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Benefits of using Ariba*:

1. Orders / Documents repository in portal

2. Visibility of pending Supply / Service

3. Intimation of Goods receipt on real time basis
4. Intimation of Payment remittance

5. Visibility of Invoice wise Payment in portal

6. Online query resolution with Buyer

*All above subjected to completing entire cycle thru Ariba
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A. Supplier Information Portal

A.1. Where can a Supplier find the tutorial for Ariba transaction?
Answer: Supplier can visit the "Supplier Information Portal” on the link mentioned below

to view all the tutorials / information / FAQ related to Ariba.

https://support.ariba.com/item/view/193490

L ES ]

Commerce Automation

Standard Account Functional
Training Video

Enterprise Account Functional
Training Video

Adani Training Guides
Ariba Network User Guide

Ariba Network ID (ANID) Creation
and Supplier Login Guide

How to Edit Ship Notice

Supplier self help

document_Service order

Gl
==

P

Notifications to Suppliers from
Ariba Network

Supplier self help
document_Material order

How to Send Purchase Order to E-
mail

View Commerce Automation
process (PO's and Invoices) for
transacting via the Ariba Network.

Guides to help suppliers transact
via the Ariba Network.

A.2. How to access the Supplier Information Portal?
Answer: Steps to access the Supplier Information Portal:

1. On the Home page, click the Account Settings icon > Settings > Customer
Relationships

2. In the Current section, click the Supplier Information Portal link beside the customer’s
name.

@ AK
Reports v More ~ Alap K
test-akareel1@in.ibm.com ‘
ort Ukraine toggle to match buyer postings for urgentl
My Account
P e

Contact Administrator

|54 ff‘

Account Settings Switch Account >

Customer Relationships AGARWAL AUTOMOBILES

ANID: ANO1776757911-T
Premium Package

Users
Notifications
Company Profile

days Application Subscriptions
Marketing Profile

Account Registration .
Settings

| >

Network Settings
Back to Classic View

Electronic Order Routing

Also, Supplier can directly go to the portal thru the link provided above.
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B. Login / Ariba Account related

B.1. What infrastructure do | need to use the Ariba Network?
Answer: A regular Internet connection and a web browser are the only requirements.

B.2. How do | see Ariba applications in a different language?
Answer: The language you see on your Ariba account is based on your language settings
in your Internet browser.

Using Internet Explorer:

1. Click Tools > Internet Options > Languages.

2. In the Language Preference window, click Add to add the desired language.

3. Select the language to add and click OK.

4, This language will need to be placed at the top of the list using the Move up button.
5. Click OK and click OK again from the Internet Options window.

Using Mozilla Firefox:

1. Click Tools > Options> Content> Languages> Choose.

2. Select the language you want and click Add.

3. This language will need to be placed at the top of the list using the Move up button.
4. Click OK and click OK again from the Options window.

Using Google Chrome:

1. Click the options menu in the upper right corner and choose Settings.

2. Click Show advanced settings.

3. In the Languages section, click Language and input settings.

4. Click Add.

5. Choose the language you want and click OK.

6. Drag this language to the top of the list and click Done.

7. Close the options tab.

Next, close your browser and reopen it for the changes to take effect. If the language
you select is not supported by Ariba, it defaults to English.

Additional Information

Your browser languages does not change the language you specify for email
notifications.




Ariba solutions support the following languages:

English (en), French (fr), Italian (it), German (de), Spanish (es), Japanese (jp), Simplified
Chinese (zh-cn), Traditional Chinese (zh-tw), Brazilian Portuguese (pt-br), Korean (ko),
Russian (ru), Polish (pl), Hungarian (hu), Turkish (tr), Dutch (nl), Swedish (sv), Greek (el),
Romanian (ro), Norwegian (no), Danish (da), Finnish (fi), Czech (cs), Croatian (hr).

B.3. How secure is the Ariba Network?

Answer: The Ariba Network uses Secure Hypertex Transfer Protocol (HTTPS) for all
communication between procurement applications, suppliers, and the Ariba Network.
HTTPS is the standard for secure Internet communication and uses Secure Socket Layer
(SSL) with RSA Labs encryption. Additionally, accounts on the Ariba Network are password
protected.

B.4. How a Supplier can login to the Ariba portal?
Answer: supplier.ariba.com is the URL to access your Ariba Network account.

Also, Supplier can click on “Process Order” hyperlink in the received mail
which will re-direct them to the Ariba Login portal.

Supplier Login Have the Ariba Supplier Mobile app?
v (v} ey
t ar or
3 you. If you don't yet e the app, download it
free from the Google Play or Apple App store
(EL=JE

Learn More l
i

Forgot Usemame or Password

New to SAP Business Network?
Register Now or Leam Moare

B.5. What to do if Supplier do not remember the Username and Password of the
Ariba Supplier Login?

Answer: Supplier can click on “Forgot Username or Password” link below the “Login’
hyperlink on the Login page which will re-direct them to the recover Username & Password

page.
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Login
Fargot Username ar Password -é-"'

After entering the registered Email id, Supplier will receive an Email notification wherein
they can reset Password or know the Username.




Recover your username

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

Email address

[ | E

m Caneet

Reset your password

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

Email address

" T

m Canest

B.6. How can Supplier know the Administrator details of their Ariba account?
Answer: On the Home page, click the Account Settings icon — Click Contact
Administrator — View the Administrator details.

@ AS
Adani Subuser
My Account
Link User IDs @
ARIBA 30 . >
. Account Administrator Information
N Mame:  Adani Lisernr
- Ernail Address: aman.andotra@ibm.com
Back to Classic View Office Phone #1 1234
Fae
Logor




B.7. What if the Administrator of the Ariba account is pursuing a different role
and Email id of the Administrator is expected not to be available for use?

Answer: Concerned Administrator should ensure to change the Administrator Email id by
going into the Ariba Account setting and mention the Email id of individual who will further
be taking care of the transactions. This must be noted that there will be only one
Administrator Email id for 01 ANID (i.e. Ariba account). Please note an email to approve the
account details change will go to the current admin, post the approval, the email address
will change to new one. If not one can use process mentioned under B.7.

