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The General Functionality is a generic guide that provides information about the SAP Business Network and the Ariba Network including

how to navigate, set up, edit and access the information that you require

All screenshots and examples contained within the SAP Business Network process guides are taken from various test Network accounts.
All documents and the content within the documents are fabrications and in no way reflect any past, current or future documents and any

similarities are pure coincidence.
Your Business System Administrator can assist with permissions and Sign In or Log On details

Permissions allow access to specific sections of the Ariba Network, if there is a section that you require to contact your System

Administrator, refer to Identifying and Contacting your System Administrator

The Supplier Information Portal can be accessed via the Help Centre, a direct link or via Customer Relationships, refer to Accessing the

Supplier Information Portal

The transaction workbench lets you create pre-set views based on how you work, and the customers you manage.

Get to the documents you need faster than by sorting through individual orders or invoices.
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w General Information

= Supply Chain Collaboration is used by Suppliers who provide Direct Materials to their Buyers/Customers.

» Direct Materials — are components that go into a manufactured product, such as the parts required to make a phone. For example, one supplier

makes phone shells or circuits and then provides them to their buyer, who assembles the phone

* Indirect Materials (including Services) — are items that are involved in the overall manufacturing process but do not end up in the final

product, for example, the cleaning products used on the machinery or the maintenance of the machinery

= An ANID is the Unique Number that identifies your SAP network connection irrespective of whether you are using an Enterprise or Standard ABC COMPANY
AMID: AND1S2726

Account. It is the ANID that identifies your account and should be noted when you contact your Buyer/Customer or SAP Help Centre i Pt
= The ANID associated with the Transacting account may or may not be linked to the SAP Ariba Proposals and Questionnaires (Sourcing) account

= Sourcing Accounts are primarily used by business resources who perform Sales, and complete bids or tenders. There are currently no fees associated with using a

Sourcing account, however, you must first be invited to complete an event or questionnaire.

= Access to the SAP Business Network is determined by your System Administrator, this includes allocation of customers to specific users, if you are unable to access a

job required part of the SAP Business Network or SAP Ariba Proposals and Questionnaires contact the System Administrator
=  Sub-users should not create new accounts prior to checking whether an account already exists
=  When accessing the transacting or sourcing accounts use either your credentials or generic credentials provided by your business
= There is NO direct link to the Buyer/Customer Network nor can the Buyer/Customer access the Supplier network

= Use the Supplier Modular Learning Series to access Training Sheets, Flowcharts, Simulations and Training Clips (where available) — CLICK ME


https://support.ariba.com/item/view/207497

w Types of Accounts

»  The are two types of main accounts:-

* Transacting Account — Where Buyers send Purchase Orders and users create Order confirmations, Ship Notices, Service Entry Sheets, Invoices and Supply

Chain Collaboration processes such as Scheduling, Quality and Forecasting and is the SAP Business Network

EE? Business Network

» Sourcing Account — Where Buyers send Questionnaires, Surveys Auctions and RFX’s and is SAP Ariba Proposals and Questionnaires
EEE ¥ Ariba Proposals and Questionnaires -

» There are also two types of SAP Business Network accounts:-

» Enterprise Accounts — Where Suppliers have a higher level of functionality such as Integration, Help Centre Access and Customer KPI’'s and Insights and attract

Subscription and Transaction Fees

EE:’ Business Network »  Enterprise Account

» Standard Account — Where Suppliers can only access the Help Centre when there are technical issues and cannot use reports, Customer KPI and Insights nor

can the Supplier perform integration routine

EE:’ Business Network »  Standard Account | Get enterprise account

= Test Mode:-

» Test Mode is used by a Buyer and Supplier during extended functionality testing phases. Test Accounts do not reflect a “production account, a Buyer needs to

send documents directly to the account

EE? Business Network =  Enterprise Account -
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The Home screen is the first screen seen when Signing in to the SAP Business
Network Transacting account. Account you are in — for example, the SAP
Business Network or SAP Ariba Proposals and Questionnaires refer to Types of

Home Screen Information

Accounts

1.

Type of Account you are in — Enterprise which may attract Subscription
and Transaction Fees

2. Indicates that there is an Announcement from a transacting

re Y ionship Buyer on the account
Indicates that there is a notification

4. nrovides access to the Help Centre, a Buyers Supplier Information
P ®als and other pieces of content

5. “he initials of the user based on the first and last name entered by
th ™ sstem Administrator

6. Create provides quick access to create documents and is based on
the Buyer rules and permissions

7. - shows a drop-down list to track, create a CSV document or access
a 1. template or excel files, again based on permissions and buyer
rules

8. Banner Tabs for navigation, the tabs displayed are based on the
permissions assigned by the System Administrator

9. more displays banner tabs unable to be shown due to the
¢ More ' screen

10. Overview Tiles shown are based on the tiles selected and, in the order,
determined by the user on the Workbench

11. My Widgets allows the user to determine what widgets they wish to see,
be aware that Benchmarking Widgets are only available for Enterprise
Account Users with a minimum Bronze Subscription

12. . sort widgets to display a specific customers information

cusfomers w
13. allows users to edit, remove or move widgets

—= ;
5= Customize

E! ;’ Business Network w  Enterprise Account Fepll 20 JW
Home Enablement Discovery Workbench Orders ~ Fulfillment - Quality ~ Invoices ~ Payments ~ More ~
r -
All customers v | Exactmatch ~  Order number Q

Overview

g 88

New orders Orders Rejected invoices Invoices Invoices pending approva
Last 31 days Lkst 31 days Last 31 days Last 31 days Last 31 days
My wid gets All customers |~ 5= Customize

Purchase orders

$32.2M

Last 3 months

. Orders and Releases
" 7 S
! \ A
A

Getting started

1000+

Invoice aging

$34.2%

18

Activity feed All v

48 16

Invoice approved

G Mar 20, 2024
530M . 335K
$25M . 330K Invoice approved
\ 525K {‘ Mar 20, 2024
$20M \ R oo . . $
S TR VOVSURIY_ S — VS S g @0 e w
HW Q@ ww
Create w | ses
Enterprise Accounts only Create v | ea Trck €S Downlond
nvoice
Orders and Releases v All customers v  Exactmatch ~  Order number Q . Documents to Resend Excel Files
- N Non-PQ Invoice Product Activity Messages Upload/Dawnload
Contract Invoice Notlfications
CSV Upload
Service Emry Sheet Order Confirmation
The section The customer Whether the The number Shin o
. i ip Notice
the focus of the focus of search number type that is the Time & Expense Sheets {
the searchisin the search is is “exact” or focus of the ‘ Service Entry Sheet
« a1 Create Posting
on partial search
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Identify which account you are in by noting the name that appears on
the top left of the screen.

Each account allows a user to access it via the drop down on each
different account type.

The account types available are:
SAP Ariba Discovery
SAP Proposals And Questionnaires
Ariba Contracts
SAP Business Network

Use the drop-down arrow to change to a different account drop-
down

There are two types of Accounts:

Enterprise Accounts — Attracts Subscription and
Transaction Fees but delivers a higher degree of options

Standard Accounts — Does NOT attract fees

Proposals and Questionnaires — Both Enterprise and
Standard accounts do not attract any fees as this is used for
responding to surveys, questionnaires or events (RFXs)

Test Accounts are identified by the inclusion of a TEST MODE
heading

Standard accounts contain an option to Upgrade to an Enterprise
Account

Be aware that if a Buyer is using a Supplier Fee Exempt or Buyer
Funded Model it means that ONLY that Buyer does not attract fees.

Ez ¥ Business Network ~

Which Account are you using?

2 ®

Supplier sign-in Unlock additional benefits

lcApd i ' -
E Ariba Proposals and Questionnaires

Username

Forgot username Supplier Login

New to SAP Business Network? X
Register Now or Learn more User Name

E:’ Business Network -
A

SAP Business Network Discovery

Ariba Proposals And Questionnaires

Ariba Contracts

Supp

w Business Network ¥  Standard Account

Unlock additional benefits

g Are you familiar with the next w
that i 3 i
| upgr an le
and strengthen y 5

w Business Network ¥

w Business Network ¥

Get enterprise account

Enterprise Account

Enterprise Account -

of benefits
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Confirm that your Business does not already have an account before creating a new account, many accounts may lead to confusion as to where Buyers should send

Purchase Orders or Proposals and Questionnaires.

\_

Do you already have access

to an SAP Business Network

Transacting or SAP Ariba

Proposals & Questionnaires

(Sourcing) Account?

No

-

\_

Confirm internally that there is

~N

no existing account.

Continue to Create a New
Account

Yes

J

-

Do you already have
Credentials (username and

~N

password) to log into either
account?
\_ /
No
4 )
Contact the System
Administrator to request
access
Continue to Create a User
\_ /
4 )

Invitations for Ariba Sourcing
cannot be forwarded

The correct resource will need to
contact the Buyer to re-send the

invitation to the correct addressee
\ J

Yes

No

4 )
Is the invitation for a
Transacting Account
. /

No
4 )

Is the invitation for Proposals
& Questionnaires (Sourcing
Account)

What should | do if | get an Invitation?

Yes

- J

Yes

4 )

Are you the correct resource
that performs
Quotes/Surveys/RFXs for
your business

Yes

\_ Definition of Quotes & RFXs )

\_

Access the account using the
link in the invitation or the
interactive document, either
using Process Order or
Log/Sign In

J

-

\_

Contact your System
Administrator to gain access
to an existing account or use

generic login credentials

~N

J




w Information to know

A Document is the term used for an Order Confirmation, Purchase Orders, Ship Notices, Service Entry Sheets and Invoices

There is no direct link between the SAP Business Network and your ordering system or ERP (Enterprise Resource Planning for managing day to day business activities

such as procurement) without an Integration project
Always complete the information that has an Asterisks as these are mandatory
Each Buyer may require a specific process to be followed while others may only require and Invoice to be created from a Purchase Order

Transacting accounts are where all Purchase Order processes are completed whereas a Sourcing account is where bidding or quoting processes occur, when a Quote

is successful a Buyer will then create a Purchase Order
Suppliers cannot change or manipulate a Purchase Order, only a Buyer can make changes to a Purchase order by using a Change Purchase Order process

Accessing a specific Buyers Supplier Information Portal (SIP) should be done via the SAP Help Centre as all Buyers with a Relationship will be displayed, the SIP
contains information that is specific to the transaction processes associated with a Buyer, for example all Purchase Orders must be fully confirmed before invoicing

can occur
ERS is Evaluated Receipt Settlement which means the Buyer creates an invoice on behalf of the supplier once the goods are received/receipted

The Username is case sensitive if the Username was created for example: if the account was created and the username was all in uppercase then you can only log

in/sign in using all uppercase otherwise you will get an error

Direct Suppliers will use Supply Chain Collaboration and Indirect Suppliers will use Commerce Automation



w Accessing the Buyer/s Supplier
Information Portal

Buyer-Supplier Information Portals (SIPs) can only be seen after

Help Topics
logging in as it accesses the portals based on the Buyer w Q 1

Search Help Topics

Relationships ,
Create ~w | sss Documentation

Buyers will have content specific to transacting with Suppliers using Support

the SAP Business Network [i] What is SAP Business Netw...

inding orders, invoices, an...

The content on the SIP can be generic or specific relating to the SAP _ vep Coter ame

ommon browser issues

processes the Buyer uses to transact with their Buyer. If a Buyer is

2
How can we help YCSE ow do | create an invoice?

not displayed the information may be linked to a different user ANID

Search knowledge base articles, documentation, and tutorials Q

. . Try “cancel order”, “email notifications”, “user authorization”
Supplier Information Portal =SIP .

Find answers from your buyers

Buyers Logo 4Bu yers Logo

1. Signinto the SAP Business Network and click on @ next to Name of Buyer Name of Buyer Name of Buyer

Use “See More” if the Buyer SIP you are looking for is not displayed

See more
your initials on the top of the page Topies e recommend for you _ _
Welcome to the Supplier Information Portal
for Name of Buyer
Error: The username and password entered has already merged to another Ariba Sourcing user account
! "

2. Select Support

3. The Help Centre screen is shown, and all Buyers that are

How to Navigate the Network Links to Standard Resources
transacting with you on this ANID are displayed @ R 3 - et e

4. Click on the Buyer SIP you are looking for

Access to Standard Account Resources Learn How to Transact with
. . * Standard Accoun t Resources . Suni g
5. The SIP for the Buyer is displayed D L e nat m- ! i

° Europe
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After the account has been registered, irrespective of whether
it is an SAP Business Network Transacting Account or an SAP
Ariba Sourcing account, the first time you log in is the same.
Locate the 2 Emails in your Inbox from “Ariba Commerce

Cloud”, one will contain your Login and the second will

contain a temporary password.

When new Users are created, they will also need to follow

these steps:

1. Open the Username email and click on Log In

2. Enter the Username shown in the email,

3. Click on Next

4. Open the temporary password email and copy the
Temporary password

5. Enter or paste the temporary password

6. Click on Signin

7. The Reset your password screen is displayed

8. Re-Enter the Temporary Password

9.

Create a New Password (refer to Creating a Password

Information)

10. Re-enter the New Password

11. Click onthe € to view what is entered, the
information in the box turns to green when all criteria

are met for a password

E: ? Business Network

Important: your sub-user username
Dear Jane

You have been enabled to access your company's SAP Business
Network account  (ANID:AN1117730663 ) with the following
username:

jane.doe@abc.com

Important note:
+ Please keep your username confidential.

s Your temporary password has been sent via a separate email.

Please clicl 'Log in" to access your user account using your

argame mporary password:

Sincerely,
SAP Business Network team

Supplier sign-in

= jane.doe@abc.com

Fass-.w:uru:l

I G

Forgot password

Supplier sign-in

Sign in for the first time

E: 77 Business Network

Your temporary password
Dear Jen

Username

This message contains important information about your new user
account related to your company's SAP Business Network
account(AN1117730663).

Your temporary passw;

e G

Fargot username

Reset your password

User ID

jane.doe@abc.com
Current password
I Temporary Password ®| ,

New password

I Newly created password ®| 8

Confirm password

| Re-enter your new password < |

=10

Kh&z<34H

For security reasons, your username has been sent in a separate email,
which also includes instructions to log into your new SAP Business
Network account.

If vou have anv guestions. contact vour Account Administrator:
name of administrator

email of administrator

Sincerely,
SAP Business Network team

Please provide your business
role

Please choose the business role which best describes the day-to-day
tasks you perform for your company. Your experience is tailored to the

business role you choose.
VI 1 1

Business Role *:

I Business Owner

=32
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There are specific parameters that must be met when

creating a Password.
The initial screen will display all information in black text
As you create a password:

indicates that you have met the criteria

Red indicates that you have not yet met the requirements

of the password

Clicking on the <& at the end of the field will display

what has been entered

When using credentials (Username) that is generic be
sure to advise all those using the same credentials of the
updated password, otherwise the account may be locked

and a new password created

Must be between 8 and 32
characters.

Must contain at least 1 lowercase
letter(s), 1 uppercase letter(s), 1
numeric character(s), and 1
special character(s). The special
characters permitted are

ES%E () +,-u===7@"_{|}~\"][
Cannot contain the username
Repetitive characters and numbers
in sequence are discouraged
Only ASCII characters are allowed
(numbers 0-9, lower and upper
case characters a-z, and some
special characters)

Reset your password

Username
williams@sap.com

New password

(AL X R R RN Y] o ‘

Confirm your password

| d

Creating a Password Information

X Must be between 8 and 32
characters.

X Must contain at least 1 lowercase
letter(s), 1 uppercase letter(s), 1
numeric character(s), and 1
special character(s). The special
characters permitted are
HBWE () +,-. [ <==2@"_{|}~\"1[

+ Cannot contain the username

X

in sequence are discouraged

v Only ASCII characters are allowed
(numbers 0-9, lower and upper
case characters a-z, and some
special characters)

+ Must be between 8 and 32
characters.

v Must contain at least 1 lowercase
letter(s), 1 uppercase letter(s), 1
numeric character(s), and 1
special character(s). The special
characters permitted are
IE$%8& )+ - f<==2@" _{}\]]

+ Cannot contain the username

+ Repetitive characters and numbers
in sequence are discouraged

+ Only ASCII characters are allowed
(numbers 0-9, lower and upper
case characters a-z, and some
special characters)

Repetitive characters and numbers
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After logging in, SAP Business Network will be displayed

on the top left of the screen

1. Display the SAP Business Network log-in screen
2. Click on Forgot username
3. Enter your Email Address

Note: This may or may not be the username as those with
many accounts may have different usernames BUT the
email address linked to each will be your actual email

Click on Submit
Screen message — We have sent an email

4. Click on Back to Sign In

5. Locate the Ariba Commerce Cloud email — Request for
your Ariba Commerce Cloud username

Open the email, Identify the required username
6. Enter the Username into the Supplier Sign-in screen
7. Click Next

8. Enter your Password (Click here if you have forgotten

Supplier sign-in

‘ Username

All - Unread By Date v T
v Today

Ariba Commerce Cloud

Request for your Ariba Commerce Cloud... 11:29 AM

your password)

9. Click on Signin

Supplier sign-in

S5

Forgot Username -
Transacting Account

Recover your username

Enter the email address you used to register with SAP Business

Network.
We have sent an email to you!
Check your email address email address entered will be displaved and follow the @
instructions to recaour username.

