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INTRODUCTION

This supplier handbook provides the information necessary for the supplier to:

• Know what Business Network is

• Register and access your Business Network supplier account. In addition to establishing the commercial relationship with 
Naturgy

• Answering tenders

• Manage transactions (access to orders, confirmation of orders, creation of ship notices, creation of invoices, view payment 
statuses, etc.)

• Contact Business Network Customer Service
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BUSINESS NETWORK SUPPLIER

The Business Network (formerly called the Ariba Network) is a host service that connects suppliers with purchasing 
organizations, allowing them to transact over the Internet.

Suppliers receive orders and can create and submit order confirmations, shipping notices, and invoices through this portal.

There are two types of accounts for vendors: the standard account and the business account
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BUSINESS NETWORK SUPPLIER

Standard Account 

It is an agile and simple method that allows you to receive orders, confirm them and reflect them on invoices. It also allows for 
tender management. 

With this type of account, suppliers will be able to receive purchase orders at the email address associated with their standard
account and will be able to process an unlimited number of documents with their customers without paying any fees. 

 
FREE OF CHARGE FOR THE 

SUPPLIER

• There are no document-related 

fees or transaction limits

• Receive and respond to purchase 

orders with electronic documents 

(e.g., Order Confirmations, 

Dispatch Notices, Service Entry 

Sheets, or Invoices)

• Check Document Status Updates
• Manage catalogs

CENTRALIZED ACCESS

• Online portal and supplier mobile 

app to access all relevant 

information and documents

• Receive real-time notifications 

from shoppers via email and 

mobile app push notifications

App Store Google Play
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BUSINESS NETWORK SUPPLIER

Enterprise Account

The enterprise account provides everything the standard account offers, plus ways to grow and strengthen your business 
through the Business Network. With the enterprise account, you can transform your operations with full ERP integration, 
leading to automated workflows, faster sales and fulfillment cycles, and fewer errors. Additional advantages include:

• Unlimited RFP responses through SAP Business Discovery

• Supply Chain Collaboration

• Enterprise accounts are usage-based paid accounts 

ADVANCED CAPABILITIES

• Automate specific processes with 

machine-to-machine integration

• Priority Support, Training and Training 

Courses

• File invoices

• Sales & Transaction Reports

• Offer Generation Capabilities

IDEAL FOR

• Suppliers who have more experience with 

e-commerce

• Looking to grow or strengthen their 

business on SAP Business Network

• They have specific buyer needs that aren't 

supported by the Standard account, such 

as payment functionality
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BUSINESS NETWORK SUPPLIER

From standard account to enterprise account

To switch from a standard account to a enterprise account, you can do so from your standard account:
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BUSINESS NETWORK SUPPLIER

Within your account you will be able to see

• Ariba Proposals and Questionnaires: In this tab you will find the documents related to the registration questionnaire and 
tenders.

• Business Network: On this tab you will find documents related to purchase orders, shipping notices, invoices, and 
payments.

Note: Later sections of this manual indicate the actions that can be performed on each tab.
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HOW TO REGISTER FOR NATURGY

Supplier has a Business Network account

Steps:

1. Click on the link in the email received from Naturgy or access it directly from the url https://service.ariba.com/

2. Click "Login"

3. Enter your username and password

4. Fill out the registration questionnaire and click on "Submit Full Response"

5. Your status will become "Registered"

INVITATION LOGIN ACCESS SUPPLIER

REGISTERED

REGISTRATION

https://service.ariba.com/
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ACCESS BUSINESS NETWORK SUPPLIER

To access your vendor Business Network account:

• Click on this link: https://service.ariba.com/

• If you already have an account, enter your username

 

https://service.ariba.com/
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ACCESS BUSINESS NETWORK SUPPLIER

NOTE: In case you don't remember your username, you can click on "Forgot username" to recover it:
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ACCESS BUSINESS NETWORK SUPPLIER

To access your vendor Business Network account:

• Next, enter your password
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ACCESS BUSINESS NETWORK SUPPLIER

NOTE: In case you do not remember your username or password, you can click on "Forgot your password" to recover it:
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ACCESS BUSINESS NETWORK SUPPLIER