B.8. What if the Administrator of the Ariba account has already left organization
without re-assigning the Administrator Email id to other individual or Email id of
the Administrator is no longer in use to retrieve the Username/Password?

Answer: Supplier can self-help themselves by raising support ticket as per following
process

1) Go to supplier.ariba.com > and Click on Help Center on top right of the page >

2) Click on ‘Support’

3) Click ‘Contact Us'

4) Select the relevant issue that you need help with

5) Select ‘I need to reassign the administrator account’.

6) Select ‘Create Case’

7) Fill in the required details, including your contact number

8) Click on ‘One last step’ at the bottom right corner

9) On the next page, Select phone as an option & click submit & wait for the support

engineer to contact you.

Alternatively Supplier needs to send an Email to aribahelpdesk@adani.com (+91 79 255
55044) requesting for change of email id of the Administrator and re-assigning the
responsibilities to other individual with appropriate reason.

B.9. Why is Administrator Email id important and what activities can be done with
this?

Answer: Only Administrator can add on other individuals (Users & Sub-Users) from their
organization and assign / approve specific responsibilities. Although all added individuals
will have their login id and password, but they can only complete those activities in Ariba
for which Administrator has assigned them the access/role.

10
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B.10. How to change / transfer Administration Email id / Username?

Answer: Steps to change / transfer Account Administrator Role:
1. On the Home page, click the Account Settings icon.

2. Click Settings > Users

3. Click the Manage Users tab > Select the checkbox of the user

4. Scroll to the right and click Actions > Make Administrator

5. Select a Role for the user and click Assign

Adani Userr o

buyer postings for urgently-needed

My Account

F l Link User IDs
ACCOUNT SETTINGS

Contact Administrator

Customer Relationships

Users |@‘3A 30

Notifications

Application Subscriptions Company Profile

Account Registration Marketing Profile

Electronic Order Routing

Back to Classic View
Electronic Invoice Routing

Remittances Logout

+ 7 =

AN Access Actions

Assign a Role
Yes
Yes Actions = Name

Edit \I'F

Delete

@ Make Administrator

Username

ariba30@ibm.com

Email Address

aman.andotra@ibm.com

NETWORK SETTINGS Settings > @

ariba301l@ibm.com

uml8200:@stu.ximb.ac.in @

Note: This has to be done only thru existing Administrator login only.
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B.11. Which permissions should Administrator assign to add User in their
Organization to give access for order view, Ship Notice creation, Service Sheet
Creation & Invoice creation?
Answer: Roles needs to be created by the Administratorin order to give access for different
categories. Permission to be selected, Roles to be created & then assigned -role

description is mentioned be

low for reference.

Permission

Description

Category

Permission to download
current transactions

Permission to download current transactions

PO and Invoice
transaction

Inbox and Order Access

View and search documents in Inbox and take actions based on

your role

PO and Invoice
transaction

Invoice Generation

Generate invoices, as supported by customers (requires Inbox and

Outbox Access)

PO and Invoice
transaction

Outbox Access

View and search documents in Outbox and take actions based on

your role

PO and Invoice
transaction

Services Access

Perform Services actions with limited access to transactions

information

PO and Invoice
transaction

Payment Activities

Manage your payment activities

PO and Invoice
transaction

B.12. How can Administrator create Roles for different Users?

Answer: Steps to create Rol

1. On the Home page, click the Account Settings icon.

2. Click Settings > Users
3. Under the Manage Roles
4, Enter a Name for the role

5. Select the appropriate permissions using the check boxes.

6. Click Save

Note: Creation of Roles is important to assign responsibilities to
Administrator.

Adani Userr

buyer postings for urgently-needed hi
My Account

es for Users

tab, click +

Back to Classic View
Electronic Invoice Routing

Remittances Logout
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Users added by

l Link User IDs

Contact Administrator Manage Roles lanage Users

ARIBA 30 Roles (2)

: Create and manage roles for your account. You can edit the role and add users to a role. The Administrator role can be viewed, but
i " cannot be modified.
Application Subscriptions Company Profile Filters

2 Permission
Accou ration Marketing Profile
ETHORK SETTINGS I Sattinge >| Select permission assigned v
ectronic Ord q




SAP Ariba Network Enterprise Account  TEST MODE (©)

* Indicates a required field 8

New Role Information

Name]* | | 6

Description:

Permissions

Each role must have at least one permission

Permission 7 Description

I:I APl Development Access Access to API development using the SAP Ariba developer portal.

I:l Order Assignment for Users with Limited

User can assign an order to a user with limited access to Ariba Network
Access

I:l Contact Administration Maintain information for account contact personnel

B.13. How to add Users / Sub-users to an ANID thru Administrator profile?
Answer: Before Adding Users Administrator need create Roles (Step to create Roles is
mentioned in Q9 above).

Once Roles is created, following steps needs to be completed:

1. On the Home page, click the Account Settings icon.

2. Click Settings > Users

3. Under the Manage Users tab, click +

4. Enter the user's information (Username, Email Address, First Name, Last Name and
Phone)

5. Select a role in the Role Assignment section.

6. Assign a customer (All customers or Select Customers).

7. Click Done > Save

13




Adani Userr
Manage Roles Manage Users
buyer postings for urgently-needed hi
My Account
Users (1) 4
[ Link User IDs
ACCOUNT SETTINGS : e [Fra i ®
Contact Administrator l:‘ Enable assignment of orders to users with limited access to Ariba Network. W
l:l Require two-factor authentication (applies for all users of your organization)
ARIBA 30

Filter

Users (You can only search on one attribute at a time)

Username ~ | [Enter username [ + }

'wew User Information

l6

Username: * | |

Role Assignment
Email Address: *
Name Description
First Name: * ]

Admin

—
Customer Assignment

Last Name: *

. 0 er: (@) All Customers 8
Do not allow the user to resend invoices to the buyer's account. =

Select Customers

This user is the Ariba Discovery Contact “:

Limited access “*

Office Phone: | appas 9 m| Cancel ‘

Note: Username should be in email address format and if the email address is already being
used for different customer, then use a number or customer name as prefix or suffix to
email Id for easy identification.