Email address
[ |

Request for your Ariba Commerce Cloud username
@ Ariba Commerce Cloud <ordersender-prod@ansmtp.ariba.com>

Request for your Ariba Commerce Cloud username

Dear SAP Business Network User,

This email message has been sent in response to your request to retrieve your Ariba Commerce Cloud
username. Your emall address is associated with multiple Ariba Commerce Cloud usernames.

Note: Ariba Commerce Cloud usernames are in email format. The following Ariba Commerce Cloud

usernames are associated with your email address:
jenjane.doe@sap.com
Jane23@acbcompany.com

Supplier sign-in

« jane.doe@abccompany.com

Username

|Pa ssword

6

SN 7

Forgot username

N 9

Forgot password



w Forgot Password -
Transacting Account

After logging in (https://service.ariba.com/Supplier.aw), SAP Business

Supplier sign-in

Network will be displayed on the top left of the screen Supplier sign-in
piay P pplier sig Reset your password
1. Display the SAP Business Network log-in screen & jane.doe@abccompany.com Enter the email address you used to register with SAP Business Network.
2. Enter your Username, click on Next [ —— 1 Email address
Note: Usernames are case sensitive ‘ Password ‘ [ cocapcompanycom |

3. Click on Forgot Password “ z m

4, Confirm or enter the correct email address 3
FC[EE-I usermanme Forgot password

5. Click on Submit

5

. L - i ! SAP Business Network
6. Click on Back to Sign in, the network will display the username and the We have sent an email to you: Rese,y‘:i':::i - Wiretwo,kr d 227 PM ’
Password box will be displayed Check your email address jane.doe@abccompany.com and follow
the instructions to reset your password. The link will expire in 24
. . . hours.
7. Locate the Ariba Commerce Cloud email — Request for your Ariba ours
Commerce Cloud password, open the email, Identify and locate the 6
username you wish to change the password for
W Business Network
8. Click on the blue arrow associated with the username you are using Reset your password
Reset your password Uearname
9. Create a Password (refer to Creating a Password) and enter in the Dear SAP Business Netuwork user, jane.doe@abccompany
New password ﬁeld The below is the account associated with your email address New passwor’d
| =1 9
10. Re-enter the password into the Confirm your password field Jane.doe@at com > 8
Confirm your password

@ Note: The link will expire in
. 24 h : I
NOtEZ If the paSSWOI’dS dO nOt matCh yOU Wlll get an eI’I'OI’, Use the tO See If anoelll::r occurred when trying to reset this user's password using the © I o

email address provided, reset this user's password using this user ID.

the passwords entered
P =11

. . SAP Business Network team
11. Click on Submit

Username:

12. The Your password has been updated message is displayed, click on Your password has been updated. w Business Network
Back to Signin

Enter your usermame | 13
You can now login using Quality@bhp.com and new password. Account sign in

13. Signin entering the username and using the new password Forgot username



https://service.ariba.com/Supplier.aw
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After logging in (https://service.ariba.com/Sourcing.aw), SAP

Ariba Proposals and Questionnaires will be displayed on the

top left of the screen

1. Display the SAP Ariba Proposals and Questionnaires
Supplier Login screen

2. Click on Forgot Username or Password

3. Confirm or enter the correct email address enter in the

Email address field
4. Click on Submit
5. Click on Back to Signin

6. Locate the Ariba Commerce Cloud email — Ariba

Account Password Reset Information
7. Open the email, and identify the Username required
Note: The username is case-sensitive
8. With the Login screen displayed, enter the Username
9. Enter the Password

10. Click on Login

E«‘.‘l -7' Ariba Proposals and Questionnaires - IV I

SAP Ariba

Supplier Login

User Name

Password

Forgot Username pr P;

Request for your Ariba Commerce Cloud username

@ Ariba Commerce Cloud <ordersender-prod@ansmtp.ariba.com>

To Jane Doe

Forgot Username —
Sourcing Account

Recover your username

Enter the email address you used to register with SAP Business Network.

Email address
I jane.doe@abccompany.com I

=4

We have sent an email to you!

Check your email address jane.doe@acbcompany.com and follow
the instructions to recover your username.

Back to Sign In 5

Ariba Commerce Cloud
Request for your Ariba Commerce Cloud userna...

11:37 AM

@ If there are problems with how this message is displayed, click here to view it in a web browser.

w Business Network

Request for your Ariba Commerce Cloud username

Dear SAP Business Network User,

This email message has been sent in response to your request to retrieve your Ariba Commerce Cloud
username. Your email address is associated with multiple Ariba Commerce Cloud usernames.

Note: Ariba Commerce Cloud usernames are in email format. The following Ariba Commerce Cloud

usernames are associated with your email address:

jane.doe@abccompany.com

SAP Ariba

Supplier Login

jane.doe@abccompany.com

10

Forgot Username or Password

Note: Ariba Commerce Cloud usernames are in email format. The following Ariba Commerce Cloud
Test account usernames are associated with your email address:

@969



https://service.ariba.com/Sourcing.aw
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After logging in (https://service.ariba.com/Sourcing.aw), SAP Ariba

Proposals and Questionnaires will be displayed on the top left of the

screen

1. Display the SAP Ariba Proposals and Questionnaires Supplier
Login screen

2. Enter the Username
Click on Forgot Username or Password

4. Confirm or enter the correct email address enter in the Email
address field

Click on Submit
6. Click on Back to Signin

7. Locate the Ariba Commerce Cloud email — Ariba Account

Password Reset Information
8. Open the email, click on the blue link

9. Create a Password (refer to Creating a Password) and enter in the
New password field

10. Re-enter the password into the Confirm your password field

Note: If the passwords do not match you will get an error, use the & to

see the passwords entered
11. Click on Submit

12. Open the SAP Ariba Proposals and Questionnaire Supplier

Login screen
13. Log in, enter your username and the new password

14. Click on Login

E! ¥ Ariba Proposals and Questionnaires ~

Forgot Password -
Sourcing Account

Reset your password

Enter the email address you used to register with SAP Business Network.

SAP Ariba

Email address

jane.doe@abccompany.com

Supplier Login

jane.doe@abccompany.com

9 ES

Password

We have sent an email to you!

Check your email address jane.doe@abccompany.com and follow

4

Ariba Account Password Reset Information

| Ariba Commerce Cloud

1:41 PM

) the instructions to reset your password. The link will expire in 24
Login hours.

Forgot Username off Password

=6

Dear Jane Doe,

Your password reset request to access the Ariba Commerce Cloud has been processed. To
complete the password reset process, click the following link to confirm your email address and
enter your new password:

https://service.ariba.com/Authenticator.aw/ad/pswdReset?
key=mWRYs6hIgMduqINSNN3oVaFQep1USREO&anp=Ariba&app=Supplier

Important: The link will expire in 24 hours.

If this link doesn't work, please copy and paste it into your browser's address bar.

I Ez! *¥ Ariba Proposals and Questionnaires - I 1 2

SAP Ariba

Supplier Login

jane.doe@abccompany.com

13

Password

Forgot Username of Pa

Reset your password

Username
jane.doe@abccompany

New password
| =]

Confirm your password
| =] I
1 1



https://service.ariba.com/Sourcing.aw

w Standard Account Information

A Standard account is Fee Free

Suppliers can upgrade to an Enterprise Account, however, should be aware that it may attract Subscription and Transaction fees
Ensure that you understand the Terms of Use prior to accepting

Ensure you understand and accept the Privacy Policy before accepting

A Standard Account cannot be used for integration

Suppliers using a Standard Account only have access to Technical Support

Supply Chain Collaboration Customers cannot use a Standard Account

When upgrading a Standard Account please ensure you understand that it may attract Subscription and/or Transaction Fees
Suppliers who have an Enterprise Account can downgrade to a Standard Account by using the Downgrade to Standard Account Option
Standard Accounts do not provide a reporting module

Standard Accounts with a Buyer Relationship can access the Catalogs module, but it will be a Self-Service

Suppliers who need assistance for process information need to access their Supplier Information Portal, complete a Support form from their Buyer (where available)

or access Self-Help
A walk-up registration will create a standard account, note Buyers need to generate a relationship with a Supplier, Suppliers cannot create a relationship with Buyers
Suppliers can convert an Enterprise Account to a Standard Account by using the Self-Service Account Downgrade process

To Access “What is the difference between Enterprise and Standard accounts?” — Click Here


https://support.ariba.com/item/view/207581

w SAP Ariba Proposals & Questionnaires
Information

SAP Ariba Proposals and Questionnaires is where Suppliers access Events (RFXs, Surveys or Questionnaires)

Only the resource within your business who receives the invitation email can access the information, these emails cannot be forwarded to a

different person as they will not be able to access the link
SAP Ariba Souring is the Supplier Lifecycle and Performance (SLP) allows Buyers to get a 360-degree snapshot of their suppliers

Suppliers should use an existing SAP Business Network Account where possible and access using existing credentials
An invitation with a link to events or questionnaire/s will be sent from your Buyer

An Event includes, a Survey, a Requestion for Information (RFI), a Request for Proposal (RFP) a Request for Quote (RFQ) or a questionnaire (in

some cases two questionnaires may be required by a Buyer)
Buyers determine whether they will use a Supplier Registrations questionnaire and/or a Supplier Purchasing Questionnaire

Suppliers need to complete the questionnaire they have been sent by their Buyer and once completed the Buyer will review and once

Approved creates a relationship between the Buyer and the Supplier

To access Proposals & Questionnaires from the menu rather than the email sent from your Buyer, click on SAP Business Network and select

Ariba Proposals & Questionnaires



w SAP Ariba Proposals & Questionnaires
Information cont.

< When completing a questionnaire, complete ALL sections with asterisks

% Only the Administrator of the Account can add additional Users, however, be aware that in some instances once users have

been added the Buyer will still need to provide approval
< Some Buyers will create and account in their Network, this does not mean it exists on the Supplier side
% Suppliers must decide whether to use existing credentials or create a new account,

+» Refer to Which Account am | in information

% Only Register a new account if you perform and respond to Sourcing events
% Use an existing Username and Password if you are already on the SAP Business Network

% Supplier SAP Ariba Proposal and Questionnaires System Administrators can add users and assign permissions, however please

note that some Buyers need to approve users to provide quotes on behalf of your business
% Confirm that there is not an existing Sourcing account prior to creating a new account

% There is no charge associated with an SAP Ariba Proposals and Questionnaires account



w SAP Ariba Proposals & Questionnaires
(Sourcing) Flow

4 ) 4 ) 4 ) 4 )
. . Are you the business i
Did you Receive a . I Enter your credentials and
) i Click on the lin . .
Questionnaire or an Event Yes rgijo;rce who perfoerr:r;(s Yes i gvlgr;[th € Yes complete the questionnaires
invitation? 'ading, survey or or access the event/s
processes?
g J - J - J \_ J
No
Invitations for Ariba Sourcing can not If you are the System
be forwarded, you will need to Administrator you will need to
contact the Buyer who sent the ensure arole is created and
invitation to re-send to the correct users are managed to form
resource part of the Response Team
- J \_ J
\

The System Administrator
should ensure that the
resource/s who perform RFX
processes have access to the
network

- J




w SAP Ariba Proposals and
Questionnaires - Main Screen

Ensure that when you are in Proposals and Questionnaires

to : I E’ Ariba Proposals and Qislionnaires - I

=@ @ w

Respond to a Questionnaire/s 2

3 leads match your company pmﬂ le Welcome to the Ariba Spend Management site. This site assists in identifying world class suppliers who are market leaders in quality, service, and cost. Ariba, Inc. administers this site

Res po n d to a n Eve nt in an effort to ensure market integrity.

View Matched Leads

Provide a Buyer with information or certification/s

Home

SAP Ariba Proposals and Questionnaires screen 3

[n] End Time |} Event Type Participated
2. The name of each buyer on the account is listed along v Staws: Pending Selecion (2
the top in blue Test Event - Merck Session Spanish Doc4150105442 11/15/2023 6:00 AM RFP No
Test 3 Doc2190057850 8/14/2022 3:17 AM RFP No
3. Events can be: 4
Surveys Title D End Time | Event Type
Auctions o eems
RFI Registration Questionnaires
S
Title ID End Time | Status
RFPS ¥ Status: Completed (1)
Registration questionnaire (Full) 5 Doc3373595154 2/18/2022 7:43 AM Invited
RFQS Qualification Questionnaires
. Title D End fime 1 Commaodity Regions Status
4. Risk Assessments Mo tems
Questionnaires Questionnaires
. . . . Title D End Time | Commaodity Regions Status
Registration Questionnaires —_—
Qualification Questionnaires [cerificates |
. . Centificate Info Effective Expiration Artachment Questionnaire Status
Questionnaires
4. Certificates
7
5. Tasks
Name Status Due Date Completion Date Alert

Na items
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The System Administrator creates users, applies for
permissions and should be contacted when there are
questions, updates or changes to your login profile.

Contact the Business System Administrator when:

You need permissions to access a tab required

for your role

You need to have your password reset

1. Click onyour user Initials

2. Select Contact Administrator from the drop-

down list

There are different options to contact the System

Administrator, use the option wanted

3. Click on Done to Return to the page you

accessed the drop-down list from

5 v

Invoices v

ent «

Exact match v

oot s d

Payments ~ More ~

Order number Q

o Y

0.0 0

Lo el ie

Enterprise Account

E! ¥ Business Network

Contact Your Account Administrator

MJ,,:., s ;6,—“ 4?\__“4@"‘“" =< J(--«./.. _,.L_,

Contact the System Administrator

W Q O|w

1

Jane Doe

jane.doe@abccompany.com.au

My Account

Link User IDs

Contact Administrator

Switch Account >

e
e STRA | Apﬁ lp,.\..q.n,.«»

®

The account administrator role is assigned to the individual at your organization who is responsible for setting configuration options, managing customer relationships,
subscribing to services, and maintaining the account aver time. The account administrator also serves as your primary point of contact if you need help resetting your
passwoord, changing your permissions, or if you have any other guestions or problems.

Account Administrator Information

Mame: jane.doe@abccompany.com

Email Address: joe.doe@aboccompany.com
Office Phone:
Fax:



SADA

% Accessing “My Account” allows users to make updates to

their SAP Business Network Account

Note: Only change information that requires updates
Changes in My Account should only be completed when
required, for example:

A name Change

Business Role Change

Changing your Password

Note: All changes will trigger and email to confirm that you

have requested the changes

1. Click on your user Initials
2. Click on My Account
> The My Account screen is displayed
Note: that your System Administrator has entered the
information while creating your account
Update the required fields
3. Click on Save, a green ribbon indicates the changes
have been saved successfully a red ribbon indicates

that information is missing or incorrect

My Account

W o @|w

Jane Doe Account Settings

jane.doe@®abccompany.com

My Account

Link User IDs

Contact Administrgtar "
F ol S S

Contact Information

Preferences

Country/Region: *

United States [USA] W

Personal information usage

You expressly acknowledge and give consent to Ariba for your data entered into this system to be transferred outside the European Union,
Russian Federation or other jurisdiction where you are located to Ariba and the computer systems on which the Ariba services are hosted
(located in various data centers globally), in accordance with the Privacy Statement, the Terms of Use , and applicable law. You have the
right to access and modify your personal data from within the application or by contacting the Ariba administrator within your organization
This consent shall be in effect from the moment it has been granted and may be revoked by prior written notice to Ariba. If you are a Russian
citizen residing within the Russian Federation, You also expressly confirm that any of your personal data entered or modified in the system
has previously been captured by your organization in a separate data repository residing within the Russian federation.

Revocation to consent to process personal information

withdraw consent to process persenal information. By checking this box, | am requesting a revocation of my consent to process my personal

information. | understand that i will no lenger be able to access SAP Business Network once my request has been approved by our company admin. My
company may store personal information for compliance and audit purposes

Accessing - “My Account”

* Indicates a required field

Account Information

Username: *

Email Address: *

First Mame: *

Middle Mame:

Last Name: *

Business Role:

Preferred Language:

Preferred Timezone: *

Default Currency: *

Personal Information Change Log

| Other W Training |
English v |
| Australia/Perth v | L

Australian Dollar Select Currency

|:| Allow Me to Save Filter Preferences in the Inbox/Outbox



w Linking User ID Information

A production account User ID can not be connected with a Test Account User ID

There is no option to un-link a linked user id, only the System Administrator can delete the User Name from the Manage Users section in the native account,

however it will not be removed from the switch account section on the linked account g —

Link User IDs

All Users have link User IDs in their Account Settings by default

unts, you can link your user 1Ds together. By linking your user IDs you can:

using one username and password

There a re tWO Options: APPROVAL NEEDED NO APPROVAL NEEDED

Send a link request to another account. After the request is approved by the other account, the two accounts willbe  Enter the username and password of another account to which you want to link.
linked

Approval Needed tearamece |

Send link request

No Approval Needed

You cannot link a test account to a Production Account

When a user uses the Approval Needed option and sends a link request from the user account to the account administrator, the user will see whether the request

is successful or not right away
The account administrator will receive an email notification for the request to take action
While the user’s request is pending, they will be able to see the pending request in the supplier account and will have a chance to cancel the request if necessary

The supplier account administrator will log in to the Ariba account, open Account Settings -> Link User IDs -> locate Received Link Requests -> click on the Actions

dropdown to approve or decline the request
When you use the No Approval Needed option, enter your user ID and password for another account, the linkage will occur momentarily

Refer to Linking User Ids
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When you link user IDs from between two accounts, both will

inherit already linked user IDs prior to this linkage

Once accounts are linked, you can log in to any one of them

and switch to the other/s.
Users cannot link an account to a test account or visa versa

Link User Id’s to access more than one account without
having to log out of one to log into another account you have

credentials for

To do this:

1. Sign in to the SAP Business Network and click on the
initials at the top of the screen

2. Select Link User ID’s
Note: There are two options for Link User ID’s.

3. Approval Needed — This requires the System
Administrator to approve access to an account,
enter your existing Username, click on Send Link
request

Or

4. No Approval Needed — Enter the Username for the
other account, enter your Password, click on Link
Accounts

—‘ Switch to Test Account 1

Linking User Id’s

Jane Doe

jane.doe@abccompany

_— ]

Convert to Standard account

My Account

Link User IDs 2

Contact Administrator

Ez! ¥ Business Network Enterprise Account

()]

Link User 1Ds

If you have multiple user accounts, you can link your user 1Ds together. By linking your user IDs you can

+ Login to all your accounts using one username and password
+ Switch between your multiple accounts

APPROVAL NEEDED NO APPROVAL NEEDED

Send a link request to another account. After the request is approved by the other account, the two accounts will Enter the username and password of another account to which you want to link.

be linked.