If you don't have an account, you can create one by clicking on "Register now" or you can wait to receive a transaction or 
invitation from Naturgy:
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HOW TO REGISTER FOR NATURGY

INVITATION
REGISTRATION

NATURGY

QUALIFICATION 
START

QUALIFICATION 
ACCEPTANCE

RISK 
DETERMINATION

SUPPLY OF 
INFORMATION 

QUALIFICATION

Naturgy flows related to supplier management

Flows implemented by Naturgy : Supplier Management Processes

Naturgy sends 
registration 
invitation via SAP 
Business Network

The supplier 
registers or 
accesses their SAP 
Business Network 
account. Review 
and complete the 
Naturgy
registration form 
and submit it.

Naturgy initiates 
the qualification of 
the supplier by 
indicating region 
and subfamilies. 
Send the supplier 
to accept the 
qualification.

The supplier 
accesses its SAP 
Business Network 
account. 
Review region and 
subfamilies and 
accept.

Achilles-Repro 
determines the 
level of risk and 
requests 
information from 
the supplier.

Supplier completes 
the requested 
qualification 
information and 
submits.

ACCHILLES-REPROSUPPLIERNATURGY

Task manager:
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HOW TO REGISTER FOR NATURGY

If you have received an email such as the one shown below, in which Naturgy has sent you an invitation, you can also access 
your account: 

You can access the invitation through this email. Depending on whether you are already registered 
with the Business Network or not, the steps to follow are different. Here's how to proceed in both 
cases.

Note: Registration is only done once.
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HOW TO REGISTER FOR NATURGY

Supplier does not have a Business Network account

Steps: 

1. Click on the link in the email received from Naturgy

2. Click “Sign up"

3. Fill in the required data (*)

4. Click on "Create an account and continue"

5. Fill out the registration questionnaire and click "Submit Full Response"

6. Your status will become "Registered"

*         

INVITATION SUBSCRIPTION COMPLETE

DATA

ACCOUNT CREATION REGISTRATION SUPPLIER

REGISTERED
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HOW TO REGISTER FOR NATURGY

Supplier does not have a Business Network account

Clicking on "Click Here" will open the screen shown below and you will be able to register by clicking on “Sign up":

Note: If you already have an account, you can click "Sign In" to access your account.
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HOW TO REGISTER FOR NATURGY

Supplier does not have a Business Network account

Account Creation:
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HOW TO REGISTER FOR NATURGY

Supplier does not have a Business Network account

Account Creation: Fill in the required fields and click "Create account and continue"

Note: Account creation is only done once.
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HOW TO REGISTER FOR NATURGY

Supplier does not have a Business Network account

Once the account has been created, you must register for Naturgy by completing the external registration questionnaire that 
will appear below:

Once completed, click Submit Entire Response.

Note: The "Time Remaining" section indicates the deadline for responding.
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HOW TO REGISTER FOR NATURGY

Supplier does not have a Business Network account

IMPORTANT: Please note that the email address you provide in this questionnaire will be the one in which you will receive any 
notification related to transactions from Naturgy.

Example:
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HOW TO REGISTER FOR NATURGY

Supplier does not have a Business Network account

Once the reply has been sent, it will be registered with Naturgy.
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HOW TO REGISTER FOR NATURGY

Within your account you will be able to see

• ANID: This is the company's account number in the Ariba system, i.e. it is the number provided by Ariba when it is registered.

Once you are logged in to your SAP Ariba account, the ANID number of your account will appear if you click on your initials in 
the upper right corner of the application. It is also visible at the bottom of each page, to the right of your company name.

The ANID number acts as the company's account number in the Ariba system. It is used for a variety 
of tasks, including for example:

▪ Help Ariba customer support locate your account.
▪ Establish business relationships with buyers.
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HOW TO REGISTER FOR NATURGY

Within your account you will be able to see

Once registered, for the sub-family acceptance process, proceed as follows:

Go to the top left, in the Proposals and Questionnaires section

When accessing this section, you must select the company Naturgy. 

Note: If you are registered with several clients, click on the "MORE" option and all your clients will be displayed.
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HOW TO REGISTER FOR NATURGY

Within your account you will be able to see

In the Qualification Questionnaires section, you will be able to view the categories that were assigned to you and you must click 
on “Ext - Supplier Qualification " in order to accept them.