B.14. Up to how many Users can an Administrator add to the Ariba account?

Answer: 2000. However, for one customer, a supplier can have only one Ariba account per
Vendor ID.

B.15. Can a Supplier have multiple Ariba account?

Answer: Yes, a company can have multiple Ariba accounts, depending on their business
needs. For example, if a company has several locations around the world, they might want
a separate account for each region.

Most companies choose to have one account with multiple customer relationships, which
provides a centralized location to maintain their company profile information and all their
customer relationships.

B.16. How to link different Ariba accounts, if Supplier has multiple ANID’s?
Answer: To link two public supplier accounts below steps to be followed:

1. Log in as one of the accounts.

2. On the Home page, click Account Settings icon > Link User IDs

3. Enter the username and password for the user account you wish to link under the NO
APPROVAL NEEDED section.

14




4. Click Link accounts

SAP Ariba

@ »

Supplier Logi [
upplier Login Trainer APJ

suppliertraining .4|'Jé|;'.: aisap.com

My Account

Link User IDs

2/

Login

Forgot Username or Password

Contact Administrator

gy

NO APPROVAL NEEDED |

Enter the username and password of another account to which you want to
link.

Username: * ‘ testSESA1-ajitbariktcs@gmail.com

©

Password: * ‘ sesnnnne

=

B.17. Where can a Supplier view their Ariba ANID?
Answer: Steps to view the ANID of any Ariba account.

1. On the Home page, click the Account Settings icon.
2. The ANID will be displayed under your Company Name.

Enterprise ACCOUNT  TEST MODE

SAP~ Ariba Network ~

Home Inbox -~ Outbox - Catalogs Reports Messages

Orders and Releases v~ | All Customers

All Customers +  Last 14 days

Orders, Invoices and Payments

0 0 0 Q
New Purchase Orders vices R Payments Docu -
Orders Received !
Order Number Customer Status Amount Date | Amount Invoiced Action

You do not have any Orders and Releases

Now v
Check

Tasks

My Account
Link User IDs

Contact Administrator

Supplier Tmlnmi E

Company Profile
Settings >

Logout
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B.18. How can a user change or update their email address or username?
Answer: To update the email address, username, contact information, preferred language,
time zone or currency on your account, below steps to be followed:

1. On the Home page, click Account Settings icon > My Account
2. In the Account Information section, edit fields as needed.
3. Click Save

Once the email address is changed, the old email will receive a email with link to approve
the change.

My Account “ Close

Account Settings @
Account Information @

Trainer APJ Usemame:* | suppliertraining.apacl@sap.c

Email Address: * | suppliertraining.apac@sap.co

&

My Account

* | Trainer

Link User IDs
Name:* | APJ

Contact Administrator

B.19. Can any Ariba account have more than one Administrator?

Answer: Only one user can be named the administrator of any account. Sub users can be
granted all permissions to give them access to everything on the account with the
exception of the Users page. Only the account administrator can manage users and roles.

B.20. How do | change my remittance address and banking information?
Answer: You edit your bank information when defining your remittance address:

1. Click Account Settings icon > Settings in the upper right corner of the Home page.
2. Select Remittances.

3. Click Create in the EFT/Check Remittance section.

4, Add or update your bank account information.

5. Tick the box to the left of Include Bank Account Information in invoices.

6. Click OK, then click Save.

Your updated remit-to information will appear on new invoices you create.

Additional Information

16




You must be the administrator or have the Payment Profile permission to access the
Remittances page.

Your customer requires their suppliers to provide bank details on invoices. You'll receive
an error message on the invoice if you haven't added bank information to your remittance
address. If you see an error, you can click Add bank accounts details to configure your
remittance address with bank information. After you add bank information, you are
returned to the invoice entry page and can submit the invoice to your customer.

If you update your bank account information while you have unpaid invoices, contact your
customer to make sure the bank account information is updated in your customer system
as well.

B.21. Is it possible to access SAP Ariba from Mobile device?
Answer: Yes. It can be downloaded from here:

iOS : https://itunes.apple.com/us/app/ariba supplier mobile/id1056749681?1s=1&mt=8

Android : https://play.google.com/store/apps/details?id=com.sap.ariba.mint

Note : Suppliers engaged with Adani are offered only Standard Account of SAP Business
Network as Enterprise Account features are available on Chargeable basis so it is
requested that DO NOT Click on following "Get Enterprise account” on following Button
else you will get Billing in USS$ directly from SAP Ariba and on non-payment of this your
existing Account/ANID shall get disabled for further transactions.

~ "/

SAP  Business Network + Stancir Accourt 'uuﬁ-r:.
R

Don’t click on. this option.
) A A 3

7
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C. Ariba Transaction related
C.1. Order Receipt / Confirmation / Status
C.1.1. How is a Supplier intimated once an order is released?

Answer: Whenever an order is released, Supplier receives an Email notification on their

registered Email id.

Adani-Test sent a new Purchase Order 5702000061 D nbox %

“Adani-Test" <crdersender-prod@ansmip.aiiba.com> = 520 PM (3 minutes ago
ne, hitesh. gadhvi =

) this message. Ariba Network or olher At envic send your reply (o the & & messa and link il to its corresponding document. SAP Aviba stores your contect information |
Sl e policy at MRS (SArvice WCollaD-pATOMYCOMMon e hesss VUM BY rapiying 10 TS f ol

Adani-Test sent a new order
Your customer sent you this order through Ariba Network.

adani

C.1.2. Can Order notification be received on other email addresses also? If yes, then How?
Answer: Yes, it can. To enable email notifications of new purchase orders to additional

Users, below steps to be followed by Administrator:

1. On the Home page, click the Account Settings icon.

2. Click Settings > Electronic Order Routing

3. Inthe Catalog Orders without Attachments, select the Routing Method as Email

4. The Email Address field will be displayed. You can add up to 5 email addresses,

separated by a comma, no spaces. Distribution lists are also allowed.

