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Introduction
The SAP Business Network links suppliers (Trading Partners) to their

Customers. This Workbook has been created so learners can make their
reference material by adding notes into applicable sections online using

their own words.

The Workbook can be used as a stand-alone document or in conjunction
with module clips, flowcharts or training sheets, consolidating

information through engaging with the content.

How is the Modular Learning Series set up?
The Modular Learning series is set up to help Suppliers (Trading Partners)

who want a refresher on a specific topic or for new hires who need to know
not only “What” the SAP Business Network is but “How"” to use parts that

are required for your daily role.

To access the SAP Business Network Supplier (Trading Partner) Modular
Learning Series — CLICK ME.

L
Or use this QR code -

[=]

From the main landing page, select the Module you wish to access. There
is no specific order, and each module has a set of sub-modules; the main

modules are:

Module 1 — What is the SAP Business Network — In Pilot
Module 2 — Purchase Orders (Under Construction)

Module 3 — Non-Purchase Order Documents (Under Construction)
Module 4 — Ship Notices (Under Construction)

Module 5 — Invoicing (Under Construction)

Module 6 — Administration (Under Construction)


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

Modules cont.

Module 7 — Supply Chain (Under Construction)
Module 8 — Sourcing (Under Construction)

Module 9 — Services (Under Construction)

Module 10 — Advanced Users (Under Construction)
Module 11 — Catalogs (Under Construction)

Module 12 — Integration and Reports (Under Construction)

Each listed module has Sub-Modules that drill down into the content, for
example, 1.1 — What is the SAP Business Network? Each sub-module

provides three options for learning: a Workbook (which you are currently
using), a Flowchart (only the steps required to complete a process) and a

Training Sheet (which contains information, screen snippets and actions).

Note: Some sub-modules may not have all options; for example, there is
no Flowchart for 1,1 — What is the SAP Business Network or 1.7 —

Enterprise Account vs Standard Account.

To ensure the quality and information in the SAP Business Network
Supplier (Trading Partner) Modular Learning Series, please complete a 5-

question survey which is anonymous.

Survey - Click Me

Or use the QR Code -

E.'I-I'i


https://www.surveymonkey.com/r/VQDFRZM

Module 1 — What is the SAP Business Network?

Module 1.1 — What is the SAP Business Network — The Basics you need to know
The SAP Business Network is the conduit that links your Buyer to their Suppliers

(Trading Partners) to exchange documents electronically.
There are two types of Account, and is indicated at the top of the screen -

% Enterprise Accounts allow both the Buyer and Supplier to Integrate and have full

access to the Customer Support Centre.

Enterprise Account

% Standard Accounts cannot be integrated and can only access the Customer
Support Centre when there is a technical issue. Otherwise, it is a self-service

product.

Standard Account Get enterprise account

Buyers determine what processes suppliers need to participate in and what type
of network they have engaged in digitising transactions and creating sustainable

procurement and supply chain collaboration processes.
There are two main types of Purchase Order:
% Materials — goods

% Services — services provided and can be planned or unplanned services

There is only one System Administrator, and the System Administrator is the only

user who can create other users and has usually created the account
Suppliers are usually broken up into:

+« Indirect — where goods or services provided that are usually for use in the

day-to-day operation of your customer

« Direct — where goods or services are that directly go to maintaining or

manufacturing an item

© 2023 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC 1 | P a ge



The appearance of the SAP Business Network for both Indirect and Direct
Suppliers is fundamentally the same. However, Direct Suppliers will have access

to the functionality their Buyer has Purchased, for example, Replenishment.

Every Buyer you Transact with on the SAP Business Network has a Supplier
Information Portal where there is information about how to transact with that
specific Buyer on the network. For example, some Buyers want all Purchase

Orders to be confirmed.

You may receive a Purchase Order that has a next to the line item; this
indicates it is ERS (Evaluated Recipient Settlement), which means that the Buyer

will create the invoice on behalf of your business.

The Purchase Order you receive from your customer is your document of Truth;

it identifies what your customer wants when they want it, and the price they are

paying.

To Access the SAP Business Network login page — Click Me.

O]
Or use the QR Code. You will need the SAP Business Network. ﬁ: 3

Mobile App to access the SAP login screen

NOTES:

To add text — Right click and select “Add Text” — a “Start typing here....” box will be displayed

© 2023 SAP SE or an SAP affiliate comp any. All rights reserved. | PUBLIC 2 | Pa ge
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Module 1.2 - Log on for the First Time

To log on to the SAP Business Network, you need Is. There is only one System
Administrator for an SAP Business Network account; if you are no System

Administrator, chances are you will need credentials to log onto the network.

The System Administrator creates Users, ask a colleague to provide the name of the
System Administrator by clicking on their initials and selecting Contact

Administrator, and requests a login for the SAP Business Network.

Once the System Administrator creates your Username, you will receive TWO
emails from the Ariba Commerce Cloud. One e-mail will be your Username, and the

other will be a Temporary Password.

1. Open the Username e-mail and click on the link; this will take you directly to
the Supplier SAP Business Network log-in page. you MUST access the

network using the link in the e-mail.

EE:‘ 'J Business Network

Important: your sub-user username
Dear Jen

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

Please click on "Log in" to access your user account using your
username and temporary password:

Sincerely,
SAP Business Network team

2. Enter your Username, click Next as shown in the e-mail; this will usually be
your e-mail; however, if you have multiple accounts, your actual e-mail can

only be used as your Username once.

Supplier sign-in

Fargot usemame

2023 SAP SE or an SAP affiliate comp any. All rights reserved. | PUBLIC 3 | Pa ge



1.2 Login for the first time cont...

3. Enter the Temporary Password provided in the second e-mail

E: ? Business Network

Your temporary password
Dear Jen

account(AN1117730663).

Your temporary password:

Kh&z<34H

Network account.

name of administrator
email of administrator

Sincerely,
SAP Business Network team

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

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

If yvou have anv questions, contact vour Account Administrator:

4. Copy the Temporary Password and paste it into the Password field, click on

SignIn

Supplier sign-in

= jane.doe@abc.com

Password

Forgot password

5. You will need to re-enter the temporary password and create a new one, re-

enter the new one, click on Submit

Reset your password

User ID

jane.doe@abc.com

Current password

‘ Temporary Password & |

New password

‘ Newly created password @® |

Confirm password

‘ Re-enter your new password. @ |

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

W& ()+,-===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)

&

© 2023 SAP SE or an SAP affiliate comp any. All rights reserved. | PUBLIC
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1.2 Login for the first time cont...

6. After entering your credentials, you must respond to the role you perform in
the organisation. Select your position from the drop-down list provided and
click on Submit

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.

Business Role *:

‘ Business Owner v

()

NOTES:

To add text — Right click and select “Add Text” — a “Start typing here....” box will be displayed

5|Page

© 2023 SAP SE or an SAP affiliate comp any. All rights reserved. | PUBLIC



Module 1.2 - Login Using Generic or Other Credentials

There is only one System Administrator in a business; users must have a login

System Administrator created.

Some businesses use a “generic” Username, which can be problematic, especially
when someone changes the Password, as all users will need to be advised of the

password.

When using a “generic” account, note that making changes to the Home Page

Widgets or the Workbench will change the Widgets and tiles for all users.

Usernames and passwords provide information to the SAP Business Network and

may also be used for accessing Sourcing - “Proposals & Questionnaires.”

Some Businesses may add Multi-Factor Authentication to logins, providing extra

security
For more information about the Home Page Widgets — Click Me

1. Using a Browser, open the SAP Business Network Supplier Login

https://service.ariba.com
W Business Network ~

il

Supplier sign-in Share Your Success on SAP Business Network

Visit the Supplier Spotlight Program page to
. FA 2 d then st " e |
S, t S Wi W
. - w earing from y
scc.apj.jen@sap.com

N Learn More
-

Forgot usemame

New to SAP Business Network?

Register Now of Learn more

3. Enter the Username, click on Next,you have been provided or other

credentials

Supplier sign-in

G,

Ofgot username

© 2023 SAP SE or an SAP affiliate comp any. All rights reserved. | PUBLIC 6 | Pa ge
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1.2 Login Using Generic or Other Credentials cont...

4. Enter the Password, click on Sign In

Supplier sign-in

= jane.doe®abec.com

**********) ‘

Forgot password

5. The screen displays the Home Page

SAP  Business Network v Enterprise Account

Home Enablement Workbench Orders

=

v Fulfillment v

v

!

Orders and Releases

.e,,.aw—, & — I«.M-A"—“*"'w'f * -

Invoices v Payments v

Vv All customers

d

NOTES:

To add text — Right click and select “Add Text” — a “Start typing here...." box will be displayed

©

2023 SAP SE or an SAP affiliate comp any. All rights reserved. | PUBLIC
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Module 1.3 — Log On- Forgot Password and/or Username

Forgot My Password

This process can be used in:

< Transacting Account and Proposals and Questionnaires

% Standard and Enterprise Accounts

Click onthe @ to see the password if you forget what you have just entered.

