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We look forward to partnering with you as an approved McKesson supplier and ask you to join the Ariba 

Network, our indirect procurement platform. This enables our employees to buy goods and services in a 
compliant way by automatically creating a purchase order (PO) upon approval of a requisition.

McKesson employees are required to obtain an approved PO for all purchases and supplier payments 

will not be issued unless they are associated with an approved PO. To receive payment, invoices must 
be submitted through Ariba. McKesson suppliers are paid via electronic funds transfer (EFT). 

This guide provides onboarding instructions to help you get started.
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Getting Started on Ariba Network for Suppliers

To get started, go to the Ariba site and select “My customer invited me to join Ariba Network” to 
download this Quick Start Guide. This quick-start guide provides detailed instructions to help you set up 
your Ariba Network account so you can begin transacting electronically with McKesson.

Ariba Supplier Support

The Help Center is your one-stop shop for the support you need to engage with your customers 
efficiently and effectively on Ariba Network.

You can access the Help Center via the panel on the right-side of your screen when you first open 
the Ariba Network page. There you will find:

• Frequently asked questions
• Video tutorials
• Support documentation

Use the Help Center when you are engaged in:
• Managing orders and invoices
• Participating in a sourcing event
• Creating proposals
• Collaborating on contracts

Guided Buying - Ariba is McKesson’s single network for indirect procurement activity and supplier 
management.  Partnering with McKesson on Ariba enables all associates to buy the goods and services 
they need directly from you.

McKesson Supplier Support

• For supplier set-up questions, contact: VendorMasterData@McKesson.com
• For requisitioning and purchasing questions, contact:  ProcurementAssistance@McKesson.com
• For invoice payment questions, contact: CAPCustomerService@McKesson.com

https://www.ariba.com/ariba-network/ariba-network-for-suppliers/getting-started
https://www.ariba.com/-/media/aribacom/assets/pdf-assets/ariba-network-for-suppliers-administrator-quick-start-guide.pdf?la=en-us&hash=2749A3F2C92D0F3257BE85DEE4C12B506CAEE082
https://www.ariba.com/support/supplier-support
https://www.ariba.com/support/supplier-support
https://www.ariba.com/support/supplier-support
mailto:VendorMasterData@McKesson.com
mailto:ProcurementAssistance@McKesson.com
mailto:CAPCustomerService@McKesson.com
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How does an invoice get paid?

After you submit an invoice, your customer receives the invoice and begins to process it. If the invoice does 
not have any errors, your customer approves the invoice for payment, which changes the invoice 
status to Approved. Typically, payment should be received based on the set Net Payment Terms provided in 
the order succeeding the date the invoice was approved.

Where is my purchase order?

1.  First, make sure that you have an active trading relationship with McKesson:
• Log in to your Ariba Network account (ensure that it says Ariba Network in the upper-left corner of 

the screen).
• Click the icon in the upper-right corner of the page and select Customer Relationships. McKesson 

should be listed underneath the Current Relationships section.
• If you do not have a trading relationship with McKesson, you will have to provide the Vendor Master 

Data Team with your Ariba Network ID (ANID) and have them send you a relationship request.

2.  If you have an active trading relationship, search for your order:
• Go to Inbox > Orders and Releases.
• Expand the Search Filters section by clicking the arrow.
• Enter the PO number in the Order Number field.
• Select the Exact Number radio button below the PO number.
• Click Search. 

3.  If you still don't see your purchase order:
• Confirm with McKesson that the purchase order was sent through the Ariba system to your ANID and 

not a different one.
• If you are not the account administrator, make sure that you have the appropriate permissions to 

view the order. You can find the account administrator's contact information by clicking your initials 
in the upper-right corner of the screen and selecting Contact Administrator.

• You may have been invited to register on the Ariba Network through a purchase order (a process 
called Quick Enablement) even though you already have an account. If the link in the invitation 
doesn't allow you to access the purchase order, please contact McKesson to send it again.

• Sometimes you might receive information from your customer about an order in progress, but you 
will not be able to find it in your account. For example, if an order document ID begins with "PR" this 
might represent a purchase requisition number. This means that McKesson’s request needs to be 
approved internally before you are able to receive the order.Contact McKesson to check the 
approval status of the order.

mailto:vendormasterdata@mckesson.com
mailto:vendormasterdata@mckesson.com
mailto:procurementassistance@mckesson.com
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How do I create an invoice?

There are three different avenues you can use to submit invoices to your customer through the Ariba 
Network. View each of the following invoice types to determine which one meets your needs:

1. PO Invoice - Create a PO-based invoice if your customer sent a purchase order to your Ariba Network Inbox. 
You can complete this action in the following ways:
• Click Inbox > Orders and Releases from the upper-left of the home page.
• Locate the purchase order you want to invoice and click on the PO number hyperlink.
• Click Create Invoice at the top or bottom of your screen.
• Alternatively, you can click Documents > Create PO Invoice from your Home tab. 
• Click the order number of the purchase order you want to invoice, and then click Create Invoice.

