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» The System Administration process guide is generic and provides information about the SAP Business Network for System Administrators
» The System Administrator ensures that the information about the business is current and correct

= The System Administrator is the contact point for SAP Business Network update emails

» The System Administrator is the ONLY user who can create, update permissions and grant access to the SAP Business Network to users

= All screenshots and examples contained within Ariba process guides are taken from SAP Business Network Test Accounts. All documents
and the content within the documents are fabrications and in no way reflect any past, current or future documents and any similarities are

pure coincidence.
= As your Business System Administrator you can create users, assign permissions and assist users with login information

= Permissions allow access to specific sections of the SAP Business Network, if there is a section that you require contact you system

Administrator, refer to Contact System Administrator

= For Users to access the Test account they must have a different login created from within the test account a user cannot jump from a

production to a test account without logging out of one and logging into another
= The Supplier Information Portal can be accessed via the Help Centre

= Not all tabs may be visible as Buyers may not have some tabs and processes in scope
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Getting Ready to Transact with your Buyer
— Initial Process




w New Buyer Account Flow

<+ This is a high level representation to the process to create an SAP Business Network account in the SAP Business Network, there may be variations,
however the setup processes in the SAP Business Network are the minimum requirements for all Suppliers

“+  Links take you directly to the required process

Suppliers already transacting with
other Buyers using the SAP Business
Network should consider using the
Existing Account
however

Your Buyer will advises they will use
SAP Business Network — or the SAP An invitation to create a relationship
Ariba Proposals and Questionnaires between you and your Buyer will be sent

This can be in the form of:

May send a Project Notification

S Suppliers may also elect to create a
Letter or other communication

New Account

Create a (if required for Complete the Electronic Order

integration or Catalog testing) Routing requirements The Suppliers System Administrator

will receive an email

After logging in must complete the
Create Complete the Electronic Invoicing geing P

Routing Requirements
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Accepting an Invitation to Join SAP Business
Network
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-

Do you already have access

to an SAP Business Network

Transacting or SAP Ariba

Proposals & Questionnaires

(Sourcing) Account?

No

(

-

Confirm internally that there is

~N

no existing account.

Continue to Create a New
Account

Yes

J

(

Do you already have
Credentials (username and
password) to log into either

account?

-

\

J

No

-

Contact the System
Administrator to request
access

Continue to Create a User

\_

\

J

-

Invitations for Ariba Sourcing
cannot be forwarded

The correct resource will need to
contact the Buyer to re-send the

invitation to the correct addressee
. J

\

Yes

No

4 )
Is the invitation for a
Transacting Account
\_ /

No
4 )

Is the invitation for Proposals
& Questionnaires (Sourcing
Account)

- J

Yes

4 )

Are you the correct resource
that performs
Quotes/Surveys/RFXs for
your business

\_ Definition of Quotes & RFXs )

Invitations from a Buyer Flow

Yes

Yes

\_

Access the account using the

link in the invitation or the
interactive document, either

using Process Order or
Log/Sign In

J

\_

Click on the identified link
from within the Invitation

Select Sign/Log In

Continue to Sign In

J




w Information

% Creating a transacting relationship from a buyer-branded trading Relationship Request (TRR) letter via email

%+ Ensure you review and accept the Terms of Use (this provides information about any Subscription or Transaction fees)

%+ Ensure you understand and accept the Privacy Policy

% ASupplier can choose to create a new SAP Business Network Account or use an existing account

% Using an existing account reduces the number of logins

% The SAP Business Network Identification number (ANID) is the unique identifier for each SAP Business Network (SAP Business Network Account)

%+ Ensure that the correct person actions any invitations to transact via the SAP Business Network noting that the person who accepts the invitation becomes the System

Administrator
% Click on the question mark in the top right-hand corner to activate the Help Options Pane to get access to different levels of help
% Passwords must contain a minimum of 8 characters including upper and lower case, numeric digits and special characters

% Always access new invitations or interactive documents from within the email sent to you from the Buyer



SADA

Your Buyer has decided to transact with their
suppliers using the SAP Business Network and has
sent you a Trading Relationship Request (TRR)

Avante Labs GmbH would like to connect with you on SAP Business Network

. . Repl &5 Reply All
Avante Science Inc. <ordersender-prod@ansmtp.ariba.com:>  Reply © Reply
To © Ben Bootman

1. Get Started button provides access to a form ﬁ Avante Labs GmbH

Connect with Avante Labs GmbH to collaborate

2. Alink to the Supplier Information Portal (SIP) on SAP Business Network!
for the Buyer is shown on the invitation which

provides access to process and training We would like to invite you to connect with us on SAP Business

H Network. As part of our digital transformation, we expect our suppliers to
materlals process orders and submit invoices via this network

To Ben Bootman at Tulip Lighting Equipment,

You can learn more about the why, what, and when of this

. . B B transformation by watching our recent supplier summit recording,
3' SAP BUSIness .NetWOI'k prOVIdeS |nf0rmat|0n accessible via the supplier information portal below.
about SAP Business Network

You can login and connect with an existing Ariba Network account or
create a new account on SAP Business Network and establish the
connection. We're looking forward to continuing doing business with you

Note: All items in blue can be selected to take on SAP Business Network.
users to different screens, websites or information Click Get started to connect.

