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OBJECTIVE OF THIS SUPPLIER ON-BOARDING DOCUMENT

Ensure that you are able to register and on-board into the SAP Ariba network 

Address selected questions and clarifications that regarding the SAP Ariba system

Highlight key functionalities and ensure that you are equipped with the knowledge to use SAP Ariba

Introduce the background of our journey and the SAP Ariba system to you
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Part 1: Introduction to SAP Ariba
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INTRODUCTION TO SAP ARIBA

Our journey began in 2018 where we conducted a BPR and following 

the conclusion we began implementing SAP Ariba 

as our Procurement system

A brief overview of our procurement journey

2020:

SAP Ariba System Implementation

Key Highlights:

• Begun implementing key modules 

based on requirements identified and 

developed

• Fully functional go-live date expected 

to be in the second half of 2020 with 

supplier on-boarded and registered 

into the system

3
2019:

System Identification & Requirements

Key Highlights:

• Identified relevant systems that will be 

able to meet our needs as well as of our 

suppliers needs

• Selected SAP Ariba as our Procurement 

system

• Begun conducting system and module 

requirements exercises

2
2018:

Procurement BPR

Key Highlights:

• Identified potential areas of 

improvement (i.e technology and 

systems, processes etc.) across the 

Procurement landscape

• Developed future state of 

procurement and future state 

procurement roadmap

1
Where are today



Supplier On-boarding Guide - SAP Ariba 6

Works with how
you do business

World’s largest trading community 
of over $1 trillion

Single point for

business collaboration

So what is SAP Ariba, what it means for you as a supplier to PNB 

and why we have adopted SAP Ariba?

• Access a wide range of transaction options

• Use many browsers, formats, languages, 
and currencies

• Help active Global 2000 buyers find 
your products and services

• Get expertise, experience, and advice

• Manage leads, proposals, contracts, 
orders, invoices, and payments

• Collaborate with multiple customers

What is SAP Ariba?

• SAP Ariba is a cloud-based innovative solution that allows suppliers 
and buyers to connect and conduct transaction via a single platform 
- through the Ariba network

• Leading provider of collaborative business commerce solutions to 
enable more efficient & effective buying, selling and cash 
management

What It Means For You?

• You will now start transacting on Ariba with PNB in the following areas:
1. Sourcing (Respond to RFx, online bidding)
2. Procure to Pay transactions (PO, order confirmation, ship 

notice, invoice etc)

• Transactions are now via SAP Ariba thus requiring you to register and/or 
login into the SAP Ariba Network

So why have we adopted SAP Ariba?

1 2 3

INTRODUCTION TO SAP ARIBA
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INTRODUCTION TO SAP ARIBA

Moving forward interactions and transactions with us will mostly be via the 

SAP Ariba network thus minimising manual interventions from you

End-to-end transactions facilitation via the SAP Ariba Network

• All interactions will be via the Ariba network – including purchase order (PO), order confirmations, invoices, goods receipt, payment status updates

• You will be able to access the status of your transactions with PNB via the Ariba Network and monitor it throughout the process, from the RFI and 
bidding stage to the award stage

• As all transactions are monitored via the SAP Ariba network, you will have a centralised view of all your transactions thus minimizing the potential risk of 
loss of documents, unmonitored and late payments, minimal updates on status of transactions
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INTRODUCTION TO SAP ARIBA

We will be covering the end-to-end value chain of 

SAP Ariba in today’s session

Transaction Details

• Showcase and highlight how you access 
and respond to purchase orders (POs) 
on the Ariba network

• Showcase and highlight how you access 
and send order confirmations, invoices, 
credit memos on the the Ariba network

3
Sourcing/Bidding & Award

• Showcase how events (i.e. RFX/auction) 
are released into the SAP Ariba network

• Hiighlight how you participate in events 
(i.e. RFX/auction) and how to submit 
bids/quotes

• Highlight how are are notified of award of 
event(s)

2
Registering & On-boarding

• Create/develop and login into your SAP 
Ariba account

• Register your SAP ariba account into our 
system and records

• Highlights and captures all important 
documents required to register as our 
supplier moving forward

1

Your day-to-day transactions and interactions with us via the Ariba network
One-off event. Once you register you will 

have access to the SAP Ariba network

Covered in 

Section 2

Covered in 

Section 3

Covered in 

Section 4
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INTRODUCTION TO SAP ARIBA

Through requisition to pay process flow you will be able to view and 

monitor all the events across the process through SAP Ariba

PN
B

Yo
u 
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rs
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Raise Purchase Requisition