Note: If you have more than one subfamily assigned to you, you must enter one by one and accept it.

When accessing the subfamily, it throws them the window as shown in the image, they just have to click on “Submit Entire 
Response"

Note: If you access the Ariba Network portal, it does not allow you to view any subfamilies. Please follow the steps on the 
following pages.
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HOW TO REGISTER FOR NATURGY

In your email you will have received a direct link for the acceptance of subfamilies with the Subject: "Action needed: Fill out 
qualification questionnaire to become a qualified supplier with NATURGY" from the mailbox 
s4systemprodeu+naturgy.Doc1552019985@eusmtp.ariba.com

In this email, you must go to the hyperlink "CLICK HERE" and it will redirect you to the assigned subfamily. As shown in the 
image below:

When accessing the subfamily, it throws them the window as shown in the image, they just have to 
click on "Send full response"

Note: If you access the Ariba Network portal, it does not allow you to view any subfamilies. Please follow these steps.

mailto:s4systemprodeu+naturgy.Doc1552019985@eusmtp.ariba.com
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HOW TO REGISTER FOR NATURGY

Within your account you will be able to see

When accessing the subfamily, it throws them the window as shown in the image, they just have to click on "Submit Entire 
Response"

Note: Please check your inbox or spam if you have been assigned more subfamilies, as you must accept them one by one, 
following the steps explained above.

Once the subfamily is accepted, it shows the following message in green: 
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HOW TO ESTABLISH THE TRADING RELATIONSHIP IN BUSINESS 
NETWORK SUPPLIER

Establish a trading relationship

There are two ways to establish a trading relationship:

• Establish a trading relationship by Code (only for Financial Suppliers that operate with Direct Invoice without orders).

• From the receipt of an order.

In the next slides of this section, we'll look at each of the ways.
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HOW TO ESTABLISH THE TRADING RELATIONSHIP IN BUSINESS 
NETWORK SUPPLIER

Establish Trading Relationship by Code

There are three ways to establish a trading relationship:

• Establish a Trading relationship by Code (only for Financial Suppliers that operate with Direct Invoice without orders).

• From the receipt of an order.
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HOW TO ESTABLISH THE TRADING RELATIONSHIP IN BUSINESS 
NETWORK SUPPLIER

Establish Trading Relationship by Code

Establish a Trading relationship by Code (only for Financial Suppliers that operate with Direct Invoice without orders).

By way of summary:

• The Supplier creates/accesses its Business Network account.

• Using a code provided by Naturgy you can make a Direct Invoice.

• The invoice is left as "Unassigned", from Naturgy this invoice must be accepted in Ariba establishes the relationship and 
links it with the Supplier ID/BP of S4. 

The following pages show the process in detail:

Note: To be made once with the first invoice made in Ariba for Naturgy.

csc_atencionterceros@naturgy.com will provide you with this code so that you can create the invoice without an Order. 
After accepting the first invoice, the supplier does not need to enter this code in successive invoices.
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HOW TO ESTABLISH THE TRADING RELATIONSHIP IN BUSINESS 
NETWORK SUPPLIER

Establish Trading Relationship by Code

Establish a Trading relationship by Code (only for Financial Suppliers that operate with Direct Invoice without orders).

Note: To be made once with the first invoice made in Ariba for Naturgy.

csc_atencionterceros@naturgy.com will provide you with this code so that you can create the invoice without an Order. 
After accepting the first invoice, the supplier does not need to enter this code in successive invoices.

Naturgy provides the 
customer code to the 
supplier (see right)

The Supplier accesses 
the Business Network 
with its account or 
creates a new one

Supplier selects to create 
Invoice without Purchase 
Order

Supplier selects Invoice New 
Customer

Supplier enters 
the customer 
code

Naturgy receives 
Unassigned Invoice in the 
buyer's account

View Next 
Page
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HOW TO ESTABLISH THE TRADING RELATIONSHIP IN BUSINESS 
NETWORK SUPPLIER

Establish Trading Relationship by Code

Establish a Trading relationship by Code (only for Financial Suppliers that operate with Direct Invoice without orders).