5. Select the Include document in the email message checkbox

6. Click Save

18




ACCOUNT SETTINGS

Customer Relationships

Users

@)

AB

N®

| 1

test @gmail.com

My Account

Link User IDs

Notifications Contact Administrator

New Orders
s - Supplier Trainin
Application Subscriptions PP & Document Type Routing Method Options
ANID: AN01556175435-T
Account Registration Emall ac
g Company Profile @ s com teeabc@gmait.cond
JIETWORK SETTINGS I Settings 2 )I Attach cXML document in the email message
Catalog Orders o
without Email ~ v
Electronic Order Routing Logout Attachments Ceave attachi and do not include them with
email messaj lies to all orders with attachments
that have the routing method "Same as new catalog arders
. . . it t attachments”.
Electronic Invoice Routing rovtattachmens
Attach PDF document in the email message
Accelerated Payments
C“J"lus Orders Same as new catalog orders without attachments Email
with
Remittances Statement  Security Disclosure  Terms ¢ | Attachments

Network Notifications

(7

Note: It's important to keep the email addresses updated. Invalid email addresses can
cause PO’s to be on Failed status.

BN -

Audit Logs

C.1.3. How to view Orders after Login to Ariba?

Answer: After Login to the portal, Supplier needs to click on “Workbench” and then on
“Orders” which will open the list of released Orders on the Supplier. Supplier can click on
respective Order and do further needful activity against the same.

1 Workbench — 2 Orders — 3 Click on respective Order

Business Network ~ Entarprise ount  TEST MODE € Back to classic view

My widgets

Purchase orders Last 3 months < Invoice aging Activity feed  All v
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Orders (61)
> Edit filter Save filter
order Number (= AUt Cate rder Sias Ao
Adlani-Test T20.000.00 INR Jan 8, 2022 confirmad
Adani-Test T200.000.00 INR Jan &, 2022 Partally Serviced
130001832 Aclani-Test 200,000,900 INR Jan 6, 2022 Fartiolly Serviced
Aclani-Test ¥7.277.84 INR dan 4, 2022 Partlally Seniced =
A
R erarrsamn e a 2oz Prortally services 2
s703nODonZ Aclani-Test 70,00 INR Jan 4, Z0EZ raEw
AddaniTest 7123500 INR Jan 4, 2023 Conlimed

C.1.4. What to do after receiving order thru Ariba email?
Answer: Supplier needs to view the Order terms & conditions, amount, quantity, etc. and
then submit the “Order Confirmation” in Ariba soon after receipt of order.

C.1.5. What if Supplier has Clicked on "Workbench” and then “Orders” but not able to see
the respective order in the list for which they have received an email intimation?
Answer: This must be noted that default screen under Orders views all orders released
within 31 days only. So, if an Order is beyond 31 days old, this will not be appearing in
default screen search. To view those orders Supplier needs to follow below steps:

1 Workbench — 2 Orders — 3 Edit Filter — 4 Change Number of days from dropdown — 5
Click Apply

Following above steps, Suppler will be able to view entire list of orders released on them
within the selected time frame. If still order do not appear in the list, Supplier needs to
contact respective Buyer at Adani.

Workbench

3 7 3 N
Last 24 hours

Mew orders Orders Rejected involces Last 7 days

Last 31 days Last 31 days Last 31 days
: 4 Last 14 days

Last 31 days

Last §0 days

Last 385 days
Customers Order numbers w| Onder status i

& e salectio Last 31 days . Inelude
) 1 xact mat

Company roides Pure hasing nrganizatinns Custamear |oeatinms Oirdar typa
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C.1.6. How to submit the "Order Confirmation” in Ariba?
Answer: To create “"Order Confirmation” in Ariba following Steps needs to be followed by
the Supplier:

Workbench — Orders — Click on respective Order — Create Order Confirmation —
Confirm Entire Order — Next — Submit

Once these steps are completed, Order Status will change from “New” to "Confirmed”

Purchase Order: 4502000078 “

Creste Owler Confemation v L

- " vt
Fram: o
adanl Adani Ports and Specal Economic Zoe Limited GAINWELL COMMOSALES PYT LTD-TEST
A D Pe-D HARRPUR
o
A
Erd
Payment Terms | <
. 3 z
19p
nation G
VELL COMMOSALES PVTLTD

ESHINRPUR

Cthar indarmation

QAP Business Network Entarprisa Account  TEST oo

Confirming PO Exit “

Confirm Entire

1) Ordes + Order Confirmation Header

I:"?"\ ﬂ:'..le\\:.?mel

W2 Confirmation

Atactemernts
Name Size (bytes) Cortert Typs
Mo i
Browese... | Mo fle selecied Add Attachment
Line ltems
Lneg  Part#/ Descrigtion Customer Fart # Type Cry (Linit) Need By Uit Price Subtatal Tan:
10 ATOS100843 Materia 2,000 [TNE) 23 Dec 2021 106.00 INR 200,00 INR 15,00 INR
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Enterprise Accoumt  TESY wooe

N Confli &
-/ Qrder Confirmation Update
~

ELIET T

Line Items

Live®  Part e/ Description Custommer Pt & Tupe Qty (k) Need By Lkt Price Subiosal Ta

o ETOS100843 Materisl 2,000 [THE) 23 Dec 2021 100,00 INR 20000 INR 915,00 INR

WRSHEBLE COAL (E-AUCTION)
2,000 Confirmed As Is (Estimated Delivery Date: 23 Dec 2021 - defaulted rom Reguested Detvery Date i one
BOMS040203 Materisl 1,000 (B35 23 Dec 2021 1,000.00 MR 100008 INR 40,00 INR

CEMENT PPE GRADE

L4300 Confirmed As |= (Estmated Dislivery Dete: 23 Dec 2021 - defaulbed from Reguesbed Desvery Dass

C.1.7. What is the significance of various "Order Status” in Ariba?
Answer: Various "Order Status” and their significance is mentioned below:

a. New - Order is received by Supplier, but Confirmation to the Order by Supplier is
awaited.