Only the System Administrator can create Users and assign the permissions that

are accessible with your Username.

When you request information about your Password or Username, all information

associated with your e-mail will be provided in the e-mail.

1

2.

Display the Supplier Login page enter your Username, click Next

‘ Username > ‘

Orgot username

Click on Forgot Password

Supplier sign-in

= jane.doe@abc.com

‘ Pass-.';c:rd

Forgot passward

3. Enter your Email Address and click on Submit

(

Reset your password

Enter the email address you used to register

with S, .
Email address

Reset your password

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

U J

\/

Gancel

4. Email message is displayed

2023 SAP SE or an SAP affiliate comp any. All rights reserved. | PUBLIC

Email address

jane.doe@abccompany.com

We have sent an email to you!

Check your email address jane.doe@abccompany.com and follow the
instructions to reset your password. The link will expire in 24 hours.

Back 10 Sign in

8|Page



1.3 Log On - Forgot Password and/or Username cont...

5. Locate the e-mail from Ariba Commerce Cloud, locate the required User ID

and click on “Click Here"” next to the Username you wish to change the

password for

User ID

» | Jane.doe@abccompany.com

Ariba Commerce Cloud
Ariba Account Password Reset Informati... 4:04 PM

Jane.doe@abc.com

Password reset link

Click Here

6. Enter your New Password, re-enter the new password, then click on Submit

Reset your password
Ysername
JaneDoe@abccompany.com.au

New password

Confirm your password

< D -

&~

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

148068 )+, [1<=>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)

Forgot My Username

This process can be used in:

% Transacting Account

% Proposals and Questionnaires

« Standard Accounts
< Enterprise Accounts

+» Enterprise Accounts

Click onthe = to see the password if you forget what you have just entered.

When you request information about your Password or Username, all information

associated with your e-mail will be provided in the e-mail.

Refer to the General Functionality Guide for more information via the QR Code or

Click Me

© 2023 SAP SE or an SAP affiliate comp any. All rights reserved. | PUBLIC

9|Page


https://support.ariba.com/item/view/166215

1.3 Log On - Forgot Password and/or Username cont...

1

Display the Supplier Login page

E-!-' Business Network -

Supplier sign-in >

2. Click on Forgot Username

‘ Username ‘

Forgot usemame

3. Enter your Email Address and click on Submit

Recover your username

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

Recover your username

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

Email address

Email address

jane.doe@abccompany.com

Cancel
)

We have sent an email to you!

Email message is displayed; locate the e-mail

Ariba Commerce Cloud

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

Back to Sign In

Jane.doe@abccompany.com

Jane23@abccompany.com

© 2023 SAP SE or an SAP affiliate comp any. All rights reserved. | PUBLIC

Request for your Ariba Commerce Clou... 8:37 AM

associated with the e-mail will be displayed

Locate the Username you are looking for; remember that ALL Usernames

Select the Username you require from within the e-mail and enter the
password; however, if you have forgotten the password, click”Forgot

Password” and repeat the previous Forgot Password Process on Page 8.

10| Page



Module 1.4 - Adding, Removing and Moving Tiles

Adding, Removing and Moving Tiles

This process can be used in:

/7

% Transacting Account
% Standard Accounts

% Enterprise Accounts

31 Days is the Default time frame — any tiles with 31 days may indicate the default
value, and all Tiles can be named to make them more identifiable you can add up
to 25 Tiles

Tiles allow users to identify the information they require efficiently; tiles can be

added and removed.

Multiples of tiles can be added, for example, 3 New tiles, one for each customer

you look after

Updating the name of the Tiles makes it easier to locate; refer to Workbench -
Edit Tiles — Click Me.

The @ ontile provides a short description of what information it represents

The order of the tiles appearing on the workbench is reflected on the Home

screen.

Tiles can be customized to user requirements, including length of time and

customer or location codes, to mention a few.

A @ meansitis already added, but you can add multiples of the same tile.

Workbench - Adding, Removing and Moving Tiles

1. Login, locate and Click on the Workbench tab

SAP Business Network v

Home Enablement Workbench Orders v Fulfillment v

© 2023 SAP SE or an SAP affiliate comp any. Al rights reserved. | PUBLIC 1l1|Page



1.4 Workbench - Adding , Removing and Moving Tiles cont...

2. Click on Customize to add, remove and move tiles

SAP Business Network ¥ Enterprise Account

Home Enablement Workbench Orders ~ Fulfillment

Workbench

61

Changed orders

271

Orders to invoice

Last 31 days Last 31 days

P Lhapg E‘ClOI‘del‘S

Invoices

577

Orders

Last 31 days

b ol A ettt gt A e o I e a8

Create ~v | oco

‘ 414 Customize

170 |

New orders

Last 31 days

3. ToRemove a Tile, click on the X at the top of the tile

Customize Workbench

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

7132 il 877

items to ship Orders with service line Orders

Apply [ERIE

=

4. To Move a Tile, hover to change to a hand and move to the desired location

Customize Workbench

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

=

x

732

Items to ship Orders wi

X

577 -

Orders

5. Select the + at the end of the tile you wish to add

Customize Workbench

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

=

b 3

732

X

il

tems to ship Orders with service line

877

Orders @

6. Select the + at the end of the tile you wish to add

Invoice

@ nvoices @

Paid invoices @

Debit Memos @

Payment

Remittances @

Overdue invoices - Approv... @

+

O

+

+

i o B g A -

Rejected invoices @ +
Invoices pending approval @ +
Draft invoices (2 +
Scheduled payments @ +
P Y e R

© 2023 SAP SE or an SAP affiliate comp any. All rights reserved. | PUBLIC
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1.4 Workbench - Adding , Removing and Moving Tiles cont...

7. The tile selected is added; repeat steps 5 to 7 to add further tiles

x X

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

Items to confirm New orders

ast 31 days Last 31 days

8. Click on Apply, and the screen returns to the Workbench

NOTES:

To add text — Right click and select “Add Text” — a “Start typing here...." box will be displayed

©

2023 SAP SE or an SAP affiliate comp any. All rights reserved. | PUBLIC

13| Page




Module 1.4 - Workbench — Editing Tiles
This process can be used in:
% Transacting Account
% Standard Accounts

/7

% Enterprise Accounts

Each tile has an Edit Filter option that allows users to set what they want the tile

to display; a blue line on the bottom of a tile indicates it is selected

When a box is displayed next to filter options, it usually means that more than

one selection can be made

Add specific customer names onto tiles to suggest whether particular filters

have been set

The order of the tiles on the Workbench is reflected on the Home tab; refer to
the

Using a location code (found on the Purchase Order) allows businesses with

multiple locations to filter orders based on the location code

Refer to the General Functionality Guide for more information — Click Me

1. Login, locate and click the Workbench tab

SAP Business Network v

Home Enablement Workbench Orders v Fulfillment ~

2. Select the tile you need to personalise or edit

61 271 30 577 388 170

2023 SAP SE or an SAP affiliate comp any. All rights reserved. | PUBLIC 14 | Pa ge
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1.4 Workbench - Editing Tiles cont...

3. The “Customers”,

status” under the Edit filter are always open and displayed

Order numbers”,

Creation date” and “Order

V Edit filter | | | Last31 days
Customers Order numbers Creation date Order status
Select or type selections [ ‘ Type selection ‘ Last 31 days Include

Select or type s... [§

Select Customer to
show Specific
customer documents.

(e) Partial match () Exact match
Order numbers allow
you to search for a

specific PO or Invoice

Creation date to
provide longer time
frames.

Order Status allows you to
select specific statuses

based on the tile.

4. Click on Show More to display more options for filtering

 Edit filter | | | Last 31 days
Customers
Select or type selections (i

¢ Show more 2

5. Clickon g to select an option, click on ~ to show options in the drop-down

list, and click on Apply to add filters

 Edit filter Last 31 days

Customers Order numbers Creation date Order status

Select or type selections @

Type selection | Last 31 days ~ Include  ~~ Select or type 5... [Q
») Partial match "} Exact match
Company codes Purchasing organizations Customer locations Order type
Select or type selections . Select or type selections [ | Type selection | All v

| orders with inquiry only

@

Routing status Min amount  Max amount  Currency Visibility

| All v | Not hidden w

‘AUD W

Show less

6. To keep the filters on a specific tile, click on Save filter

Workbench

61

Changed orders

0

Orders

( Save filter E

Orders (0)

“ Edit filtd§ | Save filter | st 31 days

Cusiomer

Last 31 days

© 2023 SAP SE or an SAP affiliate comp any. All rights reserved. | PUBLIC
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1.4 Workbench - Editing Tiles cont...

