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What is the Ariba Network?
It’s a third-party vendor that provides a platform to facilitate the exchange of documents (transactions) 
electronically between Georgia-Pacific and a supplier. 

GP Purchasing 
System

Ariba Network
Supplier Ariba 

Network Portal

PO PO

POC

Invoice

POC

Invoice

ASNASN

Benefits of the Ariba Network:

✓ Better collaboration with 
Georgia-Pacific 

✓ Increased Visibility

✓ Transactional Efficiencies

✓ Streamlined procure-to-pay 
processes

*Not all GP ERPs can consume ASNs
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Georgia-Pacific Adherence Policy
• Order Confirmations:

• Order confirmations must be submitted through the Ariba Network. The supplier should not email the buyer to update delivery 
dates, prices, or quantities. If changes need to be made, it is the supplier’s responsibility to submit an additional order 
confirmation.

• All POs that are sent through the Ariba Network should be confirmed back through the Ariba Network within 48 business hours.

• Any discrepancy between the price set forth in the supplier’s invoice and the price set forth in the PO will result in payment of the price set 
forth in the PO. 

• Estimated Delivery Dates (EDD) should be entered with every order confirmation and should reflect when the item will arrive, not
when it is shipped.

• Order confirmations are not required via the Ariba network for our Chemical, Direct Materials, Raw Materials or Outside Finished 
Goods suppliers. For these categories, the supplier should email the buyer to update delivery dates, prices, or quantities. 

• Order Fulfillment:
• It is the supplier’s responsibility to communicate to the buyer if a line item/order cannot be fulfilled or will be backordered.

• If the supplier is unable to supply an item, but has a substitution available, it is their responsibility to reach out to the buyer. 

• Substitutions and the inability to fulfill orders should be communicated outside of the Ariba Network, directly with the buyer.
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Georgia-Pacific Adherence Policy
• Invoicing:

• Invoices must be submitted through the Ariba Network to process for payment. If an invoice is submitted outside the Ariba 
Network for an Ariba enabled order, it will be automatically voided. The only exception is if the supplier receives a non-enabled PO 
outside of the Network – in this situation you can invoice outside of the Network.

• Invoices are paid from the date received by Georgia-Pacific, not the date listed on the invoice.

• Chemical, Direct Material and Raw Material suppliers must include a bill of lading number on each invoice submitted.

• Portal Maintenance / Account Changes:
• The supplier must maintain accurate contact information in Ariba. If an employee leaves the company, the supplier must change

the email address for PO delivery within Ariba. If this information is not changed, the POs will not be received for processing.

• If the supplier upgrades or downgrades their Ariba account, it is expected that they let Georgia-Pacific know of this change.
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Non-Enabled POs
“This purchase order has already been fulfilled.”
• The yellow bar with the alert “This purchase order has already been fulfilled” signifies that the PO was sent to you via 

email from the Georgia-Pacific buyer outside of the Ariba Network. You will not receive any notifications from the Ariba 
network regarding these orders. This situation will occur during one of two scenarios:

• The PO was originally created prior to your Ariba enablement go-live date 

• The PO is a two-way match service order created in select GP purchasing systems. In this scenario you will need to 
email the buyer directly to confirm the order and then submit your invoice via email to GPAP-PO@gapac.com. 

• *Service orders created in our SAP S4HANA purchasing system (CPG Facilities) are the only service orders that should be processed via the Ariba 
network and will not have the below flag
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Order 
Confirmations



Order Confirmation General Expectations

• Suppliers submit order confirmations through the 
Ariba Network for every PO line within 48 hours.

• The Order Confirmation consists of 3 elements: 
1. Confirmation or update of the price on PO

2. Estimated delivery date

3. Confirmation of the quantity

• Suppliers should not ask buyers to update pricing 
manually through email

• DO NOT systematically backorder items.
• If the shipment will be delayed, let the estimated delivery 

date in your confirmation reflect the delay and reach out to 
your buyer to discuss. 

