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Your customer is pleased to announce a new initiative to streamline their procurement and accounts
payable processes. By partnering with SAP Ariba® and implementing Ariba Network, Standard account via
interactive email, this initiative indicates a shift to paperless and automated business transactions. Since

1996, Ariba has been transforming the global procurement landscape for businesses of all sizes, and we are
excited to provide you with this opportunity.

» What is Standard account?

Standard account on Ariba Network gives you a fast, FREE way to do business with your customer
via interactive emails.

» What does this mean for you?

Transacting on Ariba Network via a FREE Standard account will allow you to meet your customer’s
requirements to join them on Ariba Network with the option to avoid fees.

» What are the benefits?

Standard account provides access to quickly transact with SAP Ariba customers for FREE,
improve customer retention, and get paid faster.
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https://support.ariba.com/ariba-network-light-account

FREE for all basic transactions

Create validated, electronic invoices and other S ——
business documents within seconds ' '

Improve invoice accuracy and get paid faster

Receive real-time invoice status notifications Join Buyer ABC on Ariba Network!

Increase business with existing and future
customers using Ariba Discovery

Promote your company to other customers on
Ariba Network

Asba Matwory
bght accoun - Free

Email notification and online download provide i
access to invoices for your local archiving

Enjoy a single, unified user experience using one
account for order fulfillment, selling, and mobile
access
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1. You will receive an email as below with the PO details. Click on “Process Order”

Abu Dhabl Commercial Bank - TEST sent a new arder

Yin cuslorer tie] you Tk prder T ough &
s el et dalbvared By A Network. Tor more imformation shout A s &

[ L

BIMC Head Offkr (L

Sabarn Svest T L

¥ kg Dbk ) BED

B F——1

2. You will be directed to the supplier log in page where you will have to log in using your credentials.
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3. Click on “Create Invoice” then choose “Standard Invoice”
4. View ADCB Invoice receiver name and email address on PO - This is your contact person at ADCB for any

fUtu re querles Purchage Order: PO40SED “
T . Prarchass (ader
B ot POM0SS
:'n'h"m\..
Etar dTeaton
i W
- B

5. Start filling in all mandatory field marked by ( *).
6. Under the Tax section, click “Line level tax”

Create [masice Tax i

Header level tax L @ Line level tax (0

¥ Invoioe Header

reled Arady Ll
AIECH Hew] DFl s
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7. Click on “Add to Header” and choose “Attachment” from the drop-down box. As a mandatory step, you will
have to upload three documents which are:

1. Scanned copy of your invoice

2. Delivery note/service completion certificate/ timesheet..etc.

3. Any necessary supporting documents that you should send to ADCB to approve your invoice.

Suppiber AT Carmm WAT

C LIl TR0 245
R k- L

Shipping Documents

@ Lire Rems, O Included, O Previcusly Fully niced
L Special Hamaing L

DS vl a

- Adeitons| Referente Dacumens i Duwes “Anschsents

Coamiment

- sl R i S R @

ISl SGE 11881 ESpNLalEvT STl Ral - OFCe LT N WO S bl Tl LT

For overseas vendors, enter VAT number as — 0000000000000000000. For local vendors, the VAT should be
populated from their profile.
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8. As a mandatory step, you will have to add tax to your line item by ticking next to “Tax Category” and choose
the VAT percentage then click on “Add to included lines”

Line Items

Irvisart Licw e O
B
®

9. Tax amount will be calculated
automatically from the Subtotal.
10. Click on “Next’
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11. Review the details of your invoice then click on “Submit”

GAP  Arba Network  Stan

Create Invoice

Confirm s subemit his document. B will not be ectraically signed scoonding 1o the courtfies of orgin and destication of iFvoice. The document’s cagirating country B:Uned Arab Emicates.

The document’s destination country s:United Arab Emimaies.

H ycna Wl your ifreoicns ba B s8ared in the Afba long Yerm docsment anchiving, you can Subssribe 10 80 anchiving Servios. Nobe that you will sbes be able 1o andhhee old imoices onoe you

subscribe to the aechiving senvice.

Standard Invoice

Imvctoe Mumber: 24563833
Wadnesday 37T Moy 2019 200 AM GATT-000
C&0aTs

REMIT TCx: SUPPLIER:

Mtk Supplisd 1 - TEST VAT ID

Posial Addiess Postal Address

Abss Dhabi Aley Dhabi

Abaa Dhald Al Dhabd
J2482347 Kby Difakd 32423472 Kby Dhal
Uinited Asih Erniated United Arab Emiatic
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10,000.00 AED
S00.00 ALD
0u00 AED

L S00.00 ALD
L0, 500,00 AED
L0.500.00 AED

BILL FROM:
MNitwork Supgliar 1 - TEST

Porstal Address:

Al Dk

Al Dirabd
3242342 b Dhaibi
Unitied Aral Emiratis

10



Please Note :

* Invoices related to the Purchase Orders issued by ADCB prior to your
registration process, should be submitted manually(Email or Post) to
ADCB.

Invoices related to the Purchase Orders which are not sent to / found
on your Ariba supplier account can be submitted manually(Email or
Post) to ADCB.

0
Q?g 0‘:?
= =
o Q

11



+ Every PO and Contract will have the contact person / group name who will be receiving the
invoices on their respective ADCB Ariba Account.

* When the supplier asks for an update you may ask your ADCB contact to login to their Ariba
account and check their “my to do”. Manage -> My To Do.

* Invoices from the vendors will start with Invoice ID — INV*****,

To Do

» Search Filters

To Do

© 2020-2021 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC
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How to create an invoice against a contract
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1. Go to supplier.ariba.com and log in with your Ariba account credentials

SAP Ariba

Supplier Login v
Your feedback matters!