7. Highlight the label on the tile to change (if required), click Save

Save filter X

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

0

Orders

G

NOTES:

To add text — Right click and select “Add Text” — a “Start typing here...." box will be displayed

© 2023 SAP SE or an SAP affiliate comp any. All rights reserved. | PUBLIC 16 | Pa ge



Module 1.4 - Adding Leads and Proposals Tiles on the Workbench

Although the Tiles are on the SAP Business Network Workbench, the “Leads”
tiles reflect the information in Discovery

Suppliers must have the “Respond to Posting on SAP Business Network
Discovery” permission to respond to the posting

The Leads and Postings Tiles can be added and by using Edit Filters, then Show
More to customize the tile information displayed

NOTE: RFXs from Ariba Sourcing (Proposals & Questionnaires do not appear on
these Tiles

Buyers use Discovery to expand their Supplier base by sending RFX's extending
past their existing supplier base

Suppliers can update or add details and capabilities of your business, including
products and services and the locations you serve.

Buyers use that information to send out business opportunities that match your
company based on the information in the Company Profile

Step 1: Login, locate and click the Workbench tab

SAP Business Network v

Home Enablemen Orders v Fulfillment v~

Step 2: Click on Customize

Create ~ |

cStep 3: Click on the + on the last tile, and scroll down to display the Leads
and
Posting Tiles

Lead

@ Matched Leads + Invited Leads +
Posting

Open postings +

Step 4: Adding Matched Leads, click onthe - on the Matched Leads Tile
Lead «

Matched Leads @

Matched Leads

© 2023 SAP SE or an SAP affiliate comp any. Al rights reserved. | PUBLIC 17| Page



1.4 Adding Leads and Posting Tiles on the Workbench cont...

Step 4 cont: Adding Invited Leads, click onthe =+ on the Invited Leads Tile

Invited Leads

©

Invited Leads

Last 90 days

X

Step 4 cont: Adding Open postings, click onthe + on the Open postings Tile

Posting

Open postings

O

Open postings

_ Last90days

X

Step 5: Click on Apply, the screen returns to the Workbench and the tiles are

shown

1

Matched Leads

Last 90 days

0

Invited Leads

Last 90 days

Open postings

474 Customize

0

Last 90 days

Step 6: To customize filters, click on the Tile, then click on Show more

Invited Leads (0)

 Edit filter

Title

Type input

o
{
Last 90 days | | Open ¢

4

1
Lead I

-

Type f

—

o d

4

{

Step 7: Select the filters you wish to use, then click on Apply

Matched Leads (1)

~ Edit filter

Title

Type input

Show more

Save Saurce

nl Discavery

Last 90 days | Open

Lead IO

T W PR )

| pess
D Pama;
4
!
J &

4
Type Lead ID ﬁy sponse Deadline T Customer Name

’
RFI 17625083 :;;.1 10, 2023 AGL Energy Limitec
o

L)

Actions

© 2023 SAP SE or an SAP affiliate comp any. All rights reserved. | PUBLIC
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1.4 Adding Leads and Posting Tiles on the Workbench cont...

Step 8: To keep the Tile filters click on Save Filter, then Save

Save filter b

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

0

Invited Leads

Last 90 days

NOTES:

To add text — Right click and select “Add Text” — a “Start typing here...."” box will be displayed

© 2023 SAP SE or an SAP affiliate comp any. All rights reserved. | PUBLIC 19 | Pa ge



Module 1.5 — Roles and Permissions

This process can be used in:

% Transacting Account
% Standard Accounts

% Enterprise Accounts

A role must be created before creating Users; if you are still looking for Purchase
Orders or create Invoices, contact your Business/Organisation System

Administrator.

A role must be created or existing for a User to be assigned. Each role should

reflect the positions within your business/organisation.

Only the System Administrator has access to a// SAP Business Network

Functions, and there is only one System Administrator.

Only the System Administrator can create Users and assign the permissions that

are accessible with your Username.

Refer to the General Functionality Process Guide for general user information.
- Click Me

Roles - Roles can be created based on the requirements and positions within your

Business

Permissions - Permissions are assigned to a role and provides access to SAP

Business Network functions

System Administration Guide - The System Administration Guide provides details
about each of the permissions available — Click Me, refer to Glossary &

Terminology

1. Logontothe SAP Business Network using your credentials

Supplier Login

‘ jane.doe@abccompany.com ‘

© 2023 SAP SE or an SAP affiliate comp any. All rights reserved. | PUBLIC 20 | Pa ge
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1.5 Who is my System Administrator cont...

2. Click on your initials on the top right of the screen

3. Click on Contact Administrator

Jen Williams

jen@
My Account

Link User IDs

Contact Administrator

Speciality Supply Co-
TEST

bt 4o et shen b )

4. The name and contact details of the System Administrator are shown

SAP  Business Network Standard Account  Get enterprise account

Contact Your Account Administrator

Account Administrator Information

Mame: Testl4T Specialty
Email Address: vend@gmail.com
Office Phone: +1 1234
Fax:

The account administrator role is assigned to the individual at your organization who is responsible for setting configy,
administrator also serves as your primary point of contact if you need help resetting your password, changing your p

B adins "L \

@

The account

Done

NOTES:

To add text — Right click and select “Add Text” — a “Start typing here....” box will be displayed
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Module 1.6 - Invitations from your Buyer/Customer

This process can be used for either an SAP Business Network Transacting

Account or an SAP Ariba Proposals & Questionnaires

Interactive Emails — can be in the form of a Purchase Order, Invoice or even an

Event

Buyers determine the layout of their invitations, and Buyers choose whether to

use questionnaires and the types of events

Use existing Credentials where possible for both Transacting and/or Sourcing

network

RFX Types and Event Types:
+ RFI - Request for Information
% RFP - Request for Proposal
s RFQ — Request for Quote
% Auction

% Survey

Different types of Invitation:
% Invitation via an Interactive Email
< Invitation Request to Transact (RTT)
« Invitation — Registration for Sourcing

+ Invitation — Interactive Email for an Event
A Transaction Account is where Purchase Orders and Invoicing processes occur.

Proposals & Questionnaires (or sourcing) is where Suppliers may complete a

questionnaire but will access RFX events.

Special note for Sourcing Invitations
When accessing a Sourcing Invitation, only the person who receives the invitation
can access the event; you cannot forward a Sourcing invitation. If the invitee is

the incorrect person, contact the Buyer who sent the invitation.
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1.6. Invitations from your Buyer/Customer cont...

Public & Private Accounts

A Public account is an account where the Terms of Use and Privacy Statement

have been accepted and the account created

A Private account is an account where the user has discontinued the account
registration process; however, although the performance is Private, only the

creator of the account can access it

When an Account is created, the ANID is created in the Buyer Network; this
means that all Purchase Orders will be sent to a Private account, which may

impact access

% Youreceive an e-mail from your Buyer/Customer — it appears to be an

Invitation or interactive Email

To John Doe at Acme Supplier,

are committed to simplifying and digitizing procurement processes to improve the
experience for suppliers. SAP Business Network offer vendors a secure, end-to-end
touchless invoicing process, improved insights, real time tracking of purchase order and
invoice status and online view of scheduled payments.

If this invitation did not reach the appropriate person in your organization, please
forward as needed.

Click Get started to connect.

Get started

% Determine whether the invitation is for a Transacting or Sourcing (Proposals

& Questionnaires) Account

Connect with to collaborate
on SAP Business Network!

Invitation: Register to become a supplier with

% Always access the SAP Business Network login from within the invitation -

irrespective of account type or invitation type

Click Get started to connect.

; Process order I
Click Here to create account now I-

© 2023 SAP SE or an SAP affiliate comp any. Al rights reserved. | PUBLIC 23| Page



1.6. Invitations from your Buyer/Customer cont...

Before creating a new account, confirm with a colleague or leader to identify if

there is already an SAP Business Network Account that should be used.d

About this invitation

Network to collaborate

Mernags o bvarce Labs Gt

i

Connect with Avante Labs GmbH on Ariba

Your customer sends their orders through
account, you can use it and log in now.

« Use the Review Matched Accounts to identify if an account already exists

that should be used and use the Contact Administrator Button to be created

as a User

< Review matched accounts

Edit search criteria

Your company may already have an account. Please review the accounts in the table below.