• DO NOT systematically reject an entire order.
• If you cannot fulfill a specific line, please reach out to your 

buyer to inform them. Rejecting in Ariba does not 
automatically cancel the line in Georgia-Pacific’s purchasing 
systems.
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Find Purchase Orders

1. Click on the Orders tab to manage your 
purchase orders.
• Orders presents a list of the purchase orders 

received from Georgia-Pacific.

2. Click the link on the Order Number 
column to view the purchase order 
details. 

3. Search filters allows you to search using 
multiple criteria. 

4. Click the arrow next to Search Filters to 
display the query fields. Enter your 
criteria and click Search.

Note: There may be a default filter that only 
shows orders from the last 31 days. Adjust this 
filter as needed. 

5. Click on the Table Option icon to view 
ways of organizing your Inbox.

4.
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View Purchase Order
Once you click on the Order Number, you will 
be brought into the details of your order. 

1. The order header includes the order 
number, date, and  other information 
about the buying organization. 

2. The line items section provides details 
around the ordered items, their 
quantity, price, etc. 

3. If you need to export, download, print, 
or resend the order, you can click the 
respective action in the header or 
footer toolbar.

1.

3.

2.

3.
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Create Order Confirmation
Confirm Entire Order
You should Confirm an Entire order when all 
quantities and prices are correct, and when the 
estimated delivery date (EDD) is applicable for all line 
items on the PO. 

1. Click Create Order Confirmation > Confirm 
Entire Order

2. Enter Confirmation Number, which is any 
number you use to identify the order 
confirmation. 

3. If you specify Estimated Shipping or Estimated 
Delivery Date information, it is applied for all 
line items.

4. Click Next when finished. 

5. Review the order confirmation and click Submit. 

6. Your order confirmation is sent to Georgia-
Pacific and the order status will display as 
Confirmed.

2.

3.

1.
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Create Order Confirmation
Update Line Items
You should Confirm/Update a Line Item when line 
items do not have the same estimated delivery date 
(EDD), and/or when there is a quantity or price 
discrepancy with a line item.

1. Click Create Order Confirmation > Update Line 
Items to set the status of each line item. 

2. Enter the Confirmation # for your reference to 
identify the order confirmation. 

3. Scroll down to view the line items and choose 
among the possible values:
• Confirm: Enter quantity ordered (you are confirming 

you can supply entire quantity on the line). If you 
cannot supply the entire quantity, contact the buyer. 

• Backorder: If the shipment will be delayed, let the 
EST Delivery Date field in your confirmation reflect 
the final delivery date. Do not populate the 
Backorder field.

• Details: Click here to provide an EDD at the line level 
and/or request an update to the price. 

1.

2.

3.
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Confirm Order
Update Line Items – Price and EDD
1. After clicking Details from the previous 

page, enter the Est. Delivery Date. 
• If an order is delayed/backordered, input the EDD of 

the final shipment.

2. Unit Price: Update the pricing or leave the 
current text if pricing is correct. If you do 
change the unit price, the change will be 
sent to the GP buyer for review. If they are 
aligned with the price change, the PO will 
be updated, and a change order will be sent 
back to you via the Ariba network. Please do 
not confirm a unit price of $0. If you cannot 
provide what is being requested, please 
email the buyer directly. 

3. Click OK. 

1.

1.
2.

Georgia-Pacific LLC ®



Confirm Order
Update Line Items
1. Continue to update the status for each line 

item on the purchase order. Once finished, 
click Next to proceed to the Review Page.

2. Review the order confirmation and click 
Submit. Your order confirmation is sent to 
Georgia-Pacific. 

3. Click Done to return to the Inbox.

1.

2.

Georgia-Pacific LLC ®



Invoicing



Invoice via PO Flip

1. From the dashboard of your Ariba Network account, click the Create
button and select PO Invoice. 

2. Select an Order number by searching for the PO you would like to 
invoice against

3. Click on the Create Invoice button and choose Standard Invoice. 

4. The invoice is automatically pre-populated with the PO data. 
Complete all fields marked with an asterisk and add shipping / tax 
charges as applicable. 

5. Review your invoice for accuracy on the Review page. If no changes 
are needed, click Submit to send the invoice to Georgia-Pacific. 