Username:*

‘ Username:*
Password:"
Send link request 3




w Accessing Linked Accounts

Once accounts are linked, they cannot be unlinked even if
H Q @|w 1
the other account is expired or no longer used
‘ments v More ~ Jane Doe
Llnklng mUl.tlpl.e accounts together enables a user to Jane.Doe@abccompany
quickly transfer between accounts with a single click; it -
v Product Q My Account

also helps the need to remember multiple usernames and

- Link User IDs
passwords _ —
Contact Administrator
A user must have access to the username and password . _
. . J D i >
of the user account which you want to link to ane Joe I Switch Account 2
Jane.Doe@abccompany.
To Access other accounts: ABC Company ABC Company
1. Click on your Initials John Doe
ANID: ANO147846!
2. Select Switch Account onn DosGabecompany.com Standard account
ABC Company
. h n wish from the list of . Company Profile
3. Select the account you wish to access from the list o P i Sy S

accounts displayed



w Buyer Anhouncements

Some Buyers may have Buyer Announcements activated in the 1 Mo o & = 0 ®
Buyer SAP Business Network. Buyers will be able to send ey Aunatncaients 3
ayment More Create '
. . . A&B Corporate
timely announcements to their Suppliers. I ‘ e O
. . w ( : 1
Suppliers can filter on Unread/Total announcements. Blue E——— — 5
Carrier ABC
Dots show unread announcements and to open a Suppliers I Q ARS Cotpouts © . i s
Change of address ' A s ast e .0
click on the announcement and it will change from unread to i tabove at il maghs AU, X ki
E,,r" SAP Business Network
read ' Supplier Center of Excellence Live - Sourcing Best Practic
1. New Announcements will be highlighted by a Red F SRR
Latalogs 10 approve more P W Y e st 4 f N
circle, which may contain a number indicating the
number of new messages that are unread - Click on the Announcement 4
Announcement icon on the shell bar to view all
48 total « 1unread v
announcements
o A&B Corporate I
2. Click on View Details to see a specific announcement, (A of i
3. If there is more than 1 announcement they will appear in ‘
Change of address
a drop-down list ABC Samer‘ABC o ALB Corporate + Aug 1, 2022 12:00pm
4. Cl|Ck|ng on an annou ncement W|“. take Supp“ers tO the i S sed Lorem ipsum dolor sit amet, consectetur adipiscing elit. Interdum molestie duis hac velit quisque cursus pharetra. Viverra tempus
< 1200PM semper nec tincidunt dui eget quisque. Lectus augue augue phasellus vel, magna eu sem sem. In tincidunt aliquam elit purus eget
An nou ncements Detall Page maecenas id nisi. Vestibulum egestas orci aliquam vel ut augue risus rhoncus nisi. Lectus amet imperdiet et laoreet leo, ornare vel,
,_?_',!7 SAP Business Network viverra. Vitae dui etiam ac mauris vel Interdum molestie duis hac velit quisque cursus pharetra. Viverra tempus semper nec
. . Supplier Center of Excellence... tincidunt dui eget quisque. Lectus augue augue phasellus vel, magna eu sem sem. In tincidunt aliquam elit purus eget maecenas id
5. View All will take you to the announcements page - b

dipiscing elit, sed d

All items with a Blue Dot indicate an unread message



SADA

Suppliers can set up accounts to reflect the currency and time zone
they are in. If you are using a generic login that has many users, the

changes will impact all users using the same credentials.

The inbox represents documents that are sent from the
Buyer/Customer to the Supplier, such as Purchase Orders and The
outbox represents documents sent from the Supplier to the Buyer

such as Invoices

1. Signin to the SAP Business Network and click on your

initials at the top of the screen
2. Select My Account
3. The My Account screen is displayed, locate Preferences

4. To change the Time zone, click on the Preferred Timezone

down arrow and select the required time zone from the list

5. To change the currency, click on Select Currency, select the

currency required from the drop-down list

6. Determine whether you require the preferences to be saved

for the Inbox/Outbox, and select (if required)
7. Click on Save

A Green ribbon indicates that it has been successfully saved, a

Red ribbon indicates an error, correct and re-save

Account Settings
Notifications

Account Hierarchy
Account Registration
Account Type Change Log
Network Settings

Electronic Order Routing

My Account
Account Settings
* Indicates a required field

Account Information

Preferences 3

P il Ve SN ’—-.h._gm‘,_,_._l"

I ctmmmic Lopif A 22t

oy |

Jane Doe

Jane.Doe@abccompany

< My Account

Link User IDs
Contact Administrator

ABC Company

ANID: AN0147846!
Company Profile

Service Subscriptions.

Logout

Username: * | jane.doe@abccompany.com.at W

Change Password

Settings

2

e ———

Preferences

Preferred Language: English s ©
Preferred Ti mezon@f\_os_.ﬂngeles

Email Address: * | jane.doe@abccompany.com.at

Default Currency:*

Set Time Zone and Currency

First Name: * ‘ Jane
Middle Name: ‘
Last Name:* | Doe

Personal Information Change Log

Business Role: ‘

Other

v

Trainer

Preferred Language: English v @®

Preferred Timezone:* ‘ Americallos_Angeles

Default Currency:* Australian Dollar

o | ©
Selec

't Currency W

Allow Me to Save Filter Preferences in the Inbox/Outbox

bn

RO

P

-~

Select J -
ACT the Inbox/Outbox
AET

AfricafBhidian

Preferences
Ty
Preferred Language: English | W
Preferred Timezone:" Australia/Melbourne A ©

Choose Currency

Click Select 1o choose the desired currency.

You can also click a page number ta display the values that appear on that page, and then make your selection.

Page 1 »
SO Code Name

usb US Dollar

EUR Euro

ADP Euro

PEED P bt s o e JUREDIGEM e e

JAllow Me to Save Filter Preferences in the Inbox/Outbox

Default 6\; * stralian Dollar Select Currency w




up your Workbench

the network work for you




w Workbench Information

The Workbench can be customised to the specific use of the user, note where you are using generic credentials changing the workbench will affect the

view of all users on the same login

The Workbench is designed to make transacting using the SAP Business network easier based on the requirements of the User and interacting with the

documents or processes they participate in, below are some further handy hints to assist with using the Transactional Workbench
Multiples of the same tile type can be added by saving a specified name on the tile

The order of the tiles displayed on the Home page reflect the tiles displayed on the Workbench

Filters can be changed on tiles at any time and Tiles can be added, updated or removed as required

Last 31 Days is the default total

You can have up to 25 customizable tiles

The Workbench is available to both Enterprise and Standard Account users

The permissions associated with the Username determine what tiles a user can access and display on the Workbench

The Workbench displays configurable tiles based on transaction documents, statuses, and additional filters

Some Workbench tiles support multi-select and bulk actions



w Overview of the Workbench

Tile Information:

ATile displays either a Count or an Amount Why should I use the Workbench

. . Customize allows users to add, remove or edit tiles
The Count — the number of transactions, action ’

items or events that match the filter criteria, up to Allows users to scroll across to tiles not displayed on the screen

1000. Totals greater than will display as 1000+ Users can set criteria that is specific to the accounts they look
The Amount — the total value of scheduled - after, including the Buyer/s or locations

payments, remittances or early payments
Users no longer need to open all purchase orders to locate orders

contained within the tile. It is displayed in the local Scheduled payment )
they are responsible for

currency
Some tiles have editable fields as part of the tile configuration

The Title - is the name of the Base Tile and describes the
based on the parameters set by each Buyer, such as :

type of transaction, action item or event that matches the

tile criteria, for example Rejected Invoices or Changed CORC W — Estimated Shipping

Orders. These names cannot be changed Estimates Delivery

The Subtitle — is a configurable label to further describe Quantity to confirm and Unit price

the contents of the tile and allows users to add information Estimted shipping Extmeted delver
that makes identifying the tile easier, for example the name = —— &

of a buyer and number of days ) . o . .
1 2 O If an editable field is not selected or entered it will be included in

A Blue line — under a tile indicates the information — the Others column

displayed is related to the tile and the parameters set on it Lost 31 days
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Export — Use export to show information displayed on a

specific tile onto an excel spreadsheet

Settings — is used to select specific headings to make the

Export can be used for both Enterprise and Standard

Accounts

Export displays the information using the headings

selected through setting by the user

information displayed more meaningful and relevant, for

example:

Order Number

Version Number — suppliers must always use the latest

version of a purchase order

Customer Location — where used by Buyers identifies
the location items need to be shipped to, making it easier

to identify purchase orders that the user requires without

opening each purchase order

Version

Customer

Amount

Date

Order Status

Apply

e s
@ s

Amount Invoiced

Customer Location

Screen Information

Actions - under a tile indicates the information
displayed is related to the tile and the parameters set ‘

s @ 32
on it

nvoiced Actions

Overflow Tile Buttons - under a tile indicates the information

displayed is related to the tile and the parameters set on it

nvoices nvoices

ast 31 days

Show More - under a tile indicates the information displayed is related

to the tile and the parameters setonit = snowmore

Show More - under a tile indicates the information displayed is related

to the tile and the parameters setonit = &

Show More - under a tile indicates the information displayed is related

to the tile and the parameters set on it v
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Buyers can create custom attributes for various customisation
projects and can extend them to Workbench tiles to allow their

suppliers to view them as filters and columns

Supplier must configure their Workbench tiles to view these

customer-specific attributes

Suppliers can now view customer-specific attributes in

Workbench tiles as filters and columns.

Customer-specific attributes can be created with the following

tiles:
Orders

New Orders

Changed Orders
Orders to Invoice
Order with service line
Items to confirm

Items to Ship
Buyers create custom attributes for various customization
projects and can extend them to workbench tiles to allow their
suppliers to view them as filters and columns. Suppliers must
configure their workbench tiles to view these customer-specific

attributes

Customer-specific attributes

are available!

Your customer has configured customer-specific attributes
for this tile and they may be available on other tiles. These
customer-specific attributes can appear in columns and as
filters

To view customer-specific columns

Click the table Settings icon (1), choose a customer, then
drag the desired columns to the Displayed columns area.

L)
)

To view customer-specific filters

Choose a single customer that has configured customer-
specific filters. These filters have an icon and the selected
customer name beneath each filter (2).

Filter name

Filter value

B Scustomer name

\7\ Do not show this again

Customer Specific Attributes
Information

X e
@ Selected customer-specific filters removed

Customer-specific filters are
available!

This selected customer has provided customer-specific
filters for you. These filters have an icon and the selected
customer name beneath each filter.

Filter name Do not show this again OK .

Filter value

Because you deselected a customer that provided
customer-specific filters, any values you selected in the
customer-specific filter have been removed.

ExCustomer name

\:\ Do not show this again

: Table setting X

II Table columns

Customer-specific columns

Choose a customer to manage their columns. If you work with only a single customer who provides
additional columns, they are selected by default

Column grouping

Date and time

Visibility and arrangement

Use drag and drop to configure the table columns to be displayed and their order.

Available columns Displayed columns

en

Order Number
£, AN Sandbox

System Customer
[ £, AN Sandbox
€ Pin Amount
[

Type Date

—

I P2

Version Order Status
I Inquiries Amount Invoiced




Parts of the Workbench

SADA

The Workbench click on the number for each

section and more information:

E~!;’ Business Network w & o @ Jw
Customize Home Enablement Opportunities ~ Discovery - Workbench Orders ~ Fulfillment + Invoices ~ More ~ Create v | ese
Workbench 32 Customize 15

The little red number

The blue line indicates the selected tiles

0 0 0

New orders Orders

"0.0.. 0 0

HardCOded name Of the tlle Rejected invoices Remittances Orders to invoice Invoices

Last 31 days Last 31 days Last 31 days Last 31 days Last 31 days Last 31 days

> click to advance < to go back

. New orders (0}
Name of tile

~ Edit filter | | Last 31 days | | New |

Edlt and Save Flltel’ OptIOnS Customers Order numbers Creation date Order status

Select or type selections [wl] Type selection Last 31 days w
Existing parameters of the tile ® Partialmatch () Exact match
Avallable OpthﬂS Company codes Purchasing organizations
Select or type selections [wl] Select or type selections ol
Show More to see more parameter options
Apply and Reset buttons Show more
EXport Opt|on Resend Failed Ord¢ [ (& 5=
Order Number Customer Amount Date 4 Order Status Amount Invoiced Actions

Settings option
Headings based on selections

Action column

Feedback
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Users can customize the Workbench to display the information
they need by adding, removing, or editing tiles
User can add up to 25 Tiles including Multiples of a specific
tile, for example a Supplier may transact with 4 different Buyers
on one network, a user can add 4 New Order tiles and assign
one Buyer to each of the tiles
The order the tiles appear on the Workbench are reflected on
the Home screen
To Customize the Workbench:
1. Sign In and click on Workbench
2. Click on Customize
The screen view is determined whether it is your first time
accessing customize or the view when editing, adding and
removing tiles
3. If you are seeing the first-time view, click on the plus
symbol at the end of the required tile
OR
4. If you are seeing the Customize Workbench screen, click
onthe +,then scroll down and click on the plus Symbol
at the end of the required Symbol

Note: that you can only add one tile at a time

==A‘ ',’ Business Network v

Home Enablement Discovery v Workbench
E-!;' Business Network
Home Enablement Opportunities + Discovery ~ Workbench Orders ~

Workbench

0 0 0

New orders Orders Rejected invoices

Last 31 days Last 31 days Last 31 days

Select a tile @ Tiles already selected

Fulfillment ~

Customize Workbench Tiles

Iders v Fulfillment v Quality v Invoices v More v

W .

Q@ Jw

Invoices ~ More ~ Create v |

'0.0... 0 0

Remittances Orders to invoice Invoices

Last 31 days Last 3L days Last 31 days

3 @ You have 3 new tiles available to customize your Workbench. VieW When using fOI" the fil"St time

Order
Q New orders @ + Q Changed orders Customize Workbench
You add, delete, re-arrange tiles (using drag and drop) and set filters on your workbench.
Q Orders @ e Items to confirm 4 x x x
D eV U SN N Do TN e AT g - O )
AAAAAAAAAAAAAAAAAAAAAAAAAAA g lastatdas
View w
X

32 Customize o 2

Cancel
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Workbench tiles provide users with information specific to a

Suggested Purchase Order Tiles

process or role they perform in a business Workbench

Why should I use these Purchase Order Tiles?

New Orders — provides information about new orders based
on the user’s filters

Change Orders — provides information about orders that
have been changed either via an Update Line Items order
confirmation sent by the Supplier or a change to the
information within the Purchase Order by the Buyer

Orders — shows all purchase orders for a time frame and with
all statuses, totals over 1000 are shown as 1000+, you may

need to add further filters to reduce the total particularly if you

New orders

Last 31 days

Tiles can contain
one customer or
many and can be

for a specific

MNew orders

Save filter

Save Filter
indicates that the
filters are not
saved it will revert
to previously

Changed orders

Some Buyers
require Changed
Purchase Orders
to be confirmed

Only 1000
records are
displayed to view
more refine your

Orders

Receipts - 365

. . timeframe . filters
wish to export, only 1000 records are exported at a time saved filters
Orders (Received and Partially Received) — suppliers
should use this tile to identify when goods have been
Resend Failed Orders | CE
receipted or partially receipted and create an invoice for
Order Number Version Customer Amount Date Order Status Amount Invoiced Customer Location Actions
Buyers that use a GOOdS Recelpt 4542752783 1 Narme of Buyer/Customer $1111.41 AUD Mar 14, 2024 Received M203
Settings — it is suggested that Version Number and Location 4542752469 . Name of Buyer/Customer $194343AUD  Mar 1. 2024 Received A701
Code are used to identify orders without having to open each 4513801868 1 Name of Buyer/Customer SOAUD  Nov 1, 2023 Received cvo2
one 4500001157 2 Name of Buyer/Customer $7335.7 AUD Oct 12, 2023 Received $0 AUD 1003



w Select a Tile Screen Information

Tiles are added based on requirements and feedback of our

Suppllers. @ You have 3 new tiles available to customize your Workbench.
|nf0|’matI0n Select a tile @  Tiles already selected
1. Ablue information box indicates there are new tiles that order
can be added and the number Of new til.es 9 New orders @ + Q Changed orders (@ + Orders to invoice @ +
2. The cross to close the Select a Tile Section Q oues © + ltems to confim @ + ltems to ship +
3. Name of the section, there are currently 6 sections: @ A - itnseniceine © . Order change requests N reme 1o senvice .
Order related tiles
. X Orders to Summary invoice +
Invoice related tiles
Payment related tiles Invoice Paid invoices @ +
Lead tiles — associated with Discovery Leads @ invoices @ + @ rejected invoices @ Paid invoices is an important tile for users who work with invoices.

