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SAP Business Network Supplier Portal Guide:
How to create additional entities & legal country
configuration on Supplier Company Profile
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Important Note for Suppliers
Suppliers need to complete a two-step process to establish a valid Legal Profile:
Step 1: Creating an Additional Address

Step 2: Complete “Country Configuration”



How to create additional entities (addresses) for suppliers?

Click Company Settings (name
initials on Home screen’s top right
corner)> Company Profile
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Logout
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Additional entities (addresses) creation
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Service Subscriptions
Merge Accounts
Settings >

Logout

In Company Profile, go to Additional Addresses section and click Create (or Edit if an entry already exists) to

configure additional supplier addresses.
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Additional entities (addresses) creation

Create New Additional Entity

Company and location information

Company (legal) name:*

() Overview Type here

Country/Region: *

&, Credentials
United States o

Certifications
Address Line 1:*

Sustainability Ratings Type here

Address Line 2:

¢ Organization Structure
Type here
@ Additional Entities
Address Line 3:
il Country Configuration
Type here
Business Information
City: *
E Contacts o :

The Company legal name must be unique
Complete all required mandatory fields marked with asterisk > Save
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Network collaboration information

Functions:

Identification information

Internal ID:

Legal and tax information

TAX ID:

Tvpe here

VAT ID:

Type here

Discard



For Suppliers with GST (For e.g. Singapore, India, Malaysia...)

Populate the GST ID
Field.
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ANID DUNS: - Location:

=]

Identification information ThIS fleld IS
Internal ID:

mandatory if you are
GST Registered.

Singapore

Address Line 2:
Legal and tax information

' Click Create once
8« — Address Line 3: Type here d 0 n e .

Overview

Type here
Certifications VAT ID:
itv: *
city: Type here
Sustainability Ratings
GST ID:

Organization Structure Postal Code: * ﬁ

Additional Entities
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Country Configuration
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Additional entities in invoice creation Ul (reminder of current usage)
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Service Start Date m
Service End Date m
Customer ! 'RE View/Edit Addresses
u
|
Ema
view/Edit Addresses
1 Line Items, 1 Included, O Previously Fully Invoiced
Shipping Docurments Special Handling Discount Add to Included Lines
Description Customer Part & Quantity Unit Unit Price Subtotal
BULLNOSE SHELVES 4 PK 1 PK £31.20 USD £31.20 USD



How to set up aregulatory/ legal profile for suppliers?

Regulatory profiles refer to supplier accounts registered with tax authorities for electronic invoicing
procedures (For e.g. Singapore, India, Malaysia..etc)

Regulatory profiles contain information to facilitate the legal flow of invoices.

To establish a legal profile, please begin by configuring the settings under Country Configuration.
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Create legal profile
New Ul but the fields to be populated per country are not changing

Country Configuration
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Create legal profile

Create
Create
Country/Region: *

=

Country/Region: *

United Arab Emirates Singapore v

Hungary
Company Name:*

India

Italy ‘

Japan

Malaysia Singapore

Romania '—,

Singapore

2. Based on the

1. First window selection, the

will ask to system will
choose among propose the
the 8 countries Company
that require addresses

supplier legal
profile

already created
In the previous
step.
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) T-Rex and partners

Address Country/Region Status
£ Hungary 1 Hungary
| Hungary 1

e Baranya - 12345

3 L] P re- / ~ ﬁ
Tax Identification Numbers Tax Invoice Number Range Access Information
populated
from the \Tax Identification Numbers (2)
ad d iti O n aI Tax Type Identification Number
e ntltl es VAT ID HU123456788
- TAX ID 12345679
creation Step
Tax Invoice Number Range Create

Initial Number * Final Number* Active

\ No items available

“— When there are, you'll find them here.

4. Supplierto _—

po p u Iate \ Access Information
manually the

additional [
required fields
(fields different

per country)
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Important Note

Before creating the —— - m -m m
regulatory/ legal i 4

profile, ensure that - 0 -

the Addltlonal Entltles i Tax Identification Numbers Financial Information

are accurately

popu lated. € GSTID s required if you are GST Registered. Please maintain the GST ID under Additional Entities for this Org Unit before X

creating a country configuration.

Tax Identification Numbers

Add |t| on al |y’ u pda’te Tax Type Identification Number

the GST .number I.n. X ‘ns available

the Additional Entities youl find them here.
. €) GSTID is required if you are GST Registered. Please

section befo re maintain the GST ID under Additional Entities for this

Org Unit before creating a country configuration.

marking the entity in
the legal profile.
Failing to do so may
result in error.
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.7 Business Network

Thank you.

© 2024 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 SAP Materials for general audiences.
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