*Note: If the PO was received via the Ariba Network and does not have the 
non-enabled PO flag present (see slide 7), the supplier must submit invoices 
through the Ariba Network for payment. 

2.

3.

4.
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Invoice via PO Flip
Header
The invoice is automatically pre-populated with the PO 
data. Complete all fields marked with an asterisk and 
add tax / shipping charges as applicable.

1. Enter an Invoice # which is your unique number 
for invoice identification. The Invoice Date will 
auto-populate.

2. Select Remit To address from the dropdown box 
if you have entered more than one. 

3. Tax and Shipping is entered at the Header level. 

4. You can also add some additional information to 
the Header of the invoice, such as: Special 
Handling, Payment Terms, Comments, 
Attachments, Shipping Documents.
• Note: For service orders that can be processed via the Ariba 

network, please be sure to attach all relevant documentation 
to aid in the invoice approval process (labor sheets, material 
receipts, etc.) Attachment file size should not exceed 40MB.

5. Scroll down to the Line-item section to select 
the line items being invoiced. 

1.

2.

4.

3.
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Invoice via PO Flip
Line Items
The Line Items section shows the line items from the 
Purchase Order

1. Review the quantity and price for each line item 
you are invoicing, update as needed. 

2. Click on the line item’s green slider to exclude it 
from the invoice if the line item should not be 
invoiced OR check the box left of the item and click 
Delete to remove the line item from the invoice. 
You can generate another invoice later to bill for 
that item.

1.

2.
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Invoice via PO Flip
Detail Line Items
Additional information can be viewed at the Line-Item Level.

Please Note: You will not be able to change the price from the current price on the PO at this time. If you already confirmed a 
new price and 2 business days have passed without receiving a change order to reflect your updated price, please contact 
the buyer.
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Invoice via PO Flip
Line Item – Bill of Lading (BOL) Number
If you are a Chemical, Direct Materials or Raw Materials supplier, you must include a bill of lading number (BOL #) for each 
line item of your invoice.

1. Scroll down to the bottom of the invoice header and enter the bill of lading number in the BOL # field under each line 
item.

Georgia-Pacific LLC ®
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Invoice via PO Flip
Line Item Comments
1. To add comments at the line items, select Line Items then click Line Item Actions > Add > Comments. 

2. Upon refresh or Update, the Comments field will display. Enter applicable comments in this field. 

3. Click Next. 

1.

2.

3.

*Not all Georgia-Pacific 
ERP systems consume 

comments
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Review, Save or Submit Invoice
PO Flip Invoice
1. Review your invoice for Accuracy from the Review

page. Scroll down the page to view all line item 
details and invoice totals.

2. If no changes are needed, click Submit to send the 
invoice to Georgia-Pacific. 

3. If changes are needed, click Previous to return to 
previous screens and make corrections before 
submitting. 

4. Alternatively, Save your invoice at anytime during 
invoice creation to work on it later. 

5. You may resume working on the invoice by 
selecting it from Invoices > Drafts on your 
dashboard. 

• You can keep draft invoices for up to 7 days. 

Note: In the event of errors, there will be a notification 
in red where information must be corrected. 

4.
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ERS Orders
PO Flip Invoice
• If you receive an ERS (Evaluated Receipt Settlement) PO, you should confirm that the quantity and price are correct prior to 

shipping. You will not be able to create any invoices against the PO since the invoices are autogenerated for the value of 
what is received. If you are an MRO/Equipment supplier and need to adjust the quantity or the price, please submit an 
order confirmation via Ariba. If you are a Chemicals, Direct Materials or Raw Materials supplier, email the buyer to update 
delivery dates, prices, or quantities.
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Create a Credit Memo
Line Level Detail
To create a line level credit memo against an invoice:

1. Select the Invoices tab. 

2. Select your previously created invoice. 

3. Under the Invoices section, click Create Line-Item 
Credit Memo.

4. Complete information for the credit memo. The 
amount and taxes will automatically be negative. 
Make sure that all required fields marked with 
asterisks (*) are filled in. 