1
PNB Approval Process

2
PNB issues Purchase Order

3

Email notification of 
purchase

4
Log into Ariba Supplier 

Network

5
Review Purchase Order

6

Create order confirmation 

& advance ship notice

7
Deliver goods and 

services

8

Conduct goods receipt

9.2

Create Ariba invoice 

9.1

3 Way Matching
(Automated Invoice Matching)
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INTRODUCTION TO SAP ARIBA

SAP Ariba offers a broad range of functions and services to do 

transactions which delivers benefits to both suppliers and buyers…

The Range of Functions Includes: Suppliers Can Expect to See Benefits Such as

Access to 

Ariba Network

1 Supplier Technical

Support

2

Automated Invoice

Matching

3 SAP Ariba

Mobile App

4

Lower cost: Reduce time and paper usage

Increase your revenue: Become searchable customers using 

the AN worldwide

Improvement in communications: Simplify the communication 

process

Receive on time payments: Help your invoices reach the 

correct contact in the approval flow

Improvement in organisation: Enjoy a simple way to store 

POs and invoices
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PART 2: SAP ON-BOARDING: 

REGISTRATION INTO PNB ARIBA
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SAP ON-BOARDING: REGISTRATION INTO PNB ARIBA

Overview of section 4: SAP Ariba On-boarding 

- Transaction Details

This section covers on how you as a supplier will be able to participate in PNB events via the SAP Ariba network

Supplier sign up

1

How to sign up and create your SAP Ariba
account

Supplier Sign in

2

How to sign in into your SAP Ariba account

Supplier Registration Form

3

How to register your account and submit your 
company details in SAP Ariba

Supplier Self Registration Form

4

How to self-register your account and submit 
your company details in SAP Ariba

Updating Registration Form 

5

How to update your company information in 
SAP Ariba
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SAP ON-BOARDING: REGISTRATION INTO PNB ARIBA

Supplier click on the Sign-up 

button to register an Ariba 

Network Account

By default your company 

information will be auto 

populated; however, you will 

need to fill in the state information

To provide the Ariba Username 

and Password that representing 

the company

To provide the product and 

service categories & service 

location (e.g. stationery / 

Selangor)

1

Click on the “Click Here” link in 

the email to access to the Ariba 

Network page

2

3

5

4

1

2

3

4

5

Onboarding - Supplier Sign Up
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SAP ON-BOARDING: REGISTRATION INTO PNB ARIBA

1

2

Supplier will be directed to 
their Ariba Network Homepage 

where all the events will 
be accessible from here

Supplier click on the Sign in 
button to login to the Ariba 

Network Account (if they have 
previously registered with 

Ariba before)

1

2

Onboarding - Supplier Sign In
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SAP ON-BOARDING: REGISTRATION INTO PNB ARIBA

Onboarding - Supplier Registration Form

1

2

Supplier will be directed to the 
questionnaire and start 
providing all the relevant 

information for registration

Click on Supplier Registration 
Questionnaires from the 

supplier Ariba network account 
to access to the registration 

questionnaire 

1

2
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SAP ON-BOARDING: REGISTRATION INTO PNB ARIBA

Onboarding - Supplier Self Registration Form

1

2

Supplier to click on the submit 
button to complete the request 

form.

Supplier can opt for self-
registration request by filling up 
this request form from PNB. By 

selecting the URL below

1

2

https://pnb.supplier.ariba.com/ad/selfRegistration

https://pnb.supplier.ariba.com/ad/selfRegistration


Supplier On-boarding Guide - SAP Ariba 17

SAP ON-BOARDING: REGISTRATION INTO PNB ARIBA

Onboarding - Updating Registration Form in SLP

In the Supplier’s Ariba Network 
Account, click “Supplier 

Registration Questionnaires” to 
perform the update process. 

Please select the link below to 
update your details:

1

https://pnb.supplier.ariba.com

1

https://pnb.supplier.ariba.com/ad/selfRegistration
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SAP ON-BOARDING: REGISTRATION INTO PNB ARIBA

Supplier can start updating 
the information in the 

content section

Submit the response to 
complete the update process

Click “Revise Response” 
to initiate the update process1

2

3

Onboarding - Updating Registration Form in SLP (cont’d)

1

2

3
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PART 3: SAP ARIBA ON-BOARDING

- RESPONDING TO AN EVENT
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SAP ARIBA ON-BOARDING - RESPONDING TO AN EVENT

Overview of section 4: SAP Ariba On-boarding - Transaction Details

This section covers on how you as a supplier will be able to participate in PNB events via the SAP Ariba network

