LOS ALAMOS NATIONAL LABORATORY
TRANSITION TO SAP ARIBA NETWORK
FAQs

Section 1: General

1. Why is LANL changing how they transact with suppliers?
We are moving to the SAP Ariba network to provide an efficient electronic
transaction experience that will allow us to transact seamlessly with suppliers.
These new systems will support our new streamlined procurement processes
and will gather all supplier interactions in the portals.

2. Will Ariba be the only method to transact with LANL in the future?
Yes. LANL is fully committed to going digital and sharing the benefits of doing so
with our suppliers. All future solicitations and awards will be transacted through
the Ariba Network. We know this is a significant change and are here to support
you any way we can along the way. Eventually, utilization of the Ariba platform
will be required of the entire supply chain.

3. Dol have to transition to Ariba Network?
Yes. We strongly recommend you complete the onboarding process to the Ariba
Network upon receiving the Project Notification Letter from LANL. After the
transition to Ariba, LANL’s current procurement system will be deactivated in
Spring/Summer of 2021 and will no longer be available. After that point, LANL
will require all transactions to be conducted on the Ariba Network.

4. Should I let other people in my company know about the transition to the
Ariba Network?
Yes. We want all those who are involved and currently work with LANL systems
(e.g. Oracle) to know that a new process is underway. It will be important that
those working with Oracle be connected to the Ariba Network too.

Section 2: During the Transition

1. When will my company transition to the Ariba Network?
You will receive a Project Notification Letter (PNL) announcing the transition
that contains important information and links regarding the transition. This
notification is sent to the current company contact that LANL has on file and
informs you of key steps you need to know and do. Please continue to conduct
transactions as directed by your Procurement Specialist until you receive this
letter.



2. lreceived a Project Notification Letter (PNL) from LANL. Now what?
We encourage you to attend one of the Ariba Supplier Summits for more
information about the Ariba Network and next steps. The PNL will include a
registration link. Recordings of the summits will also be available for viewing on
the Ariba Supplier Information Portal (support.ariba.com/item/view/186986).

3. How will | manage my transactions with LANL in the meantime?
Until LANL goes live on Ariba, continue to conduct your transactions as directed
by your Procurement Specialist.

4. Once my company is onboarded on the Ariba Network, can we begin a
transaction?
You will receive a “Go Live” email from LANL when you can begin transacting on
the Ariba Network. You will need to complete the onboarding process to
transact on the Ariba Network. This may be completed before or after you
receive the “Go Live” email.

5. How will | manage my transactions with LANL after the “Go Live” date?
Once you have registered on the Ariba Network and your account is fully
activated, you will conduct business with LANL on the Ariba Network after “Go
Live.”

6. Do I have to work with two systems now?
You may need to work with the current LANL process in Oracle and the Ariba
Network for a short time during the transition. We are making every effort to
minimize work in both environments during the transition. Our current process
will operate in parallel with the Ariba Network for 3-6 months, scheduled to
cease in the spring/summer of 2021.

Section 3: Ariba Account Setup

1. Ifl am already working on the Ariba Network, do | have to go through the
onboarding process with LANL?
Yes. You will need to go through the onboarding process and establish your
trading relationship with LANL on the Ariba Network.

2. What is the different between a standard account and an enterprise account
on the Ariba Network?
A standard account has basic functionality and suppliers will use email
notifications to drive the PO and Invoice processes. An enterprise account has
additional features like Inbox/Outbox in the portal, reporting capabilities, and is


https://support.ariba.com/item/view/186986

required to have a supplier hosted catalog or integration. Fees may apply to an
enterprise account. For more information, visit https://www.ariba.com/ariba-

network/ariba-network-for-suppliers/accounts-and-pricing

Will I receive any communication from the Ariba Network?

Yes. If you have an enterprise account, you will be invited to do business with
LANL on the Ariba Network through a Trading Relationship Request (TRR), sent
via email. Please accept the TRR and follow the instructions therein for setting
up your account (preferably within five days). This is an important step and
must be completed before you can begin transacting with LANL on the Ariba
Network. If you have a standard account, you will receive an interactive
purchase order (PO) via email from the Ariba Network. It will contain the
information and steps required to activate your Ariba Network account.

When/how do | register a standard account?

If you have a standard account, you will receive an email notification from the
Ariba Network when a new PO is issued from LANL. Follow the instructions to
register and configure your Ariba Network account and view/process your PO. If
your company already has an Ariba Network account that you would like to use,
forward the PO notification email to the Supplier Administrator for your
company’s account. If your company does not already have an Ariba Network
account, click the "Process Order" button in the PO notification email to register
an account. Note: The PO notification email is the ONLY NOTIFICATION you will
receive.

Can we start with a standard account and later move to an enterprise
account?