that the Buyer wishes to share

Link expires: Sunday, Jul 04, 2021, 12:00AM PDT

About this invitation

From: To:
Avante Europe Group Ben Bootman
Procurement Tulip Lighting
" Avante Labs GmbH Equipment o
PO, ',_, - N _._.;; - P . F P | v

eConnecugAvaniel. Js.ue

Learn more:
e Visit the Supplier Information Pertal for instructions provided by Avante Labs

= Learn more about SAP Business Network 3

—» Forward

The Trading Relationship Request
(TRR) Invite
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Ensure you are the required person to accept the
relationship from your Buyer

The person who accepts the relationship
automatically becomes the business SAP Business
Network System Administrator

With the TRR email open
1. Click on Get Started

About this invitation panel — displays content such
as the From: and To:, a message from your
Buyer and a Read More link for more information
from your Buyer and About SAP Business
Network link taking users to an external website

Review Accounts — Suppliers should review
accounts to determine whether an account
already exists for this Buyer or to identify whether
they can use an existing account.

Use Existing Account — As the System
Administrator you have identified an existing
account, using an existing account reduces the
need for multiple log ins

Create New Account - Creation of a new
account to transact with the Buyer

a Avante Labs GmbH

Connect with Avante Labs GmbH to collaborate
on SAP Business Network!

To Ben Bootman at Tulip Lighting Equipment,

We would like to invite you to connect with us on SAP Business
Network. As part of our digital transformation, we expect our sunoliace to
process orders and submit invoices via this network.

You can learn more about the why, what, and when of this
transformation by watching our recent supplier summit recorc
accessible via the supplier information portal below

About this invitation

You can login and connect with an existing Ariba Network act
create a new account on SAP Business Network and establig
connection. We're looking forward to continuing doing busine

on SAP Business Network_ Erom:

Avante Europe Group Procurement

Avante Labs GmbH

Hauptstrasse 9001

Berlin, DE-BE

Germany, 10247 4
+49 (30) 901821 340
EU-eConnect@AvanteLabs.de

Click Get started to connect.

1

Link expires: Sunday, Jul 04, 2021, 12:00AM PDT

To:

Ben Bootman

Tulip Lighting Equipment
4578 Grand Lake Avenue
Auburn, US-AL

United States, 36801
Ben.Bootman@aribatest.com

Message from Avante Labs GmbH:

We would like to invite you to connect with
us on SAP Business Network. As part of our
digital trans... Read More

About Ariba Network

Accepting the Transacting

Relationships Request (TRR) —

Get Started

a Avante Labs GmbH

Connect with Avante Labs GmbH on Ariba
Network to collaborate.

Invited by Avante Europe Group Procurement

We found existing accounts based on the information in the
invite. Please review.

Review accounts

e

[ Use existing account ]

®

l Create new account

Powered by EE i ':

SAP Ariba P

€)) |
@ Help

All rights reserved

Terms of Use
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Review Accounts allows suppliers to identify they already
have an SAP Business Network account, using an existing
account reduces the number of logins and accounts that
need to be maintained.

With the invitation from you Buyer displayed:

1. Click on Get Started

2. Where the Review account button is activated, Click
on Review accounts

Note: If the Review accounts button is not activated it
indicates there are no other accounts associated to
the business email domain

The Review matched accounts screen is displayed:

3. Edit search criteria is used for specific search criteria
then click on Search

Any Search results are displayed

4. If you identify an account you wish to use, Click on
Use this account

5. If you are unsure about an account and want further
clarification click on Contact Administrator

6. To Create a new Account, click on the back arrow to
return to the Registration screen

ﬁ» Avante Labs GmbH

Connect with Avante Labs GmbH to collaborate
on SAP Business Network!

To Ben Bootman at Tulip Lighting Equipment,

i (] "WWDDWWWSS‘ 'y A‘

You can login and connect with an existing Ariba Network account or
create a new account on SAP Business Network and establish the
connection. We're looking forward to continuing doing business with you
on SAP Business Network.

Click Get started to connect.
Get started

< Review matched accounts

Review Account Information —
Duplicate Account Process

ﬁ Avante Labs GmbH

Connect with Avante Labs GmbH on Ariba
Network to collaborate.

Invited by Avante Europe Group Procurement

We found existing accounts based on the information in the
invite. Please review.

2

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

Edit search criteria

Company name Corporate email / domain

Country Tax | VAT ID (@

| Tulip Lighting Equipment ‘ |

W | | Please select country first

| | Australia [ AUS ]

DUMS Number GLN

Search results (20)

Company name

“ Unicorn PTY LTD Yes

SAP Australia Pty Ltd es

# Means you are a user of this account  Bold font: Matched values

Email domain matched

Country State DUNS number Action
Ausrralia ViCtoriE W 4
Australia New South Wales

I Contact administrator I 5




SADA

Your Buyer has decided to transact with their suppliers
using the SAP Business Network.

This can be done using either from the Invitation or
Review accounts screen
From the invitation screen
1. Click on Use Existing Account

2. Enter the Username and the Password for the
account you wish to use

3. Click on Connect

Complete the details on the screen

From the Review accounts screen
4. Click on Use this account

5. Enter the Username and Password for the
account you have selected

6. Click on Connect

Complete the details on the screen

a Avante Labs GmbH

Connect with Avante Labs GmbH on Ariba
Network to collaborate.