Note: To be made once with the first invoice made in Ariba for Naturgy.

csc_atencionterceros@naturgy.com will provide you with this code so that you can create the invoice without an Order. 
After accepting the first invoice, the supplier does not need to enter this code in successive invoices.

Vendor enters the 
customer code

Naturgy receives 
Unassigned Invoice in the 
buyer's account

Naturgy introduces 
Supplier’s S4 code and 
approves

See previous 
page
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HOW TO ESTABLISH THE TRADING RELATIONSHIP IN BUSINESS 
NETWORK SUPPLIER

Establish a Trading relationship

There are two ways to establish a trading relationship:

• Establish a Trading relationship by Code (only for Financial Suppliers that operate with Direct Invoice without orders).

• From the receipt of an order.
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HOW TO ESTABLISH THE TRADING RELATIONSHIP IN BUSINESS 
NETWORK SUPPLIER

Establish a trading relationship by receiving an order

From Naturgy, you will receive a notification with an order. By clicking on “Process order" you will access your account (or you
can create one if you do not have one) and you will automatically accept the trading relationship with Naturgy.
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HOW TO RESPOND TO TENDERS

Naturgy flows related to tenders

Flows implemented by Naturgy : Processes from sourcing to contract

Naturgy invites supplier 
to participate in a 
sourcing event 
(RFP/Auction)

Supplier accesses its 
SAP Business Network 
account. Accepts terms 
of the event and 
submits its offer on 
event items.

At the end of the event, 
Naturgy analyzes the 
response of the 
participating suppliers 
and makes the award. 
The supplier is notified 
of the result of the 
award.

Naturgy and the 
supplier negotiate the 
contract through SAP 
Business Network until 
the document to be 
signed is agreed.

Naturgy and the 
supplier sign the 
contract digitally or on 
paper (as agreed).

SHARED TASKSUPPLIERNATURGY

Responsible for the task:

EVENT 
PUBLICATION

EVENT 
RESPONSE

ANALYSIS AND 
AWARD

CONTRACT 
NEGOTIATION

CONTRACT 
SIGNING

SOURCING PROCESS NEGOTIATION AND CONTRACT SIGNING PROCESS *

Note*: When awarding an event, Naturgy may require the supplier to negotiate and sign a contract.
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HOW TO RESPOND TO TENDERS

From your Business Network account

When Naturgy invites you to a tender, you will receive a notification of this type:
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HOW TO RESPOND TO TENDERS

From your Business Network account

If you log in to your account, you will be able to see the following:
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HOW TO RESPOND TO TENDERS

From your Business Network account

If you access the event you will be able to see the details of it:

Note: The "Time Remaining" section indicates the deadline for responding.
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HOW TO RESPOND TO TENDERS

From your Business Network account

Review and accept the prerequisites to be able to participate and click “Ok":
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HOW TO RESPOND TO TENDERS

From your Business Network account

Subsequently, in the message that will appear on the screen, click on "Ok":
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HOW TO RESPOND TO TENDERS

From your Business Network account

Once the prerequisites have been accepted, you will be able to select the lots:



50

HOW TO RESPOND TO TENDERS

From your Business Network account

If you don't want to bid, you can indicate the reason why you don't want to bid:
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HOW TO RESPOND TO TENDERS

From your Business Network account

If you want to bid, select the lots/items online and click on the "Confirm Selected Lots/Line Items" button 
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HOW TO RESPOND TO TENDERS

From your Business Network account

Add the appropriate information:

For example, in this case, the price and the technical offer
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HOW TO RESPOND TO TENDERS

From your Business Network account

Once all the necessary data has been entered, click on “Submit Entire Response" so that the information reaches Naturgy:
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HOW TO RESPOND TO TENDERS

From your Business Network account

Click "OK" to submit the response:
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HOW TO RESPOND TO TENDERS

From your Business Network account

The reply has been sent to Naturgy:
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HOW TO RESPOND TO TENDERS

From your Business Network account

If you want to review the response sent to Naturgy, you can do so by clicking on "Revise Response":

Note: You will be presented with a screen 
to accept that you want to review the 
response.
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HOW TO RESPOND TO TENDERS