b. Confirmed - Order is confirmed by Supplier, Service / Supply & Invoice against the
order is awaited.

c. Partially Shipped - Supplier has confirmed the order & partial Ship Notice is created
by Supplier in Ariba. No Invoice is submitted by Supplier against any Ship Notice.
Also, partial Quantity is remaining for dispatch or creation of Ship Notice.

d. Partially Serviced - Supplier has confirmed the order & partial Service Sheet is
created by Supplierin Ariba. No Invoice is submitted by Supplier against any Service
Sheet. Also, partial Quantity is remaining for Service or creation of Service Sheet.

e. Partially Invoiced - Supplier has created Ariba Invoice for partial quantity against

the Order.

f. Shipped - Ship Notice for full order quantity has been created by the Supplier in
Ariba.

g. Serviced - Service Sheet for full order quantity has been created by the Supplierin
Ariba.

h. Invoiced — Supply / Service against the order is completed and Ariba Invoice for full
order is created by Supplier.
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C.2. Ship Notice & Invoice

C.2.1. When to create Ship Notice in Ariba against any order and what are the pre-
requisites for creation of Ship Notice?
Answer: After Order Confirmation is submitted, Ship Notice in Ariba shall be created by
the Supplier when material is ready to be shipped from their factory / plant.

Before creation of Ship Notice, Supplier needs to be ready with following (Pre-requisites):

Supplier's Invoice Number
Carrier Name

Vehicle Number

OV sWN =

Scanned Copy of Supplier's ERP system Invoice

Scanned Copy of LR/AWB/BL with LR/AWB/BL number & Date

Scanned copy of any other document (like Warranty Certificate, Test Certificate,

Inspection Certificate, etc.) required to be submitted to Adani as per Order terms.

C.2.2. How to create Ship Notice in Ariba against any order?
Answer: To create "Ship Notice” in Ariba following Steps needs to be followed by the

Supplier:

Workbench — Orders — Click on respective Order — Create Ship Notice — Fill Entire
Mandatory Field — Enter actual dispatch Qty against respective Line Iltem — Submit.

Vendor to edit quantity in default screen of Ship Notice & must mention actual quantity
which is being dispatched and is matching to Supplier's system Invoice. Line Item which is
not being Supplied with the current shipment must be removed using "Remove” tab. Those
line items which are removed will be available while creating next Ship Notice.

Create Ship Notice

SHIP FROM

DELIVER TO

AGARWAL AUTOMOBILES

Surat
IN-GJ
India

¥ Ship Notice Header

SHIPPING

string of upto 16 characters without any
spaces and only special characters hyphen
or dash (-) and slash (/) can be used

ATTACHMENTS

Update'
Invoice number must contain continuous

ADANI MUNDRA SEZ INFRASTRUCTURE PVTLTD

MUNDRA OLD PORT ROAD,
GUJARAT
ndia

Shipment details can be
entered in following fields.

TRACKING

=1
i |

Mo fie chosan

Vendor can attach necessary documents
by clicking on add attachments button

Content Type
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Order Items

Order # rem Part ¢ J Description Customner Paet # Oty Unit Noed By Ship By Unit Price Subtotat Tax
4503000235 10 2925020603 10,000 EA 1:',,‘,“’ 1.000.00 INR 1""‘"‘"“:3 Remave

M 5 STAND FATLA TYPE ODU
Shipment Status

Total ttem Due Quantity: 10 EA

Vendor has to
delete any line

Condirmarion Starus

Total Confirmed Quantity: 10.000 EA Total Backordered Quantity: 0 EA
- items which are not
Lhoe SO, Vendor has to put 3 2
3 being dispatched
2 exact quantity
dispatched.
4503000735 20 2928020603 1.000 EA 3:‘"‘,“’ w““ff’;‘é 1”"“"‘;\“;2 : “w‘r';:

M 5 STAND PATLA TYPE ODU

Shipment Status

Total ttem Due Quamity: 1 EA

Create Ship Notice Previous Saue | Exit

Confirm and submit this document.

SHIP FROM DELIVER TO

SAVIO TRANSFORMERS INDUSTRIES-TEST

1839 G RAJ GIRAH ENCLAVE,
. H. 24 NEAR TOLL TAX
IMDRAPURAM.NITI KHAND
GHAZIABAD

IN-UP 201301

India

In case there are more number of line items is an Order and only one or few items to be
shipped in a Ship notice then supplier can use the “ltems to Ship” option from the
workbench as follows :

<« C & muarbacom/workbenct 2 % 0O 2
=" Home-Adeni Corp.. @ Ariba CA Adani Suppher Info.. @ eFACILITY® -Repor. (@) Scrap leon Prices O NFA Track

SAP  BusinessNetwork ~ Standard Account | GeCenterprise sccount  TEST MODE

Enablement Workbenct

Workbench

23 4 /3\ 1 3 12

ftems 10 ship

\/

Orders (23)

D Edit fitter Last

E Foecoeck

Order Number Customer Amount Date 4 Order Status Amount

Dec 16, 202

N
C
>
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Select the item from Ctrl +F on Customer Part no. (Material code) to be shipped and follow steps
inC.2.2

£S g 3 I 5
dirs with Sen Iterns ta ship 1S to i -
tem: hip
r
&
o Ovrder No. tem Mo, T Supplier Part No Description Schedule Line No Manufacturer Part ID Customer Part No.
b Custormer: Adani-Test Ship To Address: ADANI PORTS AND SPECIAL ECONOMIC ZO, KUTCH, GUJARAT, IND
UNITCNTRL,PM:MGCPRO-E.MAC F/3.5M BARIR 1 SE9E503053 g
2
]
L
UNIT.CNTRL,PN:MGCPRO-E,MAC F/3.5M BARIR 1 66503053
' N
SADDLE,PVC, 75X25MM | Te65550013 /
N -

C.2.3. Should Supplier create Ship Notice without pre-requisites as indicated in D.1?
Answer: Ship Notice should not be created by the Suppler until they have copy of Invoice
or any other document which is required to be submitted to Adani as per Order terms.
Supplier's system Invoice copy, Invoice Number, LR/AWB/BL Number, LR/AWB/BL Date,
Vehicle Number are mandatory and Ship Notice cannot be submitted without this. If
Supplier still tries submitting the Ship Notice with incorrect details or details which is likely
to change in actual document, then this will hamper the Supplier's Payment. The Field
“Invoice No.” should be filled with Actual Invoice number otherwise the information
pertaining to rejection shall not move to Network and there may also be problems in
Processing payments.