Invited by Avante Europe Group Procurement

We found existing accounts based on the information in the
invite. Please review.

I Use existing account I @ I

l Create new account l

&)

Search results (20)

Company name £ Action (@

Contact administrator

# Unicorn PTY LTD

SAP Australia Pty Ltd

t\-"\"\*-.

Use this Account - Using an Existing
Account

ﬁ» Avante Labs GmbH

Sign in to connect with Avante Labs GmbH

Username 2

Forgot username?

Password

| ad

Forgot password?

L —

ﬁ Avante Labs GmbH

Sign in to connect with Avante Labs GmbH

Username

Forgot username?

Please login to the account: Name of existing account 5

Password

‘ ®

Forgot password?

— —
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Use Contact Administrator to investigate whether an
account has already been created for this Buyer, this
may be an account created by a Head Office in a
different country, state or region to clarify whether you

should be using the this specific account.

1. Click on Contact Administrator
The Contact Administrator popup box appears

Confirm the details that have been auto-populated
are correct and if required provide further
information, ensuring that all fields with an asterisk
have been completed

2. Click on ’m not a robot
3. Click on Send

An email will be sent to the Administrator

Search results (20) | # Means you are a user of this account  Bold font: Matched values

Company name Email domain matched Country

“ Unicorn PTY LTD Yes Australia

Contact administrator

Please provide the following information:

Your name * ‘Your company name *

Ben Bootman l Tulip Lighting Equipment

Your email * Your phone number

ben.boothman@tupliplighting.com Enter your number

Your message *

Hello,

| recently attempted to create an account on Ariba Network. During the account
creation process, SAP Ariba returmned your account as a match.

Please contact me to determine if | should use this account.

Thank you.

™
c D I'm not a robot
reCAPTCHA

Privacy - Tarms

43 -

Contact Administrator

State

Victoria

DUNS number

Action @

Use this account

I I Contact administrator I




SADA

A Supplier has determined that a new account is

required, display the invitation to connect from your

Buyer:

1. Click on Create new account

2. Confirm or update the Company information,
information is prepopulated based on the
information from the Buyer

Ensure that all fields with an asterisk have been
completed

Scroll down to Administrator account information
Note: The fields will be auto-populated,
however, if you are not the assigned System

Administrator

1. Confirm or update the Administrator account
information

2. Create a password, enter the Password and
Repeat password

3. Open and review the Terms of Use, then click on |
have read and agree with the Terms of Use

4. Click on ’'m not a robot

5. Click on Create Account

E Avante Labs GmbH

Connect with Avante Labs GmbH on Ariba
Network to collaborate.

Invited by Avante Europe Group Procurement

We found existing accounts based on the information in the
invite. Please review.

l Use existing account l @

I Create new account I@

a Avante Labs GmbH

Create a New Account

o))
(@ Help

Create an account to connect and collaborate
with Avante Labs GmbH on Ariba Network

Company information @

Company (legat) name *

‘ Tulip Lighting Equipment

Country/Region *

‘ United States [ USA ]

Address line 1 *

‘ 4578 Grand Lake Avenue

Address line 2

Address line 3

City *

‘ Auburn

State *

‘ Alabama [ US-AL]

Zip *

‘ 36801

2 Administrator account information @ 3

First name * Last name *
‘ Ben ‘ ‘ Bootman ‘
Email *

‘ ben.boothman@tupliplighting.com ‘

(/] Use my email as my username

Password * Repeat password *

| =]l ©

Business role *

‘ Choose your primary business role ~ ‘ @
] I ad and agree with the Terms of Use
Pleas AP Ariba Privacy Statement to learn how we

process personal data.

o2 |
D I a robot
reCAPTCHA
6




After you click on Create Account, an email from
the Ariba Commerce Cloud will be sent to the
email entered during the registrations process, it
will indicate that the User name above is the

System Administrator

A Welcome to the Ariba Commerce Cloud email

will confirm:

Registration
Ariba Network Identification Number (ANID)
Your Username
Good TO Know
Next Steps
As the System Administrator you have already
created your username and password during

the registration process, use these credentials

to Sign in to the SAP Business Network

Welcome to the Ariba Commerce Cloud

Your registration process on the Ariba Commerce Cloud for : Pty Ltd is now complete.

Your organization's account [D: Ariba Network Identification Number

Your username: jane.doe@abccompany.com

As the account administrator for this account, make sure to keep your username and password in
a secure place. Do not share this information.

If you registered after receiving an invitation from an Ariba On Demand Sourcing buyer, you can
now access and participate in the buyer's sourcing events. The Seller Collaboration Console
provides a centralized location for you to manage all your Ariba On Demand Sourcing events and
buyer relationships.

Ariba On Demand Sourcing buyers might request that you complete additional profile information
as part of their Supplier Profile Questionnaire. When you access customer requested fields for a
specific buyer, you will see a pop-up page with that buyer's name; that page contains the buyer's
customer requested fields.

Email Confirmation of an SAP
Business Network - Transacting
Account

You can immediately perform administrative and configuration tasks  You can start using SAP Business Network Discovery immediately and begin receiving
completing your company profile. If account administration is not pal notifications when business opportunities matching your commedities are published.

you can transfer the administrator role at any time to another persor

responsibilities are more in line with account administration. Access to the Ariba Sourcing and Ariba Contract Management solutions requires an invitation
from a buyer organization using one of these solutions.