Company name Corporate email / domain Country Tax ! VAT ID @

‘ Tulip Lighting Equipment ‘ ‘ | |Austral\a[»\u5] v‘ ‘ Please select country first
DUNS Number GLN

‘ | [ entere umber | ml Clear ] Cancel

Search results (20) | Means you are a user

unt Bold font: Matched velues

Company name Email domainmatched  Country State DUNS number Action @
SAP Australia Pty Ltd Yes Australia New South Wales

NOTES:

To add text — Right click and select “Add Text" —

a “Start typing here...."” box will be displayed
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Module 1.7 — Standard & Enterprise Account Information

Sta nda I'd Accou nt (does not attract fees but has limitations and primarily self-service)

Tab/Process What you can do Accessible

Horme Fees No
Benchmarking Widgets - Providing Customer Insight No
KPI Widgets — if applicable Yes
Search for an Order Number Yes
Access Create Drop Down Box -ooo — CSV Upload, Upload/Download, Yes
Templates No
Support — Home Tab, Learning Tab, Contact Us Tab Yes
Access to SAP Business Network Support Yes
Technical Support — Create a Case

Enablement Information Tiles including Add Users, set up Order Routing and email Yes
notifications

Workbench Ability to add, move and remove tiles, Yes

Orders Access to View Contract, Create Contract Invoice and View contract Invoices No

Fulfilment Extended Collaboration processes that include, Component Inventory, No
Component Shipments, Return Shipments, Consignment Movements, Multi-
tier Shipments, Component Receipts & Consumption and Multi-Tier Quality
Inspection Processes. Product Replenishment and Sales Orders

Integration Links the SAP Business Network to your Backend Ordering System No

Payments Access to Early Payments information, Scheduled Payments, Remittance No
information and Early Payment Rules

Catalogs Catalogs are activated only when there is a relationship with a Buyer, Create a Yes
Punchout and CIF/Static - all processes as Self-Service

Reports Ability to create reports from a selection of options and download the No
information into an excel spreadsheet for analysis

Messages Messages provide a quick and easy way to communicate with your Buyer, not Yes
all Buyers use this functionality

Assessments Assessment that identifies if you meet sustainability or human rights etc Yes

NOTES:

To add text — Right click and select “Add Text” -

a “Start typing here....” box will be displayed
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1.7. Standard & Enterprise Account Information cont...

Enterprise ACCOU nt {may attract Subscription and transaction fees, access to full functionality)

Tab/Process

Home

Enablerment
Workbench
Orders

Fulfilment

Integration

Payments

Catalogs

Reports

Message

Assessments

What you can do

Fees — Subscription and Transaction

Benchmarking Widgets - Providing Customer Insight

KPI Widgets — if applicable

Search for an Order Number

Access Create Drop Down Box -ooo — CSV Upload, Upload/Download,
Templates

Support — Home Tab, Learning Tab, Contact Us Tab

Access to SAP Business Network Support

Technical Support — Create a Case

Information Tiles including Add Users, set up Order Routing and email
notifications

Ability to add, move and remove tiles

Access to View Contract, Create Contract Invoice and View contract
Invoices

Extended Collaboration processes that include, Component Inventory,
Component Shipments, Return Shipments, Consignment Movements,
Multi-tier Shipments, Component Receipts & Consumption and Multi-Tier
Quality Inspection Processes. Product Replenishment, Sales Orders

Links the SAP Business Network to your Backend Ordering System

Access to Early Payments information, Scheduled Payments, Remittance
information and Early Payment Rules

Catalogs are activated only when there is a relationship with a Buyer,
Create a Punchout and CIF/Static - Assistance from SAP Ariba Catalog
Specialist

Ability to create reports from a selection of options and download the
information into an excel spreadsheet for analysis

Messages provide a quick and easy way to communicate with your Buyer,
not all Buyers use this functionality

Assessment that identifies if you meet sustainability or human rights etc

Accessible

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

NOTES:

To add text — Right click and select “Add Text” -

a “Start typing here....” box will be displayed
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Module 1.8 — Roles and Permissions

An Enterprise Account attracts both Subscription and transaction Fees. An
Enterprise Account provides a superior product for collaboration between Buyers

and their Suppliers.

There is no cost if you use a “Standard Account” or do not meet the minimum
thresholds.

Only Service Subscription users can view billing information, pay or dispute an

invoice.

When your transaction value or document volume exceeds the free threshold,

you will become a chargeable supplier and owe subscription fees.

When this occurs, SAP Business Network totals your historical monthly
document counts across all customer relationships, up to three months if
available, and annualises that amount to determine your subscription level for the

following year.

The date your transactions first become chargeable is your anniversary date.

Each year, on that date, your subscription level is re-evaluated.

This re-evaluation is based on your total number of documents transacted during

the previous 12 months.
Useful Links

< Fee Cacluator — Click Me
% Enterprise Account Information — Click Me

% Billing Hub — Click Me

>

»  Subscription and Pricing Page — Click Me

L)

Without service

. sheets
ﬁ The fee is 0.155%
of your transactions

amount.

With service

. sheets

=2" The fee is 0.35% of
your fransactions
amount.

Have | exchanged
5 or more
. documents on the

nefwork?

There are no fees.

? P ¢

W
(] Do I have an
B-

N There are no fees.
-l enterprise account?

Mo fees are
applicable on a
slandard account
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1.8. Standard & Enterprise Account Information cont...

Transaction Fee - Charges

% Billed Quarterly

7
0.0

Only POs, invoices and service sheets are considered chargeable

documents

7
0.0

All other documents, such as OCs and Ship Notices, are excluded

% Suppliers transacting less than USD$250,000 annually are automatically
placed in

Bronze Level, regardless of the number of documents transacted

% Service Sheets are used to record services as specified on the PO and

completed
% You can enter an Invoice for a PO only after the SES has been accepted
% Only accepted service sheets are charged

% Capped at USD 20,00 per customer relationship

Subscription Fees

% based on the number of documents you transact annually

7
0.0

technology usage

X3

S

There are four paid subscription levels; each level provides a different

value

X3

S

The higher the level, the greater the value

7
0.0

Subscription Fee is billed annually

+» Is a Set amount based on the account level

NOTES:

To add text — Right click and select “Add Text” — a “Start typing here....” box will be displayed
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Module 1.9 — Home Page Widgets Information to Keep in Mind.

Home Page widgets can be customised based on the needs of the user.

Some widgets use the remittance data or scheduled data uploaded by buyers, but

only some customers/buyers load such data into the network.

The KPI framework includes intelligence to identify and exclude data outliers that

may contain insufficient or test data that could interfere with the KPI calculation.
KPI calculations may NOT fully reconcile with the information in the network

Invoices paid late calculation Table

Category MNumber on X-Axis Definition

Paid on time 0 |

3

voices paid on the scheduled payment date

Paid late 7 Invoices paid 1-7 days later than the scheduled date
14 Invoices paid 8-14 days later than the scheduled date
30 Invoices paid 15-30 days later than the scheduled date
60 Invoices paid 31-60 days later than the scheduled date
S0 Invoices paid 61 or more days later than the scheduled

date

Paid early -7 Invoices paid 1-7 days earlier than the scheduled date
-14 Invoices paid 8-14 days earlier than the scheduled date
-30 Invoices paid 15-30 days earlier than the scheduled date

@
=]
3

voices paid 31-60 days earlier than the scheduled date

©
=]

nvoices paid 61 or more days earlier than the scheduled

date

Frequently Asked Questions

How are non-USD amounts converted?

Purchase Orders and Invoice amounts specified in non-USD currencies are
converted for aggregation using the currency exchange rate at the time the

transaction document is created

The aggregated amount is further converted to your user-specified currency

for display in Widgets.

This is why you may see a difference between the original amounts displayed

in the workbench and the aggregated amount shown in the widgets
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1.9. Widgets Information to Keep in Mind cont...

Can | remove widgets for specific users?

To some extent, some Widgets can be removed from the view of a specified
user. When creating a role, remove the permissions associated with a
particular widget; however, eliminating permissions may impact the ability of
the user to access parts of the SAP Business Network they need to complete

their tasks.

Where users use a generic login, removing Widgets from the Home Page will

affect all users.

Can | access the Benchmarking Widgets using a Standard Account?

No, all Benchmarking Widgets require suppliers to have an Enterprise

Account with a minimum Bronze-level Subscription.

Also, note that some information may not be displayed depending on your

Customer/Buyer.
Refer to the Benchmarking Widgets Information - Click Me

When does the information on the widget get updated?

Where thereisa (=) click on it to see when the information was last

e

updated

Payment days late Last updated:

Average

NOTES:

To add text — Right click and select “Add Text” — a “Start typing here...." box will be displayed
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Module 1.9 — Home Page Invoicing Widgets

Home Page Widgets provide users with Key Performance Indicator (KPI)

Information.

Invoice Exceptions:

«» This Widget displays the total number of invoice exceptions,
including the number of rejected, cancelled and failed invoices,
PLUS the number of Debit and Credit Memos.

+» Used in conjunction with the Invoice Exception Rate widget to

determine Customer performance

« Permissions required — Payment Activities, Outbox Access or

Invoice Generation

Approved Invoices:

% This Widget displays the total number of invoice exceptions,
including the number of rejected, cancelled and failed invoices,
PLUS the number of Debit and Credit Memos.

% Used in conjunction with the Invoice Exception Rate widget to

determine Customer performance

< Permissions required — Payment Activities, Outbox Access or

Invoice Generation

Paid Invoices:

< This Widget displays a line chart showing the quantity (right

side axis) and value (left side axis) of the invoices paid.

% Used in conjunction with the On-Time payment rate to identify

whether you are paid on time

< Permissions required — Payment Activities, Inbox and Order

Access or Supplier Treasury Agent

2023 SAP SE or an SAP affiliate comp any. All rights reserved. | PUBLIC

Invoice exceptions

253

Last 12 mont...

®

B invoice volume

Approved invoices  Last 12 mont...

