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Introduction and 
onboarding to SAP 
Business Network
The new CAF S.A. supplier portal.
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SAP Business Network: New supplier portal

SAP Business Network is a tool that enables interaction between suppliers and 
customers, and serves as a new supplier portal (replacing the previous portal on caf.net):

• Receive orders from CAF (and other customers) on the same Platform

• Create delivery notes (ASN) of deliveries

• Monitor status and receiving procedures of deliveries made

• Registering Invoices

• Receiving and processing quality notifications

In addition, we have a dedicated support team dedicated to training and troubleshooting on the SBN portal to 
facilitate this transition: support.aribacaf@stratesys-ts.com
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Onboarding process: registration on the SBN portal

The steps for onboarding are as follows:

• Register and create an account on the SAP Business Network
• Note: The supplier may have a previous account in which the supplier interacts with other clients

• Accept the commercial relationship (TRR) that CAF will send to the supplier

• Set up account, users and notifications

• Undertake training 

We have a dedicated onboarding team that assists the supplier with all steps of the process
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1
Data migration 
to SAP
Main changes in the ways of working with the 
migration to SAP Business Network
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Orders will be migrated to SAP in the following cases:

Orders with pending delivery lines
• Only pending delivery lines will be migrated, therefore 

lines received and invoiced will not be shown

Orders received pending invoicing
• Incoming orders and lines pending invoicing are to be 

migrated, but visibility of payment status will be lost

The orders will be 
migrated with a new 

order number and 
will have the 

reference to Baan's 
order in field ""Your

Reference”

Management of migrated orders
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2
OPERATING ON THE 
SAP BUSINESS 
NETWORK
The new CAF S.A. supplier portal.
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Access to the SAP Business Network portal

Enter login details on the Ariba portal: 
supplier.ariba.com

Note: User and password management is not managed by CAF, but 
by the SAP team. Therefore, if you forget your login/password, you 

should contact the SAP by using the appropriate button
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SBN Environment: General View

Once you access the portal, you will see a screen (customisable) like the following, where 
a summary of the tabs and functionalities is offered

Note: If a user does not see all tabs enabled, it means that the administrator has not given the relevant permissions to the user. 
To manage it, you can watch the following video or contact support: User Creation 

(ondemand.com)[sapvideoa35699dc5.hana.ondemand.com]
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2.1
Order 
Management and 
Tracking at SBN
The new CAF S.A. supplier portal.
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Order Management - Workbench

In the "Workbench" tab, you can quickly access your orders, pending invoices, items to be 
shiped etc.
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Order Management - Workbench

• It is recommended to customise the display of the Workbench based on the 
preferences and needs of each supplier

• To do this, click on the button "customize"

Note: It is recommended to configure the "Items to ship" tab in order to be able to display the items pending ship, without having 
to enter the complete order detail
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Order Management - Important Data at the Order 
Header level 

Note: The contract is not uploaded to SBN due to system limitations. There is only a reference to it in the order

Reference 
to the 
contract

Order 
reference 
Baan (old)
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Order Management - Important Data at Order Line 
level

Note: The contract is not uploaded to SBN due to system limitations. There is only a reference to it in the order

Confirmation 
detail (required 

or not)

Reference to the 
project
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Order Management - Display of Orders

• When a purchase order is received, a new order with status "New" will be received in 
the workbench

• In addition, the supplier will receive an email notification with each new 
order/modification made by CAF 
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Purchase Order - Filtering Orders

The system allows filtering of purchase orders to facilitate management. To do this, filter 
via "Edit filter" 
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Purchase Order Tracking

You can track the status of your order at any time by clicking on the "Track order" button
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Purchase Order Tracking

The tracking facility enables each of the documents created during the process to be 
accessed 
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Purchase Order – “Changed” Status

If CAF makes a modification to the original purchase order, the purchase order will 
change to “Changed" status. All changes will be highlighted in orange. You can view all 
versions of the order by clicking on the link "Previous version"
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“Kanban” Purchase Orders

• Regular material orders will not be differentiated from "Kanban" type orders

• Suppliers will receive orders in SBN, and there will be no difference neither in the 
format nor in the information received