The Paid invoices tile ains invoices that have been paid.

Posting tiles — associated with Discovery postings

Overdue invoices - Approv... @ + S pending approval @

Other — based on options that are available based on

Account type and process types Paid iy © * Draftinvoices @ + Credit Memos @ +
4. Atick indicates that the tile already exists on the Debit Memos @ + payment
workbench, note that you can have multiples of the Remitances. © . Sehecied payments @ . oy payment afere ©
same tile type Lead
5. The plus symbol adds the tile to the selected tiles g Y - +
6. The question mark in a blue circle indicates that there is Posting
more information about the tile ® counposives +
7. New highlights the new tiles based on the number Other

shown in the blue information box Service sheets @ + Pinned documents @ + Return items
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Users can add multiples of the same tile name to the
workbench.

The name of the tiles is pre-set, but the filters attached by the
user allow specific information as required.

The 'E’} on any of the tile options, when clicked on, provides
further information for the use of that tile.
Adding Tile/s:

1. Sign in to the SAP Business Network, click on
Workbench

2. Click on Customize

Click on the +

4. The Select a tile screen is displayed, select the tile you
wish to add by clicking the +

Note: You can only add one tile at a time, refer to Select a Tile
Screen Information for more information

5. The Tile is added, to add another tile click on the +, if
you do not wish to add another tile click on Apply

The screen will revert to the Workbench, refer to Setting Filters
for New Tiles

E! ':’ Business Network v

Home Enablement Discovery v

I \\|

nant - Inepices - e

0.0 0

Se ect a tile 4[les already selected

Order

o New orders @

o Orders @ +
Orders with service line @ +
Orders to Summary invoice +

Invoice
o Invoices @ +

Overdue invoices - Approv... @ +

Paid invoices @ +

Debit Memos @ +

Hw 4o @

Cridli ~

-
3L Cuslomibe

0

o Changed orders @
o Items to confirm @

Order change requests

o Rejected invoices @
Invoices pending approval @

Draft invoices @

Adding Tiles to your Workbench

W

Customize Workbench

You can add, delete, re-arrange tiles (using drag and drop) and set filters on

2 /32

Workbench 1 v Fulfillment Quality ~ Invoices v More

X

x

your workbench.

o Orders to invoice @

o Items to ship

Items to service

Overdue invoices - Not ap...

Approved invoices pendin...

Credit Memos @

13

X

You'll see the actual
count on the
Workbench page.

New orders

1 577
Orders with service line P
X
+ Items to confirm
ast 31 days
+
+
+
® -+
® +
+

S




w Setting Filters and Adding Descriptions
to Tiles

Each tile has a different set of filters. Filters allow users to create tiles
with information that is specific to their role and use of the network.

The filters attached to a specific tile are shown in “bubbles” next to New orders (131)
“Edit” Filter. Red speech bubbles indicate new filters or tiles v e mer | || (Coezans) (Rew)
Filters can have a: S Tile Filter Bubbles
. drop_down option where on[y 1 selection can be made to that v Edit filter | | |:La5( 31 daysj [Next 90 days] I:Exctude fully shipped, +1] I:Exdudewtly received] [Exctude fully invoiced:l
ﬁl'ter Customers Order numbers Creation date Need by date Customer locations
Select or type selections (=] Type selection Last 31 days v Next 90 days ~ Type selection

+ value selection option where users can select 1 or many options

(@ Partial match () Exact match

» Data entry field to input specific information
sl New orders (131)

+ Aselection greyed out indicating that it cannot be changed e | sese Filter Types
* Where ayailable filters Can InClUde or EXCI'Ude SpeCifiC Customers Order numbers Creation date Order status Company codes
InfOI’matlon for Order Status Only Select or type selections = Type selection Last 31 days ~ Select or type selections [w]l
. . . . @ Partial match () Exact match
Use Show more to show available filters, each tile has filters that are Order status
specific to that tile. Filters cannot be created and added by users, only Show more Filter name |rctwge  ~ [sciectorope @
filters displayed can be used on each respective tile. Filter value Include
B PaCuslomer name Exclude

Customer-Specific Filters may be available and have an icon and the

selected customer name beneath the filter. 7
1000+ | 391 | 132 e32
(&

To open filters click on  Edit filter N N —
All Customers 90 Days Last 31 days 1 Last 31 days -

To Add a description onto a tile: Invoice Statu_ Actions |
' —

Ia|
?°|v

1. Selectthe tile to add a description (a blue line under the tile Save flter

ndlicates selection) 132 32 1000+ 391 e
Cl.ick on Apply New orders Changed orders Orders Invoices
Lest 31 days Last 31 days All Customers 80 Days -Saweﬂ\ler 3 9 1 39 1

Click on Save filter (either in the tile or next to Edit Filter)

) Invoices Invoices
Highlight the existing description Invoices (391) | |
v Edit filter || (Last 31 days DESCRIPTION REQUIRED

Enter the description you require

Customers Invoice number Reference
. Select or type selections [l Type selection Type input
Click on Save ,

@ Partialmatch  (O) Exact match

o vk~ W N
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Users can Remove tiles from the Workbench they no longer
need or do not provide value. All tiles can be re-added at any
time, remembering that a maximum of 25 total tiles can be
added to the workbench.

To Remove a tile or tiles:
1. Click on the Workbench
2. Click on Customize

3. Click on the X in the top right-hand corner of the tile to
remove

4. Click on Apply

E! " Business Network w

Home Enablement Discovery v Workbench

-
_- ) '

Removing Tiles from the Workbench

1rders v Fulfillment ~ Quality v Invoices v More v

Y Business Network = w0 & W
Home  Erablement  Opporfuntes - Disoovery - Workbenoh  Qedens - Fulfillment - Invploe - Mo Cratn

Workbench

0 0 0

732 1

Items to ship Orders with service line

& Customipe z

0.0 0 0

577 N

Orders

Test Open Orders

Customize Workbench

=4
You can add, delete, re-arrange tiles (using drag and drop) and set filters on your workbench. -

X x

732 1

ltems to ship Orders with service line

577 N

Orders
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Users can put Tiles in order of preference.

The order Tiles are on the Workbench is the view that
is seen on the Home page when a user logs on.

To Move a Tile or Tiles”
1. Click on Workbench
2. Click on Customize

3. Click onthe to move the tile to the location
required

4. Move further tiles if required, when complete click
on Apply

E! D4 Business Network v

Moving Tiles to the Workbench

Home Enablement Discovery v Workbench lers v Fulfillment ~ Quality v Invoices v More v

h_._..’-'l Business Neteark =

HMome  Erablement Opporiuntes - Dlscovery = Workbench

Workbench

0 0

X
Items to ship Orders with service line
,,,,,,,,,,,,,,, Test . o lest3idays
Customize Workbench
You Con edd. Gelele. re-artange thes (g Oag and (hop) and et Tlery o0 ¥

732 577

0 0.0 0 0

Qoo W

Qudgrs ~ Fulfillment ~ vk - Werp « Craats

& Customipe
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Many of the tiles can be “Grouped”

When you group columns for a Workbench tile, the search
results documents that have the same values as the filters you
have selected. For example, you can look for documents with

the same description, orders number and Item number

To Group column on the Workbench:

1. Sign In and click on Workbench to display the Workbench
Page

Select the Tile you want to add column grouping to

Click on the Settings

In Table settings, click on Column Grouping

o w DN

Identify the columns you wish to add by using drag and drop

from Available columns to the Grouping column

Note: The order they appear in the right-hand side is the order

shown on the Workbench

6. Identify the columns you do not require and move them
from the right-hand column to the left

7. Click on Save, the screen will display the grouping based on

the parameters set

Usethe > toopenand v to close grouping sections

w Business Network v

Home Enablement Discovery v Workbench

»
% !

| 7 :!f 10

Invoices pending approval (7)

> Edit filter e fil Last 31 days| [Sent
ype Number Custom Refsrencs
B INV300 180 or
Line-ltem Credit Moma 1004 18D inc ARLA NON PO

Table setting

1000+

oo 9w
45 (88
3

Grouping Workbench Tiles

- W
1000+ 7 |

—}m3

jssonMethod  Orign Date & Actions

supplier  0ct20,2021

supplier  Oct 20,2021

Table columns
Use drag and drop to co lolumn groupmg and the order of ped columns.
Column grouping Avana ble columns
Date and time
Ship To Address. Customer
Ordering Address Order Status
Routing Status
Inquiries
Revision
>
—
Save 1
v Order Number Version Customer Amount Date Order Status Amount Invoiced
o Customer: Order Status: New
4502607493 1 $317.37 AUD Aug 12, 2024 New
4502602392 1 $356.31 AUD Aug 7, 2024 New
> Customer: Order Status: New

> Customer: Order Status: New

1rs v Fulfillment v Quality v Invoices v More v

Table setting
Table columns
4 column grouping

Date and time

Customer Location Actions

Example New Orders Grouping

Use draggmd d
' !\'61&&%1405

Supplier Part It



w Using the Export Function on the
Workbench

The Export function allows users to export the information into OT7  business Network +

Excel dISplayIng the headlngs SeleCted from the Settlngs Home Enablement Discovery v Workbench 1 v Fulfillment Quality v Invoices v More v
. . B ] ' j ‘ A ) THENF O
To export an Excel file from a Workbench tile:
1. Sign In and click on Workbench to display the Workbench show mere
Page & =
2 SeleCt the Til.e required > Type Invoice Number Customer Reference Source Document Submission Method * Origin Invoiced Date Amount Invoice Status Actions
3. Click on the (& (Export)
.. S 1720499582277 .xlsx —c
4. Locate and open the spreadsheet and enable editing = ST ﬂ 3 (@ 22;
& KB + 3 minutes ago
Actions

Where there is more than 1000 records you will get a Warning
pop-up box advising that only the first 2000 rows will be

exported. Use the filters to reduce the number of records and 1
5 SAP Ariba A\ @ PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit. it's safer to stay in Protected View.

Results

perform multiple exports

Invoice Status Type Invoice Number Customer Reference Source Document  Submission Method Origin Invoiced Date Amount

Warning

Export is limited to the first 1000 rows. Do you want to
continue?

Yes Cancel
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Settings provide users with the ability to display the headings
required and to hide and rearrange workbench columns as

needed.
Using settings helps to speed up the search process

Accessing Settings:

1. Sign In and click on Workbench to display the Workbench
Page

2. Click onthe 3= (Settings)

3. The Table Setting pop-up box is displayed, and Table
columns are selected

4. The column on the left displays the Available columns,
locate the heading you require and drag and drop on the
right

Note: The heading should be dropped in the location you

would like it to appear

5. The column on the right displays the Displayed columns
that are already selected, to remove a column drag and drop

from the right side to the left

==-| ;, Business Network v
Home Enablement Discovery v Workbench 1 v Fulfillment Quality v Invoices v More v
I \\| - TN O
Show more
> Type Invoice Number Customer Reference Source Document Submission Method * Origin
-
Table setting X
Table columns
Customer-specific columns
Column grouping Choose a customer to manage their columns. If you work with only a single customer who provides
additional columns, they are selected by default.
Date and time
Visibility and arrangement
Use drag and drop to configur table columns to be displayed and their or
I Available columns | I Displayed columns |
- - Available columns
Pin Order Number
Payment Proposal
Type Customer c‘,S@WE,
Method
Version Amount
Inquiries Date Available o
le
—
Ship To Address Order Status Payment Proposal

Ordering Address

Workbench Column Settings

Scheduled Payment Date

Amount Invoiced

m Cancel

Apply

@ =2
Invoiced Date Amount Invoice Status Agtions
—_
@ |z
Actions
Displayed columns

Invoice

Settlement Date

Remaining Days

Displayed columns
Method @
Invoice
Customer
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When you open a workbench tile, all the documents associated with
that tile are displayed, but you can apply filters and refine which

documents are shown

A blue line indicates a tile is selected and each tile can be further
filtered. The available filters on a tile can be seen by clicking on Show

More

Always Save the filter if you want specific information to be displayed

each time you access the tile on the Workbench

You can edit the filter on some tiles while others have set filters that
cannot be changed for example, the New Orders tile is pre-set with the
New stats so that you can only view new orders, however you can filter
so specific customer/s are shown. The filters available are based on the

tile type

How to select and save filters-

1. Sign In and click on Workbench to display the Workbench Page
2. Selectthe tile and click on Edit filter

3. Select thefilter/s required, Show more will display other options
4. Click on Apply

5. Click on Save filter either on the tile or next to Edit filter

6. Review the subtitle and enter a new one, if necessary, click Save

h"‘ ;' Business Network v

Filtering Workbench Tiles

Home Enablement Discovery v Workbench 1 v Fulfillment ~ Quality v Invoices v More v 1 0

_ New orders

Lozl 2l dav=

New orders (10)

~ Edit filter| |

Customers

Select or type selections

Order numbers

[l Type selection

Creation date

Last 31 days

Order status

Company codes

Select or type selections

(® Partial match () Exact match

)

Show more

10

New orders

Save fiter

3

md

Save filter

Before you save this filter, we recommend that you add a
description for easy identification.

New orders (10)

v Edit filter

S

Save filter

10

New orders

M BUpdale Filler Namejy |

6

P—
Save Cancel




w Unsubscribe from Communications
from SAP

Suppliers can unsubscribe from receiving news about SAP Products
and Services or SAP Newsletters —

Click Here to Unsubscribe

We're sorry to see you leave

(https://www.sap.com/proflle/unsubscrlbe.html) Complete the form below to remove your e-mail address and phone number from our mailing and contact

lists
Unsubscribing will not affect the receipt of important business
i i i i i i 3efore you unsubscribe, please note that you will no longer receive news about SAP’s products and services or SAP newsletters you are subscribed to
Bef k L | te that llno | bout SAP duct d SAP lett: bscribed t
. I. . Unsubscribing will not affect your receipt of important business communications related to your current relationship with SAP, such as security updates, event
Inc Udes- registration notices. account management messages, and support and service communications.
SeCU rlty Updates If you have an active public profile and wish to stop sharing your profile information on SAP websites. you may update your privacy settings from your profile account

settings page.

Event Registration notices

Account Management Messages

Support and Service Communications I Business -mai acress - | 1
2
If you have an active public profile and wish to stop sharing your
profile information on SAP sites, update the privacy settings in profile
settings Thank You 3

You've heen successfully unsubscribed based on the preference you selected.

Open a Web Browser by using the link or copy and pasting the link o - _ _

Your reguest is being processed. In the interim you may continue to receive e-mails from

into your browser us as we update our systems with your request. Opting out of promotional e-mails from

SAP doesn't affect your receipt of important business communications related to your
current business relationship with SAP, such as security updates and support

2. Click on Unsubscribe communications.

1. Enter your Business Email Address

3. You will see a Thank You Pop up message


https://www.sap.com/profile/unsubscribe.html

e Orders

 they Important



w Purchase Order Information

A Purchase Order (PO) is the source document for all materials and services required by your Buyer and all subsequent documents such as

invoices are created from the PO

A PO is a commercial document issued by a buyer to a seller, indicating types, quantities, and agreed prices for products or services the

seller will provide to the buyer. Receiving an Order from your buyer constitutes an offer to buy products or services
Multiple invoices can be created against the same PO line up to the quantity/value on that PO

Many Buyers use a Location Code to identify the “Ship all Items to” section

Any field with an * is a mandatory field and a value is required to be entered

Multiple Invoices can be created against the same PO line up to the quantity/value available on that PO line

The Workbench is available to both Enterprise and Standard Account users

The permissions associated with the Username determine what tiles a user can access and display on the Workbench

Trading Terms are an agreement between the Buyer and the Supplier and are part of the contract between the parties



w Purchase Order Information cont.

The process that is required by each of your Buyers in terms of working with purchase orders is indicated by the active buttons, however, you should refer to the

Buyers specific Supplier Information Portal to identify specific processes — Refer to Accessing a Buyer Supplier Information Portal
Material Purchase Order types include:

Purchase Order — materials and service required by the Buyer

Repair Order - Contains items that require to be repaired, referenced by a Goods Forwarding Advice (GFA) document number

Consignment Order - Goods used within Rio Tinto which are under a consignment agreement
Service Purchase Order types include:

Planned- materials and service required by the Buyer

Unplanned- Contains items that require to be repaired, referenced by a Goods Forwarding Advice (GFA) document number
Contract Purchase Order types include:

Planned- materials and service required by the Buyer

Unplanned- Contains items that require to be repaired, referenced by a Goods Forwarding Advice (GFA) document number
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Purchase Order Flow — Generic Flow

Each Buyer sets up their SAP Business Network based on the parameters they have chosen, refer to the Buyers Supplier Information Portal to identify

specific requirements for your Buyer

4 )

You have received a Purchase Order
from your Buyer

(this can be via an email notification, or you
have signed onto the SAP Business Network)

N\ J

-~

The PO will indicate whether a Buyer
requires only a Service Entry Sheet
(SES) or an Invoice or Both.