$271K,

B Invoice value (SK) B Invoice volume

Paid invoices

$0 o

Last 12 mont... ~

® invoice value (§) @ Invoice volume
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1.9. Home Page Invoicing Widgets cont...

Invoice Cycle Time:

< This Widget enables suppliers to track the invoice processing | ™o @deime

®

performance of your customer, potentially identifying credit | 1 8.7
and collection issues e

Last 12 months
80

+» Measures the number of Business days required to process
\

an invoice from when your Customers Account Payable team | “ |

- . - 20 \
receives the invoice ‘

0.0 '“---""1"1---r"-""'l-o-o-o

0 2 2T 29 3 0 82 181 206

. . . e ey @ invoice esunt per eyele time (days)
% Permissions required — Payment Activities, Outbox Access =
or Invoice Generation

Invoice Exception Rate:

Invoice exception rate Last 12 mont...

« This Widget measures the percentage of Invoices sent by 7% ©
the supplier to their Customers’ Accounts Payable team T

that contain an error of some kind and are Rejected .

% Calculated by the number of invoices sent to Accounts

Payable that are rejected, cancelled or failed plus the

number of credit/debit memos - Divided by the total s @ carces @ s
redit'debit memos @l No exception

number of invoices received as a percentage

% Permissions required — Payment Activities, Outbox

Access or Invoice Generation

Invoice Aging:

« This Widget displays a bar chart of the total value of Sent, | ™"
Rejected and Approved invoices from the last O to 30, 30 $103 M

to 60 or 61 to 90 days o
$500K
% Permissions required — Payment Activities, Outbox
$200K

access or Invoice Generation l .

0-30 31-60 61-90

B sent @ Rrejected B Approved

© 2023 SAP SE or an SAP affiliate comp any. All rights reserved. | PUBLIC

32| Page




Module 1.9 — Home Page Benchmarking Widgets

Home Page BenchmarkingWidgets provide information that allows users to

identify trends and behaviours of their Buyers/Customers
Benchmarking Widgets require a minimum Bronze Level Subscription.

Selections and drilling down can be made by using available down arrows and

specific choices on each Benchmarking Tile

Benchmarking: On-time payment:

« This Widget calculates the on-time payment rate, payment days late, and paid
invoices Key Performance Indicators (KPIs) across SAP Business Network by

supplier region, buyer industry, and buyer performance quartile.
What is it for, and how to use it

You can use this benchmarking widget with the On-time payment rate, Payment
days late, and Paid invoices KPI widgets to compare the benchmark to your
specific customer's performance. Both widgets use the same source data and
KPI calculation method, including intelligence, to identify and exclude data
outliers that may be bad data, test data, or otherwise interfere with the KPI

calculation.

On the doughnut chart that shows the on-time payment rate, accelerated
payments refer to the on-time payments accelerated through the use of SAP
Business Network discount solution for which buyers early payment offers to

suppliers.

You must have the Payment Activities permission to view the widget.

Benchmarking: On-time payment Last 12 mont...
All industries ~~ ®
% 3.1 $3468
5 4 0 ‘ -
2% Average days late p 18
AN N e 16
10M . .\ / Ry )
s = . 1.
"
&M 12
6M . . o
: % . » * 08
" o
4M 0.6
0.4
M 0.2
0 — - - | W
B Accelerated B Paid ontime @ Paid late B Paid early B Paid on time @ Paid late B Invoice value ($B) B invoice volume (M)
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1.9. Home Page Invoicing Widgets cont...

Benchmarking: Invoice cycle time:

% This widget calculates the days to pay KPI across the SAP Business Network by

buyer industry, supplier region, and buyer performance quartile.
What is it for, and how to use it

The chart on the left displays the invoice cycle time, which measures the number
of business days required to process an invoice from when the invoice is received
by the buyer's accounts payable system until it is approved and scheduled for
payment. The chart on the right shows the value and volume of approved invoices

over the same period.

You can use this widget in conjunction with the Invoice cycle time and Approved
invoices widgets to compare the benchmark to the performance of your specific
customers. Both sets of widgets use the same source data and KPI calculation

method.
You can display the data for the Last month, Last quarter, or Last 12 months.

To view the widget, you must have one of the following permissions: Payment

Activities, Outbox Access, or Invoice Generation.

You must have the Payment Activities permission to view the widget.

Benchmarking: Invoice cycle time

Last 12 months ~ All industries ®

13.2 $844 2.

Average days

20M 3 B BM

| -
L ] [ T '\\
150 1508 e / [t ]
j 0" g4 .
| aM
10M | M
[ ]
o . — o_n ZM
SM .8 o—g
5
e
.
0.0 — 0.0
i 14 28 4 S ] f ) S ONDJ ; J J A
B invoice count per cycle time (days) B Invoice value (3) B Invoice velume
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1.9. Home Page Invoicing Widgets cont...

©

Benchmarking: Change order rate:

®,
0‘0

This widget calculates the change order rate KPI and the volume of change
orders across the SAP Business Network by buyer industry, supplier region, and

buyer performance quartile.

What is it for, and how to use it

The Change order rate widget displays a bar chart to show the percentage of
purchase orders sent by your customers that have subsequent change and
measures the average number of days required to process an invoice between

the invoice date and payment date.

Scheduling agreements are excluded from the KPI calculation, and you can
display the data for All customers or specific customers and purchase orders in

the last month, last quarter, or 12 months.

To view the widget, you must have one of the following permissions: Inbox and
Order Access, Purchase Order Report Administration, or Invoice Generation, and

the Supplier must have a Bronze level or above Subscription.

You must have the Payment Activities permission to view the widget.

Benchmarking: Change order rate

Last 12 months ~~ All industries ~~ G

48.5% 41.4 M

Average r

. \\ .
T L .
P [ ]
al L ]
2M
20 -
i 0.0

b= y N D J f M A M J J oA

B Change order rate B Change order volume

2023 SAP SE or an SAP affiliate comp any. All rights reserved. | PUBLIC 35 | Pa ge



1.9. Home Page Invoicing Widgets cont...

Benchmarking: Days to Pay:

< Days to Pay Benchmarking Widget

% This widget calculates the days to pay KPI across the SAP Business Network by

buyer industry, supplier region, and buyer performance quartile.

What is it for, and how to use it

The Days To Pay benchmarking widget allows suppliers to compare their
customers’ Average Days To Pay performance against the aggregate

performance of the network.

Suppliers may compare performance by supplier region, buyer industry, and
buyer performance quartile. Suppliers may choose the last quarter, last month,

or last previous months.

Allows suppliers to use benchmarking as a tool to improve performance by

identifying customer behaviours for discussion in contractual negotiations

Provides access to benchmarking data spanning many industries and regions and
Eliminates costly data collection activities required to share data with a

benchmarking service provider

The average number of days required to process an invoice between the invoice

date and payment date must have a Bronze level or above subscription.

KPI Calculations may not fully reconcile with scheduled payments with status

Paid and does not include payment data from test accounts

Benchmarking: Days to pay

40.3

Average days

Last 12 months All industries ~~

B Average days (o pay
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Module 1.9 = Customize my Widgets on the Home Page

Newly added widgets will display a Preview Banner at the bottom of the Widget.

F M A

The little clock that appears in the corner of some widgets, when clicked, displays
the date the Widget was updated | (=

e

The Activity feed widget has a Settings option where users can identify what

specific information about Purchase Orders and Invoices they wish to view | 75

Widgets that display a blue down arrow indicate that there are other options

based on the widget you are using |~

Benchmarking Widgets can only be accessed using an Enterprise account with a

Bronze-level Subscription

Widgets that do not display information are due to Buyer Transaction Rule

settings
Widgets can be added and removed as required

1. Loginto display the Home Page

SAP Business Network w Enterprise Account

‘@ Enablement Waorkbench Orders ~ Fulfillment ~ Invoices ~
N

2. Scroll down to My Widgets

Overview Getting star‘tede

1 | 66

Enablement Tasks Changed orders

3. Click on Customize

My W’idgets All customers ~

ast 31 days

All customers ~~ 494 Customize
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1.9. Customize my Widgets on the Home Page cont...

4. To Remove a Widget — Click on the red - on the Widget

Purchase orders Last 3 months

P W . Y B W

5. To Move a Widget — hover over the = at the top of the widget

Purchase orderQst 3 months

P . W e Y B W

6. To Add a Widget — scroll down to the Available Widgets list (if some were

previously removed, click the +

Available widgets

Benchmarking: Invoice exception @ Download app +

7. When you have completed removing, moving or adding widgets, click on Save

Customize my widgets “' —
Add, remove, and rearrange widgets to personalize your home page. e

NOTES:

To add text — Right click and select “Add Text” — a “Start typing here....” box will be displayed
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Module 1.9 — Home Page Miscellaneous Widgets Information

Home Page Widgets provide users with Key Performance Indicator (KPI)

Information.