From your Business Network account

You will be able to review your answer:

Note: If you are within the deadline (see time remaining), you can modify your answer and using the buttons, you can send the 
change to Naturgy. IMPORTANT: Once the deadline has expired, it is not possible to make modifications.
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HOW TO RESPOND TO TENDERS

From your Business Network account

If you wish to exit this screen and access the main dashboard of your account without making any changes, you can do so by 
clicking on “Go back to NATURGY Dashboard":
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HOW TO RESPOND TO TENDERS

From your Business Network account

On the main screen, you'll be able to see the event that tells you that you've participated:
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HOW TO RESPOND TO TENDERS

From your Business Network account

Naturgy will review the information provided and, if applicable, will be the awarded supplier. In the event that you are the 
awarded supplier, you will be informed and you will be able to see it in your account within the event:
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HOW TO REGISTER FOR NATURGY

PURCHASE/REL
EASE ORDER 
SUBMISSION

ORDER 
CONFIRMATION

SHIP NOTICE 
SUBMISSION

RECEIPT 
CONFIRMATION

INVOICED
PAYMENT

NOTIFICATION

Naturgy flows related to supplier management

Flows implemented by Naturgy : Procurement processes

Naturgy sends a 
purchase/release 
order through SAP 
Business Network. 
Supplier is notified.

The supplier 
accesses its SAP 
Business Network 
account. Review 
the order and send 
an Order 
Confirmation.

Supplier sends a 
Partial/Total Ship 
Notice through SAP 
Business Network 
to notify Naturgy of 
shipment and 
delivery date.

Naturgy confirms 
receipt of goods 
sent by the 
supplier. The 
supplier receives 
the receipt 
document through 
SAP Business 
Network.

The supplier sends 
a partial/full invoice 
through SAP 
Business Network.

Naturgy verifies the 
invoice and sends a 
notification of 
payment through 
SAP Business 
Network.

SUPPLIERNATURGY

Responsible for the task:
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ORDER ACCESS IN YOUR BUSINESS NETWORK 
ACCOUNT

7.1
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MANAGE TRANSACTIONS

Access to the order in your Business Network account

You will receive an order-related notification from which you can access your account:

Note: If you don't receive notifications, you can review your email notification settings. For more information: Review 
how to set up email notifications for purchase orders and invoices 

https://sapvideoa35699dc5.hana.ondemand.com/?entry_id=1_jflbak29
https://sapvideoa35699dc5.hana.ondemand.com/?entry_id=1_jflbak29
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MANAGE TRANSACTIONS

Access to the order in your Business Network account

Once logged into your account, you will be able to access the order. 

• If you have logged in via the order email, you will access it directly.

Here's how a purchase order is formatted in the vendor portal:

1

2

4 3

5

6

7 8
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MANAGE TRANSACTIONS

Access to the order in your Business Network 
account

1. Purchase Order number

2. Order Details Tab

3. Order status (NOTE: order status may vary 
depending on when it is viewed)

4. Buyer's Address

5. Order Routing Status

6. Dispatch of items, invoice to, deliver to

7. Quantity

8. Subtotal

Note: The Details link to the right of each line item allows the details of the line item to be displayed.
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MANAGE TRANSACTIONS

Access to the order in your Business Network account

1. Date and Time

2. Order modified by

3. Order Comments

4. Order Status
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MANAGE TRANSACTIONS

Access to the order in your Business Network account

4. Order Status

States

New When the supplier has received the order

Confirmed (or Partially Confirmed, if you had made a partial 
confirmation) When the order confirmation is not made

Shipped (or Partially shipped, if you have made a partial delivery) When the Shipment Notice is Made

Received (or Partially Received) When Naturgy has carried out the goods receipt

Returned When goods are taken out from Naturgy

Invoiced When the invoice has been issued

Paid When the payment has been made

Modified When the order has been modified from Naturgy

Canceled When the order has been cancelled from Naturgy

Rejected When the order has been rejected by the supplier

5. History of online articles
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MANAGE TRANSACTIONS

Access to the order in your Business Network account

• If you are logged in by entering your username and password, you can access the order using the navigation menu:

▪ If the order is new, it will appear in the following menu:

▪ If the order has already been processed, you can view it here:

Note: Whether you are searching through the New Orders menu or from Orders, the system provides you with 
the option to apply filters to your search for ease.
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MANAGE TRANSACTIONS

Access to the order in your Business Network account

Apply filters to your search for ease:

Once you have found your order, you will be able to access it.

