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Login For Existing Users

supplier.ariba.com is the URL to access your Ariba Network account.
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Login For Existing Users

Enter the login details in 

the respective fields and 

click the Login button.
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Switching to Sourcing Screen

On the Home page, 

to switch to the 

Sourcing screen, click 

the Ariba Apps icon.
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Switching to Sourcing Screen

Select the 

PROPOSALS option.
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Switching to Sourcing Screen

The Sourcing Home page will be displayed. 
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Switching to Orders and Invoices Screen

On the Sourcing Home

page, to switch to the 

Orders and Invoices screen, 

click the Ariba Apps icon.
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Switching to Orders and Invoices Screen

Select the ORDERS 

& INVOICES option.
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Switching to Orders and Invoices Screen

The Home page of the ORDERS & INVOICES screen will be displayed.
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Update Company Profile
To configure your account, click the 

Company Settings dropdown on 

the Home page of the ORDERS & 

INVOICES screen.
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Update Company Profile

The Company Profile option 

will help you update your 

company profile.
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Update Company Profile

You can add relevant information 

in the respective tabs and update 

your company profile. 
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Update Company Profile

Do not forget to click the 

Save button after entering 

information in each tab or 

the changes will not reflect.
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Setting Up Legal Profile – GSTN ID Update

1. On the Home page, 

Click Company

Settings.

2. Select Company

Profile from the 

dropdown list.
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Setting Up Legal Profile – GSTN ID Update

The Company Profile

page is displayed.

3. Click the Basic Tab.

Scroll down to 

Additional Company

addresses.

4. Click Create. 

HZL Test
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Setting Up Legal Profile – GSTN ID Update

The Configure Supplier 

Addresses Served by 

This Account page is 

displayed. 

5. Enter Address Name.

6. Enter Address 1.

7. Select the Set Up 

Legal Profile

checkbox.
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Setting Up Legal Profile – GSTN ID Update

When you select the Set 

Up Legal Profile check 

box, the Financial 

Information section is 

displayed.

8. Select the desired 

Supplier Type from 

the dropdown list.

9. Enter GSTN ID.

Note: The GSTN ID must 

be 15 characters long, 

and the first two digits 

must be the state code.

10.Click Save.

Supplier Type under GST 
regulations is explained in the 

next slide.
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*Composition supplier is not allowed to avail input tax credit, such a supplier cannot issue a tax invoice as well. A buyer from composition dealer will not be able to claim input tax on such goods.

Supplier Types under GST regulations
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Electronic Order Routing

The Electronic Order Routing option under 

the Company Settings dropdown will 

ensure you are notified via email as and 

when a new purchase order is sent by HZL. 
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Electronic Order Routing

After selecting the Electronic Order Routing

option, the Network Settings page will be 

displayed. Scroll down to the New Orders section.
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Electronic Order Routing

Select the Email option under the Catalog 

Orders without Attachments drop-down.
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Electronic Order Routing

You can enter up to 5 email 

addresses per notification type. You 

must separate each address with a 

comma, but include NO spaces 

between the email addresses.
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Electronic Order Routing

Select the Include document in 

the email message check-box 

to view the purchase order in 

body of the email message.
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Electronic Order Routing

Do not forget to click the 

Save button or none of 

the changes will reflect.
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Electronic Invoice Routing

The Electronic Invoice Routing option under the 

Company Settings dropdown will ensure you are notified 

via email as and when the invoice status changes and when 

the invoices are undeliverable due to routing issues.
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Electronic Invoice Routing

After selecting the Electronic Order Routing

option, the Network Settings page will be 

displayed. Scroll down to the Notifications section.
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Electronic Invoice Routing

Select the Invoice Failure and Invoice Status Change checkboxes.
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Electronic Invoice Routing

You can enter up to 5 email addresses per 

notification type. You must separate each 

address with a comma, but include NO 

spaces between the email addresses.
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Electronic Invoice Routing
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Ariba Help Support

1. On the right hand side of the Home 

page, you will see the Help Center link 

that can be collapsed/expanded.

2. In the Help Center section you can 

type in your query in the Search field 

and all reference material (FAQs, video 

tutorials and documentation) 

pertaining to your query will be 

displayed below. 

3. You can click the Documentation link 

to directly access the Learning Center

page where all the product 

documentation and video tutorials can 

be accessed.

4. You can click the Support link to 

connect with the Ariba Help Support 

team via email, chat or phone.



31CONFIDENTIAL© 2018 SAP SE or an SAP affiliate company. All rights reserved.  ǀ

Supplier Information Portal

1. From the Company Settings 

dropdown menu, select Customer 

Relationships

2. Click on Supplier Information Portal 

next to Hindustan Zinc Limited to view 

the following presentations to learn 

more about transacting with HZL:

❖ HZL Material Order Guide

❖ HZL Service Order Guide



Thank you.