• The "Kanban" process only differentiates the methodology by which the order is 
generated. However, the order obtained through the usual ways or through "Kanban" is 
the same

• “Kanban” methodology applies for "Service Provider“ cycle. However, it has problems in 
the execution, and it is in the solution phase

21

Change in procedure



2.2
Forecast: Forecast 
Management

The new CAF S.A. supplier portal.
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Purchase Forecast - Forecast

• This is an estimate of the 
materials determined for 
future purchasing needs

• The quantity may vary from 
the contractually agreed 
quantities, as contracts can 
cover a wider (or narrower) 
window than CAF's internal 
purchasing needs

• In order to view this forecast, 
the supplier must go to 
Planning > Forecast
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Purchase Forecast - Forecast

• Once inside, the supplier will be able to view for each month, the "Order Forecast", 
which contains the forecast of deliveries placed by CAF per material type
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Purchase Forecast - Forecast

• Once inside, the supplier will be able to view for each month, the "Order Forecast", 
which contains the forecast of orders placed by CAF per material type
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Purchase Forecast - Downloading the Forecast

• SAP Business Network allows the user to download an Excel file to query and manage 
the forecast
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Purchase Forecast - Downloading the Forecast

27



Purchase Forecast - Downloading the Forecast
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2.3
Order 
Confirmations at 
SBN
The new CAF S.A. supplier portal.
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Order Confirmation - Notions

• Order confirmation will NOT be mandatory by default but is 
recommended

• If negotiated with the buyer, the order can be configured to be 
mandatory

• Confirmation of order or non-acceptance of dates is NOT BINDING. 
Even if submitted on the Platform, CAF’s activation contact person 
must be notified

Note: The confirmation number/identifier cannot be longer than 20 characters
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Creating Order Confirmations
• To create an order confirmation, click on the button "Create order confirmation":

• "Confirm complete order" for a confirmation of the entire order

• "Confirm items online" for a partial order confirmation
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Creating Order Confirmations

• It is recommended to 
fill in the header data 
marked in blue, 
however, only the field 
"Estimated delivery 
date" is mandatory

• To confirm date and 
quantities proposed by 
CAF, click on "Confirm 
on the basis of 
deliveries"

• If delayed orders are to 
be confirmed, click on 
"Details" to complete 
the confirmation
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Creating Order Confirmations - Details

By clicking on the details button, the delivery date information for confirmed and delayed 
orders should be added
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Creating Order Confirmations

A summary of the order confirmation is displayed before ship and if everything is correct 
it is sent to CAF
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Creating Order Confirmations

After sending the order confirmation, the status of the purchase order changes to 
"Confirmed"
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2.4
Flows, of Purchasing, 
Invoicing and NCRs on 
SBN

The new CAF S.A. supplier portal.
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2.4
Flows, of 
Purchasing, 
Invoicing and 
NCRs on SBN

Flow of Purchase of Materials

Purchasing flow with "Freetext" materials

Purchasing flow with input material or 
subcontracting

Flow of purchase of services

2.4.1

2.4.2

2.4.3

2.4.4
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Management of Orders for Materials

• ship of Materials - Creating Delivery Notes

• Invoice Registration

• Management of NCRs - Quality Notices
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Before starting the process of creating delivery notes, the supplier needs to have
a set of MANDATORY data and/or documentation prepared and accessible:

Quality certificates (if applicable)

Packaging details

Batch/serial numbers of the items to be issued (if applicable)

Estimated delivery date

Documentation required for Correct Creation of 
Delivery Dotes in SAP Business Network

Order number and details of lines to be shiped

If the ASN is not

sent after 30

minutes of inactivity,
it will be deleted

40



Before starting the process of creating delivery notes, the supplier has to have the 
following information in order to fill in transport details (optional):

Order tracking data:

• Name of transport company
• Tracking number

Additional information:
• Terms of delivery and Incoterms
• Payment method of ship

Dangerous goods data (if applicable):
• Type of goods
• Code

If the ASN is not

sent within 30

minutes to BN, it is
deleted

Additional Transport Information that we can be 
added to the Delivery Note
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Creating Shipping Notices (ASN)
Once the supplier is ready to ship the ordered materials to CAF, a ship note (delivery 
note) must be created to notify CAF that the order has been shiped and that delivery is 
forthcoming
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Creating Shipping Notices
To create a ship Notice you need to access the order and click on the button "Create ship 
Notice"
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Creating Shipping Notices

Specific items can also be shiped without needing to access the order detail from the "Items to be 
shiped" tab of the "Workbench"
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Creating Shipping Notices (at header level)

Required fields: Shipping

• ID of packing list: This 
field must correspond to the delivery 
note identifier.