Note: The order can be viewed in the same way by accessing the order notification email received in your email 
as by accessing it from the menu of your Business Network account.
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ORDER CONFIRMATION7.2
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MANAGE TRANSACTIONS

Access to the order in your Business Network account

When you access the order, the system will allow you to confirm it:

Example of a Purchase Order confirmation:

Click on "Create Order Confirmation" and select "Confirm Entire Order":

Enter the confirmation number and fill in at least the required fields.

Note: Required fields are indicated with an asterisk (*).
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MANAGE TRANSACTIONS

Access to the order in your Business Network account

Click "Next" to continue:

Check that the data is OK and click on "Submit" to send the order confirmation to Naturgy.
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MANAGE TRANSACTIONS

Access to the order in your Business Network account

After the order confirmation is created, the order status becomes: Confirmed.

In addition, you will be able to see in related documents, the confirmation document: 
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CREATION OF THE SHIPMENT 
NOTICE

7.3
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MANAGE TRANSACTIONS

Access to the order in your Business Network account

After placing the order confirmation, the button to create a shipping notification will be enabled:

Click on "Create Ship Notice":

Type the shipment number in the "Packing Slip ID" field and fill in at least the required fields.

If you wish, you can add attachments.

Also indicate the shipping quantity. 

Note: Required fields are indicated with an asterisk (*).
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MANAGE TRANSACTIONS

Access to the order in your Business Network account

Once you have filled in the fields, click "Next".

Check that the data is correct and click "Submit" to create the Shipment Notice:
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MANAGE TRANSACTIONS

Access to the order in your Business Network account

After the dispatch notification is created, the order status becomes: Shipped or Partially Shipped (depending on the case).

In addition, you will be able to see in related documents, the shipping documents: 
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INVOICE CREATION AND CREDIT 
MEMO

7.4
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MANAGE TRANSACTIONS

Order invoice

In order to be able to make the invoice, Naturgy has to receive the goods. From that moment on, the supplier can proceed 
to create the invoice:

Click on "Create Invoice" and select "Standard Invoice":

Enter the invoice number and fill in at least the required fields.

Note: It is important to note that both Naturgy and the suppliers themselves will be able to make Delivery 
Notes
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MANAGE TRANSACTIONS – This page only applies to transactions in Mexico

Order invoice

Make sure the tax is defined at the header level and the                                                                     
category is "0% USO MX"

It is mandatory to attach the XML validated by the                                                                           
supplier’s PAC. Click "Add to Header" and select "Attachment":

Click “Choose File", select the document on your computer and                                                                
click "Add Attachment" to be added to the invoice.
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MANAGE TRANSACTIONS

Order invoice

Once you have filled in the details, click on "Next":

In the invoice summary that will appear in the system, check that all the information is OK and if so, click "Submit". If not, 
correct the data.

Once you have clicked on "Submit" the system will create and send the invoice. The status of the order will be: Invoiced.

In addition, you will be able to see in related documents, the invoice: 
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MANAGE TRANSACTIONS

Credit Memo

To make a credit on demand, the steps to be carried 
out are as follows:

Search for the order you want to process using the 
search engine or via the "Orders" tab:

On the "Order Details" tab, verify that the order is 
invoiced and that the invoice is available in the 
"Related Documents" section:
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MANAGE TRANSACTIONS

Credit Memo

Click on the invoice you want to make the credit memo:

Click on "Create Line-Item Credit Memo":
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MANAGE TRANSACTIONS

Credit Memo

In the form for creating the subscription, indicate at least the required fields:

Note: Required fields are indicated with an asterisk (*).

Note: The original invoice number is reflected by default.
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MANAGE TRANSACTIONS

Credit Memo

The credit memo will be filled in with the same details as the original invoice.

Note: It is recommended to check the "Taxes at the header level" section within the "Taxes" section.