On-Time payment rate:

% This Widget measures the number of invoices paid before or
on the date defined by the payment terms of the invoice as a
percentage of the total number of invoices paid by a

Customers Account Payable team

% Permissions required — Payment Activities, Inbox and Order

Access or Supplier Treasury

Purchase Orders:

s This Widget shows the total value of purchase orders and the
average payment of paid Invoices by the number of payment

days late

7
0.0

Use the Customer Filter to display data for specific customers

or all customers

7
0.0

Enterprise Account— minimum Bronze level

% Permissions required - Inbox and Order Access

Payment days late:

% This Widget calculates the average payment of paid

Invoices by the number of payment days late

% Use in conjunction with On-time Payment and Paid invoices
with an understanding of the payment behaviours of your

Customers

¢ Enterprise Account— minimum Bronze level subscription

level

% Permissions required — Payment Activities
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On-lime payment rate Last 12 mont...

0%

Purchase orders Last 3 months

$2.52M

s14M
s1.2M / A\

$1M / \\-\
$800K AN
$600K

$200K

Payment days late

-16.8

Average days

Last 12 months

00 I

B paid early B Paid on time @ Paid late
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1.9. Customize my Widgets on the Home Page cont...

Change Orders:

Change orders

[c]

< This Widget calculates the number of change orders that 936

were sent to you by your customers during a specified period [~

% Permissions Required — Inbox and Order Access, Purchase

Order Report Administration or Invoice Generation

Days to pay:

% This Widget displays the average days customers take to pay

an invoice. You can use it in conjunction with the Paid invoices | "*"

widget to identify customer payment patterns and behaviours 43.3

Average days

Last 12 months ~

+» Provides an understanding of the impacts of accepting early
payment offers; the more early payments accepted, the more

significant the reduction in days to pay is achieved

% Permissions required — Inbox and Order Access, Payment SPR—

Activities or Supplier Treasury Agent

Change order rate:

% This Widget displays a bar chart of the percentage of Purchase |Chanee crderrate

Orders your customer sent with subsequent changes. 18 %

« Itis calculated by dividing the number of change orders by the  |tastizmonths
total number of new purchase orders sent by your customers

over the same period as a percentage

20%
10%
% Permissions required — Inbox and Order access, Purchase Order | I I I
@ change order rate

Report admin or Invoice generation

NOTES:

To add text — Right click and select “Add Text” — a “Start typing here...." box will be displayed
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Module 1.10 — Which Account Are You Using?

It is essential to know what account you are in, mainly when performing either
Transacting or Sourcing (Proposals & Questionnaires) processes.
Changing Accounts:
% Always use the credentials your System Administrator has created for you.

% When creating an Account, you should use the credentials you already have

+ Creating a new account will assign you as the System Administrator, and only you

can access sections of the account

Ariba Discovery
SAP
New Supplier ESG Features
Supplier Login Check out these new sustainability features
today! Showcase your pany sustainability
o &  and build trust with buyers using the
standardized human rights due diligence
User Name questionnaire and sustainability ratings on your
supplier profile.
Learn More
Login
Forgot Usemna: P

SAP Business Network Transacting Accounts:

% The Transacting Account is where Suppliers receive Purchase Orders from
Buyers and/or send Invoices to their Buyers.
% The Relationship is created through an invitation sent from your Buyer and can be

either an Enterprise Account (may attract fees) or a Standard Account (fee-free)

AP~ Business Network ~ 2 @

Supplier Login Network Engagement and Adoption Team
Webinars

Join us on the Network Engagement and
Adoption Team dedicated webinars and learn
how to get the most of your SAP Business
Network experience with a live questions and
answers session. Select your region.

User Name LA

Password

Login

Forgot Username or Password

New to SAP Business Network?
Register Now or Learn More
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1.10. Which Account are you using cont...

Ariba Sourcing — Proposals & Questionnaires:

% Thisis a “sourcing” module where Buyers will reach out to receive Request for

Quotes, Request for Information, Survey or Request for Product

% Usually handled by the Sales Team or Bids Team to participate in and win the

work

% The credentials (username and password) can be used to access both the

Sourcing and Transacting Accounts, but you will need the correct permissions

% Always use the credentials your System Administrator has created for you.

Y/

% When creating an Account, you should use the credentials you already have

SAP™ Ariba Proposals and Questionnaires ~ B @

SAP Ariba
New Supplier ESG Features

Supplier Logm Check out these new sustainability features
today! Showcase your company sustainability

and build trust with buyers using the

f  standardized human rights due diligence

questionnaire and sustainability ratings on your

supplier profile.

User Name ‘

Password
Learn More

Login

Forgot Username or Password

Enterprise Account:

An Enterprise Account will usually attract Subscription and Transaction fees
unless your Buyer uses a Supply Chain Collaboration process. Contact your

Buyer to determine if you are an SCC Supplier (Trading Partner)

Suppliers need to have an Enterprise Account:
% Integration
% Help Centre Support 24/5
« Customer Insights
% Supply Chain Collaboration
% Reporting
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1.10. Which Account are you using cont...

Standard Account:

A Standard Account does not attract fees but is limited in some aspects:

% Can only access Help Centre Support for Technical issues
% Is Self-Help driven

% Does not attract any Subscription or Transaction Fees

% Cannot be used to integrate

% Cannot be used with Supply Chain Collaboration

+ Does not have access to Benchmarking (customer insights)

% Cannot use report functionality

NOTES:

To add text — Right click and select “Add Text” — a “Start typing here...."” box will be displayed
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Module 1.11- What are Transaction Rules?

To see the Transaction Rules, your System Administrator must have given you

the “Customer Relationships” permission.

If you cannot see the permission, you cannot access the Buyer Transaction

Rules.

Only the Buyer can update the rules, and the Transaction Rules are managed and

decided on by the Buyer.

Clicking onthe| () |provides more information about the rule and provides

information.

Transaction Rules are the parameters that your Buyer requires as part of

transacting with you using the SAP Business Network.

You may identify that a Buyer does not allow Invoices to be backdated or requires

suppliers to add a letter or number to the invoice number for rejected invoices

Each Buyer may have different requirements; for example, a Buyer may not want

an Order Confirmation, whereas another identifies it as a Mandatory

1. Logonto the SAP Business Network and click on your initials on the top right

of the screen

Create ~ | woe

2. Click on Settings

Jennifer Williams

testjen@sap.com

My Account

Link User IDs
Contact Administrator

Logout
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1.11. What are Transaction Rules? cont...

3. Select Customer Relationships

_— T

Switch Account >

Account Settings

Users

e Standard t
Notifications o accaum

Company Profile

Application Subscriptions

Account Registration Marketing Profile

Network Settings Settings >

Electronic Order Routing Logout

4. Locate the Customer (Buyer) you wish to see the Transaction Rules for and

click on the name of the Buyer

Account Settings

Customer Relationships ~ Users  Noti Application Subscriptions  Account Registration

Current Relationships  Potential Relationships
I prefer o receive relationship requests as follows:

(@) Auomatically accept all relationship requests |

Current (1

) Manually review all relationship requests

Fending (0] Rejected (0)

Current Customers

Filter

A VAL M A ey, WA

] customer Henwork ID Relationship Type Routing Type Actions

[]  emeorguyers An0100388 Trading Defauit Actions v
[ Name of Buyer 2 ANO100388 Traging Detaulr Actions v
[ Mameotuyers ANO100388 Trading Default Actions »

5. The Transaction Rules for the selected Buyer will be displayed; use “Ctrl+F"

to open a search bar and search for specific items, for example, Invoices

Additional Resources
Attachment File Extension Rules

Allow these file extensions only: PDF, DOCX, DOC, HTM, HTML, JPEG, JPG, PPTX, ¥SD, XLS, XLSX, XML|

Order Confirmation and Ship Notice Rules

Allow suppliers to confirm an order multiple times. (1)

Yes
Allow suppliers to send order confirmations for material orders. (i) Yes
Allow suppliers to send order confirmations for material orders at the line-item level. (D) Yes
Allow suppliers to reject quantities for material orders at the line-item level in arder confirmations. (1) Partially
Require suppliers to send order confirmations for material orders at the schedule line-tem level. (1) o
Apply tolerance for quantity at the schedule line-item level. No
Apply tolerance for delivery date at the schedule line-item level. No
Allow suppliers to send order confirmations for service orders. () Yes
Allow suppliers to send order confirmations for service orders at the line-item level. (D) Yes

Y S S WP Y PG S ey J P U T L
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1.11. What are Transaction Rules? cont...

NOTES:

To add text — Right click and select “Add Text” — a “Start typing here...."” box will be displayed

©
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Module 1.12- What is an ANID & other Tidd Bits

An ANID is a unique number assigned to every SAP Business Network account,
irrespective of whether it is a Transaction or Sourcing (Proposals &

Questionnaires) Account.
ANID — Stands for Ariba Network Identification Number

Linking accounts allows users to jump from one account to another without

logging off and then back into the other account

The processes shown are:
% Howdo | find the ANID?
% Accessing Home Page ad/or Workbench Online Help

« Linking User Ids

How do | find the ANID?:

1. cLogon tothe SAP Business Network, click on your initials on the top right of

the screen

2. The ANID is shown in the drop-down list

Jennifer

testien@sap.com

My Account

Link User IDs
Contact Administrator

Switch Account >

LTD-TEST

ANID: ANO147846
Standard account

Company Profile

Marketing Profile

Settings >

Logout
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1.12. What is an ANID and other Tidd Bits? cont...

