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Purchase Order Collaboration

The document describes the methods of acquisition and management of Purchase Orders issued by the Laminazione Sottile Group.

The process described is effective 1/1/2024. Methods other than those indicated will not be accepted
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The Laminazione Sottile Group is implementing important changes to improve its supplier and order management process and
has decided to equip itself with a new and advanced Portal. The new Purchasing Portal is based on the Ariba platform capable of
providing a secure global network dedicated to the exchange of commercial transactions and, in particular, to the management of
collaborative processes relating to contracts and purchase orders.

The Purchasing Portal will serve as the central platform for acquiring and managing orders. The new platform will guarantee
transaction security, compliance with the policies applied to purchasing processes by the Laminazione Sottile Group and the tools
to proceed with the acceptance of Orders quickly and efficiently
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This document consists of two parts:

An introduction that provides general indications relating to the processes that allow managing the order
negotiation phases

An operational detail that provides instructions for using the system
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Access Instructions
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The ways to access the new ARIBA Portal are:

Access for Suppliers already Registered in ARIBA: If you are already registered on Ariba, the operating methods
will be the standard ones provided by the portal.

New Registrations: If you are not registered on Ariba, you will need to create an account on this platform.

The registration process is very short and is carried out by following the steps below:

Step 1: Access https://supplier.ariba.com - SAP Business Network Supplier (ariba.com)

Step 2: Click on “Register Now”

Step 3: fill in the registration form on the Ariba - Business Network (ariba.com) side - following the instructions
given by the platform

Step 4: the system will ask for validation of the email address entered
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Support
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Problems with the system?

Access, Error reports, Difficulties with the
process, etc

Problems with purchasing documents?
Quantities, Delivery dates, Attachments, Prices,
Contractual clauses, etc

portale-acquisti@laminazionesottile.com
tel. +39 0823 222382.

Buyer : 
name.buyer@laminazionesottile.com

mailto:portale-acquisti@laminazionesottile.com
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Process – Overview

Contract/P.O. Posting Contract/PO analyses

 Confirmation 
 Confirm with 

Modification 
 Allowed Rejection

Change Proposal Change Proposal

Supply
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agreed
modification and 
new emmission

(1) 
(2) 

(3) 

(4) 

(5) 

(6) 
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Process – Sending/Confirming PO/Contract

(3)-Proposed amendment
(4)-Possible issue of a new version
of the Order with agreed changes

The supplier may propose a modification to the requested supply: The order is placed with
constraints that limit its modification. If the limits are exceeded, it is necessary to contact
the Order manager and verify the possibility of a change to the supply constraints

(5)-Acceptance Acceptance of supply establishes the assumption of the supply obligations indicated in the
Order/Contract

(6)-Refusal The refusal must be associated with a reason detailing the reasons preventing the supply

(1)-Contract/PO
posting

The document is made available to the
supplier on the Ariba Platform

(2)-Contract/PO
analyses from
Supplier

The supplier carries out an analysis of the
document to ascertain the possibility of
guaranteeing the requested supply in terms
of Items, Quantities and Delivery Dates.

Purchase Order Collaboration 9
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Process – Posting PO / Contracts

Gruppo 
Laminazione 

Sottile

Laminazione 
Sottile

Contital

ItalcoatIPS

i2r
Order customer identification data 
Print PDF Order LS format Print PDF 
Order Ariba format Any Order 
Attachments

 Access Link to Ariba

(1) The Purchase document generated by one of the companies of the Laminazione Sottile Group is published. The
document comes:
(2) Sent to the Ariba platform where it will be available for consultation
(3) Attachment to a notification sent to the supplier via email from which it is still possible to access the Ariba
platform

(1) 

(2) 

(3) 
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Access to Laminazione Sottile documents
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Direct access to Ariba

via mail access
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If it is not considered possible to proceed with the supply, the order must be rejected
by providing a reason for the refusal.

Confirmation of the entire Order. The supply agreement is confirmed for all items
(lines) of the purchase order.

It is possible to accept/reject the individual lines that make up the purchase order.
The supply agreement is confirmed for accepted positions only.