Good to Know:
Next Steps:

Your Ariba Commerce Cloud account provides a central access point |

capabilities of the following Ariba solutions: s Complete your company profile. Potential customers can search for and review seller
profiles on the Ariba Commerce Cloud. The more detail you provide about your company,

*  SAP Business Network Discovery™ (Leads)
. . customers.

e Ariba Sourcing™ (Proposals)

& Ariba Contract Management™ (Contracts) capabilities.

&  Ariba® Network (Orders & Invoices) .

its capabilities, products, and services, the more effectively you can attract high-quality
e (Create user accounts for employeas who require access to the Ariba Commerce Cloud

Update your user preferences and review your notification settings.

o Explore SAP Business Network Discovery to find and participate in business opportunities.
Search for new business opportunities and respond to any that match your commodity
classification and sales territories.

* Download the app for easy access to key documents on your mobile device.

»  Explore the product documentation to find out more about user and administration tasks.
To access the help resources, log into your account and click Help > Product

Documentation on any page.

Thank you again for joining the Ariba business community through the Ariba Commerce Cloud.
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The SAP Business Network is primarily used as a Transacting
Account, where Purchase Orders and proceeding documents

are exchanged with your Buyer.

The SAP Ariba Proposals and Questionnaires (Ariba Sourcing) is
for suppliers to provide information through a questionnaire (if

required by the Buyer) or used to perform Events such as:

Surveys
Reverse Auctions
RFI's — Request for Information
RFPs — Request for Proposal
RFQs — Request for Quote
Always use the “Click Here” when accessing the Invitation for

the first time.

Only the person who receives the Invitation for Sourcing can
access it. If it is sent to a user that is not longer with the

business, contact the Buyer.

RFXs are usually created first,and ONLY when the Quote or

information is completed a Purchase Order is completed

Email Confirmation of an SAP Ariba -
Proposals & Questionnaires —

Sourcing Account

Exam n
Dear. Jane Doe amples only

NAME OF BUYER  has invited you to participate in the following event Doc2599:

Test RFx Team Access. The procurement event is set to begin on Dates required by the Buyer

and ends on Dates required by the Buyer

Please Click Here to log in or register on the Ariba Commerce Cloud to access this procurement
event. You must register on the Ariba Commerce Cloud or log in using your existing Ariba Commerce

Cloud account username and password before you can access this event.
MOTE: This link is only valid for 30 days.

If you have questions regarding access to this procurement event or how to participate, please email

questions regarding the RFx content, please submit your query through the relevant Ariba event )
e following event:

message board. luary 29, 2024 at
Yours sincerely, TEST events:
NAME OF BUYER

When you click this link, log in with your username and password. You will
then have the option to register your buyer-specific user ID with a new or
existing Ariba Commerce Cloud account and participate in your event.

If you do not want to respond to this event, Click Here. You must register on
the Ariba Commerce Cloud or log in using your existing Ariba Commerce
Cloud account username and password before you can indicate that you do
not want to respond to this event.

If you have forgotten your username or password and are unable to log in,
Click Here.

Please save your responses every 15-20 mins. And please delete 'Cookies' &
'Temporary files' regularly (once a day) to ensure that your session doesn't
expire frequently.

For any technical issues or any training on the tool, please submit a request
with Ariba Helpdesk by following the below steps:
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After clicking on the link from within the SAP Ariba Sourcing
(Proposals and Questionnaires) Account, you need to

determine whether you need to:
Register a New Account

Or

Log In to an existing account

Always access a new invitation from within the invitation

type you have been sent

Welcome,

Have a question? Click here to see a Quick Start guide
Sign up as a supplier with

Create an SAP Ariba supplier account and manage your response to procurement activities required by

Already have an account? m

About Ariba Network

Log In or Register — SAP Ariba Sourcing
Account

The Ariba Network is your entryway to all your Ariba seller solutions. You now have a single location to manage all of your customer relationships and supplier activities regardless of which Ariba solution your customers are using. Once you have

completed the registration, you will

ltiple b g
« Apply your Company Profile across Ariba Network, Ariba Discovery and Ariba Sourcing activities

Moving to the Ariba Network allows you to log into a single location to manage:

sks and transactions

ities

» Your contact and user administrative tasks



w Temporary Account Information

In some instances a Buyer may use a Quick Enablement G Susiess Network - Enerprse Accout @

Process. Click on the link from within the invitation.
New Account Registration

The |nV|tation or |nteraCtlve docu ment Wlll prOVIde a Register your company on SAP Business Network. Registering takes only a few minutes and

enables SAP Business Network to continue to send you documents through Quick Enablement. In Want to know more about the SAP Business Network?
addition, you can take advantage of all the services that SAP Business Network has to offer.

Temporary ID and Secure code for Supplier to enter to

View a short demo on SAP Business Network and how to
Enter the Temporary ID and Secure Code provided in the welcome letter. T fegster

access and complete the task requested by the Buyer. _— @ View Demo

Temporary ID: ’ \

. . ; ; PR A
SUpplIeI’S can also elect to Secure Code ’ l View Instructional Demo Who is Ariba?
View demo about SAP Business Network Learn about Ariba, Inc

Y, I tt t t Why did | get this Purchase Order? SAP Business Network FAQ?