N\ J

~

Service Purchase Orders

)

(Open the Purchase Order and review t
information, including;

Pricing

Need By Date

Quantity

Comments at Header Level

\ Comments at Line-Item Level J

( Advanced Ship Notice - \
Material Orders

Creating an OC for a Buyer where it is
not Mandatory means that the Buyer is
not checking for changes — contact

\your Buyer when changes are neededj

'( Service Entry Sheet - \
Service Orders

Creating an OC for a Buyer where it is
not Mandatory means that the Buyer is
not checking for changes — contact

I{our Buyer when changes are needed J

( Service Entry Sheet -
Service Orders

Creating an OC for a Buyer where it is

not Mandatory means that the Buyer is

not checking for changes — contact
\your Buyer when changes are needed

ORDER CONFIRMATION IS
MANDATORY:

Select the required OC type and
complete all fields with an Asterisks, if
the changes are agreed to by the Buyer
a Change PO will be sent, re-confirm

ORDER CONFIRMATION IS NOT
MANDATORY:

Creating an OC for a Buyer where it is
not Mandatory means that the Buyer is
not checking for changes — contact
your Buyer when changes are needed

(Where required and Invoice is either \
created:

* Supplier
¢ |t is auto created from the SES

* Created from a Goods Receipt or

\ * ERS (refer to ERS) J




w Purchase Order Header Information

The Purchase Order (PO) header contains all information that is

not related to the materials or services required by the Buyer. Order Detail | Order History
The information displayed is determined by each Buyer. From: -
ALL Buyers use a PO that at the minimum contains, From: and
To: information and PO number, order status, amount (tax Order Status Examples
exclusive) and the version number. Purchase Order Purchase Oraer Purchase Order
Py Purchase Order 3020031677 (Confirmed)
4514885145 e Purchase Order
. . . . o s (New) Amount: $119.00 AUD 3029031410
Amount; $1,036.24 AUD 4503048557 e - . ailed)
Always review the information on the PO, confirming the TS e sicoomaios | A tosagh AUD | Amoumics 633040 Amouni: $12.00 AUD e ee3434
. . . . o, » Version: 1 Version: 2 (Previous Version) srsion: Amount: $367.24 AUD
information contained in it is correct. P
::':Ert:a._sE.E:\Drder r;an'::'i";i?g;:ﬁmec] Purchaselordﬂ g Purchase Order
' N ) . L A500000327 ( + Parially Received) Purchase Ord Cansice
The PO Status identifies where in the process the document is 4514609489 Amount. $542.11 up | 4500001025 Rejected) 1545753101
Amount: $368.00 AUD Amount; $57.252.04 AUD A513799620 A S taos 50 AUD
at, refer to Purchase Order Status Information version: 1 Treck order Version: 2 (Previous version]  Amount: S1.199.00AUD | R TS
ersion: 1 = .
ﬁ:{lf::a:jlorda Purchase Order Purchase Order
. . (Shipped) (+ Partially Shipped)
Related documents show a list of documents relating to the PO, iEEu%I 2326921(‘2 AUD 4515381242 | 4500000280
. . o . Version: 1 versiom: 1 Amount: $142.98 AUD
hovering over the blue writing will identify what type of (Previous Version)
Track Order
document it is. Where there is More (x), it indicates there is
more information, click on More (x) to see all documents Related Documents
associated with the PO. Routing Status: Acknowledged Poge[ 1 v|»
Related Documents: M2005018 o e
M2005( 200 Receipt
M2005011 o ‘
. Mare({19) » : e
The Track Order selection box may not appear on Purchase -
Orders from all your Buyers, refer to Track Orders and Track
P - 15 De £ o ShipN - i P PPV

Ship Notice Information
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Purchase Order - Order Status

Confirmed with Changes

The order confirmation has a different Expected
Value than the order, and also has a different Start
Date, End Date, or both.

Information
Order Status Description Order Status Description
New Initial state, the order has been sent from the Shipped The Items on the purchase order have been fully
Buyer/Customer shipped to the Buyer/Customer
Changed The Buyer/Customer has cancelled or replaced the Invoiced The order is fully invoiced. The Amount
order by sending a subsequent (changed) order Invoiced column shows how much money you have
invoiced or charged against the purchase order. For
Confirmed The information on the Purchase Order is accurate older purchase orders, SAP Business
and you provide confirmation to the Network displays Yes to indicating that you have
Buyer/Customer submitted invoices.
Confirmed with New date The order confirmation has a different Start Received Statuses for receipts that are sent by the buyer from
Date or End Date than the order, but no other Partially Received their ERP system. The purchase order status is updated
change Returned based on this information. On the Order Detail page,

each line item-detail section displays the quantity of
goods received or returned for that line item, based on
the information in the receipts.

Partially:
» Confirmed
+ Shipped
» Serviced
* Invoiced
* Rejected

The order is in progress.

If you update part of a purchase order, SAP Business Network reports the partial status for the entire purchase order. For example, if you partially
confirmed an order and then you partially ship either the previously confirmed order line or a different order line, the purchase order status is set
to Partially Shipped. You can continue to confirm order line items regardless of the shipping status until you have confirmed all order lines.

For service orders, you can continue to create service sheets for unplanned service lines up to their hidden maximum amounts (which might be
larger than their subtotals) or planned service lines up to their subtotals. The service order status is set to Partially Serviced until f the service

lines are serviced.

Service

The order is fully serviced. You cannot create any
more service sheets for any more service lines in
the order.

Failed

SAP Business Network experienced a problem routing
the order to your account. You can resend
failed orders.




w Purchase Order Line Items Information

The Purchase Order (PO) Line Items Level should show:

Line Items Snow ltem Details Page » =

I Line # No. Schedule Lines Part # Customer Part # Type Return Revision Level Qty (Unit) MNeed By Unit Price Subtotal Customer Location
The items requested o . s

1 Not Material 1(EA) 1Apr £18.24 318.24 Details
Parent and Child Lines
Description: 1001479203
Whether it is a Service or a Material Order ? MEV 1A se0m gu0m
. Description: 1001480180
Qua ntlty 3 Mot Material 1 (EA) 1 Apr $81.10 $81.10 Details
Available 2024 AUD AUD
The Need by Date Description: 1001482079
4 Mot Material 1(EA) 1 Apr $1,427.87 $1.427.87 Details

Price per unit Available 2024 AUD auD
Description:  INV 424091188 CR 804353297
Su btota |. 5 Mot Material 1(EA) 1 Apr $93.33 $93.33 Details

Available 2024 AUD AUD

Description: 424091199

Parent Lines — are the usually the category, for 6

Not Miatern LEm er s540  $1540 Detais
example Apples would be the parent category (line) S N o
and the types of apples would be the child lines 7 o o R Tam T o

Line Items Show Item Details =
Child Lines — are the items that make up the primary B Nosowhilies  Gurgs | Pan? | Gisomerpans e ary
category, following the apple example, the children . _ _ o
would be the type of apple, such as Granny Smith . . no e s
Apples, Royal gala and Fuji apples o ' e e

o Descriptio AR Anel s BN Bevery 02 — oo — T I —

The Type of Purchase Order is listed — Either Material

Description:  KIT.SYS AHS DLG MM2 EMV,KOMATSU 305970

¥ 30 1 Service 31 Aug 2023 $226,908.87 USD $22,6890.89 USD Details

or Service

AH Angil Kits: 01-Jun Delivery 03

30.10 Service ©0,690.190 (EA) $1.00 USD $80,690.19 USD $8.069.02 USD Details

When Suppliers receive a Purchase Order, it should be

Description:  KITAHS DC SHOVEL MM2 EMV KOMATSU 305872

30.20 Service 40,155.040 (EA) $1.00 USD $40,155.04 USD $4.,015.50 USD Details

reviewed to ensure that the information within it is

Description:  KIT.SYS AHS PPV MM2 EMV,KOMATSU 305984
30.30 Service 126,063.640 (EA) $1.00 USD $126,063.64 USD $12,606.36 USD Details

correct, also review for comments from the Buyer

Description:  KIT.SYS AHS DLG MM2 EMV,KOMATSU 305970



w Track Orders and Track Ship Notice

Information
Track Order allows Suppliers with a quick overview of the PO
. . . . [SARE-T Network E @ w
process’ ensurlng that IS runs In a SmOOth organlsed manner' . Home  Enablement  Discovery ~  Workbench  Orders ~ Fulfillment ~  Quality ~  Invoices v Payments v  More v Creat
_ ' _ ' ' Track Order Material PO =
Suppliers using Supply Chain Collaboration will be able to see Example Purchase order racking
. . . 4542752467 (EEED wort 2028 51,5405 43 AUD
additional information such as open change requests or order
Purchase Order
. . I:F!ECE' '\-'E"::: Last 10 milestones ~ | All documents.
confirmation that need Buyer Approval 4542752467 o o .
Amount: $1,943.43 AUD - -
e it it s
Only Material Purchase Orders, scheduling agreements and & s o e & oo
Track Order
scheduling agreement releases have the Track Order option.
Tracking information
Service Purchase Orders and mixed Service and Material
Purchase Orders will not have the Track Order option. o

The PO Tracking page displays order detailed information by
timeline, the possible milestones that can be seen are:

Tracking Info

Deltvery items (3)

Order Created
Order Changes T e
Order partially Confirmed s oo o v
Order Confirmed Status and alerts

Order confirmation alerts

Order Partially Shipped Order Shipped

Track Order S ly Chain
Order partially received upply Chai

Collaboration Example

Order Received
Order partially Invoiced

i t o Lin item with in full delivery Linie iteam with an tin livery
. " 8 Yes @
Order Invoiced — . D —
A 1% N ] 10% NiA
- /'--hf\.,&l.-.‘h--./. T el BT I Gl g AT G
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Suppliers should review the information associated with Line

Items, including any comments sent at Line-ltem level by the

Buyer.

To review the details and check whether there are comments at

Line-ltem use:

Show Item Details

level of detail is determined by the Buyer, but it provides more
information, highlights the status and may contain comments

such as delivery instructions

Details

Hide ltem Details

summary | - closes a specific line item’s information

- opens all line items information at once. The

- opens a specific line item’s information

- hides all line items information at once

Line Items
Line & No. Schedule Lines Change Part # Customer Part # Type Qty (Unit) Need By
10 1 + Edited 1012461-1 Material 20(EA)
Description:  WANG WVGIB SS/FC (272-296) 250 X 176L S5
20 1 3701338-1 Material 2.0(EA) 08 May 2024 12:00:00

Description:  DICL PIPE FL-FL BS 250MM X 5200-5359 (EA
» .

2 Vs
Line Items
Lne#  No.Schedulelines  Change  Part#
10 1 - 1012461-

Edited 1

——

Customer Part #

ription:  WANG VGIB SS/FC (272-296) 250 X 176L S5

Status

2.0 Unconfirmed

Control Keys

Order Confirmation: allowed

Ship Noti

Invoice: is not ERS

Comments

272B27255VGB SSVGB VGB DGB25S0BL i STEEL VARIGIE 250!

Contract Number

CW2436798

Schedule Lines

Schedule Line # Change

1 -
Edited

Other Information
Unloading Point

Storage Location

Recipient

productType:

product TypeText

External Line Number

tion Code:

Transport Terms Information

e ko S 5l B

Delivery Date

N2 npi
0100

Water fitter

Standard

30000000

PP VSE R

2.0 (EA)

Type Retrn  RevisionLevel Oty (Unit)  Need By
Material 20(EA) 08 May
2024
12:00:00
+08:30
w mor
ble Amot Ls Desc
$872.66 AUD $87.27 AUD
Ship Date  Quantity (Unit)  Customer Proposed Qty (Unit)

Customer Proposed Delivery Date

e Ir—"-m,-l?auf I

Line-Item Level - Show Item Details

Unit Price

$436.33 5872.66
AUD

F

Unit Price

$436.33 AUD

$3,013.25AUD

S ettt P mtimmimnad j‘ =

Subtotal

Show Item Details

Tax Customer Location
367.27 AUD Details
$602.65 AUD Details

e A a e

Hide Item Details

Customer Location

Summary

n At A aa sl g m oD P f
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Use L todownload or export the information in the

Purchase Order, the options available are:
Download PDF
Download CSV (Comma Separated Value)

Export cXML (Commerce eXtensible Markup
Language)

=

Use ¥ to print the Purchase Order information
The information in the Purchase Order can be printed using:

Print All Details — will print all information contained within
the purchase order including the details contained within the

Details section of Line Items

Print Screen Contents Only — will print the information
displayed on the screen, this includes items that have the

details displayed

Order Information
A
= = I 0F ..
Download PDF All Details
Download CSV ' Print Screen Contents Only
.
Export cXML
Line Items Show Item Details
Line # No. Schedule Lines Part # Customer Part # Type Qty (Unit) Need By Unit Price Subtotal Tax
10 1 00010489 Material 10.0 (EA) 25 Apr 2024 $6.18 AUD $61.80 AUD $6.18 AUD Details
Description:  CAULK, SILICONE FIRE WHITE,480G
Line Items Hide Item Details =
Line # No. Schedule Lines Part # Customer Part # Type Return Revision Level Qty (Unit) Need By Unit Price Subtotal Tax
10 1 00010489 Material 10.0 (EA) 25 Apr 2024 $6.18 AUD $61.80 AUD $6.18 AUD Summary
Description:  CAULK,SILICONE FIREWHITE,480G
Status
10.0 Unconfirmed
Tax
Tax Category Tax Rate (%) Taxable Amount Tax Amount Tax Location Description Exempt Detail
GST 10 $61.80 AUD $6.18 AUD
Schedule Lines
Schedule Line # Delivery Date Ship Date Quantity (Unit) Customer Proposed Qty (Unit) Customer Proposed Delivery Date
1 25 Apr 2024 12:00 PM AEST 10.0 (EA)

Other Information
ACCOUNT ASSIGNMENT

Classification Domain not available

Classification Code MeteringEqElec

Printing or Downloading Purchase



SADA

Evaluated Receipt Settlement — ERS
Al - located at Line-Item Level and indicates that the
invoice is created on behalf of the Supplier after receipt

of goods by the Buyer

Invoicing is not possible by the Supplier for ERS items

as the Buyer creates the Invoice

Suppliers who receive an ERS Purchase Order and
believe that they are not ERS should contact the Buyer
the Purchase Order has originated from

Clicking on the (1. will display a message identifying

that an invoice is not possible

Some Buyers use a Recipient-created tax invoice (RCTI)
process with their suppliers where the Buyer creates the

invoice on behalf of the Supplier

Invoicing is not possible for one or more line items. Click on the line item’s warning icon to find out why.

Line Items
Line # No. Schedule Lines Part # Customer Part # Type Qty (Unit)
10 1 AK3568 11175985 Material 2.000 (EA)
Invoicing not possible
Description:  ELEMENT,FILTKOMATSU AK3568
Invoicing is not possible for one or more line items. Click on the line item's warning icon to find out why.
Line ltems
Line # No. Schedule Lines Part # Customer Part # Type Return
10 1 TLF700ENILP 11112340 Material
Invoicing
+ You can't create invoices for not
items that are flagged for possible
evaluated receipt settlement
(ERS). LTER,AIR, HEPA H13 BREATHE TLF700EN

Order submitted on: Tuesday 6 Feb 2024 11:00 PM GMT+11:00

Identifying an ERS Purchase Order

Show ltem Details

Need By Unit Price Subtotal Tax Customer Location

7 Mar 2024 $266.14 AUD $532.28 AUD $53.23 AUD Details



SADA

The Order History Tab provides information about the
processes that have occurred to the document you are

reviewing; a History tab is found on most documents.
Order History provides details on:

» Status
* Any Comments from the Buyer/Customer
Changed by

Date and Time

SAP Business Network displays information on routing and
status updates for the order. Viewing history can be a useful aid
in tracing order problems. Each time the order status

changes, SAP Business Network logs the change on

the History page.

Note: The Order History tab includes CopyRequest orders

sent to invoice conversion service providers.

To Access the History Tab:
1. With the Purchase Order displayed
2. Click on Order History

History

Status

Partially Shipped

Partially Received

Comments

The order was queued.

EE! ¥ Business Network

Purchase Order

Create Ship Notice

4502567375

Order Detail

Order History z

History

Status

Sent

Partially Received

Dartialhe Darsiuad

Comments

The document has been successfully validated by Ariba Network and started processing

The document has received by SAP Business Network.

The order was queued

The document has been transferred to the next integration point

1

Create Invoice «

The HTML order was sent to the supplier's Inbox.

The document has been transferred to the next integration point

Received quantity 186.910 for line item 10.

Purchase Order - History Tab

FropogationProcessor-109532040

Changed By

CommunityWeb-109567054
CommunityWeb-109567054
TXNDocSupplierApp-109522058
CommunityWeb-109567054
TXNDocSupplierApp-109539052

CommunityWeb-109567054

TXNDocSupplierApp-109545064

Date and Time

12 Aug 2024 10:26:10 AM
12 Aug 2024 10:26:11 AM

12 Aug 2024 10:26:12 AM

Page >

Date and Time

26 Jul 2024 8:43:33 PM
26 Jul 2024 B:43:33 PM
26 Jul 2024 8:44:00 PM
26 Jul 2024 8:44:01 PM
26 Jul 2024 8:44:0L PM
26 Jul 2024 8:44:01 PM
26 Jul 2024 10:23:48 PM
26 Jul 2024 10:23:48 PM

240 DA
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Some Buyers/Customers have enabled Order tracking for

Suppliers.
Order Tracking allows Suppliers to:

View Milestone associated with the Purchase Order

* Identify when processes have occurred such as Order

Confirmations
» Tracking Information (where available)
* Ability to view the history of specific documents

+ Identify when processes have not been completed in

the correct order

To return to the Purchase Order click on the Blue Purchase

Order number

To exit and not return to the Purchase Order click on the

Workbench tab
To access Track Order:
1. Open the required Purchase Order

2. Click on Track Order

Ez!' Business Network Enterprise Account E @
Home  Enablement Discovery ~  Workbench  Orders ~ Fulfillment ~  Invoices ~  Payments ~  Catalogs ~  More - Create
Purchase order tracking
Order creation date Customer Total amount
4542988104 (EEED Aug 7, 2024 Name of Buyer A$1,501.64 AUD
Last 20 milestones ~ | All documents ~
(/;_/-\] L\?,I (/;;\] L‘?,I L\;‘,I
Order created Order confirmed Order changed Order changed Order changed
(< Aug 3, 2024 9:30 Am (S Aug 3,2024 1:30 Pm (S Aug 5, 2024 12:15 Pm (S Aug5,202412:15 Pm (2 Aug5, 2024 12:15 Pm
<& 4542938194 & 38420 <& 4542988194 & 4542988194 &y 4542988194
iew history View history ~ View history ~
Tracking information
ASN number Planned delivery date Estimated arrival date Planned shipping date Execution status Action
401594316 Aug 26, 2024 2:00 Am Aug 26, 2024 2:00 Am

Purchase Order| 4542988194 : I

Create Invoice «
Order Detail

Order History

From:

To:

Purchase Order
(+ Invoiced)
4542988194

Amount: $1,501.64 AUD

Version: 7 (Previous Versj
Track Order 2

Purchase Order - Tracking

Jw
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Some Buyers/Customers use location codes to differentiate

which state or location within a state the Purchase order is for.

