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REGISTRATION
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Accept Trading Relationship Request

You will receive a Trading 

Relationship Request (TRR) email 

from Singtel/NCS inviting you to 

register on the Ariba Network to 

transact with them.
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Select the Sign up option to create a new Standard Account

-OR- use your existing Standard Account by clicking on Log in

Next step

Step Two - Sign Up For Standard Account

Ariba Network Standard Account is Free
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Accept Trading Relationship Request

Connect with Singtel/NCS page will be displayed, if the system 

determines potential match of your company registered on the Ariba 

Network. Click the Review accounts button.  

If there is no match Refer Slide 9 to 
continue with the registration process.
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Accept Trading Relationship Request

If the displayed company name is a potential 

match, click the Use this account button.

If the displayed company names are not a 

potential match, click the Go back to previous 

page icon to register as a new supplier.
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Singtel Group (Singtel, Optus and NCS
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If you are a new user, 

click the Create new 

account button.

Singtel Group
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Singtel Group
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All fields marked with an 

asterisk are mandatory.

Singtel Group
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Enter details in the Administrator 

account information section. 

Register
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Register

Click the Terms of Use and the Ariba 

Privacy Statement links to read the 

information before selecting the check box. 

Then, select the I’m not a robot checkbox 

to verify it’s not a machine creating an 

account.
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Click the Create account button.

Register
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Singtel Group
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Select the Product and 

Service Categories and 

Ship-to or Service 

Locations and click Submit.

Register
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Register

The Ariba Network Home page will be displayed. 
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The Users option will help you create up 

to 250 users with the required access 

rights based on their role.

Sub-User Creation
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The Account Settings page is displayed. Before creating a user, you 

have to create a role and assign privileges accordingly.

Sub-User Creation
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Under the Manage Roles tab, click 

the Create Role button. 

Sub-User Creation
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On the Create Role page enter the name 

and description of the new role and 

assign the appropriate permissions.

Sub-User Creation
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Click the Save button to 

update the changes.

Sub-User Creation
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After creating the role, click the 

Manage Users tab.

Sub-User Creation



24

© 2023 SAP SE or an SAP affiliate company. All rights reserved. See Legal Notice on www.sap.com/legal-notice for use terms, disclaimers, disclosures, or restrictions related to this materialPublic

Click the Create User button.

Sub-User Creation
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On the Create User page enter 

the new user information. Fields 

marked with an asterisk are 

mandatory.

Sub-User Creation
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Then assign a role to the user by selecting the 

appropriate role checkbox and click Done.

Sub-User Creation
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Then assign a role to the user by selecting the 

appropriate role checkbox and click Done.

Sub-User Creation
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Electronic Routing & Notifications

SECTION A

• CONFIGURING EMAIL NOTFICATIONS FOR ORDERS AND INVOICING

• ELECTRONIC ORDER ROUTING (PO EMAIL NOTIFICATIONS)

SECTION B

• GENERAL NETWORK NOTIFICATION SETTINGS
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The Electronic Order Routing option will ensure you 

are notified via email as and when a new purchase 

order is sent by Singtel/NCS. You can view the 

purchase order in your email without having to login. 

Section A: Electronic Order Routing
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On the Network Settings page, scroll down 

to the New Orders section.

Electronic Order Routing
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Select the Email option under 

the Catalog Orders without 

Attachments drop-down.

Electronic Order Routing
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You can enter up to 5 email addresses. 

You must separate each email address 

with a comma, without any spaces 

between them.

Electronic Order Routing
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Select the Include document in the 

email message check-box to receive the 

purchase order notification in your email.

Electronic Order Routing
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Click the Save button to 

update the changes.

Electronic Order Routing
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The Electronic Invoice Routing option will 

ensure you are notified via email as and when 

the status of the invoice changes. You will also 

be notified when the invoice is undeliverable.  

Electronic Invoice Routing 
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ELECTRONIC INVOICE ROUTING – INVOICE NOTIFICATION SETTINGS
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Select the Invoice Failure and Invoice Status Change checkboxes. 

Electronic Invoice Routing
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Electronic Invoice Routing

You can enter up to 3 email addresses, 

and you must separate each email 

address with a comma, without any 

spaces between them.



