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Terms & Definitions 
Term Definition 
Qualifying Base Amount The transactional fees associated with Ariba are based 

on both the PO value and the invoicing volume.   
Full Account Supplier has full access to online dashboard, Ariba 

support, and long-term invoice archiving 
Standard (Light) Account Supplier receives purchase orders & can check invoice 

status through email notifications  
Enablement Supplier has an active Ariba Network account 
Administrator Individual within the suppliers company that 

maintains the supplier’s Ariba Network account 
Discount Early payment option offered to suppliers that wish to 

participate 
Obsolete PO is no longer valid 
Failed PO data did not successfully transmit to the Ariba 

Network 



Version 1.3 last updated 2.18.19 

3 | P a g e  
 

Summit Overview of Ariba presentation 
Functional Training Training that teaches the supplier how to set up their 

account, interact with POs, and submit invoices 
through their Ariba Portal 

 

Using SAP Ariba – Process & System Functionality 
 

We do use the Ariba Network for other customers.  How do we setup Duke Energy for this? 
Duke Energy will add the supplier’s information to a waiting list of suppliers that are slated to begin their transition 
to the Ariba Network.  We will reach out to you and let you know a timeline and deliverable when it’s your turn. 
If you have not already done so then please send your company’s name and the best contact (phone and email) to 
AribaSupplierEnable@duke-energy.com 

How do I learn more about Ariba? 
Please review the Duke Energy Ariba Summit Presentation 

Are the fees associated with an Ariba account based on invoice volume or PO value? 
The transactional fees associated with Ariba are based on both the PO value and the invoicing volume.  The 
invoicing volume includes total number of documents but also total dollar value of documents that are submitted 
through your Ariba portal. 
However, prior to the implementation of your Ariba account, any POs that were issued before your Go Live date 
should not be factored into your Qualifying Base Amount.  Only purchase orders and change orders that are issued 
after your enablement is complete will be billed as a part of the Qualifying Base Amount. 

My company already has an Ariba account but I don’t know who our administrator is, can Duke Energy help me 
find out? 
Email AribaSupplierEnable@duke-energy.com and we can provide you with that information. 

Is it possible to have 2 separate people to have logins? 
Yes, your Ariba account can have up to 249 users for a single account but must also include 1 Administrator. 

What do I do if I cannot remember my login credentials? 
Go to the Ariba Portal sign in page and click the link that says, “I forgot my password”. 

Why am I receiving a bill from Ariba? 
Suppliers that agree to a fully enabled account are subject to transactional fees. 
The transactional fees associated with Ariba are based on both the PO value and the invoicing volume.  The 
invoicing volume includes total number of documents but also total dollar value of documents that are submitted 
through your Ariba portal. 
However, prior to the implementation of your Ariba account, any POs that were issued before your Go Live date 
should not be factored into your Qualifying Base Amount.  Only purchase orders and change orders that are issued 
after your enablement is complete will be billed as a part of the Qualifying Base Amount. 

How will suppliers be affected by this change?  
Suppliers will be asked to subscribe to the Ariba network to transact with Duke Energy. They will receive Purchase 
Orders (PO’s) and submit invoices to Duke Energy via their Supplier Portal. They will see many benefits from 
participating in the network. Enabled suppliers will see the same information in Ariba that a Duke Energy user does 
via the supplier dashboard.  
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How will new vendors be on boarded?  
Ariba enablement is included for the life of our contract. New vendors will receive the Ariba information as part of 
their new vendor packet. Sample supplier packets are available on our Supply Chain Ariba portal page.  

Can I deactivate my Ariba account? 
Yes, you can deactivate your Ariba account.  You have an option available within your Supplier Portal. 
 
Can I switch from a Fully enabled account to a Light account? 
Yes, we can review your account to see if you are able to switch from a full account to a standard account.  Contact 
AribaSupplierEnable@duke-energy.com with your request. 
 
We need to update the name of our account administrator.  Do we need to contact Duke or Ariba? 
You will need to contact Ariba to update the name of your account administrator. 
 
I understand there are two levels of Ariba for suppliers: Full and Light. How will the supplier know which is 
suited for them?  
Ariba identifies the most appropriate level and provides the supplier with that information. Light enablement is 
not a viable solution for all suppliers as it requires the supplier to manage all their invoice submissions through an 
email by PO. Also, Light enablement will not be available for Nuclear suppliers because they will not be sending 
their POs through the Ariba Network. Light is intended for suppliers with very low volume/value invoices only.  

What is the difference between a full account and a light account? 

 
 

Purchase Orders 
How will a supplier know when they have received a PO from Duke? Will they log into Ariba daily and PULL the 
orders?  
An email will be sent from the Ariba network for each PO for a supplier. Suppliers can log into Ariba as often as 
they choose and view the POs issued to them by Duke Energy.  
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My PO is only showing as 0.01 in Ariba 
This PO line has been fully invoiced.  You will need to reach out to your buyer so they can submit a request to add 
more funds to the PO or create a new PO for the invoice(s) that need to be submitted. 

What if I cannot see my purchase orders in Ariba? 
Send an email to AribaSupplierEnable@duke-energy.com and include the PO information that is missing from your 
Ariba account. 

Will my PO revision reflect in Ariba? 
Yes, all PO revisions will be available in your Ariba portal. 