Responding to an event

1

How to respond to our events (i.e
RFI/RFP/Auction) via SAP Ariba

Alternate bid(s)

2

How to conduct alternate bid(s) based on the 
event you are participating in via SAP Ariba

Revise response

3

How to revise your bid response based on the 
event you are participating in via SAP Ariba

Tier pricing

4

How to conduct tier pricing based on the event 
you are participating in via SAP Ariba

Status information on events

5

How to track and monitor the status and 
information of the events you are participating 

in via SAP Ariba
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SAP ARIBA ON-BOARDING - RESPONDING TO AN EVENT

Log in with Username and 
Password

Access the interactive email 
from PNB to Join the Event1

2

1

2

Transaction (Sourcing) - Responding to Event (RFI/RFP/Auction)
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SAP ARIBA ON-BOARDING - RESPONDING TO AN EVENT

Transaction (Sourcing) - Responding to Event (RFI/RFP/Auction) (cont’d)

Under the T&C, click “I accept 
the terms of this agreement” 
followed by clicking “ok” to 

proceed to the RFQ

Click “Ok” to submit

Review event details. Click on 
‘Review Prerequisites’1

2

3

3

2

1
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SAP ARIBA ON-BOARDING - RESPONDING TO AN EVENT

Overview of section 4: SAP Ariba On-boarding - Transaction Details

Select all the items under lots 
available for quote and click 

“confirm selected lots” 
to proceed

1

1
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SAP ARIBA ON-BOARDING - RESPONDING TO AN EVENT

Overview of section 4: SAP Ariba On-boarding - Transaction Details

‘Submit’ the response. You 
can revise and re-submit your 

response till the RFQ is running

Enter price for the item / 
service in the RFQ form 1

2

1

2



Supplier On-boarding Guide - SAP Ariba 25

SAP ARIBA ON-BOARDING - RESPONDING TO AN EVENT

Transaction (Sourcing) - Alternate Bid Posting 

Under the T&C, click “I accept 

the terms of this agreement” 

followed by clicking “ok” to 

proceed to the RFQ

Click “Ok” to submit

Review event details. Click on 

‘Review Prerequisites’1

2

3

1

2

3
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SAP ARIBA ON-BOARDING - RESPONDING TO AN EVENT

Transaction (Sourcing) - Alternate Bid Posting (cont’d) 

System allows you to create 
a few alternative option for 

example “Pricing Alternative”. 
Click “Pricing Alternative” 

for example

Click on the “Alternative” button1

2

1

2
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SAP ARIBA ON-BOARDING - RESPONDING TO AN EVENT

Transaction (Sourcing) - Alternate Bid Posting (cont’d) 

You can provide the price here 
for the alternate bid

Click Submit Entire Response 
to complete the process

Alternate Bid will be one of the 
separate tab for PNB to 

consider 
1

2

3

1

2

3
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SAP ARIBA ON-BOARDING - RESPONDING TO AN EVENT

Transaction (Sourcing) - Revise Response

Click “Ok” to acknowledge that 
you are submitting a revised 

response

You may start editing the price 
or revise any attachment

You can revise your bid as long 
as the RFQ event is not due 

yet by clicking on revise 
response 

1

2

3

Click “Submit Entire Response” 
after you have completed the 

changes
4

1

2

3

4
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SAP ARIBA ON-BOARDING - RESPONDING TO AN EVENT

Transaction (Sourcing) - Tier Pricing

You will define the tier pricing for 
example price varies based on 

number of quantity ordered

Tier Pricing will be a new section 
similar to alternate bid option1

2
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SAP ARIBA ON-BOARDING - RESPONDING TO AN EVENT

Transaction (Sourcing) - Status Information of Events

In the Supplier’s Ariba Network 

page, you will be able to see 

the status of the events for 

example:-

1. Open – Event still opening 

for supplier to bid

2. Pending Selection – Event 

is now closed and awaiting 

PNB to perform evaluation 

and supplier selection

3. Completed – Event is 

completed and awarded 

to supplier

1
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PART 4: SAP ARIBA ON-BOARDING

- TRANSACTION DETAILS
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SAP ARIBA ON-BOARDING - TRANSACTION DETAILS

Overview of section 4: SAP Ariba On-boarding - Transaction Details

This section covers the transaction details that you as suppliers have access to and is responsible for

