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Warner Music Group Supplier / Vendor Process 

Who: Suppliers/Vendors engaging with our Warner Music Latina and Warner Chappell Music Canada 
businesses.  

What: New system and process in SAP Ariba to manage your payments, data/information, invoice 
tracking, and much more. 

Key Information: 
• WMG Vendor Website includes system login instructions, training, guidelines, contact form and other 

resources. 

• No fees or subscriptions to create an Ariba Network account here. 

• Invoices require a Purchase Order (PO) number and to be in PDF format (one invoice per PDF).  

• Note: Non-.pdf format files would be discarded/ignored.  

• Faster payment, create an electronic invoice from the PO in the Ariba Network. WMG Preferred Option.  
 

Getting Started 
1. WMG Contact sends invite to your email address to join network. 

2. You receive the invite and login to create an account in ARIBA.   

3. You fill out the questionnaire and attach required tax and banking documents. 

4. WMG approves questionnaire or request additional information or documentation. 

5. You receive an email of successful registration with your new vendor number. 

6. Begin transactions with WMG. 

 

Required Registration Information: 
• Vendor/Company name 

• Country/Region 

• Address 

• Email – this is how Warner and SAP Ariba will communicate with you. 

• Purchase Orders would be sent to this email as well.  

• Type of product or services provided. 

• Ship-to or where services are delivered. 

• Organization type – e.g., corporate, or individual/sole proprietorship. 

• Tax information: country, tax ID, if vendor is applicable to withholding tax. Note that attachment with tax 
information is required to confirm information provided. 

• Payment method & bank information. Note that attachment with bank information is required to confirm 
information provided. 

• To have read and agreed with the WMG Vendor Code of Conduct. 

 

Click for step-by-step instructions and guidelines here  

https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.wmg.com%2Fvendors&data=05%7C01%7CMaria.McCambridge%40wmg.com%7C05c1351eceed45fc975108db4a87a770%7C8367939002ec4ba1ad3d69da3fdd637e%7C0%7C0%7C638185718760996147%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=JWsaWpo7y4gvxhEPVjhTQzEIdxVjtrCLpO9izV5GXWU%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fservice.ariba.com%2FSupplier.aw%2F109532042%2Faw%3Fawh%3Dr%26awssk%3DVjRg0cYK%26dard%3D1&data=05%7C01%7CMaria.McCambridge%40wmg.com%7Ca1e441dd594b4126129808db3249c97a%7C8367939002ec4ba1ad3d69da3fdd637e%7C0%7C0%7C638159064732657983%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=r1jcHGuDUHx5hSeZzi6XdvWOhCuUzPd%2FG%2Btncp9YTZI%3D&reserved=0
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Getting Paid – Invoice Process 

1. Once you are in the Ariba Network, go to Business Network tab and search for Purchase Orders (POs). 

2. Click on the Order Number for the PO you want to convert into an invoice. 

 
3. Click on Create Invoice and select Standard Invoice. 

 
4. Complete all mandatory fields in the section that opens (e.g., invoice number, invoice date, tax 

information) and click Submit. Submitted invoices will be automatically sent to WMG Accounts Payable 
to process for payment once the WMG requestor confirms receipt of goods or services. 

 

 

Click for step-by-step instructions and guidelines here 

 

 

ADDITIONAL 
RESOURCES 

Visit the WMG Vendor Website for system login instructions, 
training materials, contact form to raise a question, and other 
resources. 

SAP Ariba guide for how to navigate in the Ariba Network here. 
Video for how to create an invoice from a Purchase Order here. 

 

  

https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.wmg.com%2Fvendors&data=05%7C01%7CMaria.McCambridge%40wmg.com%7C05c1351eceed45fc975108db4a87a770%7C8367939002ec4ba1ad3d69da3fdd637e%7C0%7C0%7C638185718760996147%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=JWsaWpo7y4gvxhEPVjhTQzEIdxVjtrCLpO9izV5GXWU%3D&reserved=0
https://support.ariba.com/Adapt/Ariba_Network_Supplier_Training/#/
https://sapvideoa35699dc5.hana.ondemand.com/?entry_id=1_xnr1ii5b
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Getting Started  
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Note: USA Domestic Suppliers/Banks should select T – ACH 

Note: Foreign Suppliers/Banks should select H – SWIFT CrossBorder.  

 

 
 

 



WMG New Vendor & Procurement System 

 

 
 

 

  



WMG New Vendor & Procurement System 

 

 

Getting Paid – Invoice Process 
 

Invoices will enable vendors to receive payment from Warner Music Group for provided goods and/or 
services. 

Please follow these rules of engagement when you Invoice to ensure a smooth payment process: 
 
Invoice format: Missing information or incorrect invoice file formats will not be processed. 

• Electronically submitted invoices must be in a .pdf file format ONLY. 
Note: Non-.pdf format files would be discarded/ignored. 

 

• Only one single invoice can be submitted and included in the .pdf file. 
Note: More than one invoice can be sent in a single email, if they are individual .pdf 
documents (1 .pdf file = 1 invoice). 

 
• Invoices must include the following: 

1. Full Remittance address and legal name. 
2. Accurate legal name and billing address of the WMG Legal Entity. 

▪ Warner Chappell Music Canada Ltd.; 8 Spadina Ave, Suite 200, Toronto, 
Ontario, M5V 0S8 

▪ Warner Music Latina Inc.; 555 Washington Avenue, 4th Floor, 33136, Miami 
Beach 

3. Valid 10-digit WMG Purchase Order number (*) This is now MANDATORY. 
▪ Invoices with NO Purchase Order Numbers will be sent back to Suppliers 

for further corrections.  
4. Invoice Number and Invoice Date.  

Note: Future Invoice Date is NOT allowed. 
5. Vendor VAT/Tax number, if applicable. 
6. VAT/GST tax amount and percentage, if applicable. 
7. Net, tax, gross amounts and invoice currency. 
8. Goods or services description (as per the purchase order). 

Note: Suggest having the same invoice line(s) order as the Purchase Order. 

 

Invoice Submission Options:  

Only one option should be followed. 

(Option 1 – Ariba Supplier Network site PO Flipping will have faster payment processing times) 

 
Option 1: For faster payment, create electronic invoice from purchase order (PO Flipping) in the SAP 
Supplier Ariba Network.  
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1. Once you are in the Ariba Network, go to Business Network tab and search for Purchase Orders (POs). 

2. Click on the Order Number for the PO you want to convert into an invoice. 

 

3. Click on Create Invoice and select Standard Invoice. 

 
4. Complete all mandatory fields in the section that opens (e.g., invoice number, invoice date, tax 

information) and click Submit. Submitted invoices will be automatically sent to WMG Accounts Payable 
to process for payment once the WMG requestor confirms receipt of goods or services. 
 
Video with detailed instructions here. 

 
Option 2: 

Email .pdf invoice to WMG Invoice Processing Team:  

Note: Non-.pdf format files would be discarded/ignored. 

- Invoice Email Account for Warner Music Latina USA:   USA_Invoices@wmg.com   
 

- Invoice Email Account for Warner Chappell Music Canada:   CAN_Invoices@wmg.com 
 
*No other WMG employees need to be included in the email. 
*Please follow above email rules while sending .pdf files to these accounts.  
 

Note: Payments will not be made on statements, proformas, contracts, quotes, or estimates. 

https://sapvideoa35699dc5.hana.ondemand.com/?entry_id=1_xnr1ii5b
mailto:USA_Invoices@wmg.com
mailto:CAN_Invoices@wmg.com

