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ORDER CONFIRMATIONS 

This guide is relevant if you need to submit an order confirmation against a Tirlan Purchase Order 

(PO) sent to you through Ariba.    

INSTRUCTIONS:  

ACCESSING THE PURCHASE ORDER 

1.  Log into Ariba with your username 

and password.  

From your workbench click on the 

‘Orders to Invoice’ tile and select 

the PO that you wish to submit an 

order confirmation against. 

  

2.  You will be brought directly to the 

PO that an Order Confirmation 

needs to be issued against.  

 

 

 

 

CREATING THE ORDER CONFIRMATION 

3.  At the top of the screen, click 

Create Order Confirmation.  

 



Document Reference: 04Ariba: Order Confirmations 
Version: 04 
Last Updated: 28th Aug 2023    
Updated By: Maryjane Ahern 

 

 

4.  If you wish to confirm the entire 

PO and make no changes to 

quantities, select Confirm Entire 

Order. 

If you need to update quantities 

and delivery dates per line item, 

please skip to step 12.  

By selecting Confirm Entire 

Order, you will be able confirm 

your delivery date for all items 

within the PO. You will not be able 

to change the quantity or delivery 

date per line item.  

 

5.  Enter your Order Confirmation 

reference if available.  

 

6.  Enter your estimated Shipping 

Date and estimated Delivery 

Date.  

 

7. The confirmation details will be 

populated against each line item.  
 

8. Select Next.  
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9.  A summary page will appear. 

Review the details and select 

Submit to send your order 

confirmation to Glanbia.   

 

 

UPDATING LINE ITEM QUANTITIES AND DELIVERY DATES 

10.  To update delivery date details 

and quantities per line item, select 

Update Line Items.   

 

 

 

 

11. Enter your Order Confirmation 

reference if available.  

 

12.  If the estimated shipping and 

delivery date is the same for all 

line items, you can enter it here.  

If you need to specify this 

information per line item, you can 

leave this section blank.  
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13.  To specify a delivery date per line 

item, enter the Confirmed 

quantity and other relevant 

details such as Backorder and 

Reject.   

 

 

 

14. Then select Details.   

 

 

15.  Enter the estimated Shipping 

Date and Delivery Date.  

Repeat steps 13-15 for each line 

item on the PO. 

 

 

 

 

 

16. Select Next.  

17. A summary page will appear. 

Review the details and select 

Submit to send your order 

confirmation to Tirlan.   
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