Verify that the “Supplier VAT/Tax ID" and "Customer VAT/Tax ID" fields are indicated by default:
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MANAGE TRANSACTIONS - This page only applies to transactions in 
Mexico

Credit Memo

Include a comment in the "Reason for Credit Memo" field:

It is mandatory to attach the XML validated by the supplier’s PAC.                                                           
Click "Add to Header" and select "Attachment":

Click “CHoose File", select the document on your computer and                                                                              
click "Add Attachment" to be added to the compost.
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MANAGE TRANSACTIONS

Credit Memo

Verify that the information on the subscription lines is correct and click on "Next":

Review all information and, if correct, click "Submit"
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MANAGE TRANSACTIONS

Credit Memo

Review all the information and, if correct, click "Submit":

Once you have clicked on "Submit" the system will create and 
send the credit. You will be able to see in related documents, 
the invoice: 
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CREATING INVOICES AND DIRECT INVOICE CREDITS7.5
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MANAGE TRANSACTIONS

Direct invoice

To create a direct invoice (invoice without purchase order), click:

The Naturgy customer will be selected for you 

By default, select Standard Invoice 

To continue:
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MANAGE TRANSACTIONS

Direct invoice

Enter the invoice number and fill in at least the required fields.

IMPORTANT: In direct invoices you must inform 

the license plate number.

Note: Required fields are indicated with an asterisk (*).
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MANAGE TRANSACTIONS – This page only applies to transactions in Mexico

Order invoice

Make sure the tax is defined at the header level and the                                                                     
category is "0% USO MX"

It is mandatory to attach the XML validated by the                                                                           
supplier’s PAC. Click "Add to Header" and select "Attachment":

Click “Choose File", select the document on your computer and                                                                
click "Add Attachment" to be added to the invoice.
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MANAGE TRANSACTIONS

Direct credit memo

To create a direct credit memo, click "Create" and select “Non-PO Invoice":

Select the customer and the invoice type option "Credit Memo". Subsequently, click on "Next":
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MANAGE TRANSACTIONS

Direct credit memo

In the header information, you must fill in the mandatory data "Credit Memo Number" and “Credit Memo Date". In 
addition, you must upload the license plate number in the "Supplier Reference" field. This field does not have any 
validation, so it is important to indicate the correct license plate number so that it can be processed without any errors 
later in S4 HANA.

Next, you'll need to choose the 

address in the drop-down menu where they appear 

All the companies of the Naturgy group:
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MANAGE TRANSACTIONS

Direct credit memo

You will also have to choose the address of the issuer and recipient of the invoice by filling in the mandatory data:
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GESTIONAR TRANSACCIONES

Direct credit memo

You must add the amount to be paid in the "Adjustment in Subtotal" field. This amount must be negative. Then click 
“Next”. 
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Direct credit memo

You must add the amount to be paid in the "Adjustment in Subtotal" field. This amount must be negative. Additionally you 
must click on "Create Tax" you must select "0% USO MX" and add the XML validated by the PAC of the supplier.
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Direct credit memo

Lastly, check the steps and click "Submit"

 

The subscription will be created: 
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CORRECTION OF REJECTED INVOICES7.6
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Rejected invoice

To view the rejected invoices (invoices with and without order), go to:

Then click on the tile "rejected invoices”. Doing so will display the list of rejected invoices.

MANAGE TRANSACTIONS
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MANAGE TRANSACTIONS

Rejected invoice

Click on the invoice number to open it and see the reason for rejection.

Below, in "Details" you can 
see the reasons why the 
invoice was rejected.

Click "Edit & Resubmit" to 
correct the invoice and 
resend.



103

07
MANAGE TRANSACTIONS 

DISPLAY OF PAYMENT STATUS 7.7
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MANAGE TRANSACTIONS

Payment Status

To view the payment, click on:

The invoices issued with your payment proposal will appear below :
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MANAGE TRANSACTIONS

Payment Status

If you access the payment proposal, you can see the details :
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HOW TO RESPOND TO TENDERS

Naturgy flows related to tenders

Flows implemented by Naturgy : Processes from sourcing to contract

Naturgy invites supplier 
to participate in a 
sourcing event 
(RFP/Auction)

Supplier accesses its 
SAP Business Network 
account. Accepts terms 
of the event and 
submits its offer on 
event items.