New to Anba?

IS your company registered?

© 2020-2021 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC
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2. In Ariba dashboard, under “Create”, choose “Contract Invoice” from the drop-down box.

Ordesrs, Invoices and Payments

13 a o 2
Cedei lolovoicy Ovdiors thal oed Ortian vt vore Pemding i
T
by Dbabs Corwrestial N polo b - - [T Tala @ 000 | v i e e e
PO Hank - TEST . AED IT Py S0 003 AIDY
b Dads Corvrarial 1m0
PO TE4T T AED Tl R SNLG D) AL

3. Choose the customer you want to create the invoice against a contract from the “Customer” section.
4. Click “Next”

Create Contract Invoice: Select Customer n

Selec] & Cunlormer from the (Gl beeloew and <k Mt B0 Continues the piocrid. I e cunlomeT b ol in the Tl daglneed, wou G Saith or tham By entering the namse i T Cullomer Moer

» Abaj Dbustd Corvermcial Bank « TEST

© 2020-2021 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC
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5. Click on “Select” to select the contract.
6. Click “Select”

Create Contract Invoice: Select Contract Prey Mext Cancel

Enter the informalion requested in the Telds below, Requined fields are indicated with an astenisk (7). Click Mext to continue creating the nvoice,

Contract: ™ (o valul [ selact ]

Invoice i *

Imvolce Data: *

Sold To Email:

Choose Valua for Contract

Payment Tarms: * (o value) [ selact |

o w S
o Fie Filacts Chita FuprmionDats [k |

Ship From:  Network Supplier Loc 1 CHOEMENT O NGRS, AN Suppler Teat (KT Thu, 20 How, 10 Thu, 20 How, K1 inacies ™
CABEN OWEENIRT) Sepoler L Vi, S0 Rk, FHE  Mios, 30 bow, HEB3  Opans .
CABEIIA AT T G - Matagrid Ton fibione JO00  Tiem 1 Dp, JEF Cpen [ et
sty P P 3 B 6 o, 2000 P 30 Dol 000 Oy bt
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7. Fill in the invoice number and invoice date
8. Select the Ship to location.
9. Click “Next”

Create Contract Invoice: Select Contract

Enter the information requaesied in the fields below. Required fiedds are indicated with an astensk (*). Click Maxt to continue creating the mwoice,

Condrac 0B7E [ sedact |
ol
Invoice Dat Wed, 27 Mov, 2019 hied

Sokd To Email

Paymend Tanms: ™~ Due Immediately | selact )

Ship From:  Network Suppler Loc 1 Ship To (r vahua)

© 2020-2021 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC
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10. The contract you selected will open and you will find all needed details to action this contract and create
the invoice.

11. You can click on the “Contract Number” to view a summary about the contract. You will also be able to view
the amount spent & invoiced against that contract.

SAp Ariba Network  Standard Account  Upgrade | TEST MODE

Definitions

Create Invoice

¥ |nvoice Header

Stndakre Agreesient

Thu, 21 Now, 2015

Summary Thu, 21 Now, 2019
Conftract Number: | C40875 o N
ragice i B | oo 8
Invoice Date: 27 Nov 2018 Total Grog it
Total MY
rervice Descripdion Am o
Sold To Email: o
Payrment Terms:  Due immeoawery -
Remit To:  Network Suppler 1 - TEST e
Abu Dhabs Ne
United Arab Emirates .
000AE
) 00 AET
- O AEL
|

© 2020-2021 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC 18



Scroll down to view the ADCB Invoice Receiver Contact.. This is your contact person at ADCB
for any future queries

CWLS32560) Test 13Unbted Contradt Wonopace [Procunement]

SAp Ariba Network  Standard Account  Upgrade | TEST MODE

Create Invoice

* |nvoice Header

Summary

Contract Mumber:j C40875
Irmagice #

Involce Date: 27 Nov 2018 T

Service Description

Sold To Email
Payment Terms: e immeoaery

Remit To:  Metwork Suppler 1 - TEST

Abu Dhaks
United Arab Emirates

A U L Sl
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12. Under the Tax section, click “Line level tax”

Header level tax L @ Lime leve] tax 1!

13. Click on “Add to Header” and choose “Attachment” from the drop-down box. As a mandatory step, you will

have to upload three documents which are: scanned copy of your invoice, delivery note/completion
certificate/timesheet & any necessary supporting documents that you should send to ADCB to approve

your invoice.

S VAT Casiome VAT
L34 THEO] T8
v T L0 BAgnEn000d
Shippang Documenty
Special Handling 0 Lirsk Rems, O Includad. O Previcisly Fully rvcicoed
s

Al STt

= LiTenis wndd Danes
VAT " i
Comment .
' i S " T E

Ll peresalioimals - ot edotume il windis Sl it gl doCument

([t L] 11801 o
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14. You will have to add the item you are invoicing against within your contract by clicking on “Add Item”. Then
choose the item from the catalog by clicking on “Add item” next to the item.
15. Click on “Done”

. D Lina Bems, 0 Included, O Previcusly Fully Invoicsd
Line ftems

Insert Line e Options.

S VAT | 5% VAT

MO BE LECDEO

b I:l \

Zreate Contract Invoice: Add Contract ltem Dione Cancel
|
i: CADATS
a
Berwss By Category Al Calegorios Search by parl ¥, suppliar fame, of kegwond ] '!.:;' G—

Selsrvicaicl

1 fieemis) found View: (= Sout by Rebwanos w
Enter a descrigltion for this ilem 0.00 AED
r—] suppler Matwork Supplier 1 - TEST
Sonilatda w0 DiglE)

Entar o discripon for this fem

m b
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16. The item will then be added to your line items.