Yes. In fact, we recommend starting with a standard account, so that you can
start transacting through the Ariba Network right away. Setting up an enterprise
account requires some additional steps. You can always upgrade to an
enterprise account, either now or later.

Do we need to do something to receive the “Go Live” confirmation?

No. Once you have completed the registration and account set-up tasks, the
Ariba Network system will update your status to Ready-to-Transact (RTT). LANL
will receive the RTT list from the Ariba Network and will generate your “Go Live”
confirmation. You will receive this confirmation from the LANL Supplier
Management Team (aribasuppliers@Ianl.gov). Once received, you are fully
registered, confirmed, and ready to transact with LANL on the Ariba Network.
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7. lwant to confirm my company’s contact information for this transition. How
do I do that?
Send an email to aribasuppliers@lanl.gov. Please make sure to include your
company’s full name and address, and the contact information including name,
email, and telephone number.

8. Can more than one person within our organization access the Ariba Network
Standard or Enterprise account?
Yes, the Account Administrator of the Supplier's account will be responsible to
manage user access as well as PO routing/delivery preferences across their
company whether in a standard or enterprise account. Additional users can be
added to the Ariba Network by going to Company Settings, Users, Create.

9. Who becomes the supplier administrator on the account?
The person setting up the account becomes the administrator by default;
however, they can transfer the role if needed. Although there can only be one,
there can be multiple users and people who receive notifications, i.e., a group of
multiple users.

10. Can we have multiple supplier administrators on an Ariba Network account?
No. The Ariba Network only allows one supplier administrator per account.
Supplier administrators should remember to reassign the administrator role to
another user before any extended periods away from the office. If another
administrator is not designated and your supplier administrator cannot be
reached, Suppliers need to contact Ariba Support by visiting supplier.ariba.com
and clicking Help Center for assistance.

11. Who can receive notifications from the Ariba Network?
Up to three email addresses can be designated to receive notifications. The
Ariba Network recommends that you have notifications sent to a group email
address.

12. Why is the Inbox/Outbox disabled (greyed out) on my dashboard?
Only enterprise account suppliers have access to the Inbox/Outbox functionality
on their dashboard. The supplier administrator (only one per supplier account)
should click on the "Learn More" button on their Ariba Network home screen to
learn more.

Section 4: Invoicing and POs

1. Will all my new POs and invoices be on the Ariba Network?



No. As LANL is transitioning, there may be POs that will still need to be managed
via the current LANL (Oracle) system.

2. What system should | use to submit invoices for existing POs that are in the
LANL system?
You should submit the invoice for existing POs in the current system (Oracle)
until you are notified otherwise. Contract awards (in Oracle) that are open as of
the Go-Live date will be converted to Ariba.

3. How do I track my payments once | am on the Ariba Network?
You can view your invoices and payment status once you are transacting on the
Ariba Network.

Section 5: Training and Support

1. To get started, how can | become more familiar with Ariba?
Once you have received the Project Notification Letter (PNL) from LANL, you will
receive an invitation to attend an Ariba Supplier Summit (or be provided a link
to a previously recorded summit). This is an excellent opportunity to receive
more in-depth information on the specifics of the Ariba Network and LANL's
transition.

2. Will we receive training on the new system?
Functional training will be offered after you complete the onboarding process
(registration and account activation in the Ariba Network). You will receive an
invitation to attend functional training from the Ariba Network. LANL specific
supplier training materials for Ariba will be posted to the Supplier Information
Portal (support.ariba.com/item/view/186986). Suppliers can access the general
FAQ forum by using the Help Center at supplier.ariba.com and clicking Help
Center within their account.

3. Where can | get support once | have registered?
The level of continuous support depends on your account type. Suppliers with a
standard account may contact the LANL Procurement Team at
aribasuppliers@lanl.gov, whereas enterprise account suppliers may also contact
Ariba Network’s Support Center at supplier.ariba.com and clicking Help Center.

4. Can notifications be sent to multiple people within our organization?
Yes. Notifications can be sent to up to three email addresses. This can be
administered under Company Settings, Notifications, General, Network,
Discovery, Sourcing & Contracts.
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Will LANL get notifications on changes that suppliers make in the Ariba
Network? (e.g. PO confirmations)

The Ariba Network will send Order Confirmations to LANL via Ariba Network.
However, we recommend that you consult with the LANL Procurement
Specialist before you make any changes to what LANL requested.

| currently have a contract with you. Will anything change related to my
contract?

Generally, the scope, terms and conditions of your current contract will not
change. Should changes be required, your Procurement Specialist will notify
you. Additionally, when LANL is fully transacting on the Ariba Network, PO
issuance and invoice processing will be conducted through the Ariba Network.

Who do | contact if | have any questions about my contract?

Please contact your LANL Procurement Specialist with any questions about your
current contract. For questions about the transition to the Ariba Network,
contact the LANL Supplier Management Team at aribasuppliers@lanl.gov
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