Each Buyer uses locations codes specific to their location and
some Buyer do not use location codes. Location codes are

NOT generic, and each Buyer creates different codes.

Location codes should be displayed by adding the Customer
Location to your display via Settings. Refer to SETTINGS???

To identify a what location a Customer Location code refers to:

1. Open a Purchase Order

2. Scroll down to the Ship All Items To

3. The location code will be displayed next to Location
Code

When setting up tiles, location codes can be added via Show

More and the codes specific to your area of responsibility can

be added, so that the Purchase Orders required are displayed.

This reduces the need to open all purchase orders to identify

whether they are for your site. Refer to Setting Filters and

Adding Descriptions to Tiles

Purchase Order:

4542988194

1

Create Invoice «

Order Detail Order History
Ship All Items To
F =
Location Code: M201
Storage Location ID: 0100
Line Items
Line # No. Schedule Lines Change
10 1
Show more

Order Number

3002914650

3002876430

3002872292

3002852044

3002931340

3002937369

Version 4+  Customer

2

2

Name of Buyer

Name of Buyer

Name of Buyer

Name of Buyer

Name of Buyer

Name of Buyer

.0 - M e gonntd ol i

Customer locations

Part #

1012461-1

Amount

$3420.51 AUD

$7900.62 AUD

$1034.67 AUD

$577.28 AUD

$1434.12 AUD

$3526.87 AUD

i B 22 el il A LA s 0 e 5 i St

|5920 x || 2060 X | Type selection

Customer Part #

Date

Jul 15, 2024

Jul12, 2024

Jul 12, 2024

May 20, 2024

Aug 5, 2024

Aug 8, 2024

Using Location Codes to identify
Specific Purchase Orders

= =
Ship All Items To
Location Code
Location Code: 2060
Storage Location 1D DBSW
Line Iltems
Line # Mo. Schedule Lines Change Part # Customer Part #
10 1 =+ Edited 1402327 60213247
Resend Failed Orders | ] ss

Order Status Amount Invoiced Customer Location Actions
Partially Invoiced $3248.94 AUD 2060
Shipped 2060
Partially Received 1420
Invoiced $577.28 AUD 1402
Partially Received 5920
Confirmed 5910




g in the SAP Business Network




w Invoice Information

Buyer/Customer transaction and country specific invoicing rules determine whether a Supplier can invoice in the SAP Business Network

There are also some instances where a supplier can create invoices that are not based on a purchase order or enable a supplier to punch into the Buyers/Customers invoicing system to

create contract-based invoices

Where suppliers are required, to create invoices via the SAP Business Network, users need to have the required permissions, contact your System Administrator to add permissions if

required. Refer to Who is my System Administrator ???

All totals shown are tax exclusive for those countries that need to add tax percentages

Taxes can be added at header or line-item level, with some Buyers/Customers adding tax based on the values within the Purchase Order

All fields with an Asterisks must be completed, completing other fields may create errors

Some Buyers/Customer require proof of service delivery or the invoice to be attached to Services Invoices or Service Entry Sheets

When an Invoice is Rejected by the Buyer/Customer, suppliers should access the Rejected Invoice and use the Edit and Resubmit function/process
A Purchase Order provides guidance of the steps required, such as is an Order confirmation required or if only an invoice is required

Rejected Invoices should be accessed via the Invoice number and the reasons for the rejection identified, use Edit and Resubmit, correct any errors, some Buyers may require an

additional alpha/numeric character to be added to the original Invoice number

Refer to your Buyer/s Supplier Information Portal to identify the process required to complete an invoice




w Invoice Type Information

Material Invoices — For materials/goods sold to a Buyer, these are standard invoices that do not contain any service lines (lines that require a service sheet)

Services Invoices — For Services provided irrespective of whether is in by a specified time or services delivery type. Service invoices may require completion by
the supplier with a Service Sheet automatically created, or a Supplier may be required to complete the Service Entry Sheet (SES) and the invoice is automatically

created or the supplier is required to complete both. Services invoices can contain both services and materials
Lean Service - A single invoice can be created for all the Limit Service line items in a purchase order

Limit Order - A Limit Order line item is defined as the fulfillment of a service or material delivery at a price limited by a predetermined amount within a time period

specified by the buyer. A single invoice can be created for all the Limit Order line items in a purchase order.

Non-PO Invoices - These invoices reference purchase orders that were not routed through SAP Business Network. Non-PO invoices also allow suppliers to invoice
purchase orders that have expired and been deleted, or to generate an invoice that does not have a corresponding purchase order. Non-PO invoices can be issued
to a buying organization even if the supplier doesn’t already have an active trading relationship with the buying organization. In that case, the buyer provides the

supplier with buyer customer code to allow sending a non-PO invoice (quick enablement through invoice).

Credit Memo — A credit memo represents an amount owed to a buyer by a supplier, typically from an earlier transaction such as a purchase order or a contract
invoice. The amount due is a negative number. There are four types of credit memos: PO-based header level credit memos, PO-based line-level credit memos, non-

PO credit memos, and dynamic discounting credit memos. Line-level credit memos can be based on a change in quantity or a price adjustment (price decrease)

Line-level debit memo - Line-level debit memos represent an amount owed to a supplier by a buyer from an earlier transaction. Line-level debit memos are

always due to a price adjustment (price increase)



w Invoice Type Information cont.

Blanket purchase order based - A blanket purchase order (BPO) is a type of contract that buyers create that forms an agreement to spend a specific amount with a

supplier for critical items or services. Suppliers can create an invoice directly from the BPO the same way as they can from a regular purchase order. A Service Sheet is

not supported for blanket purchase orders

Contract based invoice — Suppliers create an invoice based on the items in a Buyer hosted catalog, suppliers punch into the buyer’s invoicing solution to either create

the entire invoice in the buyer’s invoicing site, or they punch in to retrieve the contract information and add items from the contract to the invoice. Suppliers add items to

and services to the invoice in and submit it.

Self Billing - SAP Business Network can automatically transmit self-billing invoices to suppliers and buyers based on data in purchase orders, scheduling agreements,

and goods receipts using an automated process.

When completing an Invoice, ensure all



r Assistance Channels




\/
0.0

The Supplier Modular Learning Series has been
designed to provide generic information to
Suppliers working in the SAP Business Network
and the Ariba Proposals and Questionnaires

(Sourcing) processes

To access the Supplier Modular Learning Series -
CLICK ME

Supplier Modular Learning Series

SAP Business Network (SBN)
Supplier
Modular Learning Series

The SAP Business Network Supplier (Trading Partner) Modular Learning Series provides information in consumable formats that can be accessed at any time. Whether you are wanting a refresher or are a New Hire there is a
module for you. Currently, we are in a Development Phase and the only content available in Module 1 - What is the SAP Business Network.

Each Module contains a series of Sub-Modules that relate directly to the title on the tile, you can look at the content in any order and can access a Training Sheet, a Flowchart, a Clip or the Workbook to create reference
material using terminology-specific to your business. To access a Module - Click on the Click me to access box.

Module 1 -

What is the SAP Business Network

Module 4 -

Ship Notices (under Construction)

Module 7 -

Supply Chain Collab (under construction)

Module 2 -

Purchase Orders (PO) (under Construction)

Module 5 -

INVOICINg (Under Canstruction)

Module 8- NEW!!!

All things Catalog

Module 10 -

Advanced Users (under Construction)

Module 11 -

Ariba Sourcing (Under Construction)

Module 3 -

Non-PO Documents (under Canstruction)

Module 6 -

Administration (under Construction)

Module 9 -

Services (under Construction)

Module 12 -

Integration & Reports (under Construction)



https://support.ariba.com/item/view/207497

SADA

The Generic Supplier Information Portal links Suppliers to
resources specifically designed for them, including links to

the:
System Administration Guide
General Functionality Guide
Modular Learning Series
Supplier Community

To access the Generic Supplier Information Portal —
CLICK ME

For information about Buyer Specific Information refer to
that Buyer’s Supplier Information Portal — Refer to

Accessing Buyer/s Supplier Information Portal

w SAP Business Network
Supplier Information Portal - Generic Content

Supplier Generic Information Portal

Business Network -
Supplier System Administration Process Guide

Business Network -
Supplier General Functionality Process Guide

Business Network -
Supplier Modular Learning Series

o s e s

-

SAP Business Network -
Supplier Community

To provide feedback or ask a question, please Click on the link and complete the form - CLICK ME
(Note - you will not receive an acknowledgement but if email is provided a response is provided
when possible)

SAP Business Network -
Supplier Short Clips



https://support.ariba.com/item/view/208782

w Supplier Short Clips

The SAP Business Network provides short clips on processes that are generic — CLICK ME

For information about Buyer Specific Information refer to that Buyer’s Supplier Information Portal — Refer to Accessing Buyer/s Supplier Information Portal

SAP Business Network - Enterprise Account - ...

4 PH

Walk-Up Registration

Learn how to create a new account in SAP
Business Network to start transacting with

Account Overview

Account Overview (Brief)

Connect With Your Customer (G

Connect With Your Customer (

Create an Order Confirmation (

Walk-Up Registration '
SAP Business Network ; Create an Order Confirmation (L

Create a Ship Notice

Create an Invoice



https://cdnapisec.kaltura.com/html5/html5lib/v2.86/mwEmbedFrame.php/p/1921661/uiconf_id/31736811?wid=_1921661&iframeembed=true&playerId=kaltura_player_1507216725&flashvars%5bstreamerType%5d=auto&flashvars%5bplaylistAPI.kpl0Id%5d=1_nnz4ij93

w Supplier Engagement Hub

The Engagement Hub contains content from the Supplier

Network Engagement and Adoption Team ; WEBINARIOSEN  WEBINARIOS RELEASE
SAP Business Network MENU v WEBINARS ESPANOL EM PORTUGUES READINESS

WEBINARS

To access the Engagement Hub - CLICK ME

Welcome to our Engagement Hub!

The Network Engagement and Adoptlon Jeam (NEAT)
hosts monthly webinars specifically. de

suppliers. ’

Explore a wealth of knowledge by\c SESSING our
library of past webinars and reserving Lspot for
upcoming sessions. Each webinar is inte to last
approximately 30 minutes and includes.a dedigated
Q&A session at the end, giving you the opportunlty to
get your questions answered.

Count on us to support your success on SAP Business
Network!

®

VISIT THE SBN COMMUNITY FOR ACCESS THE HELP CENTER TO GET
SUPPLIERS SUPPORT



https://gateway.on24.com/wcc/eh/4076042/network-engagement-and-adoption-team-hub

w Supplier Webinars previously
Delivered and Upcoming

This page provides links to previously delivered by the

Supplier Network Engagement and Adoption Team . WEBINARIOS EN WEBINARIOS EM REL=.=f
PP gag P SAP Business Network ~ MENUv  WEBINARS ~ WEBINAR WEBIN RIOS READINESS

WEBINARS

To access the previously delivered Webinars - CLICK ME

.7 Business Network

Embark on a journey through webinars strategically scheduled in your time zone and
region!

Explore a curated selection of sessions tailored specifically for SAP Business
Network suppliers, offering invaluable insights and strategies to elevate your business
within the SAP ecosystem. =

Join our community of suppliers and unlock the potential to enhance your business in
performance and drive success in the SAP Business Network.

North America (NAMER)
To access all webinars for NAMER, click here.

Europe, Middle East and Africa (EMEA)
To access all webinars for EMEA, click here.

Latin America and Caribbean (LAC)
Para acceder a todos los webinars en Espanol, haga clic aqui.
Para acessar aos webinars em Portugués, clique aqui.

= Asia Pacific and Japan (APJ)
To access all events for APJ, click here.



https://gateway.on24.com/wcc/eh/4076042/lp/4563289/locate-webinars-scheduled-in-your-time-zone-and-region

a Support Request (SR)




w Information

Create a case when there is an issue that cannot be rectified

Standard Accounts can only access the Help Centre when they have a technical issue or need to change the contact details of the System Administrator
Suppliers that use Supply Chain Collaboration processes such as scheduling, forecasting or quality (to name a few) should indicate that their issue is related to a
Supply Chain Collaboration Account

All fields with Asterisks must be completed and you will not be able to progress to the next step while there is a field not completed

All Cases submitted will be displayed under the Contact Us tab in the SAP Help Center

Standard Account users only have access via email

Suppliers do not need to Sign in to the SAP Business Network to access the SAP Help Center

Ensure that the correct information is selected from drop-down list

=] =
(Z) -
L Purehase Orders or Ghiamige Orders b 2. How does this impact your normal business processes?
Administration |
PO/Invoice Number: || ANERR error message ‘ PO/Invoice Number API |
Bu 5 Im *
| Failed Order | AribaPay
Top Re  Find buyer contact information TopRe Catalogs Information request
® H{ Find Order @ H{ Integration 3. Provide your pr{ Notstopplagmy work
Goods Receipt Invoice or Service Sheet
Ol Messaging @ " PDF Invoicing e Affecting but not stopping critical functionality
| | rst name
Order Confirmation Purchase Orders or Change Orders ]
2. How does this if ? 2. How does this il ?
Order reporting | Subscription fees
ss Impact:+ | Ship Notice (ASN) Business Impact:* | Trading or customer relationships
. . Phone
When entering the phone number select the Country code first
BN 1. 2015550123 Extension |
== United States -
== United Kingdom | P
& Australia
I+l Canada
uIreland

B= South Africa




SADA

Create a case when you are unable to identify how to rectify

anissue or query.
Sign into you SAP Business Network
1. Clickonthe @
2. The Help Topics pane is shown, select Support

3. The Help Centre Home page is displayed, click on
Contact Us

4. Enter what information you require
5. Clickon &

6. Identify if any of the Al information shown provides an
answer, however, to create a case click on Something

Else

Click on Create a Case (bottom right of the screen)

Complete all fields with Asterisks and select the
correct information from the drop-down lists

9. then click on One Last Step (bottom right of the
screen)

10. Select the radio button of the preferred contact
option, then click on Submit

Enterprise Account

w Business Network

Home Enablement Discovery v Workbench Catalegs ~

T I\ Y - T 2 |
SAP

Home Learning

1. Start here to find your answer.

I Invoicing|

2. Browse below for our Al-based recommendations*

Help Center Contact us

4

How do | create an invoice? FAQ
How do | submit an invoice to receive payment? Establish 5 trading relationship Click & hyperlink and follow the @
steps for type of invoice you wish to create: Purchase order-based invoice Non-PQ invoice Contract invoice En

Jun 21, 2023

Nl ettt DA PO G it e Pt o B Pt A B

o oy

N o y = Feb 23
electronic invo..es. rour sccount was not enabled for invoicing. The transaction rule Allow suppliers to send &b 23, 2023
How de | create more than one invoice for a purchase order? a0
Question How do | create more than one invoice for a purchase order (PO)? Answer To create multiple invoices @

Apr 3, 2022

against a PO: You can remove entire line items you want to save for future invoices. Decrease the quantity for.

*Powered by SAP Incident Solution Matching

3. Choose from the options below to continue.

SAP Henc c
What do you need to do? 1P Genter Gomtact =

Create credit memo ms. PO n
Edit and resubmit invoice Something else L

Home  Leaming

Contact us

Raise another invoice ¢

1. Tell us what you need help with.

Requested language of support:  English | Change? |

Note: If agents are unavailable to support in the language you've chosen,
support will be provided with the ssistance of a translation service

Create a Case

Help Topics

Search Help Topics
Documentation
Support |
[i] What is SAP Business Netwo.___

Finding orders, invoices, and ...

';‘q Common browser issues

== )

Can't find what you're looking for?

@ How does SAP Business Network
calculate the transaction service fee
on my subscription invoice?

Hom Learning

e Contact us .

A support engineer will respond to your case

Subject:*

by phone.

[invacing

[ Estimated wait time in minutes: 2

Full description: *

[ Do not record my phone call.

Affected items, expected results, efc.

Attachment:

Issue type:*

3000 characters remaining

Live chat: open
You will chat with the same product expert

that would normally work your case, scon
after you click "Submit."