Wk Lifwi Py il

of TERCHRETY g rr g nr
Part C e F P
1 e BAATILRAL a D m eucripon for B e 1 ] 000 AL0 OO0 AED
Mok CUppeE Liox § : RDOE Head OFfce ¥ B2
Azu DNz Agdraueey
Ehigping Al Dbl Uit drah Errirades
Urwied Adpb: £t e i
St Cost A O AED =

17. Enter the
“Quantity”, “Unit” &
“Price”

18. Click on “Update
Amount”

19. Click on “Done”

Click on “Change Items” to insert the quantity and price.

Create Contract Invoice: Change ltems

Clich, tho Show Duetails ink 1o axpand B line ilem viaw Tor all bne flems 0 show edditonal datails (such as supplier pan number, commodity code, and Ml description]). or oick the Wangle réod 1o Mong 10 Mo

Show Daetails
Amount
#E0-| 000AED ; Mara +

Lime Items
Mo, T Suppler Pafidl Descriplion Coniract Oty Unit
1 0 Emlar & dascripton for s flam.  Yed i aach
Delebe - Expon Accounling Impant Accounting Update Armaunl

© 2020-2021 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC
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20. As a mandatory step, you will have to add tax to your line item by ticking next to “Tax Category” and

choose the VAT percentage then click on “Add to included lines”

1 Line Bems, 1 Included, O Prewiously Fully Imsokced

Lirue ltems
o= Do
"f b Category 5% WT | 55 VAT
Tazen
Fart e 556 VAT / 55 AT
1 . MATERIAL ] m O VIR f (15 AT t 1 EA 0,00 RED QD0 AED
T Mework Suppher Lo § ADCE Head Offce iwE i
Abd CHals Agresses
Shipping Ay Dhabd Lirdted Aeab Emirates
Uriled Auak: Emralim a
“ 1 Lt v, 1 Wiclucked, O Privssinly Fully ivieie)
Ling Reeg
Shipping Cont LY o0 AED ==
e Line B Opsions
. e (e ey
= AT AL T [ [ 1,008 68 AT 10,000 0 A
- AT AT L ) MBS
I . p— I
. il -
21. Tax amount will be calculated = M ®
automatically from the Subtotal.
Pertert. Sppler Loc I ACCH Fopaed Dy .m.

22. Click on “Next” . ey

Shippaay Lo T

For overseas vendors, enter VAT number as — 0000000000000000000. For local vendors, the VAT
should be populated from their profile.

© 2020-2021 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC
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23. Review the details of your invoice then click on “Submit”

GAP  Arba Network  Stan

Create Invoice

Confirm s subemit his document. B will not be ectraically signed scoonding 1o the courtfies of orgin and destication of iFvoice. The document’s cagirating country B:Uned Arab Emicates.

The document’s destination country s:United Arab Emimaies.

H ycna Wl your ifreoicns ba B s8ared in the Afba long Yerm docsment anchiving, you can Subssribe 10 80 anchiving Servios. Nobe that you will sbes be able 1o andhhee old imoices onoe you

subscribe to the aechiving senvice.

Standard Invoice

Imvctoe Mumber: 24563833
Wadnesday 37T Moy 2019 200 AM GATT-000
C&0aTs

REMIT TCx: SUPPLIER:

Mtk Supplisd 1 - TEST VAT ID

Posial Addiess Postal Address

Abss Dhabi Aley Dhabi

Abaa Dhald Al Dhabd
J2482347 Kby Difakd 32423472 Kby Dhal
Uinited Asih Erniated United Arab Emiatic

© 2020-2021 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC

10,000.00 AED
S00.00 ALD
0u00 AED

L S00.00 ALD
L0, 500,00 AED
L0.500.00 AED

BILL FROM:
MNitwork Supgliar 1 - TEST

Porstal Address:

Al Dk

Al Dirabd
3242342 b Dhaibi
Unitied Aral Emiratis
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+ Every PO and Contract will have the contact person / group name who will be receiving the
invoices on their respective ADCB Ariba Account.

* When the supplier asks for an update you may ask your ADCB contact to login to their Ariba
account and check their “my to do”. Manage -> My To Do.

* Invoices from the vendors will start with Invoice ID — INV*****,

To Do

» Search Filters

To Do

© 2020-2021 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC
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How to edit & re-submit rejected invoices
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1. You will be notified by email when your invoice is rejected. Click on “View invoice” to edit and resubmit your
invoice.

SAP Ariba

Your customer Abu Dhabi Commercial Bank - TEST updated vour invoice on Ariba Metwork, Click View Invoice to log into your Ariba Metwork account (ANID: AND1474788214-T).

Country AE

Customer Abu Dhabl Commercial Bank - TEST

IFoice AUmDer inactiveraquestertest001
Invoice Status Rejected

Rejecled Reason:

© 2020-2021 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC 27



2. Log in using your credentials.

SAP Ariba

Supplier Login

New 10 Ariba?

1 YOUr COMPany registered?

© 2020-2021 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC
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3. The rejection reason will be mentioned in the blue box. Please read the rejection reason then click on “Edit
& Resubmit” button to rectify your invoice.