Accessing Home Page and/or Workbench online help?:

Online support is built into the SAP Business Network and is generic; refer to the
Buyer-Supplier Information Portals for specific customer information, Click Me -

to access the Accessing the Buyer/s Supplier Information Portal

To access the Help Center or Log a Case, refer to the following:

% Enterprise Account - Click Me
% Standard Account - Click Me

1. Display the Home or Workbench

Home Enablement Workbench

2. Clickon on the top right of the screen

3. Green Boxes will appear on fields that have content; either click on the Green
corner of the box or click the information you want to access in the Help
Topics drop-down list J

Help Topics

Create ~

What is SAP Business Network? x

As a supplier on SAP Business Network, you
1ap into the world's largest B2B marketplace,
with millions of companies collaborating and
doing business. SAP Business Network helps
suppliers:
= accelerate the sales cycle while lowering
the cost of sales.
+ find new customers who are ready to buy.
+ sirengthen customer relationships and C‘q Common browser issues
increase customer retention.

= improve operational efficiencies through Dq How do | create an invoice?
On-time payment rate widget

Paid invoices widget

Linking User ID’s:

Where a User has more than one account with different ANIDs, linking accounts
allows a user to access another account without the need to log out of one

account and log into another
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1.12. What is an ANID and other Tidd Bits? cont...

Linking User IDs can also provide access to

another account you may need to

access as required. This is an account that you do not have credentials for;

however, you will need to be approved by the user before gaining access and

linking the account

1. Loginand click on your initials

2. Select Link User ID’s

Jennifer

testjen@sap.com

My Account

Link User IDs

Contact Administrator

3. If youdo not have credentials for the other account and you are not the

System Administrator, enter your User name and click on Send Link Request

If you have credentials for another ANID, enter your User name and

password. Click on Link accounts.

SAP  Business Network Enterprise Account

Link User IDs

« Log in to all your accounts using one username and password
» Switch between your multiple accounts

APPROVAL NEEDED

Send a link request to another account. After the request is approved
by the other account, the two accounts will be linked.

Username: *
Send link request

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

@
NO APPROVAL NEEDED
Enter the username and password of another account to which you
want to link.
Username: * |
Password: * | |

4. Respond to the pop-up screen information based on the option used

SUCCESS APPROVE LINK REQUEST

rié TGRS a3 Deen ent Aok you s

L LT pepnpp————————
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1.12. What is an ANID and other Tidd Bits? cont...

5. To select any approved Linked Accounts, click on your initials, select Switch

Account and choose the account you want from the drop-down list

ore ~

3 |
0

Jennifer Williams

testjen@sap.com

My Account

Link User IDs

Contact Administrator

Orde|

Switch Account >

Jane23@abccompany.com

TELECOMMUNICATIONS

HTD-TEST - LTD-TEST
| L — ump_ﬁunw&_ P

NOTES:

To add text — Right click and select “Add Text” -

a “Start typing here....” box will be displayed
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Module 1.13- Accessing the Buyers Supplier Information Portal

Supplier Information Portal (SIP) Click on “See More” if the Buyer SIP you are

looking for is not displayed.

Buyer-Supplier Information Portals (SIPs) can only be seen after logging in as it

accesses the portals based on the Buyer Relationships you have on the account.

Buyers will have content specific to transacting with Suppliers using the SAP

Business Network.

The Project Notification Letter and the Summit clip are usually accessible via the

Buyers Supplier Information Portal.

The content on the SIP can be generic or specific, relating to the processes the

Buyer uses to transact with their Buyer.
If a Buyer is not displayed, the information may be linked to a different user ANID

1. Click on the Question Mark next to your initials

2. Select Support

Help Topics
Search Help Topics
Documentation
Support

[i] What is SAP Business Netw...

Finding orders, invoices, an...

';'q Common browser issues

';'Q How do | create an invoice?
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1.13. Accessing the Buyers Supplier Information Portal cont...

3. The Help Center Home screen is shown, and all Buyers that are transacting

with you on this ANID are displayed

SAl  Holp Conter Home

Home  Leaming

How can we help you?

Topics we recommend for you

Error: The username and password entered has already merged to another Ariba Sourcing user account

Try "cancel order”, "email notifications, "user authorization"
Find answers from your buyers
Buyers Logo Buyers Logo
Name of Buyer Name of Buyer Name of Buyer

4. Click onthe required Buyer Tile to open the Supplier Information Portal (SIP)

Name of Buyer

5. The SIP is shown; locate the information required and access it

via the SAP Business Networl

Welcome to the Supplier Information Portal
for Name of Buyer
Welcome Supplier Information Portall This portal provides information for all suppliers that are conducting business with
SBN
Whal information are yc oking for?
How to Navigate the Network Links to Standard Resources
@ + Intreduction 1o SAP Business Network |~ * Global Training Resources
* General Functionality Guide
Access 1o Standard Account Resources. Learn How to Transact with
* Standard Account Resources o Supeler Training
. Standard Account Supplier Registration + Training Guides & Clips
Guide * Infineon Integration Guidelines:
 Nerth America
s Europe

NOTES:

To add text — Right click and select “Add Text” — a “Start typing here....” box will be displayed
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Module 1.14 - Access Help Without Logging In

You do not have to be logged into the SAP Business Network to access Support
by clicking on the ? On the Supplier Login Screen, however, the options available

are limited and based on the responses you provide
Access SAP Business Network Procurement Documentation

1. From the supplier Login Page, click on the Question Mark on the top right

GAP Business Network E @

Supplier Login Unlock the full potential of SAP Business

NS, InCrease

ur experience by

2. To access the SAP Business Network for Procurement Help Portal

Documentation, click on Documentation

Help Topics

(] ‘ Documentation

‘ Support
Why was my session terminated f...

How long can | be logged in?

3. Locate the information required

SAP  Help Portal (Documentation)

Home >

SAP Business Network for Procurement z e

s e vice thal ent

Discover

(\;\1 What's New Related Spend Management Products

& provides e-procurement, sourcing, and supply chain cloud
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1.14. Access Help without Logging In cont...

©

Access SAP Business Network Procurement Documentation

1. From the supplier Login Page, click on the Question Mark on the top right

Supplier Login Unlock the full potential of SAP Business
Network with an Enterprise account

User Name I | Automate your transactions, increase
compliance and enhance your experience by
I’ \ upgrading to a future-proof Enterprise account
Password &

Learn More

T - e P s s PR

2. Click on Support

Documentation

Support \
Why was my session terminated f.._

How long can | be logged in?

How can we help you?
e

tutorials Q
, "email notifications”, "user authorizatigns

Error: The username and password entered has already merged to another Ariba Sourcing user account

Try "cancel ordel

Topics we recommend for you

When trying to register for SAP Ariba Sourcing and access a sourcing event, the system displays the following error: The
username and password entered has already merged to another Ariba Sourcing user account. Depending on how you |
would like to proceed, there are two solutians to this issue: Create an

Support Note

B R e T R R P

4. Identify the information you require and either Log in or click on the

applicable tile and follow the on-screen instructions

SAP  Help Center Contact us A8

Leoming  EGRBETR

1. Log in to your account.

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.

Login
2. If you're unable to log in, tell us what you need help with.

& RN @

Register on SAP Business Reset my password Forgot usermame
Networ

X o8

Unsubscribe Privacy request
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Module 1.14 - Contact Help Center / Create a Case -
Standard Account

Artificial intelligence (Al) provides recommendations based on your entered

keywords.

To access Self-Help information, click on Learning.
w Help Center Contact us

Contact us

Bubbles displayed can be selected to take you to the required information.

Create new invoice Create credit memo

Recommendations provide information and appear on each of the screens. They

provide information that could assist the Supplier (Trading Partner) in “Self Help.’

Recommendations™

‘ Search Q, |

@ How do | create an invoice?

@ How do | create a purchase order-based
invoice?

g Error: "[Customer Name] does not accept
electronic invoices.” when | try to create an
invoice.

@ How do | create more than one invoice for a
purchase order?

@ What does each routing status and invoice
status mean?

1. Loginto your SAP Business Network and click on

SAP Business Network v Standard Account | Get enterprise account

Home Enablement Discovery v Workbench Orders ~ Create ~ [ ecoc

2. Click on Support

Help Topics.

ntation

Support

[l What is SAP Business Netwo__

Finding orders, invoices, and .

“; Common browser issues

¥ How do | create an invoice?

What's new in Standard account
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1.14. Contact Help Center / Create a Case - Standard Account cont...

3. Click on Contact us

GAP  Help Center Home

Home  Learning @

How can we help you?