Create a NeW ACCOU nt es;:lwantto.aeale.anew.accoun Learn more about the SAP Business Network  Read FAQ about SAP Business Network
Create New Account plihase Leiar

OR What is SAP Business Network?

| already have an account (with SAP Business Network) Learn about SAP Business Network

Use Existing Account

Use and Existing Account

Did you receive this invitation by mistake? Click here to be removed from the SAP Business Network.
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After the account has been registered, irrespective of whether
it is an SAP Business Network Transacting Account or an SAP
Ariba Sourcing account, the first time you log in is the same.

Locate the 2 Emails in your Inbox from “Ariba Commerce
Cloud”, one will contain your Login and the second will
contain a temporary password.

When new Users are created they will also need to follow
these steps:

1. Openthe Username email and click on Log In
2. Enter the Username shown in the email,

3. Click on Next
4

Open the temporary password email and copy the
Temporary password

5. Enter or paste the temporary password

6. Clickon Signin

The Reset your password screen is displayed

6. Re-Enterthe Temporary Password

7. Create a New Password (refer to Create a Password)

8. Re-enter the New Password

Click on the to view what is entered, the information in the
box turns to <& 2n when all criteria are met for a password

9. Click on Submit
10. Select the Business Role
11. Click on Submit

E: ? Business Network

Important: your sub-user username
Dear Jane

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.

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

Please clicl 'Log in" to access your user account using your
aLae mporary password:
Sincerely,

SAP Business Network team

Supplier sign-in

= jane.doe@abc.com

Supplier sign-in

Username

Fass-.w:uru:l

I G

Forgot password

e G

Fargot username

Reset your password

User ID

jane.doe@abc.com
Current password
I Temporary Password ®| ,

New password

I Newly created password ®| 8

Confirm password

| Re-enter your new password ®|

=10

2

Sign in for the first time

E: 77 Business Network

Your temporary password
Dear Jen

This message contains important information about your new user
account related to your company's SAP Business Network
account(AN1117730663).

Your temporary passw;

Kh&z<34H

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

If vou have anv guestions. contact vour Account Administrator:
name of administrator
email of administrator

Sincerely,
SAP Business Network team

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 *:

I Business Owner vI I I




w Sign in to a Transacting Account —
Forgot Username

After logging in, SAP Business Network will be displayed
on the top left of the screen Supplier sign-in Recover your username

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

1. Display the SAP Business Network log-in screen ‘

. Username ‘ Email address
2. Click on Forgot username | ||2 We have sent an email to you!
3. Enter your Email Address iy, e

m 3 instructions to rea)ur username.
|
5 1 n

Note: This may or may not be the username as those with

many accounts may have d|fferent usernames BUT the Al Unread By Date v T Request for your Ariba Commerce Cloud username
email address linked to each will be your actual email © Today @ Aiba Commerce Clou <ordersendr-prod@ansipariba <o
. . (@ If there are problems with how this message is displayed, click here to view it in a web browser.
C“Ck on Subm't Ariba Commerce Cloud C{hc}k here x:d;‘m\oad p:(:uws }To help p?o(c(?ylir pv?valykout]ook prevented amor:aﬂt download of some pictures in this message.
Request for your Ariba Commerce Cloud... 11:29 AM
_ H Request for your Ariba Commerce Cloud username
Screen message — We have sent an email hsivsbendbbele

4. Click on Back to Sign In
Note: Ariba Commerce Cloud usernames are in email format. The following Ariba Commerce Cloud
. . jenjane.doe@sap.com
5. Locate the Ariba Commerce Cloud email — Request for I@mm I

your Ariba Commerce Cloud username

This email message has been sent in response to your request to retrieve your Ariba Commerce Cloud
5 username. Your email address is associated with multiple Ariba Commerce Cloud usernames.

Open the email, Identify the required username Supplier sign-in Supplier sign-in

« jane.doe@abccompany.com

6. Enter the Username into the Supplier Sign-in screen

7. Click Next Username |6 Password 8
8. Enter your Password (Click here if you have forgotten -
walll / I 9

your password)

Forgot username Forgot password

9. Click on Signin
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After logging in, SAP Business Network will be displayed on the top

left of the screen

Display the SAP Business Network log-in screen
1. Enter your Username

2. Click on Next

3. Click on Forgot Password

4. Enter your email address

Note: You will need to re-enter your Username, and click Next to
return to the password entry Sign-in screen

5. Click on Submit
Screen Message — We have sent you an email
6. Click on Back to Sign-in

7. Locate the Ariba Commerce Cloud email — Ariba Account
Password Reset Information,

8. Open the email, Identify the username that you have forgotten the
password for, then click on Click Here next to the username

Note: Where you have more than one account, click on the Click Here
next to the required username to update the password on

9. Enter your New Password (Refer to Creating a Password for more
information)

10. Re-enter the New Password

Note: Clickingon < displays what has been entered
11. Click on Submit

12. Click on Back to Sign in

13. The Supplier Sign-in screen is displayed, enter the Username
and the newly created password

Supplier sign-in Supplier sign-in

<« jane.doe@abccompany.com

Sign in to Transacting Account —
Forgot Password

Reset your password

Enter the email address you used to register with SAP Business

Password

Username I

[

N 2 =5

- am Fargot password
Forgot usemame 3

We have sent an email to you!