Issue area:®

PO/Invoice Number

~ l Estimated wait time in minutes: 3
‘ Email
= P g Acubrogengingiee it Sand o yamacss, A e o amesseatt

- g =




Create a Case without Signingin

Display the SAP Business Network Supplier Sign-In

®

W Business Network + =]

screen

Supplier sign-in SAP Business Network for suppliers webinars

Register or access on-demand webinars
specifically designed for suppliers to support
them on their journey. These cover a range of
topics, across the various regions, and are
relevant to both Enterprise and Standard

1. Click onthe Question Mark

‘ Usemame

2. Select Support

accounts.
. . m
3. Click on the Link -
Forgot username Help Topics

4. Respond to the Legal Disclaimer for Links, New to SAP Business Network?

clicking on Agreed and Proceed implies Support -

Documentation |
acceptance of the Disclaimer. Clicking on —_—
Disagree will close options to continue personaselesproduct_lamiy-trarsaciionsi | Support URL for supple prelogin page

ccounts

Why was my session terminated f...

SAP Help Portal (Documentation)

5. Click on Contact to open the Help Centre Home
page

Home >

Legal Disclaimer for Links

Home  Leaming

Al Options will be displayed, select the option that

Some links are classified by an icon andfor a mouseover text. These links provide additional information.
1. Log in to your account.

.
meets you r needS, a nd use someth I ng Else to About the icons: By logging in to your account, you get access to personalized content and topics to get the right support, from the right team, at the right time.
= Links with the icon # : You are entering a Web site that is not hosted by SAP. By using such links, you agree (unless expressly
generate Other Options stated otherwise in your agreements with SAP) to this:
= The content of the linked-to site is not SAP decumentation. You may not infer any product claims against SAP based on this 2. If you're unable to log in, tell us what you need help with.
information.
Refer to Create a Case to Complete the form to gain = SAP does not agree or disagree with the content on the linked-to site, nor does SAP warrant the availability and correctness.

SAP shall not be liable for any damages caused by the use of such content unless damages have been caused by SAP's %
gross negligence or willful misconduct.

Links with the icon: You are leaving the documentation for that particular SAP product or service and are entering a SAP- Register on SAP Business Reset my password Forgot username
hosted Web site. By using such links, you agree that (unless expressly stated otherwise in your agreements with SAP) you may Network :

assistance

not infer any product claims against SAP based on this information.

[[] Don't show this again I‘ Disagree ‘ | Agree and Proceed - I a ,

Unsubscribe Privacy request Update integration
certificate

Note that anything with an Asterisks must be

completed.







w ooo (More) Selection Overview

The ... (More) selection provides a list of actions, be

aware that not all actions are accepted by your Buyer B Business Network v  Enterprise Account W Q0 W

Home Enablement Discovery v Workbench Orders v Fulfillment v Invoices v Payments v Catalogs v More ¥ Create v | e

|
[

| Orders and Releases v All customers v | Exactmatch v | Order number Pending Queue ] Templates
) 4 \ > “a b Documents to Resend —_e !

Overview  Getting started Product Activity Messages Upload/Download \‘3

There are 4 separate options, they are:

Track — allows users to view documents that are in

—

different statuses and opportunities to create, open

and review documents displayed

Notifications

CSV Upload — users upload CSV files they have 2 ' l 3 5 % 3 2 l O O O T | Vi
! } CSV Upload
Created using the templates that the Buyer has Enablement Tasks New orders Changed orders Orders ) ]
! E ! Order Confirmation
st 31 days Last 31 days All Customers 90 Days DESCR
uploaded for specific documents i Notica
My V\/idgets All customers v 3 Customize Service Sheets

CSV Download — provides the available templates

for specific documents and the format they must be
in
Excel Files — the upload download can be used to

transact with Buyers using excel file format

Note: Any items that are greyed out are not available
for selection and not all Buyers accept CSV files,

confirm with your Buyer prior to using this process



SADA

SAP Business Network suppliers that integrate their SAP
Business Network accounts with their external ERP system using
cXML can access the Pending Queue from the More menu ( ... ).
It lists documents pending for download to your application

from your SAP Business Network account.

SAP Business Network allows you to monitor the pending
document queue, remove documents from the queue, and re-
queue them. To use these services, you must configure your
external ERP system and SAP Business Network account to use

the GetPending/Data Download transaction method.

If you have documents that your application has not been able
to download for more than three days, SAP Business

Network sends you a notification that lists the unacknowledged
documents in an attachment. Make sure you have configured
your account to send email notifications to the people in your
company responsible for resolving integration issues if
documents remain in the pending queue for three or more days.

You configure notification settings in your company settings.

For more information refer to Help Portal Documentation —
CLICK ME

Home Enablement

w Business Network v  Enterprise Account

Discovery v Workbench Orders v

!

Overview Getting started

2 135

Enablement Tasks New orders

Last 31 days

All customers v 3% Customize

My widgets

EE.!-' Business Network -

Home Enablement Discovery ~ Workbench Orders ~

Pending Queue

Document Number:

Document Type

Purchase Order v ‘

Documents

|:| Dacument Number

Batch Document Resend Files

[I File Name

Delete Create Refresh Status

Invoices v

Fulfillment v Payments v Catalogs v

v —
'

Orders and Releases v All customers v | Exactmatch v Order number

) o \.ﬁ't’

A\

2 ¥

' 5

32 | 1000+

Changed orders Orders

Last 31 days All Customers 90 Days

Fulfillment ~ Quality ~ Invoices Payments

Document Date

No items

Created 1

24 Jun 2018 12:43:16 AM

Track - Pending Queue
« Q 0w

CSV Download

Pending Queue Templates

Documents to Resend

Excel Files

Product Activity Messages Upload/Download
Notifications

CSV Upload

Order Confirmation

DESCRI

Ship Notice

Service Sheets

=@ M

More Create w

=3

Customer

Status

Processed


https://help.sap.com/docs/business-network-for-trading-partners/configuring-document-routing/about-pending-queue

SADA

SAP Business Network suppliers that integrate their SAP
Business Network accounts with their external ERP
system using cXML can access the Pending Queue from
the More menu ( ... ). It lists documents pending for
download to your application from your SAP Business

Network account.

Part of Pending Queue is the Documents to resend option.

When selected integrated Suppliers can re-send
documents that have failed to send through the network.

This can be done manually or automatically.

For more information refer to Help Portal Documentation
— CLICK ME.

w Business Network v

Enablement

Home

Overview

p 2

Enablement Tasks

My widgets

E.!-’ Business Network ~

Discovery v

All customers v

Enterprise Account

Workbench Orders v

!

Orders and Releases v

=\ o

Getting started

135

New orders

Last 31 days

32 Customize

Home Enablement Discovery ~ Workbench Orders
Pending Queue
Document Number: | ‘
Document Type: | Purchase Order W ‘

Documents

[] oocument Number

Batch Document Re

|:| File Name

Purchase Order

Status Update

Remittance Advice

Invoice Archive

Scheduled Payment
Component Ship Notice
Product Activity Message
Quality Notification

Quality Inspection Request

Quality Inspection Decision Reguest

|:| resendltest.csv

Delete

Create

Refresh Status

All customers

Invoices v Catalogs v

-
| |

v | Exactmatch v Order number

Fulfillment v Payments v

: l/z u

32

Changed orders Orders

Last 31 days All Customers 90 Days DESCRI

Track — Documents to Resend

More v

¥ QO w

Create v | oo

Track

[ Pending Queue

1000+ | 4

Documents to Resend
Product Activity Messages
Notifications

CSV Upload

Order Confirmation

Ship Notice

Service Sheets

CSV Download

Templates

Excel Files

Upload/Download

Fulfillment ~~ Quality ~ Invoices Payments More ~
Document Date Customer
No items

Created }

24 Jun 2018 12:43:16 AM

Status

Processed

=@ w

Create

=>


https://help.sap.com/docs/business-network-for-trading-partners/configuring-document-routing/about-pending-queue

w Track — Product Activity Messages

Supplier Chain Collaboration (SCC) Suppliers that are

integrated can enable routing of product activity messages to | 5 et - s = S-S
Home Discovery v h  Orders v Fulfilment v Invoices v Payments v Catalogs v More v Create v | ooe

tiered supplier using cXML. : ; A& o ——

Product Activity Messages provide Supply Chain 'L, =\ A, N Documents o Resend  xcet s

Overview  Getting started Product Activity Messages Upload/Download

Collaboration suppliers with information about the product
they sell to a specific Buyer “ 2 135 | 32 1 1OQO+ Z

Enablement Tasks New orders Changed orders

Notifications

CSV Upload

Order Confirmation
ast 31 days Last 31 days All Customers 90 Days DESCR

Only Suppliers that use cXML can access the information on Ship Notice
My Widgets Al Home Enablement Workbench Planning ~ Orders ~ Fulfillment ~ Quality + Invoices + Payments More ~ u

the Product Activity screen
Product Activity

The status of the Product Activity document is shown

¥ Search Filters

Use Search Filters to locate specific documents for: Gustomer. | AlLcustomers 2 Routng Satus: | Al v
Specific Customers Document o: | |© [ how copy documents
Document ID ®
Predefined date range in days start Date:* | 0 Apr 2021

Allows specific dates to be searched e
Routing Status Namber of Resuts B - |

Note: To enter a date range select “Other” and enter a date Product Activty Fese > =

Document ID Multi-Tier Customer Date Status
range of 31 days or less
Not Available SCC Delivery Team - Global H19 Client 400 - TEST 20 Apr 2021 7:23:56 PM Sent Export cXML
Not Available SCC Delivery Team - Global H19 Client 400 - TEST 20 Apr 2021 7:23:112 PM Sent Export cXML
For more |nf0rm at|on refer to Help Portal DOCU mentat|on — Not Available SCC Delivery Team - Global H19 Client 400 - TEST 20 Apr 2021 7:18:44 PM Sent Export cXML
Not Available SCC Delivery Team - Global H19 Client 400 - TEST 20 Apr 2021 7:18:31 PM Sent Export cXML

CLICK M Ec Not Available SCC Delivery Team - Global H19 Client 400 - TEST 18 Mar 2021 2:30:46 AM Sent Export cXML


https://help.sap.com/docs/business-network-for-trading-partners/supplier-business-network-supply-chain/multitier-forecast-for-integrated-suppliers-01d7ce95fc21478a929ac68a055625b4

w Track - Notifications

Supplier Chain Collaboration (SCC) Suppliers that are

. . pe . E!'? Business Network v  Enterprise Account Hq Q@ w
integrated can access Notifications.
Home Enablement Discovery v Workbench Orders v Fulfillment v Invoices v Payments v Catalogs v More v Create v | see

A list of Notifications from third parties and Buyers appear i | Pl S
Orders and Releases v All customers v | Exactmatch v Order number [ Pending Queue 1 Templates

in the list providing information about a specific process, | " ' " ™ T ——

document or |nformat|0n Overview  Getting started Product Activity Messages Upload/Download

Notifications

Notifications provide suppliers with information when @ 2 : 155 1 32 - 1000+ 4

e = i ! CSV Upload
Purchase Orders are update, modified or changed Fobleamlale: | Neworders ‘ o ‘ Opters o _
' ast 31 days ) Last 31 days ' All Customers 90 Days ' DESCRI rder Conf”maﬂon
Ship Notice
Notifications are for information only and provide T e o 1 cooners ~ W 35 cusonie N—

suppliers with a list of notifications relating to

Home Enablement Workbench Planning ~ Orders ~ Fulfillment ~ Quality ~ Invoices ~ Payments ~ More ~ u

documents, there is no action required and notifications —

Notifications

can be deleted

Notifications

D Type | From Subject Date

Search filters

No items

List of Notifications

To delete with Notifications:

Subject Message Alert Created 1
Select the docu ments by Cllcklng |n the radlo ( ) Order Changed : 550000016100010FOR SCC Delivery Team - Global H19 Client 400 - TEST | $money$EURS70.00 Order 550000016100010FOR has been modified by SCC Delivery Team - Global H19 Client 400 - TEST 5 Mar 2021
. . O Order Received : 4500002901 SCC Delivery Team - Global H19 Client 400 - TEST | $money$EUR$500.00 A new order 4500002901 for $money$EUR$500.00 from {2} has been received 5 Mar 2021
button  only one item can be deleted at a time

. Order Changed : 4500002901 SCC Delivery Team - Global H19 Client 400 - TEST | $money$EUR$500.00 Order 4500002901 has been modified by SCC Delivery Team - Global H12 Client 400 - TEST 6 Mar 2021
\ ’ : ) Order Changed : 4500002901 SCC Delivery Team - Global H19 Client 400 - TEST | $money$EUR$600.00 Order 4500002901 has been modified by SCC Delivery Team - Global H19 Client 400 - TEST 6 Mar 2021
There Is no req u I rement to del'ete N Otlflcatlons from the ' ) Order Received : 4500002902 SCC Delivery Team - Global H19 Client 400 - TEST | $money$EUR$900.00 A new order 4500002902 for $money$EUR$900.00 from {2} has been received 6 Mar 2021
O Order Changed : 4500002902 SCC Delivery Team - Global H19 Client 400 - TEST | $money$EUR$920.00 Order 4500002902 has been modified by SCC Delivery Team - Global H18 Client 400 - TEST 6 Mar 2021

list _

L Delete

«



w Create Selections

The Create enables suppliers to create the available BT Business Network v  Enterprise Account ® Q0w

options from the Dashboard/Home page

Home Enablement Discovery v Workbench Orders v Fulfillment v Invoices v Payments v Catalogs v More v Create v | oo

-
g

Orders and Releases v AJl customers v Exactmatch v Order number Q Non-PO Invoice

4 \,ﬁ: .~ frg M r— Contract Invoice

Overview  Getting started Service Entry Sheet

The options available are based on the documents
that are transacted with your Buyer, however, using

this selection is general rather than specific to a

document . ‘ ‘ ‘ Time & Expense Sheets |
2 135 32 1000+ @ 415 |t
To create documents such as Order Confirmations, Enablement Tasks | New orders | Changed orders Orders —

Last 31 days Last 31 days All Customers 90 Days DESCRIPTION REQUIRED

Ship Notices and Invoices refer to the applicable
training documents on the relevant business

Supplier Information Portal (SIP)

Do not create a Non-PO Invoice unless the Buyer

accepts invoices without a Purchase Order

Create a Posting



SV Files with your Buyer




w CSV Information

A CSV file is a Comma Separated Value file that represents a structured method of storing data. A CSV invoice enables suppliers with a large number of invoices to submit
their invoices to customers in one consolidated file.

CSV invoice import provides you with a convenient way of routing invoices to your customers. Another advantage of including multiple invoices in a single CSV file is that
you can save significant time and effort.

CSV file Upload must be supported and approved by the Buyer, using this functionality when not approved by the Buyer will create issues within the SAP Business
Network, there may also be a monetary impact of your business.

Ensure that you are using the current version of the CSV template provided by your customer
Use a supported CSV file editor to edit the CSV invoice. For example, use Ron's Editor

Do not alter or update the original CSV invoice format that you download from SAP Business Network. This will cause the import process to fail. Always preserve the
downloaded CSV invoice in its native format

Do not enter special characters prohibited by your customer. If you are not sure of characters that are not allowed, contact your customer

If the CSV invoice displays unrecognizable characters, save the CSV invoice, re-open it with the CSV editor, and save the file with character code set “UTF-8” and set the
BOM flag

Do not save the CSV invoice as a workbook
Do not add macros to the CSV invoice or add or delete columns.
The first three rows of the CSV template are read-only. Contact your customer if you have queries on read-only rows

Do not include the terminology "script" anywhere in the CSV file name

Refer to the CSV Help Portal (Documentation) for more information



https://help.sap.com/docs/business-network-for-trading-partners/creating-and-managing-invoices-credit-memos-and-debit-memos/topics-about-csv-invoices?version=2402

w CSV Upload Information

The CSV format is used in Ariba to make transacting with ® Q@ Jw
Buyers easier by providing Suppliers with the ability to nts Create v | o 1
perform a large upload from their ordering system or ERP | Track CSV Download

Pending Queue Templates

CSV file Upload must be supported and approved by

we—- Documents to Resend Excel Files

the Buyer, using this functionality when not approved \
Product Activity Messages Upload/Download |

will create issues within the Ariba Network but may also

Notifications J All Customers
have a monetary impact of your business et Run Buyer - Austali
CSV Upload
BP SCC Buyer - TEST
A CSV file must be based on the template required by ~ | Order Confirmation 2 e ANK - TEST BUYER
the Buyer Ship Notice SCC Delivery Team - Global H19 Client 400 - TEST
i Q, Search more
Invoice
To Upload a CSV: N
1. Click on..
2. Click on the CSV Upload Type Import CSV Order Confirmation
3. Select the Customer you are uploading the CSV
. . Customer;* v
for using the drop-down list ustomer:”| | 3
. . . Download CSV Templates
4. Click on Choose Flle, Select the file and click on €SV Order Confirmation file path:* | Choose File | No file chosen 4
Open ‘ Import CSY Order Confirmation ‘

5. Click on Import CSV XXXX

Note: Greyed-out items are not available for selection



SADA

Prior to downloading CSV Templates and using CSV files,

confirm that this functionality and process are accepted by

your Buyer and is part of transacting using the Ariba Network.