C.2.4. What is the combination of Invoice number permitted to be mentioned in Ariba?
Answer: As per GST norms, Invoice Number can be of maximum 16 characters and
combination of Alphabets (A to Z), Numerical (O to 9) & Special Characters (- and /).
Alphabets to be mentioned in Upper Case only & any space between characters must be
avoided.

C.2.5. What to do if Ship Quantity is greater than the Order Quantity but within the Order
Tolerance limit?

Answer: Supplier should Edit the default appearing quantity & mention actual quantity of
supply and then submit the Ship Notice.

Example: Supplier has received Order for 5 MT Quantity with tolerance limit of 5%, but
while creating Ship Notice default quantity appearing is 5 MT but quantity being
dispatched is 5.15 MT. So here Supplier should Edit the default appearing quantity of 5 MT
& mention actual quantity of 5.15 MT and then submit the Ship Notice.

25




C.2.6. Does a Supplier need to edit the Quantity of Supply every time Ship Notice is
created?

Answer: Yes, Supplier needs to edit the quantity every time if the auto populated quantity
do not match the actual Supply quantity. i.e. When a Ship Notice is created, Ariba shows
the quantity balance for dispatch against each line item which must be edited and
mentioned as per actual Supply.

C.2.7. What to do when Supplier identifies mistake in Ship Notice before creation of
Invoice?
Answer: Until Invoice is not created, Supplier can Edit & re-submit the Ship Notice.

Open Ship Notice > Edit > Submit

Ship Notice: KKKL m

Canc Edit rint  Export cXML

Detail History

SHIP FROM DELIVER TO

C.2.8. When can Supplier create Ariba Invoice against a Ship Notice?

Answer: Ariba Invoice against a Ship Notice can be created by the Supplier soon after
submitting the Ship Notice. It is recommended to re-check Invoice number in Ship Notice
being same before creation of Invoice as Invoice Number in Ship Notice, Ariba Invoice &
Supplier's system Invoice should exactly be same.

C.2.9. How to create Ariba Invoice against any Ship Notice in an Order?
Answer: To create "Ariba Invoice” in Ariba following Steps needs to be followed by the
Supplier:

Workbench — Orders — Click on respective Order — Create Invoice — Standard Invoice
— Enter details — Attach Invoice & Other documents — Next — Review — Submit

SAP™ AribaNetwork - Standard Account [[iagR| oo

Z
Purchase Order; 4503000017 m

adani

If there are multiple ASN's created against the Order & pending for Invoice, all “Ship Notice”
will be available for selection. Supplier can select the respective ASN against which Invoice
is to be created. Suppliers need to select only One (1) ASN (Packing Slip ID) for creating
an Ariba Invoice.
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Select Ship Notices to be Invoiced

Ship Notice List

Packing Slip ID T

1234-JKUAA

TEST/PSLIP-1

Customer

AGARWAL AUTOMOBILES

AGARWAL AUTOMOBILES

Date

23 Apr 2022 10:47:37 AM

23 Apr 2022 10:49:24 AM

. =

Routing Status

Acknowledged

Acknowledged

= e

If there is only 1 ASN created against the Order & pending for Invoice, then the Invoice

page will open directly.

Create Invoice

¥ Invoice Header

Summary

5130001427

Purchase Order:

’ I FY21-22/6565

2

5 AT
otal Not Amos
Amount Due:

Subtotal:

Custorner Part #

DOD0DO0001 20003301

Remit To TEST =
Enter the date on which

Eangalore A A

Kamataka Invoice was created in

India

il 0 SRMPL-BHOPAL-PROJECTS your ERP System

EHOPAL Vyapam Square, Bhopsl,

MADHYA PRADESH

India

e
2IAABCAZBDALIZA
Shipping Cost
Shippang Documents
Special Handling
Ins Addiional Reference Documents and Dates
Comment Discount
Q===
Include Type Part & Descriplian
R o001 AMC for DMACD
- SERVICE SERVICE FEES

Service Sheet Detalls

BIANSERL

(X"
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Update Exit

Add to Header v

wiEdit Addresses

Invoice number must contain
continuous string of upto 16
characters without any spaces
and only special characters
hyphen or dash (-) and slash(/)

| kit

1 Line ltems, 1 Included, O Previously Fully Iny

add o Included Line

Quantity Unit Unit Price Sublotal

2 LEM 1,000.00 INR 2,000.00 IMR

4 i




Create Invoice povios | [ s m -

Corfirm nd submit this document. 1 will be electronically signed according to the countries of origin and destination of invaice The document's orginating country Is India. The document's destinaion country s Indis
1 you want your invokces to be storad in the Ariba long tem document S1chiving, you c2n subscribe to an archiving service. Note that you wil 2lsa ba able to sschive old Involcas once you subscribe to the archhing service.

Invaice

the original invoice

Invoice value matches
document

C.2.10. Can Supplier create Single Ariba Invoice against multiple Ship Notices?

Answer: No, Single Ariba Invoice against multiple Ship Notice is restricted by system. Each
Ship Notice to have unique Ariba Invoice which should match the Supplier's Invoice
number created in their system.

C.2.11. Can Supplier create multiple Invoice against single Ship Notice?

Answer: No, multiple Ariba Invoice against Single Ship Notice is not permissible. Each Ship
Notice to have unique Ariba Invoice which should match the Supplier's Invoice number
created in their system.

C.2.12. What to do when Supplier identifies or is intimated about mistake in Ship Notice
or Ariba Invoice after submitting the Ariba Invoice?