SAP Adba Metwork  Standased Sccount Upgrade TEST MOhE

Invoice: inactiverequestertest03 “

Deail Scheduled Payments HEsEIOnY
Rejectsd Invoice:
Reasons:

M-8 The involce wars successiully received

I8t Comments from Abu Dhabi Commercial Bank - TEST: 0K

DoC-1

INA3E: The imvoice stabus has been successiully updated to Rejected by Abu Dhabi Commercial Bank - TEST. Description

Invoicn condcl b repected dus 1o biyer business nubes. Check the History tal for thia neason this Buyer reectied This invoios, or congact the buyer for mons information. Note that Buyers might reject irvolces chal do nol meet thei Busingss ks

© 2020-2021 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC 29



4. After correcting your invoice click on “Next” then “Submit” your updated invoice.

ol L e Ty

Creas Inveice

Comrs et vt Van o s 4l wd S e Vv ) et < g P sty # R ) st f e 8 T et ) gy (eardy 4 | skl hests € rwanes

T COOSTEET 3000rwIon CourTy & LGNS WD Dt

¥ s ot s P 30 b el 1 B Adfng g e et WYV (A S e B 0 g e M S o il W b s by e 1 St o e

LA % Pe WG sevCE

Sarcerd trvoxce

e
Werdresday 77 Wev 2018 2 30 AV GAIT 08 06
Cacam

T O et

Soetes Suppier 1 - DESY wo
P mamans

Foee bbmers
o O

s Orame
o O A, Orn
DETIET s Tt NI IAT My O
oed e w T ener rend Azt € memm
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Understanding your Homepage

Once in your account you will be able to see the following

Upgrade option Help Button and your
| Your account type settings menu
Homae ‘ ’ MesSages Docurments Croate
1J ... c
[Greyed out features- only available if account is upgraded (fees associated) | View selection et e
= Orders, Invoices and Payments Al Customers « Lt 14 days Now we're mobile -

- Check it out.

» e
s e _
Maore

5

Orders to Invoice

Otder Numbes Customer Q2w Amount Date | Amount Invoiced

Account _g Tasks

dashboard PO Customer Name Changed 1.00 AED 19 Jan 2021 000 AfD Select
Update Protie information [ Changeble tiles

PO- Customer Name Changed 800 AED 19 Jan 2021 D00 AED Select
PO Customer Name New 4 34500 AED 18 Jan 2021 000 AED Selet
PO Customer Name New 4,345 00 AED 18 Jan 2024 000 ASD Select
Fo Customer Name New 4MSOOAED 18 Jan 2021 0.00 ALD Select

o

%

<

'5 ;I 2019 SAP S5 or a0 SAP aMle rrpany Al rghts reserved SAF ArBa Prvacy Statemmert Securty Duclavure Terms of Use

© 2020-2021 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC 32



Changing your view
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Changing your view

Click on the drop-down button and choose the view you prefer- you can view up to last 200

documents

Click to select view

Orders, Invoices and Payments

5 2 0
Orders to Invoice Owrders that Need Orders with
Attention Senice Lines
Order Mumber Customer

© 2020-2021 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC
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Purchase Orders

Status

Amount

More,,

Date |

All Customers

Amount Invoiced

©,

Last 14 days » Mow we're

Last 24 houwrs

Last 7 days
o Last 14 days

Last 31 days

Last 200 Documents

)
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Changing your view

You may also play with the to create a view as per your preference
Click on the button to select the tiles

Choose tile to change view

Now we're mobile,

Orders, Invoices and Payments Al Customers +  Last 14 days e
|
Check it out.
5 2 0 7
Orders 1o Imvoice  Ordlers that Need Ocders with Purchase Orders :;: _
Altertion Service Lines s
Order Number Customer Status i
0 0 0 0
PO- Customer Name ! Changed 1 New Early Payment Invoices Inwvoices Pending Invoices Rejected
Offers Payment
PO Customer Name Changed 84
PO~ Customer Name New 43454
; 0 3 0 0
Fvoces Pending New Purchase Orders Payments that Need Payments Recevved
Approvel AlLention
{
0 5 5
Pinned Documents Oeders to Confirm Otders 1o Ship
==» ;' © 2019 SAP SE or an SAP affllase company. All rights reserved
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Sending acopy of the Purchase Order to
action
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Sending a copy of the Purchase Order(PO) to action

If you have lost the original Purchase Order email that was sent to your email inbox, you may send a copy
of the PO back to yourself from the dashboard

Click on the button

Choose

The PO will now be sent to the emails set up to receive Purchase Orders

SAP Ariba Network v  Standard Account

Home

Orders, Invoices and Payments

5 2
Orders 1o Invoice Orders that Need
Attention
Order Number Customer
PO- Customer Name
PO- Customer Name

© 2020-2021 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC

Orders with
Service Lines

Upgrade

Messages

TEST MOOE

7

Purchase Crders

Status

Changed

Changed

Amount

1.00 AED

8.00 AED

LL L]
More

Date |

19 Jan 2021

19 Jan 2021

All Customers

Amount invoiced

0.00 AED

0.00 AED

Last 14 days Now we're mot

Check it out.

Action

135K5
Select v

Send me a copy to take action "
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1. Select Company Profile from the Account Setting dropdown menu.
2. Complete all suggested fields within the tabs to best represent your company.
3. Fill the Public Profile Completeness meter as much as possible Mot
NOV  Link User IDs
4. Note: The more complete a profile, the higher the likelihood of increasing
business with existing and prospective customers. Ch Cortact Adninistiator
Switch To Test ID
AP Arba Metwors arelond b Lipgrade ANID
Company Profile [ fas Standard account
Busness (@) Marseting - eausies Ao -1 Company Profile
) e Eﬁ;::;: Up¢
Ovarviow ) Service Subscriptions
e Settings
p T
auamies Logout
e Shae Vour Publc Prafile
Address ===

© 2020-2021 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC
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The Network Notifications section indicates which system notifications you would like to receive and

allows you to designate which email addresses you would like to send them to.

