
Ariba Guided Buying

Optional Feature to activate 
supplier account



How to activate your account

2

You will be prompted to 3 options for 

your account activation. 

Review accounts: potential accounts 

created by your org in the past.

Use existing account: If  you already 

have Ariba account, please follow the 

link and log in to your account

Create new  account: Create a new 

account

*Most common option choose

Locate one of emails 

with a PO from Novartis 



Notifications 
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Please set up your General Notifications as per your needs under General Tab
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To set up PO and Invoice notifications,  please go to “Network” tabPO & Invoice 
Notifications

• This section will contain 

sections about Shipping 

Notices, Time Sheets; if these 

are not relevant for you,  

please disregard.

• Please configure PO & 

Invoice notifications as per 

your requirements

• Note: You can save up to 5 

Email addresses to get Email 

notifications, separated by a 

comma and no spaces.



Locating POs and Invoices
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1. Go to Workbench Tab

2. Search by PO#

3. Apply more filter if needed

4. In case you would like to add 

more tiles, click on “Customize” 

button

5. Click on “+”

6. Select additional Tile you would 

like to add
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