2. Non-PO Invoice - Create a non-PO invoice if there is no purchase order in your Inbox, and you do not have a 
contract number from your customer. You  can complete this action in the following ways:
• Click Documents > Create Non-PO Invoice from the upper-right of the home page. 
• Select your Customer from the pull -down list and click Next.
• Alternatively, click Create Non-PO Invoice from Outbox > Invoices.
• If a customer does not appear in the list, either the customer does not accept this type of invoice or 

you need to request a trading relationship with the customer. Make sure you have a sales or work 
order number from your customer to enter on the invoice.

3. Contract Invoice - Create a contract-based invoice if you have a contract number from your customer:
• Click Documents > Create Contract Invoice from the upper-right of the home page.
• Select the radio button next to your customer. Only customers who accept contract invoices appear 

on this page. Click Next.
• On the invoice, click Select next to Contract to select the contract you want to invoice.
• If you do not see the option to create a contract invoice, your customers have not sent any contracts 

to the account you are currently using.

Why was my invoice or service entry sheet been rejected and how can I correct it?

Invoices are rejected when the invoice violates requirements established by McKesson either:
• Automatically by McKesson’s invoicing rules
• Manually by McKesson

To review the reason for invoice rejection:
• Click Outbox > Invoices in the upper-left of your home page.
• Click the invoice number hyperlink.
• The invoice rejection notes appear across the top of the Detail and History tabs of the invoice.

If you understand the invoice rejection reason, you can edit and resubmit the invoice for payment. If you 
need more clarification, contact McKesson Corporate Accounts Payable (CAP) for the most accurate 
information on how to correct your invoice.

If the invoice status is Rejected and routing status is Failed, you may need to contact SAP Ariba Customer 
Support for checking software settings in your account to identify and fix a reason of failure.

mailto:CAPCustomerService@McKesson.com
https://www.ariba.com/support/supplier-support
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How do I register as a McKesson supplier if I already have an account with Ariba?

You can use one of the following methods to register with McKesson if you already have an account:
1. If you received an email invitation from McKesson, click the link in the email message. When Ariba 

Network shows the welcome page, choose log in.
2. If you received a purchase order welcome letter that contains a temporary ID and secure code, you can 

use a web browser to go to the web address contained in the welcome letter. Enter your temporary ID 
and secure code to activate the account. After you activate your account, the temporary ID becomes 
your username.

3. If you received a purchase order or other first-time document from McKesson, click the action button in 
the email, such as Process Order. From the landing page, choose Log in to add the document to your 
existing Ariba Network account.

If you run into any problems while registering, please see What are some common issues when registering an 
account?

https://uex.ariba.com/auc/node/2021
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Supplier Setup with EFT

EFT Enrollment Request Process

Follow these steps to get setup to receive electronic payments:

1. Review the EFT Enrollment Form and have it signed by your controller or another executive in your 
company. A signature by anyone other than the appropriate signer will be rejected.

2. Email EFT Enrollment Form to VendorMasterData@McKesson.com

NOTE: Avoid these common mistakes so your agreement does not get rejected:
• Signer of the EFT Enrollment Form must be a controller or other executive. 
• Accounts receivable employees do not have authorization to sign.
• Sign the form with a digital signature. Wet ink signature will not be approved.

Important Payment Information:

Payments are issued on the due date and will be in your bank account the following business day.

If the due date falls on a weekend or holiday, the payment will issue the first business day after the weekend 
or holiday and in your account the following business day.

Payments are sent in a CTX file format that includes the remittance advice. You will need to check with your 
bank to see what options they have to translate the CTX file and forward to your AR for cash application. We 
do not send the remittance separately in any other format.

When you return the signed EFT agreement, you are agreeing to receive the remittance from your bank.

http://mckesson.com/Documents/EFT-Enrollment-Form/
mailto:VendorMasterData@McKesson.com


McKesson Proprietary and Confidential

Required Documentation

1/27/2021

• Electronic Payment Agreement

• W-9 Form - Request for Taxpayer Identification Number and Certification

• Supplier Self-Certification of Size & Ownership

• Copy of sample invoice that includes supplier remittance address

• Certificate of Insurance (COI) (see example)

http://mckesson.com/Documents/EFT-Enrollment-Form/
https://www.irs.gov/pub/irs-pdf/fw9.pdf
http://mckesson.com/Documents/McKesson-Certificate-of-Size-Status/
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Obtain a Certiifcate of Insurance (COI) from your insurance provider and submit to McKesson.


