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Purpose of this Document

This guide explains how to create a Service Entry Sheet (SES) in SAP Ariba step by step. Please follow 
each step carefully to ensure accurate and timely processing of your service entries.

A correctly completed Service Entry Sheet ensures faster approval and timely payment.



Step 1. Navigate to the Purchase Order

Log in to SAP Ariba Business Network and navigate to Orders from the top menu.



Tip: Make sure the Purchase Order status is "Confirmed" , “New” or "Partially Serviced" before 
creating a Service Entry Sheet.
If the purchase Order status is “Serviced”, System will not allow further service sheet creation.

Follow these actions to open the Service 
Entry Sheet creation:

1. Click on the relevant Purchase Order 
from the orders list

2. Click on the three-dot menu (…) on the 
right side of the order row

3. Select "Create service entry sheet" 
from the dropdown menu



Step 2. Complete the Service Sheet Header

The Service Sheet Header contains key identification and date information. All fields marked with 
* are mandatory.



2.1  Service Sheet Name / Title

The Service Sheet Name must follow the naming convention below. This is mandatory for 
approvers to validate and understand the service entry.

Format:

ACXX + Short Description

Use the correct site code based on the location of the service:

ACBE + Short Description For services performed at Belval

ACDB + Short Description For services performed at Differdange

ACTMB + Short 
Description

For services performed at other sites

Note: An incorrect naming format may delay the approval process. Always use the correct site code prefix.



2.2  Service Dates

Enter the Service Start Date and Service End Date for the period in which the services were 
performed.

• Service Start Date – The date on which the service was started

• Service End Date   – The date on which the service was completed



2.3  Add Comments (Optional but Recommended)

Use the Comments section to provide any additional information that may help the approver 
understand the service entry.

Tip: Adding a comment is optional, but highly recommended when services span multiple phases or require additional context for the approver.



Step 3. Enter Service Entry Sheet Line Details

The Service Entry Sheet Lines contain the details of the actual work or services delivered. Fill in 
the following fields accurately.



3.1  Quantity Delivered

Enter the quantity of service that has been performed or delivered up to the current date.

• This should reflect the actual quantity serviced, not the total planned quantity

• The unit of measure (e.g. HUR for hours, EA for each) is pre-filled from the Purchase Order

3.3  Line Comments

3.2  Service Period
Enter the Start Date and End Date for the specific service period covered by this line item.

• Service period dates may differ per line if multiple services are being reported

• Ensure the dates align with the actual period of service delivery

Use the Comments field on the service line to provide additional details about the specific service 
delivered.

Note: All mandatory fields on the lines must be completed before you can proceed to the review screen.



Step 4. Review and Submit
Before submitting, review all the information on the confirmation screen carefully to ensure 
accuracy.



On the review screen you will see a summary of:

• Service Sheet number and associated Purchase Order

• Supplier and buyer company details

• Service start and end dates

• Service line items with quantities, unit prices, and subtotals

• Any comments submitted

PREVIOUSSUBMIT

Click PREVIOUS if you need to go back and correct 
any information before submitting.

Click SUBMIT to finalise and send the Service 
Entry Sheet for approval. You will receive a 
confirmation once submitted.



Quick Reference Summary

Key PointsActionStep

Orders → Click PO → … → Create service entry sheetNavigate to PO1

Naming: ACBE / ACDB / ACTMB + Description
Dates: Start & End date
Comments: Optional but recommendedService Sheet Header2

Qty delivered, Service period dates, Line commentsLine Item Details3

PREVIOUS to edit · SUBMIT to finalise and send for approvalReview & Submit4

Need Help?
If you have any questions or face difficulties creating a Service Entry Sheet, please contact the Supplier helpdesk team 

(supplier.helpdesk@arcelormittal.com).