5. Click Next. 

6. Review the Credit Memo. 

7. Click Submit to send the credit memo to Georgia-
Pacific. 

5.

7.
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Search for An Invoice
(Quick & Refined)
Quick Search:

1. From the Home tab, select Invoices in the 
Document type to search. 

2. Select Georgia-Pacific from the Customer 
dropdown menu. 

3. Enter Document #, if known. Select Date Range, 
up to 90 days for invoices, and click Search. 

Refined Search: allows a refined search of invoices 
within up to 90 days.

A. Open Search Filters from Invoices > Invoices.

B. Enter the criteria to build the desired search filter. 

C. Click Search.  

Best practice is to utilize the “Exact Number” when 
searching via Invoice Number.

3.

B.

C.
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Check Invoice Status
Routing Status To Your Customer

Check Status:

• If you have configured your Invoice Notifications, you will receive emails regarding invoice status.

• You can also check invoice status from the Invoices page by selecting the invoice link. 

Routing Status:

• Reflects the status of the transmission of the invoice to Georgia-Pacific via the Ariba Network.

• Obsoleted: You cancelled the invoice. 

• Failed: Invoice failed Georgia-Pacific invoicing rules. Georgia-Pacific will not receive this invoice. 

• Queued: Ariba Network received the invoice but has not processed it. 

• Sent: Ariba Network sent the invoice to a queue. The invoice is awaiting pickup by the customer. 

• Acknowledged: Georgia-Pacific invoicing application has acknowledged the receipt of the invoice.
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Check Invoice Status
Review Invoice Status With Your Customer

Invoice Status:

Reflects the status of Georgia-Pacific’s action on the Invoice.

• Sent: The invoice is sent to the Georgia-Pacific but they have not yet verified the invoice against purchase orders and 
receipts. 

• Cancelled: Georgia-Pacific approved the invoice cancellation. 

• Paid: Georgia-Pacific paid the invoice or is in the process of issuing payment. Only if Georgia-Pacific uses invoices to 
trigger payment.  

• Approved: Georgia-Pacific has verified the invoice against the purchase orders and receipts and approved it for payment. 

• Rejected: Georgia-Pacific has rejected the invoice or the invoice failed validation by the Ariba Network. If Georgia-Pacific 
accepts invoices or approves it for payment, invoice status updated to Sent (invoice accepted) or Approved (invoice 
approved for payment).

• Failed: Ariba Network experienced a problem routing the invoice.
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Review Invoice History
Check Status Comments
To access any invoice:

1. Click on the History tab to view status details and invoice history. 

2. History and status comments for the invoice are displayed. 

3. Transaction history can be used in problem determination for failed or rejected transactions.

4. When you are done reviewing the history, click Done. 

1.

4.
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Resources



Georgia-Pacific Supplier Information Portal

1. Select the Company Settings dropdown and 
then click the Customer Relationships link. 

2. Select the customer to view transactional 
rules:

• The Customer Invoice Rules determine what 
you can enter when you create invoices. 

3. Select Supplier Information Portal to view 
documents provided by your buyer.

1.

3.2.
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Support

• Ariba Technical Questions?
• Contact Ariba Support via the Ariba Portal

• Georgia Pacific Invoice Payment Status Inquires?
• Contact APService@gapac.com

• Georgia Pacific Ariba Business Process Questions?
• First review the documentation on our supplier website: 

www.gp.com/supplier/ariba-commerce-automation

• If you still need assistance, contact our eProcurement team 
at: GP_Supplier_Enablement@gapac.com

Georgia-Pacific LLC ®
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Thank you for joining the Ariba Network 
with Georgia-Pacific!

For any future Georgia-Pacific specific questions, please contact 
GP_Supplier_Enablement@gapac.com 
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Georgia-Pacific Specifications 
Supported Documents

• Purchase Order Confirmations: Apply against a whole PO or line items

• Partial Invoices: Apply against specific line items from a single purchase order

• Line Level Credit Memos: Item level credits; price/quantity adjustments

• Advance Shipment Notices: Apply against PO when items are shipped

• Note: Not all Georgia-Pacific ERPs can process ASNs

Georgia Pacific project specifics:

• Tax data is accepted at the header/summary level. Do not add at line level.