1. Under Account Settings click on Settings then
Notifications.

2. You can enter up to 5 email addresses per notification
type. You must separate each address with a comma
but include NO spaces between the emails.

ACCOUNT SETTINGS

Customer Relationships
Users
MNaotifications

SAP Afba Network Saarcierd Accourt | Unarade
Account Hierarchy

Account Settings
Application Subscriptions
Account Registration
METWORK SETTINGS

Electronx Order Routing Electronic Order Routing

v " ~ Electronic Invoioe Routing
¥ B ¢

; Accelerated Payments
J te - )

- o Remittances

Fo¥

w
1

My Account

Link User IDs

Contact Administrator

Switch To Test ID

AMID:

Standard account

Company Profile

Service Subscriptions

Settings >

Logout

Network Notifications

© 2020-2021 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC
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On your Order Routing Screen, select how you would like to receive your Purchase Orders
from your Customers

Enter up to THREE email addresses followed by a comma

SAP  Ariba MNetwore

Network Settings
Etectronic Orger Boubng Euectronc Imemece Roung
rdicates & required feld
MNon-Catalog Orders with Part Numbers
[ Procens nan-cansiog erden aa. catsing oeseen ¥ pa

Status Update Request Notifications

New Orders

Documest Type Routing Meched

Soralard Aldorn Uipgrads

1 ReaTiRHTL BE STiEeS ranusily

Do not pand 1oanus updss for isbound doCument in pending Quaus

Cacslog Orden withou

ATIBE PV PN

© 2020-2021 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC
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ACCOUNT SETTINGS

| Customer Relationships

Users

"Notufications

Account Hierarchy

Applicstion Subscriptions

Account Registration

INETWORX SETTINGS

My Account
Link User IDs
Contact Administrator

Switch To Test ID

AND

Standard sccounrt

Company Profile

Service Subscrnpuons

Settings >

Electronic Order Routing

Logout

Electronic Invoice Routing

Accelerated Payments

Remittances

Network Notifications

Audit Logs

S Messages

41



Select Invoice Routing Method

Metwork Settings “ | Close

Bl iz Routng Aaeinbi ikt Py TP 15 St

General | Tax Inwoleing ard Archiving

Capabilities & Preferances

Sending Method
Document Typo Ruuting Mathod Cipfons
—— Onling v Fosturm I this. sile to creats imvoioes
Camlomes Invoices Onling Save in my oning inbok
Motifications
Typa Sand noffications when T emal nodrossos (ona requind)
Falurs Zend o notification when imvolces ane undebyverable or refected. .| supplendounsompany.com
Sard o notification whesi ifracice salused changa,
Q Invoios Status CRangs & SUpPEenECUNCOMDENY . Lom
Send o notfication when an invoics is creabed oulomatically on behal of your
e Ctaintisd Aulomatcally L Ty om

On your Invoice Routing Screen, select if you would like to receive notifications whenever an
invoice status changes

Enter up to FIVE email addresses followed by a comma
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Administrator

Automatically linked to the username and login entered
during registration

Responsible for account set-up/configuration and
management

Primary point of contact for users with questions or
problems.

Creates roles for the account

User

Can have different roles, which correspond to the user’s
actual job responsibilities

Responsible for updating personal user information
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1. Click on the Users tab under the Settings option under Account Setting,. . e
The Users page will load.

2. Click on the Create Role button in the Manage Roles section and type in
the Name and a Description for the Role.
Notscations Youse! Albudalmoen A
3. Add Permissions to the Role that correspond to the user’s actual job W — e
responsibilities by checking the proper boxes and click save to create the  ° coupone |
r0|e. . Kocoint Regstin Senvce Subscriptions
o eTng )]‘
4. To Create a User Click on Create User button and add all relevant . i |

information about the user including name and contact info.

5. Select arole in the Role Assignment section and Click on Done. You can o | Acceleraea Payments

add up to 250 users to your Ariba Network account o| memance
Account Senings n |
Roles (1
Fizers
Bl -
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1. Click on your name in top right corner, to access the User Account Navigator.
It enables you to:

* Quickly access your personal user account information and settings
* Link your multiple user accounts

° Switch to your test account

Note: After your multiple user accounts are
linked, the User Account Navigator displays
the multiple accounts.

2. Click on My Account to view your user
settings.

3. Click Complete or update all required fields
marked by an asterisk. Note: If you change
username or password, remember to use it
at your next login.

Aoount Information

4. Hide personal information if necessary by
checking the box in the Contact Information
Preferences section.

© 2020-2021 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC
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My Account

Link User IDs

Contact Administrator

Switch To Test ID

Standard account

Company Profile




on the

Click on

on Edit for the selected
user.

on the Reset Password
Button to reset the password of
the user.

