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Setting the Stage

You can send us questions via the 

Chat

Participants are on mute to limit 

distraction for fellow participants
This session will be recorded so you 

can view it again

Questions not answered during 

session will 

addressed after presentation



Agenda
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Topic

1. Update on top challenges

2. Review of Service Sheet-Invoice-Payment Process

3. FAQs

4. Process for handling supplier-related queries



Top Themes



Terminology
Term Definition Notes

Purchase Order 

Acknowledgement

Purchase Order Acknowledgement will confirm 

the supplier’s intent to fulfill an order by either 

accepting or rejecting the entire order in Ariba

Called “Order Confirmation” in 

Ariba

Confirmation # Supplier’s internal reference to the Purchase 

Orders from BC Hydro. Entered when creating 

Order Confirmation” in Ariba. Must be less than 20 

characters. E.g. CONF-1203

Service Entry Sheet 

(SES)

A Service Entry Sheet is a document that records 

Services provided to BC Hydro as per BC Hydro’s 

order

Called “Service Sheet” in Ariba

Payment Request

(term in the contract)

An artifact confirming a service has been 

performed, triggering the need to create a Service 

Entry Sheet. May  include pro-forma invoices, 

time sheets, expense report etc.

Can be called: “Service Entry Sheet 

(SES) backup”; “Progress payment 

estimate”; “pro-forma invoice”; 

“time-sheet”, “draft invoice”.

Advance Shipping 

Notification

Advanced Shipping Notification (ASN) is a notice 

of pending deliveries, similar to a packing list. It is 

sent in an electronic format through the Ariba 

Network from suppliers to BC Hydro. This applies 

only to materials (not services.)

Called “Ship Notice” in Ariba



Top Themes Impacting Suppliers

SCA PROJECT STABILIZATION & SUSTAINMENT

Ongoing

• Receiving new numbers for Purchase Orders converted from the old system to SAP

• Updates to Purchase Orders and new versions and evisions due to corrections to the delivery dates, tax 

codes or pricing

• Ariba Notifications

• BC Hydro’s  Purchase Orders failing to reach supplier’s Ariba account  due to incorrect email information 

• Challenges to submit Invoices (rejected invoices)

• Challenges to reconcile SES and invoices in Ariba

Data 
conversion

& Ariba

Knowing who 
to contact

• Supplier submits payment request (proforma invoice, timesheet, etc.) to BC Hydro contact administrator 

(identified on the PO) so they can create the Service Entry Sheet (SES)

• SES needs to be created and approved by BC Hydro before supplier can submit invoice

• Once SES is approved BC Hydro – supplier can view SES in Ariba

Getting familiar 
with the SES 

process

1
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3 • Previously established “Business As Usual” channels of communication with BC Hydro regarding orders, 

progress of work, invoicing, payment 

vs.

• Temporary support channel for suppliers via supplier.sca@bchydro.com  

• Additional resources to get help



Overview of SES-
Invoice-Payment 
Process



Overview: SES > Invoice > Payment Process 

Emails Payment Request 

to BC Hydro Contract 
Administrator identified 

on PO

Submits final invoice to 

Accounts Payable in Ariba
(payment term starts)

Reviews and approves 

SES
Creates SES and submits 

for approval

Invoice is matched 

automatically in SAP. 
AP only involved if there 

is payment block.

BC Hydro Accounts 
Payable (AP)

>
Supplier

BC Hydro Contract 
Administrator

>
BC Hydro Reviewers 

and Approver

>

Supplier

>
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Notify Supplier SES has 

been approved

>

Receives payment in 

accordance with terms of 
payment of the agreement

Supplier

>



What Process Looks 
Like in Ariba - Demo



PO Acknowledgment / Order Confirmation

Steps:

1. Home >> Orders, invoices and payments

2. Orders to confirm

3. Select Order number that is ready for confirm
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2

3



Steps:

4. Create order confirmation (Confirm or Reject the Entire Order)

PO Acknowledgment / Order Confirmation –
con’t
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Steps

5. Enter confirmation number and other relevant info

PO Acknowledgment / Order Confirmation –
con’t
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Steps

6. Add attachment if relevant

7. Click on next to review

PO Acknowledgment / Order Confirmation –
con’t
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Steps

8. Confirm details and submit

PO Acknowledgment / Order Confirmation –
con’t
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9. To view the sent confirmation , click Outbox -> Order Confirmation

PO Acknowledgment / Order Confirmation –
con’t
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Service Entry Sheet & Invoicing

Steps:

1. Home >> Orders, invoices and payments

2. SES tab (can’t be rejected in Ariba – have to call contract admin)

3. Click on SES ready for invoicing

4. Create invoice (why may be greyed out)

1
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3
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Steps:

5. Enter info

Service Entry Sheet & Invoicing – con’t
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Steps:

6. Add back-up documentation

7. Confirm details and submit

Service Entry Sheet & Invoicing – con’t

7
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FAQs



1. FAQ: What Information Needs to Be 
Included on Payment Requests 

1. From BC Hydro Standard Agreement:
1. details of the Work completed during the applicable payment period and the amount of 

the payment for which certification is sought; and

2. the calculations of the amount claimed for the Work completed during that payment 

period.