• Shipping data is accepted at the header/summary level. Do not add shipping at 
the line level. 
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Georgia-Pacific Specifications 
Not Supported Documents

• Summary or Consolidated Invoices: Apply against multiple purchase orders; not accepted by 
Georgia Pacific

• Invoicing for Purchasing Cards (P-Cards): An invoice for an order placed using a purchasing card; not 
accepted by Georgia Pacific

• Duplicate Invoices: A new and unique invoice number must be provided for each invoice; Georgia 
Pacific will reject duplicate invoice numbers unless resubmitting a corrected invoice that previously 
had a failed status on Ariba Network

• Paper Invoices: Georgia Pacific requires invoices to be submitted electronically through Ariba 
Network; Paper invoices will automatically be rejected unless it is a non-enabled PO (see slide 7)

• Service Entry Sheets: Apply against a single purchase order referencing a line item

• Service Invoices: Invoices that require service line item details

• Contract Invoices: Apply against contracts

• Header Level Credit Memos: Apply against whole purchase orders
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Account 
Overview



Complete Your Profile

1. Select Company Profile from the Company 
Settings dropdown menu. 

2. Complete all suggested fields within the 
tabs to best represent your company. 

3. Fill the Public Profile Completeness meter 
to 100% by filling in the information listed 
below it. 

Note: The more complete a profile, the higher 
likelihood of increasing business with existing 
and prospective customers. 

1.

2.

3.
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Configure Your Email Notifications

The Network Notifications section indicates which 
system notifications you would like to receive and 
allows you to designate which email addresses will be 
sent the notifications. 

1. Click on Notifications under Company Settings.

2. Network Notifications can be accessed from 
here as well, or you may switch to the Network 
tab when in Notifications

3. You can enter up to 3 email addresses per 
notification type. You must separate each 
address with a comma but include NO spaces
between the emails. 

1.

2.

3.
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Select Electronic Order Routing Method

1. Click on Tasks link to configure your account or 
click on Electronic Order Routing under 
Company Settings.

2. Use the dropdown to choose one of the 
following routing methods:
• Online

• cXML

• EDI

• Email

• cXML Pending Queue (available for order routing only)

3. Configure email notifications options. 1.

2.
3.
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Route Your Purchase Orders
Method Details

• Online (default): Orders are received within your AN account, but notifications are not sent out. 

• Email (recommended): Email notifications are sent out, and can include a copy of the PO, when orders are 
received within your AN account. 

• cXML/EDI: Allows you to integrate your ERP system directly with the Ariba Network for transacting with 
your customer.
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Select Electronic Invoice Routing Method
Methods and Tax Details

1. Select Electronic Invoice Routing. 

2. Choose one of the following Electronic Invoice 
Routing methods:
• Online

• cXML

• EDI

3. Click on the Tax Invoicing and Archiving sub-tab 
to enter Tax Id, VAT ID and other supporting 
data.

1.

2.

3.
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Set Up User Accounts
Roles and Permission Details

Administrator:

• There can only be one administrator per ANID

• Automatically linked to the username and login entered during registration

• Responsible for account set-up/configuration and management

• Primary point of contact for users with questions or problems

• Creates users and assigns roles/permissions to users of the account

User:

• Up to 250 user accounts can exist per ANID

• Can have different roles/permissions, which correspond to the user’s actual job responsibilities

• Can access all or only specific customers assigned by the administrator 
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Set Up User Accounts
Create Roles and Users (Administrator Only)
1. Click on Users under the Company Settings. The 

Users tab will load.

2. Click the Create Role button in the Manage 
Roles section. Type in a name and a description 
for the role.

3. Add permissions to the role that corresponds to 
the user’s actual job responsibilities by checking 
the proper boxes and click Save to create the 
role.

4. To create a user: click on Create User button 
and add all relevant information about the user 
including name and contact information. 

5. Select a role in the Role Assignment section and 
click Done.

1.

2.