Delete User

Add to Contact List
Remove from Contact List
Make Administrator
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Manage Users

Lisgrs

Edit User

Selected User Information
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Adding VAT

For overseas vendors, enter VAT number as — 0000000000000000000.
For local vendors, the VAT should be populated from their profile.
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This Step must be done once prior to creating your first UAE VAT Invoice

1- Go to supplier.ariba.com and log in using your Ariba
Account credentials

2- From top right of your screen, click on “Account
Settings” then choose “Company Profile”

3- Under the Basic tab, go to the Additional Company
Addresses section and click “Create”

Additional Company Addresses

Address Mame 1 Address D VAT ID Tax ID

© 2020-2021 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC
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My Account

Link User IDs

Contact Administrator

Switch To Test ID

ANID

tandard account

Company Profile

Service Subscriptions
Settings

Logout

TG

48




VAT Configuration

This Step must be done once prior to creating your first UAE VAT Invoice

1. Fillin Address Name (i.e. ‘UAE’), Address, Postal Code, City, Country
~ . Fillin your VAT ID (15 digit numeric)
2. Answer YES, for question ‘Are you VAT registered?’
‘L. Click Save
Configure Supplier Addresses Served by This Account “ | Close

" irsdcaien 2 regured deid

Address NMame

es _ You must answer “YES” and enter your VAT ID

Address

Address 1 [Umihummy

o= TN

o | United Arab Emiraies [ARE] e

© 2020-2021 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC
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VAT Configuration

This Step must be done once prior to creating your first UAE VAT Invoice

Address Click hare to get your Ariba badge
Address 1% United States Addres _
Address 2
Addrass 3 View Public Profile
City. = Arkansas City Profile Visibity Settings
Saba* | Askansas W
Zg* | T1630
Country'* | United States [UISA W
Additional Company Addresses
Address Mame 1 AddressID  VATID TaxID  Address Cownlry  Legal Profle Stalus™ UAE Address with the
Dubai VAT registration
UAE Address UAE123 123456T89012345 UAE Address o . number is now
Emvates updated in your
L Edit Debete | I | Creats Supplier amﬂunt
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How to get ADCB Support
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+ Every PO and Contract will have the contact person / group name who will be receiving the
invoices on their respective ADCB Ariba Account.

* When the supplier asks for an update you may ask your ADCB contact to login to their Ariba
account and check their “my to do”. Manage -> My To Do.

* Invoices from the vendors will start with Invoice ID — INV*****,

To Do

» Search Filters

To Do

© 2020-2021 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC
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SAP Ariba

How to get Ariba Support
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In the Supplier Information Portal you will find all documents that will help you transact with your customers along with detailed guides on
how to process documents from your customer and how to navigate your Ariba account. In addition, you will be able to find all the support
channels that you can connect with from the customer side and SAP Ariba Side.

To locate the reference document your customer uploaded to the Supplier Information

Portal:
Log in to your Ariba Account My Account
Click the icon in the upper right corner of the application. AT Link User 1Ds

Select Customer Relationships. Cuisoiiner Retetionshics Contact Administrator

In the Current section, click Supplier Information Portal next to your customer's PR Switch To Test 10
name.
Notifications
Amou
Account Hierarchy Standard account
Company Profile
Application Subscriptions
L w e g WAty Fai i el ma Service Subscriptions
Account Regestration ‘
| - | Settings > ]

= Logons

Electronic Order Routing \

Curment Customers
Electronic Invoice Routing
Filser

Accelerated Payments

Your Customer Towarg 1300 R - P
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The Supplier Information Portal will take you to below page where you can find all the guides/support channels you need to transact
with your customers.

Click on the Link to access the guides

Supplier Information Portal link

Welcome to Abu
Dhabi Commercial

e OAP Ariba

Information Portal

il (b gyl eliy

ADCB

P

Welcome to the Supplier Information Portal that provides information for all suppliers conducting business with ADCB. For
your organization, this means the traditional way of transacting with us is changing fundamentally. On this site you will find
information regarding the transformation, as well as, a number of tools to help answer any of the questions you may have.

© 2020-2021 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC
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https://support.ariba.com/item/view/190867

“!b

SAP Ariba

Help Center Guide
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On top right side, click on
Click on

© 2020-2021 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC

Ay | need help accessing a sourcing

event

it 14 days Now we’

= Does Ariba offer live webinar

Check it training?

EEE @ sendaPo-based invoice (4:35)

A Introducing Mew Supplier Account

Mames on Ariba Network

mount

Tasks »a| Why can't| find an event?

Update P

View more [

How do | submit an invoice from a
Standard account?

SAP Ariba Privacy Statem:

|: | Documentation

O Support
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Ariba Exc

Support Center Ask Commanity

| need help with po Usdets Common Troubleshooting Tags

l'l-':l FHow da | ifreticn & porchass otded F | kass the amall notification T
S t d gl Whistw e | il i Critodiesi Cochi 10 S it ndr-PO) iFrasice 10 Ty SLESmarT
UggeS e Light accoiints

“ Send o PO iroics (337)

-
SOlUtIOﬂS ***** oy 0 | orosie mone Pan ona irenoa for & punchass oderT
4

f=a| Biow do | change my nesdtnnos sddoess and banking infsrmation?

~ trust.ariba.com

sai rpbfications shoud procuct ssues and
Wit i uibrieiiobion 1 dh Actia Metwer Light ASttil, you S S oo Hilh Gt b FADH, seooided Saffol, Stk

i "
o by IFCrma RO, 00 e VORI L YO 004U Craach sl

Mead contad information or detads about how bo configure your account and transact with a
Epecific customer?

Acorss Cusiomer FlslaSonships snd the Suppber Information Porta

Uiggrindn 52 & full-us Socount in ondi 1 nioshes addiional Suppar

4 ey
(=] Get help by email

3] Attend a live wehinar

3. Write what you need help with in the given box
2. If you can’t find what you are looking for, you can get help by email
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Ariba Exchange User Community

o

Home | Lesmsing | Swpeom

SAP Ariba Email Support

Specaisl ey s B0 88 o Pleds 00 DUsTer_Sup{on__uposeiinag com i your Sae Sencer st For @ s respones. (oot

T e merees

Probdesm Descriplion
Stoe Descriplon * po

° If you chose to get help by email,
you need to fill in all mandatory
fields marked as “*” in below
form then press submit.