At the end of the event, 
Naturgy analyzes the 
response of the 
participating suppliers 
and makes the award. 
The supplier is notified 
of the result of the 
award.

Naturgy and the 
supplier negotiate the 
contract through SAP 
Business Network until 
the document to be 
signed is agreed.

Naturgy and the 
supplier sign the 
contract digitally or on 
paper (as agreed).

SHARED TASKSUPPLIERNATURGY

Responsible for the task:

EVENT 
PUBLICATION

EVENT 
RESPONSE

ANALYSIS AND 
AWARD

CONTRACT 
NEGOTIATION

CONTRACT 
SIGNING

SOURCING PROCESS NEGOTIATION AND CONTRACT SIGNING PROCESS *

Note*: When awarding an event, Naturgy may require the supplier to negotiate and sign a contract.
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CONTRACT NEGOTIATION

CONTRACT NEGOTIATION

You will receive a notification of this type:

To access the system you can click on 
the link "Click here" and review the 
documents associated with the task.

Documents can be downloaded from the 
system or from the email itself 
(attachments).
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CONTRACT NEGOTIATION

CONTRACT NEGOTIATION

In the system, the task is displayed as follows:

You can download the files by clicking on the arrows on the side of each file.
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CONTRACT NEGOTIATION

CONTRACT NEGOTIATION

Once the documents have been reviewed and downloaded, you can either "Create Counter Proposal" or "Accept 
Proposal".
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CONTRACT NEGOTIATION

CONTRACT NEGOTIATION

Create a counterproposal:

This option is chosen when you disagree with the content of the documents related to the negotiation and want to make 
a new proposal.
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CONTRACT NEGOTIATION

Create a counterproposal:

1. Write a message

2. Attach the documents with the new proposal

3. You can add additional attachments if you wish

Click "OK" to submit the counterproposal.

1

2

3
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CONTRACT NEGOTIATION

CONTRACT NEGOTIATION

Accept proposal:

You choose this option when you agree with the content of the documents related to the negotiation.
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CONTRACT NEGOTIATION

Create a counterproposal:

1. Write a message

2. You can add additional attachments if you wish

Click "OK" to submit the counterproposal.

1

2
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CONTRACT SIGNING

The contract can be signed manually or by electronic signature through DocuSign.

The buyer will notify you of the method chosen for the signature:

• Manually: You will need to sign the paper contract and return it scanned to the buyer.

• By electronic signature (DocuSign):

You will receive a notification like the following:

Click "Review Document" to sign it.
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CONTACT BUSINESS NETWORK CUSTOMER SERVICE

From your Business Network account

To contact the Business Network support team, you can do so from your own account by clicking on:

A side menu will open:
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CONTACT BUSINESS NETWORK CUSTOMER SERVICE

From your Business Network account

From the side menu you will have access to documentation, support and frequently asked questions that can help you 
solve your doubts.

• If you click on "Documentation", the system will redirect you to the following page: where you can learn more about 
Business Network.
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CONTACT BUSINESS NETWORK CUSTOMER SERVICE

From your Business Network account

• If you click on “Support", a new window will open:

1. The Home tab  is displayed by default. You can search for reference material and frequently asked questions through 
this page. 

2. Click the Learning tab  to search for product documents and tutorials.

3. Click the Contact Us  tab for help with specific issues.

1 2 3
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CONTACT NATURGY

Contact and support with Naturgy

For company/business related questions :

canalproveedor.ariba@naturgy.com 

 

Ariba Network support after deployment :
SAP Ariba Global Customer Support: Use the Help Center within your account or : Portal de Información del Proveedor

For questions related to payments, delivery notes and invoices :

csc_atencionterceros@naturgy.com 

mailto:canalproveedor.ariba@naturgy.com
https://support.ariba.com/item/view/199600
mailto:csc_atencionterceros@naturgy.com


Esta presentación es propiedad de Naturgy Energy Group, S.A. Tanto su contenido 
como su diseño están destinados al uso exclusivo de su personal.

©Copyright Naturgy Energy Group, S.A

Gracias
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