40

© 2023 SAP SE or an SAP affiliate company. All rights reserved. See Legal Notice on www.sap.com/legal-notice for use terms, disclaimers, disclosures, or restrictions related to this materialPublic

Click the Save button to 

update the changes.

Electronic Invoice Routing



41

© 2023 SAP SE or an SAP affiliate company. All rights reserved. See Legal Notice on www.sap.com/legal-notice for use terms, disclaimers, disclosures, or restrictions related to this materialPublic

The Network Notifications option will help you 

setup multiple notifications as per requirement. 

Section B: General Network Notifications Settings



42

© 2023 SAP SE or an SAP affiliate company. All rights reserved. See Legal Notice on www.sap.com/legal-notice for use terms, disclaimers, disclosures, or restrictions related to this materialPublic



43

© 2023 SAP SE or an SAP affiliate company. All rights reserved. See Legal Notice on www.sap.com/legal-notice for use terms, disclaimers, disclosures, or restrictions related to this materialPublic

NETWORK TAB

Under the NETWORK tab, RECEIPT; Service SHEET and SETTLEMENT sections are to be 

updated with the respective email addresses
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NOTE: SAVE THE INFORMATION ENTERED IN THE RESPECTIVE TABS BEFORE SWITCHING BETWEEN THE TABS, i.e. enter the info in GENERAL tab >> click SAVE then switch to the 
NETWORK TAB to make any changes
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ARIBA HELP CENTER
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Ariba Help Center 

To access the Help Center 

click the help icon.
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Ariba Help Center 

The Help Center is available on every screen and 

displays all FAQs, videos and documents related to that 

screen and more. You can also type in your query in the 

Search field to get the required information.
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Ariba Help Center 

The Support link will again take you to the Help Center 

Home page where you can contact the Ariba Help 

Support desk via email or phone.
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For more information, guide & training information, 
please visit Singtel Supplier Information Portal

Singtel Supplier Information Portal

https://support.ariba.com/item/view/192586


Thank You!
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The information in this presentation is confidential and proprietary to SAP and may not be disclosed without the permission 

of SAP. Except for your obligation to protect confidential information, this presentation is not subject to your license 

agreement or any other service or subscription agreement with SAP. SAP has no obligation to pursue any course of 

business outlined in this presentation or any related document, or to develop or release any functionality mentioned therein.

This presentation, or any related document and SAP's strategy and possible future developments, products and or platforms 

directions and functionality are all subject to change and may be changed by SAP at any time for any reason without notice. 

The information in this presentation is not a commitment, promise or legal obligation to deliver any material, code or 

functionality. This presentation is provided without a warranty of any kind, either express or implied, including but not limited 

to, the implied warranties of merchantability, fitness for a particular purpose, or non-infringement. This presentation is for 

informational purposes and may not be incorporated into a contract. SAP assumes no responsibility for errors or omissions 

in this presentation, except if such damages were caused by SAP’s intentional or gross negligence.

All forward-looking statements are subject to various risks and uncertainties that could cause actual results to differ 

materially from expectations. Readers are cautioned not to place undue reliance on these forward-looking statements, which 

speak only as of their dates, and they should not be relied upon in making purchasing decisions.

Disclaimer


	Slide 1
	Slide 2: Table of Contents
	Slide 3
	Slide 4
	Slide 5: Step Two - Sign Up For Standard Account
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13
	Slide 14
	Slide 15
	Slide 16
	Slide 17
	Slide 18
	Slide 19
	Slide 20
	Slide 21
	Slide 22
	Slide 23
	Slide 24
	Slide 25
	Slide 26
	Slide 27
	Slide 28
	Slide 29
	Slide 30
	Slide 31
	Slide 32
	Slide 33
	Slide 34
	Slide 35
	Slide 36
	Slide 37
	Slide 38
	Slide 39
	Slide 40
	Slide 41
	Slide 42
	Slide 43
	Slide 44
	Slide 45
	Slide 46
	Slide 47
	Slide 48
	Slide 49
	Slide 50: Thank You!
	Slide 51: Disclaimer