Each purchase order is associated with Control Rules relating to the possibility of
modifying Price, Quantity and Dates. Any changes are checked against the assigned
rules and any inconsistencies are immediately reported and blocked. If the changes
pass the checks they are considered accepted

Process - Verification of Contract/PO Constraints

Purchase Order Collaboration 12

If you want to proceed with the supply, but propose changes blocked by the control
rules, you must:
Contact the buyer to agree on a new version of the purchase order that can be
accepted
Reject the order by indicating the agreed changes in the notes
A new version of the order will then be issued and published on Ariba for acceptance

Contract/PO 
verification

Total confirmation

Confirmation/refusal
single PO’s rows

Modifications agreed
by System controls

Total refusal

Total Rejection For 
Change Lock
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What I can receive from Laminazione Sottile ?
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 Contracts
 P.O.’s
 Order Confirmation Reminders

The only management difference between Contracts and Orders is that orders can only be accepted or rejected on an overall basis.

N.B. Only for orders is it possible to act at a single line level.
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User Manual
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User Manual – How to find and see PO’s
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Subjects Pag.

Search and see P.O.’s

Search and find P.O.’s 16

Customizing the Purchase Order view 17

Search and Identification of the Purchase Order from the
''Orders'' section

18

Search and Identification of the Purchase Order from the
''Home Page''

20

Viewing Purchase Order details Viewing Purchase Order details 21

Viewing Purchase Order details -''Order Items' 22
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To search for a purchase order from the Home Page:
1. Click on ''Workbench''
2. Select one of the Purchase Order boxes
3. Use the search filters to find the correct document

Open the Purchase Order by clicking on the
corresponding number

4. To download the data into Excel use the Export
button

3

Search and find PO

Purchase Order Collaboration 16
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It is possible to customize the working views. Example: To view the Purchasing
Group in the purchase order view, from the Home Page:
1. Click on 'Workbench'
2. Click on ''Settings''
3. Drag Shipping Address into the display column
4. Click on ''Save''
5. The Shipping Address will appear in the display grid 3

Customization

Purchase Order Collaboration 17
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To search for a purchase order from the ''Orders'' section,
from the Home Page:

1. Click on ''Orders
2. Go to the Orders subsection
3. Use the search filters to find the correct document
4. The list of displayed Orders contains by default a time

interval setting.
5. Add selection criteria and click ''Apply''
6. Click on the Purchase Order number to view the Order

details

2

Search and find in Order section

Purchase Order Collaboration 18
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You can also filter the order view by a time range. From
the Home Page:

1. Click on ''Orders'‘
2. Search filters allow you to search using multiple

criteria
3. Add selection criteria and click ''Apply''
4. Click on the Purchase Order number to view the

Order details

Search and find in Order section

Purchase Order Collaboration 19
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From the home page you can search for a Purchase Order by
entering the Customer's name or Order number as input

Search and find in initial page

Purchase Order Collaboration 20
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1) The ''Order Details'' section allows you to view
the details of the Order and the permitted
actions

2) The Order Items section defines the items of
the Order

3) Click on ''Details / ''View details'' to get more
information about the Order such as control
keys.

3

Details of PO

Purchase Order Collaboration 21
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1. Detail on the status of the item 
(previously confirmed or delivered) 

2. The control keys show the actions 
available on the specific item. 

3. Other details are provided in the 
''Other Information'' section

Details of PO

Purchase Order Collaboration 22
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User Manual – Checks and constraints
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Subjects Pag.

Checks and Constraints Constraints and limits on modifications to the Order 24 >
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Checks and constraints for PO modification

The constraints that Laminazione Sottile can assign to the individual Order are in relation to:

1. Modification of the Unit Price
2. Changing Quantities
3. Changing Delivery Dates
4. Acceptance tolerance on the total quantity of the supply

Purchase Order Collaboration 24
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25

Laminazione Sottile can apply tolerance constraints to the individual order.

The emission standard does not provide tolerances, i.e. the possibility of modification for:

Price
(Unit cost)

Deadlines

Amount

Purchase Order Collaboration 25

Constraints and limits on modifications to the PO
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Constraints and limits on modifications to the PO

Note: The system carries out a consistency check with respect to the constraints imposed and reports any impossibility to proceed.

In the event that the supplier is not able to meet the request contained in the Order in terms of QTA and Date, and the constraints
imposed do not allow him to formulate alternative hypotheses, he must refuse the Order.

A possible different supply plan, deemed acceptable by the Buyer, must be managed through a reformulation of the Order according
to an agreed plan to be sent back to the supplier who will then carry out the confirmation.
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User Manual – How to confirm PO
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Subjects Pag.

