo" to create a 
Credit Memo.

TOTAL AND PARTIAL CREDIT MEMO
INVOICED ORDERS



43 Total and Partial Credit Memo

The following screen shows all the invoices linked to the selected order. At this point you must select the invoice on which you want to create 
the Credit Memo and click on the create button highlighted in the red box below.

TOTAL AND PARTIAL CREDIT MEMO
INVOICED ORDERS



44 Total and Partial Credit Memo

At the end of the form (the same as for the standard invoice creation) the line items will appear with the total of the units included in the 
selected invoice. The fields are modifiable. If you do not want to include all invoice lines in the credit memo, click on the "include" cursor of the 
line to be removed to exclude it.

TOTAL AND PARTIAL CREDIT MEMO
INVOICED ORDERS



45 Total and Partial Credit Memo

Once you have completed the entire form, send the Credit Memo to Grup Mediapro from Ariba Network. First click on "Next" (the summary of 
the data entered in the credit memo to be sent will be displayed) and then you must click on "Submit" for the invoice to be sent. 

TOTAL AND PARTIAL CREDIT MEMO
INVOICED ORDERS



46 Total and Partial Credit Memo

Once the Credit Memo is sent, the status of the invoice in Ariba will change. In this example we show a "Partial Credit Memo", so now the status 
is "Partially Invoiced".

TOTAL AND PARTIAL CREDIT MEMO
INVOICED ORDERS



47 Total and Partial Credit Memo

In the case of having to make a final credit memo without a subsequent corrective invoice, we will proceed as follows.

Grup Mediapro will create a return order, following the current procedures, which can be viewed and managed in Ariba Network.

TOTAL AND PARTIAL CREDIT MEMO
RETURN ORDERS



48 Total and Partial Credit Memo

When logging into the Ariba Network, the updated order will appear in the Ariba Network with a status of "Returned".

TOTAL AND PARTIAL CREDIT MEMO
RETURN ORDERS



49 Total and Partial Credit Memo

From Ariba Network you will be able to make the corresponding negative Invoice, choosing the following option.

TOTAL AND PARTIAL CREDIT MEMO
RETURN ORDERS



50 Total and Partial Credit Memo

You will be able to include comments and attachments (mandatory, the latter) at header level. Additionally, at item level you will be able to 
modify the "Quantity" field and also add other useful information.

TOTAL AND PARTIAL CREDIT MEMO
RETURN ORDERS



51 Total and Partial Credit Memo

Once you have completed the form, click on the "Next" button and the portal will return a summary of the "Credit Memo" to be sent. To send it 
to Grup Mediapro, you must click on "Submit".

TOTAL AND PARTIAL CREDIT MEMO
RETURN ORDERS
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INVOICE PAYMENT STATUS

Invoice Payment Status

To know the status of a registered invoice, enter SAP Ariba Network and search for the invoice and check out the payment status. 
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HELP CENTER

Help Center

Questions related to supplier operations onboardingariba@mediapro.tv

Questions related to SAP Business Network

▪ Help Center: access through https://support.ariba.com/Help_Center/help?locale=es

Grup Mediapro Supplier Information Portal

https://mediapro.tv/ca/proveidor

https://mediapro.tv/es/proveedor

https://mediapro.tv/en/supplier

mailto:onboardingariba@mediapro.tv
https://support.ariba.com/Help_Center/help?locale=es
https://mediapro.tv/ca/proveidor
https://mediapro.tv/es/proveedor
https://mediapro.tv/en/supplier


THANK YOU
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