
A-Day-in-the-Life: Using Ariba Cloud Integration Gateway (CIG) 
 
Audience: Procurement professionals, Record to Report, and team members using SAP Ariba CIG 
Read-time: 3 to 5 minutes 
 
This document outlines a typical day using Ariba CIG, focusing on key actions and experiences for streamlining 
procurement. It covers everything from logging in and managing purchase orders to collaborating with team members 
and communicating with suppliers. By following this guide, users can optimize their workflows and enhance their 
procurement efficiency. 
 
1. Login and Dashboard Overview 

• Action: Log into Ariba CIG. 

• User Experience: You are greeted with a centralized dashboard that displays notifications, pending tasks, 
and key performance metrics. This organized view facilitates quick prioritization of your daily activities. 
 

2. Navigating Purchase Orders 

• Action: Access the Purchase Orders section. 

• User Experience: You can filter and search for specific purchase orders efficiently. The intuitive layout 
enables easy tracking of order status, ensuring visibility into procurement activities. 
 

3. Reviewing and Editing Purchase Orders 

• Action: Select a specific purchase order for review. 

• User Experience: You can access comprehensive details about the PO, including quantities, prices, and 
delivery dates. Editing functionalities are straightforward, allowing for quick modifications when necessary. 
 

4. Collaborating with Team Members 

• Action: Utilize collaboration tools within the platform. 

• User Experience: Effective use of collaboration features enables real-time communication and document 
sharing among team members. This supports streamlined discussions and collective decision-making. 
 

5. Communicating with Suppliers 

• Action: Engage with suppliers through the supplier portal. 

• User Experience: Clear communication channels lead to timely responses and updates from suppliers. This 
enhances transparency and facilitates efficient issue resolution. 
 

6. Running Reports and Analytics 

• Action: Generate reports on spending and supplier performance. 

• User Experience: You can easily access reporting tools to create visual analytics that provide insights into 
procurement trends. This data-driven approach supports informed decision-making. 
 

7. Managing Approval Workflows 

• Action: Review and approve purchase orders. 

• User Experience: The approval process is streamlined with automated notifications for pending approvals. 
You can complete approvals with minimal clicks, reducing time spent on administrative tasks. 
 

8. Reflecting on Performance and Improvements 

• Action: Assess procurement processes and outcomes. 

• User Experience: You can utilize analytics to identify areas for process improvement and cost optimization. 
This objective review supports ongoing enhancements in procurement strategies. 
 

9. Logging Out and End-of-Day Review 

• Action: Log out of Ariba CIG. 

• User Experience: You can review the day's completed tasks and metrics, ensuring that all necessary 
actions are documented and tracked for future reference. 

 