R *  You will receive an email shortly
Contact nformaon to assist you with your issue.

wy b B A Do tter Eassion

o B 3 rARLI L P S enkend G . S sl fal TarlerTad o ANG NG Bngi e Arba osaed compaier
b | i el ] By o W L3 L i i Ty Py A P iy Syl e el s R

w
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Go to supplier.ariba.com and log in your
credentials

On top right side, click on “?" icon

Click on the support icon below

SAP Ariba

Supplier Login

New to Ariba?

© 2020-2021 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC
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Help Centre Guide — if you can’t access your Ariba
Account

Write what you need help with in the given box “l need help with” (For example, | cant
open account)....... and click on start

Support Center

| need help with | cant open accuuntl

Examples:

Account Reassignment
LoginPassword Resel
Becoming a user
Registration

affiliate company. All rights reserved. |
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Help Centre Guide — if you can’t access your Ariba
Account

SUPPUILL el

I noed holp with  cant open account R od -m

Does 1o message “You must enter the username and password associated with your account”
E53 Catiog 17 Lt vt youst

appear?
i Mow do | cormect BAP Arbe Customer Scppon it & suppier? - n
i‘, Mow 83 acoes the hap center In & rew window

(] B coment n et corver Can't find what you are looking for? Let us help you.

Chooes your COmMmUNCaton prefarence’

[ Get help by phone  JEstmated wat in minutes: 3

(] Overvow of e v s

4w A 3N »

A Service Alert

Home SAP ArDa wppiars e Sxpanencing BN Wrespacied s witin T Wy Subeorplons” b Ths m 3 inown e and
S Sechrical e B working 10 fs T mae e SpcGIe 1or The COmTenence

X Attend a live webinar

g_ Contact SAP Ariba Customer Support

Yo reagorses 1o These QuEstons wil M 43 SROVIS0 YOu N Arkeer of (R ect you 13 T BEErODAEte SEOON Chanrwie

oes ha message “User srnady exiats. Pasee onter » dfecont usarame’ 5887 - Click on “No” for all the suggested
En;]m R options until the option to get Help by

Phone appears

Click on the option
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fill in all mandatory fields
marked as “*" in below

Ariba Exchange User Community ==

form then press submit. - B
SAP Ariba Phone Support

You will receive an

phone call shortly to e

assist you with your o

issue. -

o I:;;.'::".r.-:x.-..':::.":.‘:.".*:.f.':_'.':.'.'.'-'.':::."::f:.'.".'.'.":'.',=.‘-:..':".'.;=::*~"-' R

* =
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E@‘-v'-l__%:)
Business-related questions?

Please contact your Focal point at ADCB as seen in your purchase order or
Contract

System-related questions? Technical Questions?
Ariba Support

Check out our website and our YouTube channel for more information!

http://www.ariba.com/suppliers/ariba-network-for-suppliers

https://www.youtube.com/user/AribaSpendManager/videos



https://connectsupport.ariba.com/sites/Company?ANID=AN01009069176EMA&h=SlVpjhSw71xsyURCnMhWg#Enablement-Inquiry
http://www.ariba.com/suppliers/ariba-network-for-suppliers
https://www.youtube.com/user/AribaSpendManager/videos

SAP Ariba /\\

Upgrading your Account

If the supplier wishes to switch to enterprise account or if the supplier upgrades to enterprise
account by mistake, ADCB will not take any responsibility for such upgrades. ADCB
recommends to use Standard Account(Free) as part of this program. In such cases, suppliers
are supposed to deal with SAP Ariba directly.

PUBLIC
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Standard Account

Enterprise Account

Standard Account

Enterprise Account

Advantages

Free and Unlimited use
Receive POs via email

Submit Order Confirmations
and Invoices on Ariba Network
Access Supplier Information
Portal (training material)

Can be registered for sourcing
events using same account

Connect with new and existing
customers

Advantages
Track invoice status online in
real time

All documents in one place
(inbox/outbox)

Create and download reports

Publish catalogs

Integrate your ERP system to
the Ariba Network

Live support (24X5)
Onboarding training and

assistance by dedicated
support team

Disadvantages

All PO’s and invoice status
changes are sent via email

Not able to see all documents

in one place (no inbox/outbox)

Management of incoming
purchase orders via email can
be cumbersome

No reporting capability

No live support (only email)

Cannot publish catalogs

Disadvantages

Fees are applicable after a
transaction volume and
document threshold is met
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Upgrading your Standard Account to Enterprise Account — Fees will apply

* Login to your Ariba Network Account

* Clickon Upgrade

* Click on Enterprise Account Upgrade

Upgrade to realize the full value of Ariba Network!

Hissui
I:> STANDART ACCOUNT ENTERFRISE ACCOUNT

Vour cument scooent n
PULFIL LA

Rirtgsandl o emsibed iders wiirg
i Al Custormens st 14 day Mow features that yOUr Cushomer Skip the emads. Gt and manage
Orders, Invoices and Payments Customens = Last 14 day 1\ e . e Ak =t
Chisck invoxs #latui and Sieale L S5V wplcadhi b
0 TT] o TanPO irvces, i supponed by o gsCurments. L
Pinreed Docyrmenty. liers m your
Putsinh catatogs that detal yor
— -  Catsog o Pttty S
Daoument & Decumant Typs Customss Shaten Amasnn Integeate with your hackend
Tasks o graten ¥ gyaterm through CXML or EDI
Fig e ACDESS 10 N DT il
Upda (T Lagal Auviee: o wrheang [repronasl resirciors.