Answer: Supplier should immediately intimate Buyer / Store In-charge at Adani. Adani
Team will reject the Ariba Invoice which will then be available for Edit & Re-submit. As
required, Supplier can Edit both Ship Notice & Invoice and re-submit.

Obsolete

Changed By: ALAP KAREEPADATH (14292)
Changed On: 13.04.2022 16:12:20

Plaase resubmit.

Edit & Resubmit

Anachment(s)

Standard Invoice

5,000.00 INR

Rejected 656.00 INR

Acknovdedged 5.656.00 INR

e er: INVO1003MARDZ 5,000.00 INR
e Thursday 3 Mar 2022 1:32 PM GMT+05:30 5.656.00 INR

4510002410 Amount Due; 5,656.00 INR
SNO1003MARDZ
d: Online
Irigin:  Supplier
Source Docurment. Order

REMIT T(x BILL TO: SUPPLIER:
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C.3. Service Sheet & Invoice

C.3.1. When to create Service Sheet in Ariba against any order and what are the pre-
requisites for creation of Service Sheet?

Answer: After Order Confirmation is submitted, Service Sheet in Ariba can be created by
the Supplier when service is rendered.

Before creation of Service Sheet, Supplier needs to be ready with following (Pre-
requisites):

Service Sheet Number

Scanned Copy of Supplier’'s system Invoice

Service Start & End Date

Adani E-mail id

Service location

Scanned copy of any other document required to be submitted to Adani as per
Order terms.

oUuswN S

C.3.2. How to create Service Sheet in Ariba against any order?
Answer: To create "Service Sheet” in Ariba following Steps needs to be followed by the
Supplier:

Workbench — Orders — Click on respective Order — Create Service Sheet — Fill All
Mandatory Fields — Enter actual Service Qty against respective line items — Next —
Submit

Vendor to edit quantity in default screen of Service Sheet & must mention actual quantity
which is Serviced and is matching to Supplier's system Invoice. Line Item which has not
been Serviced must be removed using "Remove” tab. Those Line items which are removed
will be available while creating next Service Sheet.

GAP" Business Network -  Emerprise Account  TEST MoOE € Sack to clazzic view

Purchase Order: 8130001832 m

Order Detail Order Hstor

o From
Castommes
a a n I ADANI ENTERPRISES LTD
AD

AR

Purchase Order

rfirme
8130001832
AmmoLnt: 200 00C.00 R

Verson: 1

Payment Terms | Heul

Refer payment teams

Contact minrmation

oed

< 2
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Create Service Sheet

v | = [ = )

¥ Service Sheet Header

Sammary

Pl enter unigue Service sheet Number having * inchates e ek
alphanumeric value and not exceeding 16 characters

ardce Siart Dete || 1 a0 2003

Parchis Onder:
senvice Sheets* | pacesnt

1443 2022

* [[Excavanon

Service start date*
Service end date*®

Service sheet date

)

. -
Service Description
Afiftionsl Fiekd
From:  AGARWAL AUTOMOBILES. Fo ALK ENTERPRISES LTD

42, Trugati Flagar & Wing”
hr Collector Offica’ PARSS KENTE STEPOST
At Giale’ SHNNAGAR,
Surat UDWIPUR
Gujerat 3305001 CHHATTESGARH 457116
india i

—

Service Location*
|F-)! 2P i

Please mention correct
Email id of Adani user who
is going to receive this
service sheet.

sy | pr— Vendor must attach necessary documents
by clicking on add attachments button

Saenvice Enary Sheet Lines

W PO DT e Ty

s T

CONSULTANCT CHIARGES

Vendor has to put exact quantity
serviced. g

r
Incliis P N,/ CRSCIRON Comomar Pt » - e

=)

HESH

FTIONER

Inveoice number must contain continuous string of
upto 16 characters without any spaces and only
spacial characters hyphen or dash (-) and slash(/)

oS

Vendor has to delete any line
items which are not being

servicad.

Crrabe Service Sheel

»
Alase ENTERPFESES AT

e
|t e [evTee—
Service Enay Shes Linea
*

P —

SO
e
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C.3.3. How to know the correct “Adani E-Mail I1d” to be filled in Service Sheet?
Answer: You may call the Engineer In-charge / User at Adani to whom Service has been

given to share the E-Mail id of concerned person having SES creation rights in SAP (Not
SES Approver Rights).

C.3.4. Can a Supplier create multiple Service Sheet with same Service Sheet Number?
Answer: No. Supplier cannot create multiple Service sheet with same number. If tried to
do so, system will show an error that “"Service Sheet already exists”. Supplier has to mention
unique Service Sheet Number for each Service Sheet. Only one SES to be created for One
Parent line item of the Service order.

SAP Business Network Enterprise Account  TEST MODE € Back to classic view

Create Service Sheet

Update Save ‘ ‘ Exit
!Please correct the following errors and resubmit
v Service Sheet Header * Indicates required field ‘ Add to Header v
Summary
Purchase Order: 5702000231 Subtotal: 160.00 INR
Service Sheeti#:* | TEST/SES-1 Service Start Date:* | 14 Apr 2022 )
ice Sheet # already exists. e o -
wumber containing a continuous sf Service End Date:* | 23 Apr 2022 &
allowed. e onty specil cherecters typhen o N Copy the service start and end dates to the service line
items
Service sheet date:* 23 Apr 2022 :I
Service Description:*  Maintenance
Additional Fields
From: AGARWAL AUTOMOBILES To: ADANI LOGISTICS LTD.

210, Tirupati Plaza- A Wing'

v

C.3.5. How a Supplier comes to know if Service Sheet is approved by Adani & Invoice can
be raised?

Answer: Vendor will get an email notification once Service Sheet is approved. Supplier can
create Ariba Invoice against the approved Service Sheet only.

* [EXTERNAL] Approved - Sorvice shoot ABCDT - to Adani-Test (ANID: ANOT498145377-T) - Notification from Arnba

~y Notwork

R network_naccounts@anba com akaree11 05-01-2022 11:59
Flease to Y

Also, when Supplier opens the Service Sheet, then status appears as “Sent” until Service
Sheet is in approval flow, once it is approved then status changes to "Approved”.
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Service Sheet: SESS702000061 =

C.3.6. What to do if a Service Sheet is "Rejected” by Adani?