How to confirm P.O.’s

Order Confirmation 28

Order Confirmation – entire PO 29

Order Confirmation – attachment management 30

Order Confirmation – Update Order Positions 31 >

1) The order confirmation document is sent by suppliers as acceptance of a
purchase order.

2) The order confirmation constitutes an agreement to execute the order as
proposed by the Buyer.

3) Suppliers can also suggest changes to the purchase order (quantity and/or
delivery date) through the order confirmation document.

4) These changes, if they respect the constraints imposed by the buyer, are
accepted by the purchasing organization.
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It is possible to Confirm Purchase Orders from the
Workbench:
1. Select the Orders panel
2. Identify the correct document and click the ''Actions''

button
3. Select an action, for example by clicking on the

''Confirm Entire Order'' button.
4. Alternatively, you can Confirm or Update orders from

the ''Orders'' section by identifying the correct
document and clicking on the ''Create order
confirmation'' button

4
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1. Select the ''Confirm entire order'' action
2. Fill in the mandatory fields in the Order Confirmation Header
3. Examine the entries
4. When finished, click the Next button at the bottom of the screen
5. Review your order confirmation and select your next action

It is also possible:
• Click Previous to go to the previous page –
• Click Send to send the order confirmation to the buyer
• Click Exit to exit the page without saving your changes

Note: Once your order confirmation is sent, your order status will be
displayed as Confirmed.

Purchase Order Collaboration 29

Order Confirmation – entire PO
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It is possible to add attachments to the Order
Confirmation only from the Order Header.

1. Access the ''Attachments'' section
2. Click on ''Choose File''
3. Then confirm your choice by clicking on ''Add

Attachment''

Purchase Order Collaboration 30

Order Confirmation – Attachment management

Important: The total size of all attachments cannot exceed 50 MB.

1

2 3
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By selecting 'Update order items', you can confirm and
update the information of the individual Order item.

Order confirmations have a Header and a Location section.

At Header level it is possible to add comments, attachments
and further confirmation details.

Purchase Order Collaboration 31

Order Confirmation – Position confirmation

1
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1) Click on the ''Details'' button at the Order item
level to modify information on price, shipping
and delivery dates or to add comments

2) Update the expected delivery date with the
confirmed delivery date

3) Unit Price: A tolerance limit will be set for the
price. If you receive error messages, contact
the buyer

4) Once completed, click OK to return to the main
screen.

Purchase Order Collaboration 32

Order Confirmation – Position update

1

2
3

3

4



R-202301

1. Access the tab. ''Update Order Items'' 
from the main view of a purchase order. 

2. Access the ''Order Items'' subsection 
3. After confirming all the required items, 

click on the ''Next'' button at the bottom 
of the screen 

4. The purchase order confirmation screen 
will open and you can carry out the final 
review of the Order Confirmation 

5. Click ''Submit'' to send it to the buyer's 
system 

6. Click ''Previous'' to return the updated 
Line Items 

7. Click ''Exit'' to exit the page without 
saving any changes. You can only send 
your order confirmation after all 
requested items have been confirmed. Purchase Order Collaboration 33

Order Confirmation – Position update
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From Orders/Orders and Releases:

1. Click Items to confirm the subsection of the
order you want to confirm

2. Use the search filters to identify already
confirmed lines

3. Click on ''Actions'' / ''Update line items'' on the
right side of the screen

Note: You can also open the purchase order and
reconfirm it from the purchase order screen.

Order Confirmation – Position update

Purchase Order Collaboration
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2
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User Manual – PO Refusal
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Subject Pag.

How to refuse a P.O. PO refusal – refuse an entire P.O. 36
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1. Select the ''Reject entire order'' action You will access
the summary window in which you will have to
indicate:

2. Confirmation Number
3. Reason for Rejection
4. Comments
5. The status of the Order will automatically change to

''Rejected''

Purchase Order Collaboration 36

PO Refusal – Refusal of entire PO

1                 
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4                 

5                 
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Portale Acquisti
Gruppo Laminazione Sottile

Purchase Order Collaboration
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The document describes the methods of acquisition and management of Purchase Orders issued by the Laminazione Sottile Group.

The process described is effective 1/1/2024. Methods other than those indicated will not be accepted
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