Order Confirmation Ship Notice Invoice Credit Note

1 2 3 4

How to access order 
confirmations via SAP Ariba once 
the purchase order (PO) has been 

sent to your account

How to access ship notice via 
SAP Ariba once to us once the 
purchase order (PO) has been 

accepted and confirmed by you

How to create an invoice via SAP 
Ariba and forward it to us through 

your SAP Ariba account

How to create an credit note via 
SAP Ariba and forward it to us 

through your SAP Ariba account
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SAP ARIBA ON-BOARDING - TRANSACTION DETAILS

Ariba Network - Order Confirmation

Click on Process Order and the 
system will redirect you to the 

Ariba Network login page

Once you successfully login, 
the Purchase Order summary 

will appear

Supplier will receive an email 
notification regarding the 

Purchase Order
1

2

3

Proceed to click Order 
Confirmation to confirm on 

the order
4

4

2

3

4
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SAP ARIBA ON-BOARDING - TRANSACTION DETAILS

Ariba Network - Order Confirmation (cont’d)

1
Review the Order Confirmation 

summary and click Submit to 

create Order Confirmation

Supplier can observe the 

Purchase Order status change 

from “New” to “Confirmed”

Fill in the required information 

and proceed to click Next.

(i.e. confirmation no, estimated 

delivery date)

5

6

7

5

6

7
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SAP ARIBA ON-BOARDING - TRANSACTION DETAILS

Ariba Network - Ship Notice

Once you successfully login, 
the Purchase Order summary 

will appear

Proceed to click Ship Notice to 
notify PNB on shipping dates 
and estimated delivery date

Click on Process Order and the 
system will redirect you to the 

Ariba Network login page
1

2

3

3

1

3
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SAP ARIBA ON-BOARDING - TRANSACTION DETAILS

Ariba Network - Ship Notice (cont’d)

Specify the quantity of items 
that will be delivered to PNB

Remove the line items if it is 
yet to be shipped

Fill in the required information on 
the header field.

(i.e. packing slip ID, ship notice 
type, delivery date)

4

5

6

4

5

6
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SAP ARIBA ON-BOARDING - TRANSACTION DETAILS

Ariba Network - Ship Notice (cont’d)

Add the serial number and 
asset tag number and proceed 

to click Add Asset

Once completed adding the 
serial number and asset tag, 

proceed to click OK

Click Add Details to provide 
additional details regarding serial 

number and asset tag
7

8

9

7

8

9
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SAP ARIBA ON-BOARDING - TRANSACTION DETAILS

Ariba Network - Ship Notice (cont’d)

Supplier can observe the 
Purchase Order status change
from “Confirmed” to “Shipped / 

Shipping”

Review the ship notice summary 
and proceed to click Submit to 

send ship notice  to PNB
10

11

10

11



Supplier On-boarding Guide - SAP Ariba 39

SAP ARIBA ON-BOARDING - TRANSACTION DETAILS

Ariba Network - Invoice

Once you successfully login,
the Purchase Order summary 

will appear

Proceed to click Create Invoice 
and select Standard Invoice to 

raise an invoice to PNB

Click on Process Order and the 
system will redirect you to the 

Ariba Network login page
1

2

3

1

2

3
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SAP ARIBA ON-BOARDING - TRANSACTION DETAILS

Ariba Network - Invoice (cont’d)

In line item section, you are able 
to raise invoice for line item / 

quantity that PNB has received

Click Next to proceed with 
invoice creation

Fill in the required information 
on the invoice header section.

(i.e. invoice number)
4

5

6

4

5

6
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SAP ARIBA ON-BOARDING - TRANSACTION DETAILS

Ariba Network - Invoice (cont’d)

Supplier can observe the 
Purchase Order status change 

from “Received / Partially 
Received” to “Invoiced / 

Partially Invoiced”

Review the invoice summary 
and proceed to click Submit 

to send invoice to PNB
7

8

8

7

8
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SAP ARIBA ON-BOARDING - TRANSACTION DETAILS

Ariba Network - Credit Note 

Once you successfully login, 
the Purchase Order summary 

will appear

Proceed to click Create Invoice 
and select Line Item Credit 

Memo to raise a Credit Memo 
to PNB

Click on Process Order and the 
system will redirect you to the 

Ariba Network login page
1

2

3 3

1

2
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SAP ARIBA ON-BOARDING - TRANSACTION DETAILS

Ariba Network - Credit Note (cont’d)

Select the relevant credit 
memo type (e.g. quantity 

adjustment, price adjustment)

Fill in the required information
on the credit memo 

header section.
(i.e. credit memo number)

Select the invoice and click 
Create Line Item Credit Memo

4

5

6

4

5

4

5

6
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SAP ARIBA ON-BOARDING - TRANSACTION DETAILS

Ariba Network - Credit Note (cont’d)