What if my purchase order is showing the wrong payment terms? 
Please do not submit an invoice against a PO that is showing information that is not accurate.  Send an email to 
AribaSupplierEnable@duke-energy.com and they will investigate to see why the PO is not showing the most up to 
date information. 

I have a standard (light) account.  Will I receive an email for each purchase order? 
Yes.  Once a purchase order is dispatched, you will receive an email containing a link to your Ariba account.  You 
will need to use the link embedded in the email to submit invoices against the purchase order. 
Store the email in a safe location so that you can go back and use the link each time that you need to submit an 
invoice for that purchase order. 

I have a standard (light) account.  I have misplaced my email which contained the link to me PO.  What do I do 
now? 
You can log on to the network and on the dashboard, there is a place that says orders, invoices, and payments 
where you can go back far as 31 days to see what purchase orders are out there, from there can click on actions to 
resend the order to your preferred email.  They can go up to Company settings to view what email address they 
are going too before they resend. 

My PO status in Ariba is “Failed”.  What does this mean? 
The purchase order did not successfully cross over into Ariba.  This PO will need to be resent into your account. 
Please contact AribaSupplierEnable@duke-energy.com and report that the PO is in failed status. 

My PO status in Ariba is “Obsoleted”.  What does this mean? 
The purchase order has been archived by the Ariba system due to the dispatch of a revision on the purchase order 
What if I want to change from a Fully enabled account to a Light account? 
Contact AribaSupplierEnable@duke-energy.com to discuss the next steps 
If I change to a Light account, will it affect my early payment offers? 
What does the status “Loaded” mean? 
I receive my purchase orders through another source like email, fax, or CVP (CAPS Vendor Portal).  Should I just 
ignore the message that I get from Ariba when a PO arrives in their network? 
My invoices are processed using the CTR (Contractor Time Reporting) method.  However, our Duke PO terms and 
conditions advise that we need to use Ariba to submit our invoices?  What actions should I be taking to have my 
invoices processed? 

Invoices 
How do I add an attachment in Ariba? 
Please review the Functional Training Video: 
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Duke Energy Functional Training 
Duration: 
1 hour 19 minutes 
Streaming recording link: 
Click here to stream Functional Training 
Download recording link: 
Click here to download Functional Training 
 
Is there an online tutorial that will explain the invoicing basics of Ariba? 
Please review the Functional Training Video: 
Duke Energy Functional Training 
Duration: 
1 hour 19 minutes 
Streaming recording link: 
Click here to stream Functional Training 
Download recording link: 
Click here to download Functional Training 
 
Is it required to add an attachment when submitting an invoice through Ariba? 
Yes, it is required to submit a copy of your supplier invoice.  Your Duke Energy business team will need a copy of 
the invoice to ensure that they are approving the correct items, services, prices, or quantities. 
Failure to attach a copy of your invoice may result in a rejection of the invoice. 

How can I opt out of the discounting feature in Ariba? 
Contact AribaSupplierEnable@duke-energy.com and let us know that you no longer want to participate in our 
discounting feature. 

Will a vendor be able to submit an invoice without a PO number?  
Until Non-PO is deployed the vendors will not be able to directly enter NONPO invoices into Ariba. They will have 
to send these invoices to supplierservices@duke-energy.com for processing.  

Where does a Duke Energy Supplier get information or support on Ariba?  
There is a dedicated email address for our suppliers called SAP Ariba Network Support:  
DukeEnergySupplierEnablement@Ariba.com 
 
Can I submit an invoice for freight charges only? 
If your purchase order has a freight line added to the invoice then you can select this line when you are creating 
the invoice in Ariba.  Otherwise, you cannot add freight charges without selecting a valid PO line with valid 
charges.  Please do not select a PO line and change the amount to 0.01 to force the freight charge through. If you 
need freight added to your purchase order then you will need to reach out to your buyer and request that they 
add a freight line to the PO 
 
How do I add a freight or other charge to my invoice? 
If you are billing the additional charge with a valid PO line charge, then you can add the additional charge to the 
header of the invoice.  Click Add to Header > Charge. 
 
How do I remove a PO line when I am creating an invoice? 
Click the green button under the header “Include”.  This will gray out the line on the submission. 
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What if my invoice has a price that is different from the price on the PO? 
While we encourage all our suppliers to match their invoice values to the PO values, we understand that some 
commodities may have price variances.  Duke Energy allows a price variance, at the invoice header level, of up to 
20%. 
 
Can I use a future date for my invoice? 
No, please do not use a future date on your invoices as this may cause an issue in our payables system. 
 
Why does my PO Line show ‘Not Available’ under ‘Customer Part Number’? 
Most likely, your PO is a Service PO therefore there are no associated Part Numbers.  However, we must list this 
field for our purchase orders in case the PO is related to a Stock Item in which case there would be a part number 
populated below this column. 
 
I submitted an invoice for the wrong amount, what should I do? 
Reach out to your buyer as they will need to work with the business unit to reject the invoice on the Duke side.  
However, please be aware that if the invoice has been approved then you will need is submit credit through Ariba 
in order to reimburse the PO. 

Questions and Additional Resources  
Who do I contact if I have additional questions?  
All Accounts Payable or invoice status inquiries should be directed to APQuestions@duke-energy.com 

Suppliers that are not enabled on the Ariba Network should email their invoices to SupplierServices@duke-
energy.com 

Ariba Enablement questions should be directed to AribaSupplierEnable@duke-energy.com 

 
 
 