(G PEPOIMS L U0 VanasTINs Snd
I Peparing 4 alies activimes

E‘” Help Conter, phore, chat, snd web
AR € JOLE SAP 5E or an AP afiisie comparry. A1 Sights reerved AP Ariba Frivecy ot e g Hgdp Canner o

e | % fom Free Bastd o usige

By the way. you can use these with any Account

SELLG

» o Join our beniress maichmaling wenvice bo et high quality sales leads, Fees
it [Barormry rvetirtn

] o BTEB PO oAl wih i pivElE Bl DRl Aned 10 SaTOnd. B

Lewmn more st all the feahures of fuita Metwork

© 2020-2021 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC 67



Supplier Fee Schedule

Transaction fees (billed quarterly)

Less than * OR less than

usage

More than * AND more than

of transacted volume

for relationships without Service Entry Sheets

of transacted volume

for relationships with Service Entry Sheets

*only POs, invoices, service entry sheets, and service entry sheet responses Capped at per customer relationship
Subscription fees (billed annually)
across all customer relationships
Up to 4 documents Premium €0
5 to 24 documents or < € 216 250 Bronze €45
25 to 99 documents and > € 216 250 Silver €670
100 to 499 documents and > € 216 250 Gold €2 000
500 and more documents and > € 216 250 Platinum €4 900

© 2020-2021 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC
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Supplier Fee Schedule

Transaction fees (billed quarterly)

Less than * OR less than

usage

More than * AND more than

of transacted volume

for relationships without Service Entry Sheets

of transacted volume

for relationships with Service Entry Sheets

*only POs, invoices, service entry sheets, and service entry sheet responses Capped at per customer relationship
Subscription fees (billed annually)
across all customer relationships
Up to 4 documents Premium USD 0
5 to 24 documents or < USD 250,000 Bronze USD 50
25 to 99 documents and > USD 250,000 Silver USD 750
100 to 499 documents and > USD 250,000 Gold USD 2,250
500 and more documents and > USD 250,000 Platinum USD 5,500

© 2020-2021 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC
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Subscription Levels

Bronze

Premium

Unlimited portal access
» Electronic catalogs
» Supply Chain Collaboration
» Customer support

» Long-Term Invoice Archiving
* Reporting

© 2020-2021 SAP SE or an SAP affiliate company. All rights reserved. |
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Silver

Platinum

Read more about subscription levels, calculate your fees & check out other currencies on our website
https://www.ariba.com/ariba-network/ariba-network-for-suppliers
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Useful Links

Visit our marketing page to get more information about Standard account and watch a video:
http://www.ariba.com/go/ariba-network-Standard-account

Log a ticket for technical issue:
Contact Support

Learn about Ariba Standard Account
http: //www.ariba.com/go/ariba-network-Standard-account

Learn about the difference between Standard Account (free) and Enterprise Account (fees apply)
https://support.ariba.com/ariba-network-overview

Register for live demo and Q&A session about the Ariba Network:
Support On24 Portal
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http://www.ariba.com/go/ariba-network-light-account
https://connect.ariba.com/AUC_Contact_Support/?locale=en
http://www.ariba.com/go/ariba-network-light-account
https://support.ariba.com/ariba-network-overview
https://gateway.on24.com/wcc/gateway/elitesaparibacustsupport/1391535

A: Ariba Network, Standard account capability is a new, fast, free way to automate business with any buyer. Support for most transaction
types helps maximize efficiency and meet buyer compliance requirements. There is no need to upgrade, unless you are ready for
advanced capabilities such as support for catalogs, back-end integration or to manage larger document volumes through online access

A: Your customer must send you a Standard account invitation to transact with them using this methodology. Or if you self register on
Ariba Network, SAP Ariba Discovery or you are invited to SAP Ariba Sourcing solutions and do not have or use an existing account (ANID)
you can register and will be started at the Ariba Network, Standard account capability level. In the latter case you will not exchange
orders and invoices with your customer unless they establish a relationship with your account first but you can use other functionality.

A: Suppliers transact unlimited documents such as orders, order confirmation (OC), advance ship notices (ASN), and service entry sheets
(SES), PO-invoices using PO-Flip (convert orders into an e-invoice with the simple click of a button), non-PO invoices and credit memos,
invoice status notifications, payment proposals, and remittance details.

A: If you are already using Ariba Network with a buyer, we recommend that you continue using this transaction method. There is no
direct way to change an Ariba Network subscription (Enterprise-use account) to a Standard account.
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A: Yes. You will be sent an interactive email from your buyer. To respond you must register for a free Standard account. This free
account is not the same as a Enterprise-use Ariba Network account. You only need to upgrade to a Enterprise-use account on Ariba
Network when you determine that you desire the additional functionality.

A: Yes. You can easily toggle between your Standard Account and Enterprise-use account by linking your users ID’s.

A: If you misplace a purchase order (PO) email notification, you have the following options:

Resend the PO email: Log in to your Ariba Network Standard account. In the PO list on the home dashboard of your
account, click
Select > Send me a copy to take action in the Action column next to the PO.

Request a manual copy of the PO from your customer: After you have a copy of the PO, you can create and submit a non-PO
invoice.

A: To process a purchase order, you need to click the Process Order button in the purchase order email notification.
After you register or log in to your Ariba Network Standard account, you are taken to the purchase order details page, where you
can create documents like order confirmations, ship notices, and invoices against the purchase order.
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https://uex.ariba.com/node/60146

A: If you've previously registered a Standard account or full-use account on Ariba Network to transact with a different customer, you
have the option to add the transactions with your new customer to your existing account.

To add your new purchase orders to your existing account:
1. In the purchase order email notification, click Process order and then click Log in on the Standard account
landing page.
2. Log in with the administrator username and password for the existing account.
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Thank You!