Click Next to proceed with 
credit memo creation

Review the credit memo 
summary and proceed to click 
Submit to send credit memo 

to PNB

Select line items that you wish to 
apply credit memo by using the 

Include indicator and enter 
negative quantity / amount

7

8

9
9

8

7
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SAP ARIBA ON-BOARDING - TRANSACTION DETAILS

Ariba Network - Credit Note (cont’d)

Supplier can observe the Purchase 
Order status change from 

“Invoiced to “Partially Invoiced”
10

10
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Part 5: PNB Procurement Support
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PART 5: PNB PROCUREMENT SUPPORT

Our procurement portal will have information and 

guides to assist you if you require 

• You can access our website heading to www.pnb.com.my. 

• Please head to Home > Contact > E-Procurement to find further 

information regarding you as our PNB suppliers 

• You will be able to access our website as of today’s summit and able 

to accesss the information within our website

• Within our website you will be able to find the list of  open tenders that 

are currently listed

• You can also register as a:

1. New supplier to PNB and SAP Ariba

2. Log into your registered PNB Ariba account 

3. Check for any existing Ariba ccounts that your company may 

already have

http://www.pnb.com.my/


Supplier On-boarding Guide - SAP Ariba 48

PART 5: PNB PROCUREMENT SUPPORT

Our procurement portal will have information and 

guides to assist you if you require 

• Within our procurement microsite, you will be able to find multiple 

sources of information for you reference, including:

1. List of required documents

2. Participating in PNB sourcing events in SAP Ariba

3. Log in help

4. Step-by-step guide to sign up/create a SAP Ariba account

5. Add new user(s) to your exesting PNB SAP Ariba account

6. Terms and condition
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PART 5: PNB PROCUREMENT SUPPORT

You can also request for assistance from SAP by accessing 

the Ariba Exchange Network Community

• From the Help link, access the Learning Center for Product Documentation or the Support Center to Contact Support

Click the 
“Help

Center” link
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PART 5: PNB PROCUREMENT SUPPORT

You can also request for assistance from SAP by accessing 

the Ariba Exchange Network Community (cont’d)

• From the Help link, access the Learning Center for Product Documentation or the Support Center to Contact Support

Click the “support” 
link to obtain 

technical assistance
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PART 5: PNB PROCUREMENT SUPPORT

You can also request for assistance from SAP by accessing 

the Ariba Exchange Network Community (cont’d)

• From the Help link, access the Learning Center for Product Documentation or the Support Center to Contact Support

Once inside, you can 
obtain support via 
multiple channels

… or you can select live chat 
and converse with the 
SAP Ariba officers…

… or you can submit a request 
describing your issue and 

receive assistance via phone

You can search your issue using 
the search bar to obtain your 

answers…
1

2

3
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PART 5: PNB PROCUREMENT SUPPORT

We have a dedicated team of officers to answer any of 

your transaction queries, questions and clarifications

No Description Email

1 PNB Procurement Email pnbvendor@pnb.com.my

If you have any questions and clarifications, please do not hesitate to contact our dedicated PNB Procurement via 

email or phone.

Our office hours are from: Monday to Friday, 8.30 AM to 5.30 PM.

No Description Contact Number

1 PNB Procurement Contact Number 03-2035 1603 or 03-2035 1602
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Part 6: Frequently Asked Questions (FAQs)
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PART 6: FREQUENTLY ASKED QUESTIONS (FAQS)

Frequently asked questions

Is there a cost for transacting business on the Ariba Network?

For Standard Account, there are no applicable fees. While for Enterprise Account, the rate can be applied based on the package 
subscription and the number of invoices issued accordingly. 

Can I still use Standard Account to conduct transaction with PNB?

Yes, you are more than welcomed to use the SAP Ariba Standard Account to continue to do conduct transactions with PNB. 

Can we recall if any wrong submission on the invoice and order confirmation?

Invoices cannot be deleted from your Ariba account but you can fix the invoices. Please head to https://uex.ariba.com/auc/node/1598 
to further understand how to fix invoices.

Can we do any amendments to the invoices once we submit it into the system?

If you need to amend on an invoice you've already submitted, the invoice must have a status of Failed or Rejected. Please head to 
https://uex.ariba.com/auc/node/1039 further understand how to amend invoices.

If I have received a PO from PNB not from Ariba, how do I process it?

If you have a received a PO from us that is not originated from SAP Ariba, please use the current process to process your PO. 

Q1

Q2

Q3

Q4

Q5

https://uex.ariba.com/auc/node/1598
https://uex.ariba.com/auc/node/1039