Check your email address email address entered will be displaved and follow the
instructions to reset your password. The link will expire in 24 hours.

Back to Sign In 6

w Business Network

Ariba Account Password Reset Information

Dear jen.williams@sap.com,

Choose the account you want te reset the password for, and go to the correspending link to reset your password.

User ID Password reset i
User ID information displayed Click Here

Your password has been
updated.

You can now login using the username used and new password.

Back to Sign In
/

Network.
14

All  Unread

Vv Today

By Date v T

Ariba Commerce Cloud

Ariba Account Password Reset Information 11:56 AM

7

Reset your password

Username

Username is shown

New password

| 19

Confirm your password

=11

Supplier sign-in :I 3

‘ Username ‘
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The SAP Business Network uses a two-screen Sign in
process but the SAP Proposals & Questionnaires (Sourcing)
requires users to enter the Username and Password onto

the same screen.

Proposals and Questionnaires provide Suppliers with
access to RFXs, surveys and questionnaires. Sign in to the
SAP Business Network for Purchase Orders and associated

processes.

Click here for the SAP Ariba Supplier Login Screen

1. Ensure you have the SAP Ariba Proposals and

Questionnaires screen displayed
2. Enter your Username
3. Enter your Password

4. Click on Login

Ez: ¥ Ariba Proposals and Questionnaires ~

SAP Ariba

Supplier Login

User Name

Password

Forgot Username or Password

Log In to SAP Ariba Proposals &
Questionnaires - Sourcing Account

= =N
= ('_7/

Do you want to be seen by businesses around

the world?

=

Learmn More

§

We will broadcast your story on SAP Business
Network website and social media platforms,
reaching out to new customers who can benefit
from your experience.


https://service.ariba.com/Sourcing.aw/109521015/aw?awh=r&awssk=67sfX53e&dard=1&ancdc=1

Login to SAP Ariba Proposals &
w Questionnaires (Sourcing) Account —

Forgot Username
After logging in, SAP Ariba Proposals and
Ez! ¥ Ariba Proposals and Questionnaires
Questionnaires will be displayed on the top left of the 1 Recover your username
Enter the email address you used to register with SAP Business
screen Network.
Display the Ariba Proposals and Questionnaires Supplier SAP Ariba Email address
Login page (refer to Which Account am | using) | 3
Supplier Login

1. Display the SAP Ariba log-in screen m 4cel
2. Click on Forgot username User Name
3. Enter your Email Address . |
Note: This may or may not be the username as those with Password We have sent an email to you
many accounts may have different usernames BUT the Check your email address email address entered will be displaved and follow the
email address linked to each will be your actual email Instructions to recover your username.
4. Click on Submit Forgot Usernam ozword 5 -
Screen message — We have sent an email

Al Unread By Date v T Request for your Ariba Commerce Cloud username
5. Clickon Back to Slgn In - @ Ariba Commerce Cloud <ordersender-prod@ansmtp.ariba.com>

Vv Today To
6. Locate the Ariba Commerce Cloud email — Request for Ariba Commerce Cloud e s Fon ome Ry
your Ariba Commerce Cloud username Request for your Ariba Commerce Cloud... 11:29 AM 6{
. . . equest for your Ariba Commerce Cloud username
Open the email, Identify the required username

Dear SAP Business Network User,

This email message has been sent in response to your request to retrieve your Ariba Commerce Cloud

7. Enter the Username into the Supplier Login screen Pep————— username. Your email address is associated with multiple Ariba Commerce Cloud usernames.
pp g Note: Ariba Commerce Cloud usernames are in email format. The following Ariba Commerce Cloud
. . usernames are associated with your email address:
8. Enter your Password (Click here if you have forgotten ) e
. . ser Name
your proposals and Questionnaires password) Jane23@acbcompany.com
9. Clickon Login Fassword

8
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After logging in, SAP Ariba Proposals and Questionnaires will be

displayed on the top left of the screen

Display the Ariba Proposals and Questionnaires Supplier Login page

(refer to Which Account am | using)

1. Display the SAP Ariba login screen
2. Click on Forgot Password
3. Enter your Email Address

Note: You will need to re-enter your Username, and click Next to
return to the password entry Sign-in screen

4. Click on Submit
Screen Message — We have sent you an email
6. Click on Back to Signin

7. Locate the Ariba Commerce Cloud email — Ariba Account
Password Reset Information,

8. Open the email, Identify the username that you have forgotten the
password for, then click on Click Here next to the username

Note: Where you have more than one account, click on the Click Here
next to the required username to update the password on

9. Enter your New Password (Refer to Creating a Password for more
information)

10. Re-enter the New Password

Note: Clickingon <& displays what has been entered
11. Click on Submit

12. Click on Back to Sign in

13. The Supplier Login screen is displayed, enter the Username and
the newly created password

SAP Ariba

Supplier Login

E:! -7 Ariba Proposals and Questionnaires +

User Name

Password

Login

Forgot Username o z

All Unread

Vv Today

Log in to Ariba Proposals &
Questionnaires (Sourcing) Account —
Forgot Password

Reset your password

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

Email address 3
4

We have sent an email to you!

Check your email address email address entered will be displaved and follow the
instructions to reset your password. The link will expire in 24 hours.