• Delivery Date: This field corresponds 
to the estimated date of delivery 
(not the date of ship).

Optional fields: Tracking
• Name of Carrier

• Tracking No. (if a carrier has been 
selected, this field is mandatory)
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Creating Shipping Notices - Transport Information

• Transport information is mandatory in the "Delivery terms" and "ship Payment Method" 
fields but it is established by default

• The data on volume, weight, etc., are not mandatory but it is recommended to fill them 
in, especially if the order is picked up by CAF
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Creating Shipping Notices - Batch/Serial No
Where a material is traceable, SBN will require the supplier to include the serial 
number or batch number when creating the ship Notice for the relevant material. 
This will be indicated at line level (see red box)

• To include the serial/lot number, click on "Add Details" (in red)

• The batch number must be included in the field "Supplier Batch ID" (in green)

Note: Maximum length for the Serial Number field is 18 characters. If the suppliers includes a serial number longer than 18 
character, the shipping notice will be corrupt and it will not be received by CAF
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Creating Shipping Notices - Serial No

• Once the "Add details" screen is accessed, the following screen will open, where the 
serial numbers of the material can be indicated

• By clicking on the "Add active asset" button, as many fields must be generated as 
Serial numbers to be added to the ship Notice
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Creating Shipping Notices - Quality Certificates

In some cases, order lines require the addition of a quality certificate to continue the 
process

To include it, click on "Add attachment" and add the corresponding file

Note: If the order requires Quality certificates, the system will not allow the ship Notice to be sent until the certificates have been 
included (for lines that require them)
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Creating Shipping Notices - Packing of goods

Items with a Code of Material must be packed in handling units (boxes, etc.), which in 
turn may be packed in larger handling units (pallets)

To do this, click on the "Pack items" button

Note: If the material does not have a CAF part number, and only has a text description, click on the link: (ASN Freetext)
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Creating Shipping Notices - Packing of goods

On the next screen, first the 
items in the order and their 
quantity are displayed, and 
below that the available 
handling units (packaging) 
are displayed

• To pack hierarchically, 
start with the smallest 
handling unit. (e.g. “Bag 
00”)

5

Note: Different order lines and/or different materials may not be combined in the same packaging 
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Creating Shipping Notices - Packing of goods
It is important to establish the number of pieces of a material coming in per type of packaging. THE 
NUMBER OF BOXES TO BE SENT NEEDS NOT TO BE IDENTIFIED. The system calculates it 
automatically

Handling unit Number of items that fit
in a handling unit

Number of
items in the
order

Note: The dimensions of the packaging are indicative and do not necessarily coincide
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Creating Shipping Notices - Packing of goods

• The system will then 
automatically calculate 
the number of 
handling units (in this 
case boxes) required to 
pack the entire order

• To include a larger 
handling unit (such as 
a pallet), click on the 
"Handling Unit" button
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Creating Shipping Notices - Hierarchical Packaging
• To aggregate a
handling unit within
another (hierarchical)
handling unit,

• Create the new 
handling unit that 
will contain the 
smallest ones

• Move the small 
units into the larger 
one

This will produce a 
hierarchical 
structure
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Creating Shipping Notices - Download PDFs
To download the delivery note and labels in PDF format, click on "Download PDF"

Note: Although the system allows you to download the labels, the delivery note is not finalised until you press the "Submit" button
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Creating Shipping Notices - Download PDFs

• In this window we can download 
the documents.

• It is important to download the 
labels to physically add them to 
the shipment.