3. any supporting documentation, data and computations required by Hydro’s 

Representative (Supporting Data)

2. Format of Payment Request depends on pricing structure (e.g., lump 

sum vs. unit price)

3. Must include PO reference

4. If final invoice will include multiple tax applicability (e.g., GST and  

GST+PST), the total amount for each tax type must be shown



2. FAQ: What Information Needs to Be 
Included on Final Invoice

1. From BC Hydro Standard Agreement:
i. Contractor Name

ii. Contractor Address

iii. Addressee (BC Hydro Accounts Payable)

iv. BC Hydro Outline Agreement (OA) # (if applicable)

v. BC Hydro Order Number: PO # (Purchase Order #)

vi. GST Registration Number

vii. Invoice Number

viii. Total Invoice Value with GST, and PST (where applicable) clearly identified

a. State any applicable holdback amount, and/or any other deduction amount, before 

invoice total

b. GST and PST to be invoiced on gross invoice value (inclusive of any holdback 

amount)

c. If applicable, include the corresponding OA/PO line item, quantity and unit price.

ix. Contact name and e-mail address

2. It is recommended the approved SES number be indicated

3. If invoice is missing information it may be returned for correction



3. FAQ: Attaching Supplier Invoices to 
an Ariba Invoice
Suppliers must attached their system generated invoice when creating their Ariba invoice for audit 
purposes. 



4. FAQ: Handling Discrepancies with the 
Approved SES

Contacts BCH

Contract Administrator to 
discuss the discrepancy

on the SES

Receives new SES to 

invoice and original SES 
shows as Rejected

Approves new SES
Revokes original SES and 

creates a new SES

Vendor
Contract 

Administrator (CN) 

>
Approver (FA)

>
Vendor

>



5. How Can Suppliers Look Up Status of 
POs, Service Sheets, etc.



5. How Can Suppliers Look Up Status of 
POs, Service Sheets, etc. – con’t



5. How Can Suppliers Look Up Status of 
POs, Service Sheets, etc. – con’t



5. How Can Suppliers Look Up Status of 
POs, Service Sheets, etc. – con’t



5. How Can Suppliers Look Up Status of 
POs, Service Sheets, etc. – con’t



5. How Can Suppliers Look Up Status of 
POs, Service Sheets, etc. – con’t



5. How Can Suppliers Look Up Status of 
POs, Service Sheets, etc. – con’t



5. How Can Suppliers Look Up Status of 
POs, Service Sheets, etc – con’t



6. FAQ: How Can Suppliers Turn On/Off 
Notifications?



6. FAQ: How Can Suppliers Turn On/Off 
Notifications? – con’t



6. FAQ: How Can Suppliers Turn On/Off 
Notifications? – con’t



6. FAQ: How Can Suppliers Turn On/Off 
Notifications? – con’t



7. FAQ: Fixing PO “Failed” Status

If a PO is sent to a supplier with an invalid order routing email address, the PO will show fail status in Ariba. This 

causes approved SES’s not to interface to Ariba for the supplier to invoice.

To correct this issue, the supplier must update their order routing email address, steps below

1. Log into your account SAP Ariba Network account.

2. In the upper-right corner of the application, click your initials > Settings.

3. Click Electronic Order Routing.

4. Edit the email address next to any field selected as ‘Email’. 

5. Make sure the email address is valid. 

6. If entering multiple email addresses, these must be separated by a comma (no space), and if only one of the email 

addresses becomes invalid, the PO will return a Failed status.

7. Click Save. 



7. FAQ: Fixing PO “Failed” Status – con’t

Once the order routing email address has been updated, the supplier can then resend the failed PO in Ariba. 

To resend the failed POs, follow the steps below:  

1. You can resend failed orders by following the below steps:

2. Sign in to the Ariba Network.

3. Click Inbox > Orders and Releases.

4. At the bottom of the page, click Resend Failed Orders.

5. Use the Search Filters to locate the PO(s) to resend.

6. In the search results, check the boxes to the left of the desired orders and click Resend or click Resend All to 

resend all orders listed

Once the PO have been resent successfully, the PO status will no longer have a ‘Failed’ status and approved SES will 

interface to Ariba for the supplier to invoice.  

https://supplier.ariba.com/


8. FAQ: What is a PO “Version” and Why 
Might a PO Show as Obsolete



Process for handling 
supplier-related queries



BC Hydro 

Support Centre

How Your Questions are Being Addressed

Supplier The BC Hydro Contract Administrator listed on the PO

3. Purchase Order questions 

4. Service Entry Sheet questions  

5. Evaluation Receipt Settlement questions

Supplier.sca@bchydro.com

6. Technical or data-related questions

7. Issues involving multiple parties at BC Hydro

Temporary 
support 
channel

BC Hydro Accounts Payable accountspayable@bchydro.com

1. Invoicing questions 

2. Ariba set-up questions  

Business 
as usual

BC 
Hydro.com
resources

mailto:Supplier.sca@bchydro.com
mailto:accountspayable@bchydro.com


Next Steps



1. We have collected your questions & comments in the chat during 

this session and we will respond in the coming week.

2. We will post a recording of today’s presentation on BC Hydro.com 

Next Steps
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