There are two types of CSV Templates:

Standard Templates — based on Ariba Network best

practice information
Customer Templates — updated to include Buyer

specific fields when required

To Upload aCSV:
1. Clickon...
2. Click on the CSV Download Templates

3. Select the Customer you are uploading the CSV

for using the drop-down list
4. Click the template you wish to download

Click on Download

6. Locate the download icon on the bottom of your
screen, click to open, and the screen is displayed

7. Click to open, save to access and add information

prior to upload

H Q6@ Jw
nts Create v IT' 1
Track CSV Download
[ Pending Queue “ Templates |
e Documents to Resend Excel Files

Product Activity Messages
Notifications

CSV Upload

Order Confirmation

Ship Notice

Invoice

Upload/Download

CSV - Download Templates

File Com

mands Tools Favorites Options Help
E@E0me \® 0 68 &=

Add  ExtractTo  Test View Delete Find Wizard Info VirusScan Comment  SFX

¢y f | StandardTemplate.zip - ZIP archive, unpacked size 2,045 bytes

Name Size Packed Type Modified CRC32
- File folder
{2 CSVOrderConfir... 2,045 675 Rons Editor 4/21/2021 8:49 ... E375CC50
= Total 1 file, 2,045 bytes

Ez!' Business Network ~

Download CSV Templates

File View Row Column Cell Filter Tools Help
IS = CEEEALL ZE-XE BYE

Main Document

I & F # - pefauesv - CSVOrderConfirmationStandard Template.csv X

_csv_version:1.0 _csv_serial :SERIAL_DEFAULT_ORDER_CONFIRMATION_V_1 _csv_type:OrderConf
1 Confirmation Number Order Number Type

2 Optional Required Optional

3 String String String

4 Order confirmation ID Purchase order ID Purchase Order Type
5

< >

Column Count | 28 Row Count | 5 Status )rderConfirmationStandard” Column |- Row |- Selected Cells | - Text Length | 0

E @ W

Done

If any of your customers use custom CSV templates, a Custom Templates section appears below. If so, select a customer from the pull-down menu, and then download the custom templates. Otherwise, download the standard templates.

Custom Templates
Customer:

[ ] Documen t
4 ] e 5

Standard Templates

D Document T

D Order Confirmation
D Ship Notice

Download




Supplier Chain Collaboration Suppliers

Using Upload/Download Processes - Excel



SADA

Excel files are used by Suppliers to provide large amounts
of data from their ordering system or ERP to their Buyer

Only use this process if it accepted by your Buyer

< The upload/download functionality is for Suppliers to
perform mass uploads using Excel format files that are
specific for transacting using Supply Chain Collaboration

< Supply Chain Collaboration templates contain
additional fields such as customer and supplier part
numbers and purchase order revision level

In order for Suppliers to transact using Excel Files they will
need support and approval to do so and are for mass
uploads of information not currently supported by CSV file
upload such as Invoicing

There are 3 Tabs in the Upload/Download selection, they
are:

Qg

/)
*

Jobs — create, edit and run jobs

Downloads - lists the files extracted during the
Jobs run process

Uploads — templates for available
upload/download types

Qg

/)
*

Qg

/)
*

Qg

*
*

Note: Refer to the applicable guide for specific
processes and each different type of mass upload
will contain different fields to set parameters

E!':’ Business Network v

Home Enablement

Enterprise Account

Discovery v Workbench

Overview Getting started

. 2 135

Enablement Tasks New orders

Last 31 days

°

All customers v 3s Customize

My widgets

Home Enablement Workbench Planning ~

Jobs Downloads Uploads

» Search Filters

Jobs

Name

L Edit Run

Orders v

A Orders and Releases v
l ASx
, -

All customers

Ch

Orders ~

Type

Fulfillment v

Upload Download Information

Invoices v Payments v Catalogs v

e
K

v | Exactmatch v Order number

¥

32

anged orders

Fulfillment ~ Quality ~ Invoices -

Created

More v

¥ Q0w

Create v | oo

Track

[ Pending Queue

1000+ Z

Last 31 days All Customers 90 Days DESCR

Changed +

Documents to Resend
Product Activity Messages
Notifications

CSV Upload

Order Confirmation

Ship Notice

Service Sheets

CSV Download

Templates

Excel Files

Upload/Download |

More ~

Modified By




SADA

The Jobs tab is the tab that is displayed when the

Upload/Download selection is made from the drop-down

list

Jobs are created based on the parameters set by the

user

The Types of jobs available are based on the Buyer’s

requirements

Job types once created and edited or rerun

Further options are displayed based on the selection

made

A Job needs to be created for it to appear in the

Downloads Tab
1. Click on Create
2. Enter ajob Name
3. Select the Type of job from the drop down
4. Click on Save

The job will appear in the screen

Upload/Download - Job Tab

Information

Home Inbox ~ Outbox ~ Quality ~ Planning ~ Catalogs Enablement Tasks Reports Document Archive ~ More -~
Jobs Downloads Uploads
» Search Filters
Jobs
Mame Type Created Changed +
Jen test Quality Notification 29 Apr 2021 12:34:15 AM 29 Apr 2021 12:34:15 AM

BP-FRC-ATTR-T1
test maria
SAR_OC

F1

1[ e

Create/Edit Job

Clear Downloads

Forecast
Order Confirmation
Order Confirmati Create/Edit Job

Forecast

* Nam

* Name : | TEST

Job Search Criteria

* Customer : |A|.sl-.let Services Ltd

Start date - | & Mar 2021

End date : | 5 May 2021

e ITEE-’

15 Apr 2021 1:49:01 AM

8 Feb 2021 6:57:54 AM

15 Apr 2021 1:49:01 AM

8 Feb 2021 6:57:54 AM

Modified By

Please select a job type.

Order Confirmation

Consignment

*Type : | Consignment

Supplier part number - |

Buyer part number : |

Location - |

Cancel



SADA

Use run job after a job has been created and you wish to

view the information

The Jobs tab is the tab that is displayed when the
Upload/Download selection is made from the drop-down
list

1. Select the Job you wish to run

2. Click Run

The Downloads tab screen will be displayed with a

status of processing

The length of time varies depending on the amount of
data

Click on Refresh Status is required

It is ready to download when Completed is displayed

Jobs Downloads

» Search Filters

Jobs

Name

Uploads

(@)  BPTST2012041

1

}-'-"‘ o~

BPTST1

1127

CNS REP

R
_'f

L»‘ Edit ‘ Run z

Jobs Downloads Uploads

» Search Filters

Downloads

Job Name
BPTST2012041
Jen test
BP-FRC-ATTR-T1
SAR_OC

F1
BPTST2012041
BPTST1

Type
Consignment

Consignment

SUEbL

Consignment

Type

Consignment
Quality Notification
Forecast

Order Confirmation
Forecast
Consignment

Consignment

A

Created

Upload/Download — Running a Job

4 Dec 2020 7:44:41 AM

et

15 Nov 2019 3:42:58 AM

Last Run .

4 May 2021 9:11:32 PM
29 Apr 2021 12:34:58 AM
15 Apr 2021 1:49:12 AM
29 Jan 2021 5:38:00 AM
25 Jan 2021 12:30:01 AM
4 Dec 2020 7:44:45 AM

4 Dec 2020 7:40:40 AM

,,4 Dec 2020 7:40:33 AM
N

AM

Changed 4

4 Dec 2020 7:44:41 AM

_4 Dec 2020 7:40:33 AM
o - Sy ¥

D MNG . 200 J 2:27:45.

15 Nov 2019 3:42:58 AM

Status File
Processing
Completed +
Completed +
Completed * Completed
Completed *
Complgs=st L
BP201103BP0OO7
Compl¢
BP201103BP0OO7

L Refresh Status

Consignment

Consignment



w Upload/Download - Editing a Job

Use Edit a job when you have already created a data set

. . Jobs Downloads Uploads
and wish to extract the same data but for different dates,
part numbers or locations » Search Filters
. L Jobs
The Jobs tab is the tab that is displayed when the
. . Name Type Created Changed +
Upload/Download selection is made from the drop-down
liSt (i) BPTST2012041 1 Consignment 4 Dec 2020 7:44:41 AM 4 Dec 2020 7:44:41 AM
. (’_‘]- BPTST1 Consignment Dec 2020 7:40:33 AM 4 Dec 2020 7:40:33 AM
1. Select the Job you wish to run Pl S _ﬁM A P b A i Y VT S
L 1127 UL . AN o NG 200 J 2:27:45.
2. Click Edit CNS REP Consignment 15 Nov 2019 3:42:58 AM 15 Nov 2019 3:42:58 AM
. . L Edit un ]
Update the required fields

3. Once all edits have been made click on Save
Create/Edit Job

*Name : BPTST2012041 *Type : Consignment

Job Search Criteria

* Customer : ‘BP SCC Buyer - TEST Supplier part number :

Start date : ‘ 1 Nov 2020 Buyer part number

End date : | 4 Nov 2020 e




w Upload/Download - Files

The Downloads tab shows downloads that have been

generated
Jobs Downloads Uploads

Only jobs with a complete status can be downloaded _
» Search Filters

1. Click on File next to the job you wish to open Downloads
2. The Excel file will open at the bottom of the page or Job Name Type Last Run + Status File
at the tOp ( ‘i’ ), click to open BPTST2012041 Consignment 4 May 2021 9:11:32 PM Completed x 1
1142 Quality Notification 29 Apr 2021 12:34:58 AM Completed *

The Excel spreadsheet is displayed

BP201103BP007 | | | E 5
. . . File ﬂ Insert Draw Page Layout Formulas Data Review View Help Search 15 Share 2 Comments
3. Information is added prior to upload based on the L[ Refresh Staus |
Al2 v x v fx v
Buyer’s requirements B BFTST2012041.05.xlsx A Z A 8 & D E F -
SAP Ariba /\\
Note: Do not add or remove columns from the Ariba Supply Chain Collaboration - Consignment Report
downloaded jOb d Customer ANID Customer Name Customer Part No. Supplier Part No. Description Location
5)|AND1055993515-T  BP SCC Buyer - TEST BPO07 BuyerDescriptionBP07 "1710
6]/AN01055993515-T  BP SCC Buyer - TEST BPOO7 BuyerDescriptionBPO7 Emo
7 BPOO7 1710
|nformation can be added, hOWGVGr, all mandatory f|elds 2 AN01055993515-T  BP SCC Buyer - TEST BPOO7 BuyerDescriptionBP07 1710
. 13 -
must be completed, the mandatory fields are based on Consignment Report |G : .

the information contained within the applicable guides



w Upload/Download - Tabs Information

The Uploads tab shows a list of the uploads you have

Jobs Downloads Uploads

loaded into the Ariba Network

» Search Filters

1. Status of the upload
. Uploads
2. File that can be downloaded
. . . Name Type Last Uploaded I Status I File Log
3. Log to identify the errors generated during the
BP-FRC-UPL-ATTR Forecast 15 Apr 2021 1:52:32 AM Completed + +
upload process
p p SAR-QOC QOrder Confirmation 29 Jan 2021 5:42:49 AM Failed + +
am Completed
1130 Forecast 5 Nov 2020 2:30:58 AM - + +
With Errors
Forecast Excel Forecast 20 Mov 2019 8:24:14 AM Failed + +
MV Test Manufacturing Visibility 5 Mov 2019 1:57:22 AM Failed + +
OC Reconf Order Confirmation 30 Oct 2019 7:37:01 AM Completed 4 4
With Errors
RO test Replenishment 30 Oct 2019 3:09:42 AM Failed + +
price enhanc int enblmnt Order Confirmation 22 Oct 2019 12:55:27 AM Completed * X
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Terms and Glossary
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General Terms

Name of Item

Description/Use

Name of Item

Description/Use

ANID The ANID is the SAP Business Network Network Identification number, | Credit Memo A Credit Memo is a credit against a Purchase Order and at header level. For
this number is unique for each SAP Business Network Network example use a Credit Memo when there has been an overcharge on shipping
whether a Buyer or Supplier Network costs or the wrong Tax rate has been selected

ERS Evaluated Recipient Settlement indicates that the Buyer will create Line Item Credit Memo A Line Item Credit memo is a credit against an Invoice and is when a credit is
the Invoice on behalf of the Supplier required for damaged good or return of goods that where not fit for purpose

ERP Enterprise Resource Planning is the integrated management of Rejected Invoice/ Edit & | When an Invoice is rejected by the Buyer it will create a rejection, locate and

business processes such as Ordering and Invoicing

Resubmit

open the Invoice and use Edit and Resubmit, correct the error based on the
Buyer requirements and resubmit

Purchase Order

A Purchase Order is your document of truth, it is the source document
from which all other documents will flow from, only the Buyer can
change or update a Purchase Order

SAP Business Network
Discovery

Only used by Buyers and Suppliers that use SAP Business Network Discovery
to Request for Quote (RFQ) on goods or services

Invoice

An invoice is the document used to pay a supplier for goods or
services provided based on the Purchase Order

SAP Business Network
Questionnaire and
Proposals

Supplier Lifecycle Performance (SLP) is a process used by Buyers.
Questionnaires are sent to a supplier from a Buyer and can be a Registration or
Purchasing Questionnaire based on the Buyers requirements

Table Options Menu

Table Options menu allow suppliers to change the view of the screen
to display different heading or information

Search Filters

Search filters provide users with the ability to narrow search options to locate
specific types or documents in their SAP Business Network Network

SAP Business SAP Business Network Sourcing is used as part of Direct Materials Documents A Document is the information sent and received via the SAP Business
Network Sourcing sourcing, it is a solution for managing sourcing and suppliers across all Network Network
spend categories
Active Buttons Active Buttons are blue and can be selected to perform a task or Fulfillment The name of a tab that includes orders, order confirmations, ship notices,
process, greyed out buttons indicate that it is a process not used by a Services entry sheets, extended collaboration, product replenishment, drafts,
Buyer or requires another process to occur prior to activating extended collaboration and receipts
Order Confirmation An Order Confirmation provides a Buyer with confirmation that good Opportunities These represent collaboration requests
or services requested can be delivered or provided based on the
information within the Purchase Orders
Ship Notice A ship notice also known as an Advanced Ship Notice provides the Drafts Documents can be saved as a draft for completion at a later point

Buyer with information about the goods arriving to their premises
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Order Status Descriptions

Name of Item

Description/Use

Name of Item

Description/Use

New Initial state. You have not updated the order status. Partially Confirmed The order is in progress and some of the ordered quantities have been
confirmed
Changed Your customer canceled or replaced the order by a sending a Partially Shipped If you partially confirmed an order and then you partially ship either the
subsequent (changed) order. previously confirmed order line or a different order line, the purchase order
status is set to Partially Shipped. You can still continue to confirm order line
items regardless of the shipping status until you have confirmed all order lines.
Confirmed You agreed to ship all line items and/or agree to the pricing, delivery Partially Serviced For service orders, you can continue to create service sheets for unplanned

of services and requirements listed in the Purchase Order

service lines up to their hidden maximum amounts (which might be larger than
their subtotals) or planned service lines up to their subtotals. The service order
status is set to Partially Serviced until all of the service lines are serviced

Confirmed with New
Date

The order confirmation has a different Start Date or End Date than
the order, but no other change

Partially Invoiced

Some of the ordered quantities have been invoiced

Confirmed with The order confirmation has a different Expected Value than the Partially Rejected Some or the ordered quantities have been rejected

Changes order, and also has a different Start Date, End Date, or both

Shipped Final state. You shipped the entire order Serviced The order is fully serviced. You cannot create any more service sheets for any

more service lines in the order

Invoiced The order is fully invoiced. The Amount Invoiced column shows how | Received Statuses for receipts that are sent by the buyer from their ERP system. The
much money you have invoiced or charged against the purchase purchase order status is updated based on this information
order. For older purchase orders, displays Yes to indicating that you
have submitted invoices

Obsoleted Purchase order that has been replaced by a subsequent (changed) Partially Received Only some of the goods received have been receipted into the Buyers
order ordering system or ERP.

Cancelled A cancelled Purchase Order means it can no longer be used, where a Returned Specific to Supply Chain Customers using returns
Buyer cancels a Purchase Order and then re-instates it the balance
tracking will not carry forward

Failed experienced a problem routing the order to your account. You can

resend failed orders.




w Routing Status

Name of Item Description/Use

Accepted SAP Business Network accepted the purchase order from your customer or from the catalog tester

Order Queued SAP Business Network Queued the purchase order from cXML processing

Sent SAP Business Network successfully converted the purchase order from cXML to EDI and has forwarded it to your VAN in

an interchange

Acknowledged SAP Business Network received a positive functional acknowledgment from you

Failed SAP Business Network could not route the purchase order, and it lists the reason for the failure
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© 2024 SAP SE or an SAP affiliate company. All rights reserved.

No part of this publication may be reproduced or transmitted in any form or for any purpose without the express permission of
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The information contained herein may be changed without prior notice. Some software products marketed by SAP SE and its
distributors contain proprietary software components of other software vendors. National product specifications may vary.

These materials are provided by SAP SE or an SAP affiliate company for informational purposes only, without representation or
warranty of any kind, and SAP or its affiliated companies shall not be liable for errors or omissions with respect to the materials.
The only warranties for SAP or SAP affiliate company products and services are those that are set forth in the express warranty
statements accompanying such products and services, if any. Nothing herein should be construed as constituting an additional

warranty.

In particular, SAP SE or its affiliated companies have no obligation to pursue any course of business outlined in this document or
any related presentation, or to develop or release any functionality mentioned therein. This document, or any related presentation,
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functionality are all subject to change and may be changed by SAP SE or its affiliated companies at any time for any reason without
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functionality. All forward-looking statements are subject to various risks and uncertainties that could cause actual results to differ
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SAP and other SAP products and services mentioned herein as well as their respective logos are trademarks or registered
trademarks of SAP SE (or an SAP affiliate company) in Germany and other countries. All other product and service names
mentioned are the trademarks of their respective companies.

See www.sap.com/copyright for additional trademark information and notices.
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