Answer: Vendor will get an email notification if Service Sheet is rejected. Vendor must see
and ask for reason for same and accordingly edit the Service Sheet & re-submit the same
with needful correction as per the comment. If editing is not possible the new SES to be
created.

SAD” Business Nel X Enterprise ACcount  TEST MODE € Back to classic view

Service Sheet: 22APR04 m FroMaok

opy SES Create Correction Service Sheet 3
Detail History

Rejected Service Entry Sheet:
Reasons:
Incorrect quantity. Please resubmit with 2 quantity

Edit & Resubmit

Service Sheet btotal:  2,000.00 INR

T
1020114891
00.00 INR

Date: 6 Apr 2022
Senice End Date: 20 Apr 2022

C.3.7. When can Supplier create Ariba Invoice against a Service Sheet?

Answer: Ariba Invoice against a Service Sheet can be created by the Supplier only after the
Service Sheet is approved by Adani. The Supplier shall get the notification mail of SES
Approval in their updated Email ID of their account It is recommended to re-check Invoice
number in Service Sheet before creation of Invoice as Invoice Number in Service Sheet,
Ariba Invoice & Supplier's system Invoice should exactly be same.

C.3.8. How to create Ariba Invoice against any Service Sheet in an Order?
Answer: To create "Ariba Invoice” in Ariba following Steps needs to be followed by the
Supplier:

Workbench — Orders — Click on respective Order — Create Invoice — Standard Invoice —
Enter all mandatory fields — Attach Invoice & Other documents — Next — Review —
Submit
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Pargrrvent Ters
ot e 1 30 oy

Ovcter Duma ot Mz Ui Conit Meemo
Lo s Detst Mare
" From »
ada ni RAIPUR ENERGEN LTD BOMBAY FLUID SYSTEM COMPONENTS-TEST
vk SRRNASH COLONY

AR 20002

s
BOMSAY FLUID SYSTEM COMPONENTS
A FLEX FIAKXASH COLONY

TEST MODE

Create Invoice

v Invoice Header

Summary
Purchase Order: 8130001834 Subtotal: 6,000.00 INR
Tot 0.00 INR
Y 6,000.00 INR

H",V’r-"'l I

0.00 INR
Amount Due:  6,000.00 INR

Enter the date on which
Invoice was created in
your ERP System

Bangalore
Kamataka
India
SilTo: ADANI ENTERPRISES LTD

UDAIPUR
CHHATTISGARH
Inda

Update

equied feld Add tc Header v

View/Edit Acdresses

Invoice number must contain
continuous string of upto 16
characters without any spaces
and only special characters
hyphen or dash (-) and slash(/)

IFcha

FTAABCATEOM1ZA

Add o H Ad

Shipping Cost
Shipping Decuments
special Handling

ns Additional Reference Documents and Dates

Comment q . Discount

Include Type Part # Description Customer Part #
A4 00010 AMC for DMACD
] SERVICE SERVICE FEES DODOOUDOO01 20003301

Service Sheet Details

BJANSCRL
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(=T Brira Linit O

1 Line Items, 1included, O Previously Fully Inw

‘Quantity unit Uit Price

2

LEM 1,000.00 IR

1 non

Add to Included Line:

Subtotal

2,000.00 MR




Create Invoice Previou ‘ | sw m E

Corfirm 3nd submit this documant. &t will be electronicalty signed according t the countries of origin snd destination of invaice. The document's originating country is:incia. The document's destimation country is:india
# you want your invokces 1o ba stored in the Ariba long term documant archiving. you can subscribe to an archiving service, Note that you will slso be able to sechive oid involcss once you subscribe 1o the archiing service

Invoice

Invoice value matches
the original invoice
document

Detail & History Tab of Transaction Documents - The Details & History Tabs of Transaction
documents like ASN, SES, Invoice would help supplier understand the type of problem in case any
of the transaction document is Rejected in SAP Ariba Business network.

Service Sheet: TE-202223-001

Fegected Sevvce Extry Sreet

C.3.9. Can a Single Ariba Invoice be created using multiple approved Service Sheet?
Answer: Yes, Supplier can select multiple Service Sheet to create Single Ariba Invoice. But
this must be noted that Invoice Number mentioned by Supplier in each Service Sheet shall
be same and this should match Supplier's system Invoice number. In view of this, it is
recommended to raise separate Invoices for separate SES to avoid the problems in
processing the payments.

C.3.10. What to do when Supplier identifies about mistake in Service Sheet or Ariba
Invoice after submitting the Ariba Invoice?

Answer: Supplier should immediately intimate Engineer In-charge or User whose email id
they have mentioned under "Adani Email Id” field. Adani Team member will reject the Ariba
Invoice which will then be available for Edit & Re-submit. Supplier can Edit both Service
Sheet & Invoice and re-submit.

Obsolete

Changed By: ALAP KAREEPADATH (14292)
b d oo RO ARk S:12: 20

Please resubmit

Edit & Resubmit

Standard Invoice

022 1:32 PM GMT+05:30

34




D. What if Suppliers question is not covered in FAQ?
Answer: In such case, Please contact respective Buyer who have placed order on your

firm.

E. Do’'s & Don'’t

Material Order

Vendor's System Invoice Ariba Ship Notice Ariba Invoice Do / Don't
1 1 1 '
1 1 Multiple X
1 Multiple 1 X
1 Multiple Multiple X
Multiple 1 Multiple X
Multiple 1 1 X
Value of Ariba invoice MUST BE EQUAL TO Value of Vendor's System invoice
Service Order
Vendor's System Invoice Ariba Service Sheet Ariba Invoice Do / Don't
1 1 1 v
1 Multiple 1 v
1 Multiple Multiple X
Multiple Multiple 1 X
Multiple 1 1 X

Value of Ariba invoice MUST BE EQUAL TO Value of Vendor's System invoice
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