Search knowl

<]

Try "cancel order”, "email notifications”, "user authorization”

4. Enter what information you require, clickon 4 ‘

1. Start here to find your answer.

< Invoicing >
"

[©)

5. ldentify if any of the Al information shown provides an answer. To create a

case, click on Something Else

GAP  Help Center Contact us

Home  Leaming  Contactus

1. Start here to find your answer.

Invoicingl

=

2. Browse below for our Al-based recommendations*
How do | create an invoice?

steps for type of invoice you wish to create: Purchase order-based invoice Non-PO inveice Contract invoice En

u . e . g
electronic invo..es. rour account was not enabled for invoicing. The transaction rule Allow suppliers to send

How do | create more than one invoice for a purchase order?

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.

What do you need to do?

Gaect e
Edit and resubmit invoice

Raise annthar invoice against PO

Something else

Receive payment

How do | submit an invoice to receive payment? Establish & trading relationship Click a hyperlink and follow the

Question How de | create mare than one invoice for a purchase order (P0)? Answer To create multiple invaices

FaQ
Jun 21, 2023

@

N ol ol DA PO it e I Bt B it et

Feb 23, 2023

FAQ
Apr 3,2022

@

Invoice was rejected

6. Select the correct bubble and then locate and click on Create a Case (bottom

right of screen)

With your Standard account, we invite you to access our Help Center for FAQs, recorded demos, articles, and other information
to help you use your account. Customer-specific information can be found in each buyer's Supplier Information Portal.

©

You will need to upgrade your account for functional support. Technical support is provided for:

e —
( ANERR emor ) A IP address error PunchOut catalog error
———

Can't find what you're looking for?
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1.14. Contact Help Center / Create a Case - Standard Account cont...

7. Complete all fields with an asterisk, then click on One last step (bottom right

of the screen)

1. Tell us what you need help with.

Su IJ_'ECO

| nvoicing

Full description: *

Affected items, expected results, efc.

Attachment:

| |

Issue type: *

2000 characters remaining

Issue area: *

PO/Invoice Number:

« Dne last step )

Handy Hints completing the form:

» Select the Country code before entering the phone number.
» Make sure you tick the box confirming your phone number is correct.
« Check all Asterisk fields have been completed.

8. Email will be the only option available; click on the Radio button of the e-mail,

then click on Submit

Help Center Contact us

Contact us
O X
Email
A support engineer will respond to your case

by email
To receive communications, add

itsm. notification-service @ sap.com to your
allow list

=)

NOTES:

To add text — Right click and select “Add Text"”

— a “Start typing here...." box will be displayed
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Module 1.14 - Contact Help Center / Create a Case -
Enterprise Account

Artificial intelligence (Al) provides recommendations based on the keywords you

have entered

.To access Self-Help information, click on Learning
w Help Center Contact us

Contact us

Bubbles displayed can be selected to take you to the required information.

Create new invoice Create credit memo

For Suppliers (Trading Partners)

Using Supply Chain Collaboration (SCC), ensure you select Supply Chain

Collaboration from the Issue type drop-down.

Then select the correct Issue Area relating to SCC processes that you need help

with from the drop-down list.

SsUe type:*® | Supply Chain Collaboration ~ |
Issue area:* E Consignment Movement ~ i
Sourcing

If you have an issue with an event and the event is ending in 60 minutes or less,

open the event and locate the Contact Help Centre Button

1. Loginto your SAP Business Network and click on

SAP Business Network v Enterprise Account

Home Enablement Workbench Orders ~ Fulfillment ~ Create ~ | ooo

2. Click on Support

Help Topics

Documentation

Support

1. Start here to find your answer.

2023 SAP SE or an SAP affiliate comp any. All rights reserved. | PUBLIC 58 | Pa ge



1.14. Contact Help Center / Create a Case - Enterprise Account cont...

4. Enter what information you require, and lick on| &

1. Start here to find your answer.

Invoicing X Q

5. Identify if any of the Al information shown provides an answer. To create a

case, click on Something Else

SAP  Help Center Contact us &

Home  Leaming  Contactus

1. Start here to find your answer.

Invoicing] x Ql

2. Browse below for our Al-based recommendations*

How do | create an invoice? £AQ
How do | submit an invoice to receive payment? Establish a trading relationship Click a hyperlink and follow the @
steps for type of invoice you wish to create: Purchase order-based invaice Non-PQ invoice Contract invoice En Jun 21, 2023

Nl el AT PO rits i Pt B b B ot oot

r i . i
electronic invo..s. rour account was not enabled for invaicing. The transaction rule Allow suppliers to send Feb 23, 2023
How do | create more than one invoice for a purchase order? 0
Question How do I create more than ene invoice for a purchase order (P0)? Answer To create multiple invoices @

Apr 3, 2022

Bgainst 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.

What do you need to do?

Edit and resubmit invoice Receive payment Something else

6. Click on Create a Case (bottom right of screen)

‘ Can't find what you're looking for? Create a Case ‘

7. Complete all fields with an asterisk, then click on One Last Step (bottom right

of the screen)o

1. Tell us what you need help with.

Su b:ecO

| nvoicing

Full description: *

Affected items, expected resuits, eic.

3000 characters remaining

Attachment:

Issue type: *

| W

Issue area: *

POfInvoice Mumber:
« One last step »
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1.14. Contact Help Center / Create a Case - Enterprise Account cont...

Handy Hints completing the form:

Select the Country code before entering the phone number.
Make sure you tick the box confirming your phone number is correct.
Check all Asterisk fields have been completed.

8. Select the Radio button of the contact option, then click on Submit

SAP

Home

Help Center Contact us

Learning Contact us

Choose this contact method for the fastest resolution of your issue:

(] o=
Phone

A support engineer will respond to your case
by phone

Estimated wait time in minutes: 2

|:| Do not record my phone call

Other methods you may choose:

‘9
Live chat: open

You will chat with the same product expert
that would normally work your case, soon
after you click "Submit.

Note: Pop-ups need to be enabled in your
browser.

X

Email

A support engineer will respond to your case
by email.
To receive communications, add

itsm.notification-service@sap.com to your
allow list

&

NOTES:

To add text — Right click and select “Add Text” -

a “Start typing here

... box will be displayed
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Module 1.15 - Update Time Zone and Currency

When changing the Time Zone and Currency in an account, be aware that if you
change the information on a generic login it will impact on all those using the same

login. Changing information on your login only changes your login view.

If you are using a generic login that has many users the changes will impact all

users using the same credentials.
An 'fﬁ shown at the end of a field indicates there is further information

A green ribbon indicates that the information provided is acceptable and saved

successfully

v Your profile has been successfully updated. X

Errors are highlighted in red and need to be corrected before they can be

successfully saved.

Locate the error and correct based on the information displayed.

Account Settings

* Indicates a required field

| Correct the following errors before continuing.

The inbox represents documents that are sent from the Buyer/Customer to the

Supplier, such as Purchase Orders

The outbox represents documents sent from the Supplier to the Buyer such as

Invoices

1.15. Update Time Zone and Currency cont
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1. Loginto your SAP Business Network, click on your Initials

SAP Business Network ¥ Enterprise Account

Home Enablement Workbench Orders ~ Fulfillment ~ Create

Jennifer

testjen@sap.com

f ey Account

Link User IDs

Contact Administrator

Switch Account >

N e
‘I'Esz_r--

3. The My Account Screen is Displayed, locate Preferences

My Account
Account Settings
* Indicates a required field

Account Information

)]
(i)

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

Change Password

Email Address:*

jane.doe@abccompany.com.at

First Name:* ‘ Jane

Default Currency:* Australian Dollar Select Currency w

Middle Name: ‘
Last Name:*| Doe
Personal Information Change Log
Business Role: ‘ Other ~ ‘ Trainer ‘
Preferences
Preferred Language: ‘ English ~ ‘ O}
Preferred Timezone: * ‘ Americallos_Angeles A% ®

Allow Me to Save Filter Preferences in the Inbox/Outbox

-

1.15. Update Time Zone and Currency cont
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4. Tochange Time Zone, click on “Preferred Timezone” and select the time zone

required

Preferences

Preferred Language:

English N ®

referred Timezone:* | America/Los_Angeles

==

Default Currency:*  Select
ACT

AET

Aricallihidian

the Inbox/Outbox

5. Tochange Currency, click on “Select Currency”

, select the required Currency

Preferences

Preferred Language: English

Preferred Timezone:* | Australia/Melbourne

Default Currency:* Australian Dollar

Choose Currency

Click Select to chaose the desired currency.

150 Code

usD
EUR
ADP

B T

s o JAE Dirham

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

Page| 1 R
Name Actions
US Daollar Select -
Euru
Euro Select

_.f’_"d’-—-:‘ﬁlf"--_..)

6. o activate the “Preferences” you have selected,
Preferences in the Inbox/Outbox”

click the “Allow Me to Save Filter

Default Currency:* Australian Dollar

Select Currency

Ly

i

llow Me to Save Filter Preferences in the Inbox/Outbox

7. Click on Save

& - |
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