Note: Although the system allows you to download the labels, the delivery note is not finalised until you press the "Submit" button
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Creating Shipping Notices - Send ASN

A summary of the data added in the ship Notice is then displayed and if everything is 
correct, the document is sent to the customer

Note: Although the system allows you to download the labels, the delivery note is not finalised until you press the "Submit" button
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Creating Shipping Notices

After sending the ship Notice, the status of the purchase order changes to "shiped"
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Creating Shipping Notices

To validate that a shipping notification has been correctly sent, you must enter “History” 
and see a confirmation message indicating a delivery number
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Registering Invoices

The last step in the process on the supplier's side is to create or register the invoice 
associated with the purchase order

Note: In SAP business network the invoice is registered against the "Goods Receipt", not against the Delivery Note. Therefore, we 
recommend downloading a report to be able to associate receipts with the delivery note entered (click here) 60



Registering Invoices

When CAF reports the items as received, the status of the purchase order will change to 
"Received" and the system will allow invoicing of the received items
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Registering Invoices - Header Information

Mandatory data in the header are those marked with an asterisk. In case you create the 
invoice in another system and register it in SAP Ariba, the invoice number must exactly 
match the invoice identifier in your system.

Note: The invoice date can be backdated, but the posting date starts from the day of receipt
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Registering Invoices - Items and quantities

All billable items will be displayed in the invoice lines. The invoice can be made for the 
total order or partially with the column "Include" or the column "Quantity"
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Registering Invoices - Add VAT
To register a tax on all lines, select the type of tax in the drop-down menu, select all lines by 
clicking on the blue "tick" indicated, and click on the button "Add to included lines“ This way, the 
same tax will be added to all lines
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Registering Invoices - Attach file

Suppliers are required to attach invoices generated in their systems in PDF format by 
attaching a file in the following way

Note: The invoices issued in SBN must match the invoices that the supplier has issued in its system (both in quantity and 
amount). Additionally, the supplier must attached the original invoice.

65



Registering Invoices - Summary and ship

Before sending the invoice, a summary of the invoice data is displayed for review
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Registering Invoices - Print Copy

When sending the invoice, the system gives us the option to print a copy or exit to the 
previous menu

67



Invoice Collection

Registering invoices in the SAP Business Network ensures smooth 
payment of invoices, therefore it is ESSENTIAL to register 
invoices via the SBN portal
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Creating Credits / Credit Notes
In the case of a return/reject for an item that has been previously invoiced, the supplier 
shall issue a credit note

• To do this, we need to access the invoice, and create the credit from the invoice itself
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Creating Credits / Credit Notes

Mandatory data marked with an asterisk must be entered
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Creating Credits / Credit Notes

At the bottom, the items are provided. The amounts to be paid must be selected. The 
system will calculate the relevant amounts
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Creating Credits / Credit Notes

Finally, you will see on your screen the summary of the credit memo. To send the answer 
you must click on "submit"
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Registering Invoices - Set default VAT number (I/II)

To configure the supplier's VAT number by default (and not have to write it by hand on 
each invoice):

• The account administrator must access the "Company profile" tab in the homepage of the account

• The relevant VAT number must be included in the "Company details" tab →VAT number mustn’t include any special character

73



Registering Invoices - Set default VAT number (II/II)

To configure the supplier's VAT number by default (and not have to write it by hand on 
each invoice):

• The account administrator must access the "Company profile" tab in the homepage of the account

• The relevant VAT number must be entered in the "Business Information" tab → VAT number mustn’t include any special character
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Quality Notifications

SBN allows to receive quality notifications generated by CAF (due to rejects, defects 
etc.), and allows to monitor problems, analyse and follow up defects in production and 
follow up complaints

In this section, each supplier will be able to view and manage the Quality Notifications 
that have been opened by CAF for the materials within their supply
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Management of NCRs and Quality Notifications

Quality Notification Y1
Supplier Responsibility

Detected in
Inspection

Detected in
Warehouse/ 

Manufacturing

Recovered/repaired 
by the original 
supplier

Recovered/repaired by 
a third party

Order repair at 
zero price

Credit note for 
repair cost

Return against
original order

Credit 
note

Quality Notification Y1
CAF charge

Repair order
at 1 €

Order update 
with repair cost
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With the new SAP entry there are two key procedural differences:

