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Commerce Automation

1.Purpose
Seamless interaction from Purchaser order till submission of invoice, between the 
customer ERP system and Supplier.

2.Process Overview Table

Process Step Business Condition Business Role

Receive and Process 
Purchase Order 

Supplier to process the 
purchase order

Person responsible for the 
supplier 

Create and Submit 
Order Confirmation

Submit the Order 
Confirmation

Person responsible for the 
supplier

Create and Submit 
Service Entry Sheet 
(COC)

Post order confirmation, 
creation of Service Entry 
Sheet (COC)

Person responsible for the 
supplier

Create and Submit 
Invoice

Creation of Invoice Person responsible for the 
supplier



3.Process Steps
3.1 Receive and Process Purchase Order

Use
Receive and Process Purchase Order from Customer.

Prerequisites
Supplier Need to have the Purchase Order Mail from the Platform

Procedure

1. Open the Purchase order mail from customer and click on process order.

2. Once you click on process order you would have two options 

 Sign Up – For New suppliers who have not used Ariba anytime or want to 
create a new account with MOC (Create a new account and create new user id 
and password)

 Sign In – For supplier who are already registered with MOC for Supplier 
Lifecycle Performance and Management (Use existing login id and password)



3. Once the login process is complete, click on the purchase order (Status – new) and 
open.

Result
Purchase order is received, and you are able to Signup/Login and receive and process 
purchase order.



3.2 Service Entry Sheet (COC) Creation
Use
This activity is to create Service Entry Sheet (COC) from supplier to submitting to the 
buyer for approval in S4 HANA

Prerequisites
Purchase Order is received by supplier.

Procedure

1. Login in Supplier Network – “supplier.ariba.com” and login with your credentials

1. Search for the purchase order for which Service Entry Sheet (COC) must be created 

then open it and click on “Create Service Sheet.”

2. On Create Service Sheet page enter the below

 Service Sheet (COC) number – Do not change it is already predefined.

 Service Start Date and Service End Date (Header)

 Etimad Financial claim no. #

 Service Sheet Date

 Approver username (Which is project manager MOC in email without the 
domain, .e.g. the approver email is abcd@moc.gov.sa, the username is 
abcd) and email id (If you don’t know the user id of approver please get in 
touch with the respective approver for the same)

 Select the attachment and click on “Add Attachment” to attach the require 
documents as PDF.

 Click on Add comments and enter the financial claims from Eitimad.

 Modify the quantity for which SES (COC) is to be created.

mailto:abcd@moc.gov.sa


 Enter service start date and end date as per the Purchase order (Line-item 
level) – Mandatory.

 Enter the received business activities " الاعمال المستلمه"  in the comments 
section

 Click on next and review and submit the SES (COC).



3. Once the Service Entry Sheet (COC) is submitted you can see the SES (COC) in the
related documents and check the status once sent as “Serviced”

4. Once the SES (COC) is approved/rejected by buyer you can see the status by clicking the 
SES from “Related Documents”

 



Result

Service Entry Sheet (COC) Submitted by the supplier and check the status once 
approved/rejected by the approver from Ministry Of Culture



3.3 Invoice Creation and Submission
Use
This activity is used by supplier to submit an invoice and posting by Account Payable 
Team from MOC.

Prerequisites
Service Entry Sheet (COC) is approved.

Procedure

1.  Login in Supplier Network – “supplier.ariba.com” and login with your login details

2. Search for the required Purchase Order and once opened and the Service Entry 

Sheet (COC) is approved the Create Invoice button is clickable, click on “Create 

Invoice – Standard Invoice”.

 Invoice Number as per your choice.

 Invoice Date

 Select Header Level tax.

 Etimad Financial claim no. #

 Do not enter the discount.

 Click on “Add to header – Attachment – Choose attachment and click on 

Add Attachment”.

 Select the Service Start date and Service End Date as per the system 

proposal.

 Click on next review the invoice details and submit.



3. Invoice is submitted.

4. Once Submitted the status of Purchase Order will be changed to “Invoiced.”

5. You can check the invoice status as “Submitted” once its successfully received by 
Ministry of Culture



6. You can check the invoice status by clicking the Invoice created from related 
documents and check the status as “Sent” and once approved it will change from 
“Sent” to “Approved.”

Result
Invoice is submitted and status to be checked “Sent/Approved/Rejected (with comments)

Note – Once Rejected refer the comments and you can edit and resend the same invoice 

again back to Ministry of Culture.
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