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OVERVIEW: This job aid is designed to walk the supplier through the steps required to update the default currency field 

within their Supplier User Profile in the Ariba Network.  These steps must be followed every time a supplier user creates 

an invoice for a contract in a currency that varies from their user account’s default currency. 

USER/AUDIENCE: SAP Ariba Suppliers that invoice Intel in a currency that varies from their user account’s default 

currency. 

# STEP ACTION RESULT 

1 

In order to determine if 
you are required to change 
the default currency in 
your user account profile; 
 
a) Log in to the Supplier 

Portal 
b) Click on Inbox, then 

Next 
c) Click on View 

contracts, then Next 
d) Click on the contract 

number for the 
contract you intend to 
invoice to view 
contract details 

e) Scroll down to the 
Currency field to view 
the designated 
contract currency 

 
Note:  If the contract 
currency varies from the 
supplier user’s account 
default currency, please 
proceed to the steps 
outlined below to update 
the default currency. 
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2 

 
Navigate back to your 
account home page 
 
Click the dropdown menu 
beside the supplier user 
name 
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3 Select My Account 

 

4 
Click on Select Currency  
under Preferences 

  

 

# STEP ACTION RESULT 

5 

The Choose Currency 
screen displays 
 
Note:  Desired currency 
can be verified by viewing 
the currency designated in 
the contract being invoiced 
 
Click Select next to the 

desired currency 
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6 

The selected currency 

appears in the Default 

Currency field under 

Preferences 

Click Save  

Note:  Supplier must logout 

of their Ariba Network 

account and log back in for 

Default Currency changes 

to be reflected 
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