• Materials cannot be returned against NCRs, always against an order (either the original or the 
recovery order), ➔ the possibility of shipping/invoicing against NCRs have been removed

• For recovery orders charged to CAF, the quality notification will be charged 1€ and the 
supplier will have to pass the recovery cost offer to CAF before returning the material

• For recovery orders, the supplier shall cover the cost of the repair

Main Differences with NCRs Management between 
Baan (former ERP) and SAP
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Quality Notifications - Notification Configuration
Each supplier will be able to configure the notification times (sending an e-mail) about quality 
notifications.  To configure these quality notifications, access the Ariba Network home screen in the 
Quality -> Settings -> Edit... 
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Quality Notifications - Display of Notifications
• In order to display the quality notifications generated by CAF, either for a faulty order 

or for a modification/repair, access the tab "Quality” → ”Notification”. 
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Quality Notifications - Display of Notifications
• The Quality Notifications section allows the filters to be applied in order to find NCRs 

based on the necessary criteria
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Quality Notifications - Display of Notifications

You will see tabs with different 
information about the quality 
notification

Attachment sent with the CAF 
quality notification
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Quality Notifications - Defects
In the "Defects" tab all 
the details of the 
reported defects can 
be seen, and the status 
of the tasks assigned 
to you as a supplier in 
the quality 
notifications can be 
found.
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Flows, of 
Purchasing, 
Invoicing and 
NCRs on SBN
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Purchasing flow with "Freetext" materials
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Management of freetext type Orders for Materials

• ship of Materials - Creating the ASN

• Invoice Registration

• Management of NCRs - Quality Notices

84



What is a FreeText Order?

• A Freetext order line is an order line that does not have a CAF Material Code

FreeText 
Order

Orders 
with 
Material 
Codes
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Creating Shipping Notices (ASN)
Once the supplier is ready to ship the ordered materials to CAF, a ship note (delivery 
note) must be created to notify CAF that the order has been shiped and that delivery is 
forthcoming
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Creating Shipping Notices
To create a ship Notice you need to access the order and click on the button "Create ship 
Notice"
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Creating Shipping Notices (at header level)

Required fields: Shipping

• ID of packing list: This 
field must correspond to the delivery 
note identifier.

• Delivery Date: This field corresponds 
to the estimated date of delivery 
(not the date of ship).

Optional fields: Tracking
• Name of Carrier

• Tracking No. (if a carrier has been 
selected, this field is mandatory)
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In the case of a Freetext Order, when the Ship Notice 
is created, the "Pack items" step must be skipped
Even if the message "Mandatory packaging" should appear in the creation of delivery 
notes, the system allows you to skip this step by simply clicking on "Next"
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In the case of ASNs sent without packaging, the order 
must be "Shipped"..

When a 
delivery note is 
made without 
defining 
packaging, the 
system does 
NOT generate 
labels or a PDF 
attachment for 
the delivery 
note
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...so that the ASN can be downloaded with the "Print" 
button

When a 
delivery note is 
made without 
defining 
packaging, the 
system does 
NOT generate 
labels or a PDF 
attachment for 
the delivery 
note
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The following Shipping Notice should be printed and 
included in the Shipment

When a 
delivery note is 
made without 
defining 
packaging, the 
system does 
NOT generate 
labels or a PDF 
attachment for 
the delivery 
note

92
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Registering Invoices

Once CAF receives the shipped materials, the order will be invoiced in the same way as 
an order for materials (click to view)
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Quality Notifications Management - NCRs

NCRs are handled in the same way as for orders for materials:

(click to view)
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Management of Orders with Input Materials and 
Subcontract Orders

• Receipt and inventory of components

• Component consumption report

• ship of Materials - Creating the ASN

• Invoice Registration

• Management of NCRs - Quality Notifications
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Purchase Order with materials Materials supplied by 
CAF 

These are a type of order where CAF supplies materials to suppliers to be used in 
purchase orders. These materials will be received in the system and should be reported 
when they are consumed
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Receipt and Inventory of Components
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Receipt of Components 

For the receiving of the components, select the “Component Shipments” tab, and select 
those shipping notifications that have been received and click on the button "Create 
receipt of components"
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Receipt of Components