Back to Sign In 5

w Business Network

By Date v T Ariba Account Password Reset Information

Dear jen.williams@sap.com,

Ariba Commerce Cloud

Ariba Account Password Reset Information

Choose the account you want to reset the password for, and go to the corresponding link to reset your password.
11:56 AM

Reset your password

Username

Username is shown

New password

Confirm your password

28

miao

19

User ID Password rese
User ID information displayed Click Here

Your password has been Supplier Login
updated.
You can now login using the username used and new password. User Name
11

Password

12 = S
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There are specific parameters that must be met when

creating a Password.
The initial screen will display all information in black text
As you create a password:

indicates that you have met the criteria

Red indicates that you have not yet met the requirements

of the password

Clicking on the <& at the end of the field will display

what has been entered

When using credentials (Username) that is generic be
sure to advise all those using the same credentials of the
updated password, otherwise the account may be locked

and a new password created

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

ES%E () +,-u===7@"_{|}~\"][
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)

Reset your password

Username
williams@sap.com

New password

(AL X R R RN Y] o ‘

Confirm your password

| d

Creating a Password Information

X Must be between 8 and 32
characters.

X 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
HBWE () +,-. [ <==2@"_{|}~\"1[

+ Cannot contain the username

X

in sequence are discouraged

v Only ASCII characters are allowed
(numbers 0-9, lower and upper
case characters a-z, and some
special characters)

+ Must be between 8 and 32
characters.

v 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
IE$%8& )+ - f<==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)

Repetitive characters and numbers
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Identify which account you are in by noting the name that appears on
the top left of the screen.

Each account allows a user to access it via the drop down on each
different account type.

The account types available are:
SAP Ariba Discovery
SAP Proposals And Questionnaires
Ariba Contracts
SAP Business Network

Use the drop-down arrow to change to a different account drop-
down

There are two types of Accounts:

Enterprise Accounts — Attracts Subscription and
Transaction Fees but delivers a higher degree of options

Proposals and Questionnaires — Both Enterprise and
Standard accounts do not attract any fees as this is used for
responding to surveys, questionnaires or events (RFXs)

Test Accounts are identified by the inclusion of a TEST MODE
heading

Be aware that if a Buyer is using a Supplier Fee Exempt or Buyer
Funded Model it means that ONLY that Buyer does not attract fees.

Ez ¥ Business Network ~

Which Account are you using?

2 ®

Supplier sign-in Unlock additional benefits

lcApd i ' -
E Ariba Proposals and Questionnaires

Username

Forgot username Supplier Login

New to SAP Business Network? X
Register Now or Learn more User Name

E:’ Business Network -
A

SAP Business Network Discovery

Ariba Proposals And Questionnaires

Ariba Contracts

Supp

w Business Network ¥  Standard Account

Unlock additional benefits

g Are you familiar with the next w
that come wi -
| upgrading, you can leverag
and strengthen your busi

w Business Network ¥

w Business Network ¥

Get enterprise account

Enterprise Account

Enterprise Account -

of benefits
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SAP Ariba Sourcing —
Proposals & Questionnaires



w SAP Ariba Proposals & Questionnaires
(Sourcing) Flow

4 ) 4 ) 4 ) 4 )
. . Are you the business i
Did you Receive a . I Enter your credentials and
) i Click on the lin . .
Questionnaire or an Event Yes rgijo;rce who perfoerr:r;(s Yes i gvlgr;[th € Yes complete the questionnaires
invitation? 'ading, survey or or access the event/s
processes?
g J - J - J \_ J
No
Invitations for Ariba Sourcing can not If you are the System
be forwarded, you will need to Administrator you will need to
contact the Buyer who sent the ensure arole is created and
invitation to re-send to the correct users are managed to form
resource part of the Response Team
- J \_ J
\

The System Administrator
should ensure that the
resource/s who perform RFX
processes have access to the
network

- J




w Information

SAP Ariba Proposals and Questionnaires is where Suppliers access Events (RFXs, Surveys or Questionnaires)

Only the resource within your business who receives the invitation email can access the information, these emails cannot be forwarded to a different person as they

will not be able to access the link
SAP Ariba Souring is the Supplier Lifecycle and Performance (SLP) allows Buyers to get a 360-degree snapshot of their suppliers

Suppliers should use an existing SAP Business Network Account where possible and access using existing credentials
An invitation with a link to events or questionnaire/s will be sent from your Buyer

An Event includes, a Survey, a Requestion for Information (RFI), a Request for Proposal (RFP) a Request for Quote (RFQ) or a questionnaire (in some cases two

questionnaires may be required by a Buyer)
Buyers determine whether they will use a Supplier Registrations questionnaire and/or a Supplier Purchasing Questionnaire

Suppliers need to complete the questionnaire they have been sent by their Buyer and once completed the Buyer will review and once Approved creates a

relationship between the Buyer and the Supplier

To access Proposals & Questionnaires from the menu rather than the email sent from your Buyer, click on SAP Business Network and select Ariba Proposals &

Questionnaires



w Information cont.

