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Unplanned delivery 
charges from Ariba 
Network enabled 
online suppliers

How to submit an unplanned 

delivery charge in Ariba 

Network?
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How to submit an unplanned delivery charge in Ariba Network?

New process

• Inclusion of unplanned delivery charges (UDC) during invoice submission is allowed.

• In case of UDC rejection, suppliers should contact responsible buyer.

• Suppliers should wait to invoice the total cost of the purchase, including freight or any other unplanned delivery 

charges.

• Suppliers need to configure their notifications in the Ariba Network portal to receive updates related to submitted 

documents.

Current process

• Inclusion of unplanned delivery charges (UDC) during invoice submission is not allowed.
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How to submit an unplanned delivery charge in Ariba Network?

Start by creating the invoice as 

usual

Add the invoice number and date
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How to submit an unplanned delivery charge in Ariba Network?

Unplanned delivery charges section will appear to be filled

Click on the option “Add to Header” at the top right of the page and select “unplanned delivery 

charges”
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How to submit an unplanned delivery charge in Ariba Network?

When entering the information, only the amount value should be included in the “Amount” box. 

There is no need to add $ or any other currency indicators because Ariba Network will consider the 

value in the invoice currency.
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How to submit an unplanned delivery charge in Ariba Network?

Finish filling in the necessary fields to submit the invoice.

Select the option “Next” at the bottom right of the page.
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How to submit an unplanned delivery charge in Ariba Network?

Unplanned delivery charges will appear at the “Invoice Summary” section.
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How to configure notifications in the Ariba Network portal to 
receive updates related to submitted documents (SES and invoice) 
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Thank you!
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