This will open a new window with the details of the components received, where a receipt 
number must be assigned and the quantities received for each of the components can be 
selected
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Inventory of Components

In section Fulfilment->Extended Collaboration, you can also find the inventory of components. 
Here the quantities received and the quantities consumed of the materials supplied by CAF can 
bee seen
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Inventory of Components

In order to display the serial number of the components, an additional column has to be 
added in the inventory window
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Component Consumption Report

Suppliers having this type of flow active must report in the purchase order the 
components they have consumed to generate the goods requested by CAF. This process 
must be carried out prior to the generation of the ship Notice where the lines where 
these input materials were consumed are sent
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Component Consumption Report

In case of uncertainty as to the quantity of components to be used per line, this can be 
checked in the order by clicking on the link Details->Show components
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Component Consumption Report

To report consumption, click on the button "Report consumption"
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Component Consumption Report

The quantity of components consumed shall be reported for each of the order lines that 
require it
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Component Report - Serial No

In some cases, you will be asked to include the serial numbers of the components used, 
to do so, click on actions->Add serial numbers in the section "Consumed components"
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Component Report - Serial No

If the volume of components consumed is considerable, there is also the option of filling 
in the data by uploading a file

To do so, download the indicated template and fill in the data to be filled in. Once 
completed, the filled-in file is to be uploaded again
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Creating ship Notices

Once the supplier has reported the consumption of components and is ready to ship the 
requested materials to CAF, a ship Notice (delivery note) must be created in the same 
way as for an Order for Materials (click to view)
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Registering Invoices

Once CAF receives the shipped materials, the order will be invoiced in the same way as 
an order for materials (click to view)
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Quality Notifications Management - NCRs

NCRs are handled in the same way as for orders for materials:

(click to view)
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Management of Orders with Input Materials and 
Subcontract Orders

• Receiving materials by CAF through the registration 
of a Service Entry Sheet

• Invoice Registration
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Service receipt: 

• When CAF submits an order for a service, a ship Notice will not be created in SBN

• The CAF applicant will need to generate the receiving by means of a service entry 
sheet with reference to the delivery note number (or service number) given by the 
supplier

• This will change the order to the status "Received" or “Partially Received" and the 
invoice can be registered

Note: Until the requester (or purchaser) completes the service entry sheet in SAP, the invoice cannot be issued in SAP Business 
Network

114



Registering Invoices

Once CAF completes the service entry sheet, the order will be invoiced in the same way 
as an order for materials (click to view)
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3
Reports

"Tips" to facilitate the process
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Reports

SAP Business Network allows users to download reports to facilitate management, and 
to be able to extract data in bulk: Reports
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Reports - Creating a Report

To create a report, click on "Create", and choose the type of report you want to generate. 
Once generated, this type of report is saved in the system and can be executed again 
when (by clicking on "Execute" → "Download")
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Reports - Types of Reports available
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Reports - Receiving of Goods

We recommend downloading the "Receiving of Goods" report as it is the easiest way to 
match delivery notes with CAF receipts
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4
General Questions 
and Support

Additional support for the supplier
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Frequently Asked Questions - FAQ

• In case you have not answered all the questions, we will provide you with an additional 
document to address additional issues that may arise in the SBN process: (FAQ document)

• How to generate users in SBN

• How to access SBN

• Data confidentiality

• How to generate VAT-exempt invoices

• Etc.

• In addition we have some short videos (in Spanish) that can help with the process of viewing 
orders and creating ASNs or invoices: (Link short videos)
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https://drive.google.com/file/d/1XUSKGj6kN4J3Mx7jiU3WkKP8zKznaxvW/view?usp=drive_link
https://drive.google.com/drive/folders/1NFmxmXIN-_7FoGUg8LALIAqYRYe_9O7h


Contact and Support

For questions related to the operation and use of the portal, or eventualities please 
contact: support.aribacaf@stratesys-ts.com

mailto:support.aribacaf@stratesys-ts.com


www.caf.netwww.caf.net

SAP Business Network Training

New CAF S.A. supplier portal.

http://www.caf.net/
http://www.caf.net/
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