4.
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Account Overview
Dashboard
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Account Overview
Inbox
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Account Overview
Inbox Search
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Account Overview
Outbox
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Account Overview
Outbox Search
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Routing



Electronic Order Routing

• Online (default): Orders are received within your AN account, but notifications are not sent outside of the 
Network.

• Email (recommended): Orders are received within your AN account and email notifications are sent out and 
can include a copy of the PO. 

• cXML/EDI: Allows you to integrate your ERP system directly with Ariba Network for transacting with your 
customer. Please contact GP_supplier_enablement@gapac.com to be connected with a Seller Integrator who 
will provide more information on configuration.
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Electronic Order Routing
Change to Email

• You can add up to 3 email addresses to receive notifications. The emails must be separated by a comma and 
no space. 
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Electronic Invoice Routing

• Online: Suppliers will convert the orders into invoices via the Ariba Network account manually.

• cXML/EDI: Suppliers, that have integrated their ERP/backend, automatically post invoices to the Ariba 
Network Account.

• Check the box for rejection notifications and invoice status changes.
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Reporting



Reporting

• Reports help provide additional information and details for account usage, such as purchase orders and 
invoices. Reports can be created by Administrator or User with appropriate permissions. 

• To generate a new report:

1. Click Create.

2. Follow the process flow to generate the report that you desire. 

• To run an existing report:

1. Click Run to update an existing report.
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Reporting
New Report
1. Give the report a Title.

2. Select the Report Type. 

3. Click Next.

4. Fill in your desired criteria for 
the report. 

5. Click Submit and then the 
report will be created. 

1.

2.
3.

5.

4.
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Download Invoice Reports
Learn about Transacting
• Reports help provide additional information and 

details for transactions on the Network in a 
comprehensive format. Reports can be created by 
Administrator or User with appropriate permissions. 

• Invoice reports provide information for tracking 
invoices over time or overall invoice volume for a 
period of time. 

• Failed Invoice reports provide details on failed and 
rejected invoices. These reports are useful for 
troubleshooting invoices that fail to route correctly. 

• Bronze (and higher) members may choose Manual or 
Scheduled report. Set scheduling information if 
Scheduled report is selected. 

Georgia-Pacific LLC ®



Creating Invoice Reports
1. Click the Reports tab from the menu at the top of the page. 

2. Click Create. 

3. Enter required information. Select an Invoice report type: 
Failed Invoice or Invoice. 

4. Click Next. 

5. Specific Customer and Created Date in Criteria. 

6. Click Submit. 

7. You can view and download the report in CSV format when 
its status is Processed. 

For more detailed instructions on generating reports, refer to the 
Ariba Network Transactions Guide found on the HELP page of 
your account. 

1.

2.

3.

4.

5.

6.
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Invoice Archival
Configuring invoice archiving allows you to specify the frequency, 
immediacy, and delivery of zipped invoices archives. If you wish to 
utilize it, follow the below steps:

1. From the Company Settings dropdown, select Electronic 
Invoice Routing. 

2. Select the Tax Invoicing and Archiving tab. 

3. Scroll to Invoice Archival and click the link Configure Invoice 
Archival.

4. Select the frequency, check Archive Immediately to archive 
without waiting 30 days, and click Start. 
• If you want Ariba to automatically deliver archived zip files to you, 

also enter an Archive Delivery URL. Otherwise, you can download 
invoices from your Outbox > Archived Invoices. 

• Note: After Archive Immediately is checked, you can either stop it 
or update the frequency anytime. 

5. You may navigate back to the Tax Invoicing and Archiving
screen in order to subscribe to Long-term Document 
Archiving for an integrated archiving solution. 

3.

4.

5.
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Review Georgia-Pacific Invoice Rules

These rules determine what you can enter when you 
create invoices. 

1. Login to your Ariba Network account via 
supplier.ariba.com

2. Select the Company Settings dropdown and 
under Account Settings, click Customer 
Relationships.

3. A list of your customers will be displayed. Click 
on Georgia-Pacific.

4. Scroll down to the Invoice Setup section and 
view the General Invoice Rules.

1.

4.
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