% When completing a questionnaire, complete ALL sections with asterisks

% Only the Administrator of the Account can add additional Users, however, be aware that in some instances once users have been added the Buyer

will still need to provide approval
%+ Some Buyers will create and account in their Network, this does not mean it exists on the Supplier side
% Suppliers must decide whether to use existing credentials or create a new account,

<+ Refer to Which Account am | in information

% Only Register a new account if you perform and respond to Sourcing events
% Use an existing Username and Password if you are already on the SAP Business Network

% Supplier SAP Ariba Proposal and Questionnaires System Administrators can add users and assign permissions, however please note that some

Buyers need to approve users to provide quotes on behalf of your business
% Confirm that there is not an existing Sourcing account prior to creating a new account

% Thereis no charge associated with an SAP Ariba Proposals and Questionnaires account
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The invitation can only be opened by the person it was
sent to.

The Buyer determines whether or not a supplier is required
to complete questionnaires or just participate in events.
The Process:

<+ Suppliers receive an invitation

<+ Upon opening the invitation they should either use
existing credentials or create a new account

<+ Buyers prefer that an existing Transacting account
ANID be used for sourcing processes

“+ There is no cost associated with Sourcing accounts

<+ Supplier needs to add users to become part of the
Response team

“+ In some cases the Buyer will manually approve the
users added

“+  Some Buyers may have an automatic approval
process

<+ If users are created after questionnaires and events
have been added they will only see information from
the approved date

<+ Ensure that if further information is required it is
provided an submitted

“+ Once you have completed an event and are selected
you will receive a Purchase Order in your transacting
account

Buyer has sent an invitation
to complete a questionnaire
or participate in an event

Your Quote has been
accepted a Purchase Order
will be created and sent to

your transacting account

SAP Ariba Proposals & Questionnaires
(Sourcing) Invitation Information and
Flow

Complete the questionnaire :
(if required) Determine whether you want

to participate in the event

Complete requirements for
the event (upload the quote)

Submit the event



w SAP Ariba Proposals and
Questionnaires - Main Screen

Ensure that when you are in Proposals and Questionnaires

to : I E’ Ariba Proposals and Qislionnaires - I

=@ @ w

Respond to a Questionnaire/s 2

3 leads match your company pmﬂ le Welcome to the Ariba Spend Management site. This site assists in identifying world class suppliers who are market leaders in quality, service, and cost. Ariba, Inc. administers this site

Res po n d to a n Eve nt in an effort to ensure market integrity.

View Matched Leads

Provide a Buyer with information or certification/s

Home

SAP Ariba Proposals and Questionnaires screen 3

[n] End Time |} Event Type Participated
2. The name of each buyer on the account is listed along v Staws: Pending Selecion (2
the top in blue Test Event - Merck Session Spanish Doc4150105442 11/15/2023 6:00 AM RFP No
Test 3 Doc2190057850 8/14/2022 3:17 AM RFP No
3. Events can be: 4
Surveys Title D End Time | Event Type
Auctions o eems
RFI Registration Questionnaires
S
Title ID End Time | Status
RFPS ¥ Status: Completed (1)
Registration questionnaire (Full) 5 Doc3373595154 2/18/2022 7:43 AM Invited
RFQS Qualification Questionnaires
. Title D End fime 1 Commaodity Regions Status
4. Risk Assessments Mo tems
Questionnaires Questionnaires
. . . . Title D End Time | Commaodity Regions Status
Registration Questionnaires —_—
Qualification Questionnaires [cerificates |
. . Centificate Info Effective Expiration Artachment Questionnaire Status
Questionnaires
4. Certificates
7
5. Tasks
Name Status Due Date Completion Date Alert

Na items
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Account Configuration -
Company Profile



Setting up for Success — What you

w need to know - Transacting Account

X/
L X4

Once you have received your Welcome email and have credentials, the System Administrator will need to ensure that the business Transacting Account is set up for

success. This includes ensuring that the company profile access by potential buyers is accurate and correct, that notifications are for specific account information are

d M
- -

sent to the correct user/s.




w Information

% The Company Profile is used by Suppliers to add information
% Information with an asterisk in Mandatory
% Adding information that is not mandatory provides more details about your business

% Account Configuration allows the System Administrator to set up the SAP Business Network for users, ensuring that the information is specific to the supplier

and consistent across all users

< The Company Profile can be accessed via either the SAP Business Network Account or the SAP Ariba Proposals and Questionnaires account, they are one in

the same, and all changes made via either account are the same

< Only one Company profile can be added to an ANID, this means that the Company Profile in your transacting account is reflected in the SAP Ariba Proposals

and Questionnaires account



w Accessing the Company Profile

Screen
The Company profile provides basic information about your ?ao|w I
busmes§ and provides mformanon to Buyers performing a / Jane Doe 3 Support humaniarionsid ® () | 32 Options
search in the Buyer SAP Business Network
jane.doe@abccompany.com
1. Click on your initials at the top of the page My Account
"-\ ABC Company y
Link User 1Ds )
2. Select Company Profile e \ A Aneiosrres puns:
Contact Administrator |
3. The Company Profile is displayed Switch Account > a8 Freloyees G Foundee © Company Alases
i [ ]
. . . l' Business Type @ Revenue Address
4. There are a number of sections in the company profile: ABC Company - -
Overview i #
AN\DiAN01047758 o . ﬁ% Supplier Legal Form /Ivl Stock Symbol
Certifications Premium Package ‘ J Overview : R
Sustainability RatingS Company Profile 2 8, Credentials
.. i 3 ertifications Product and Se es Served
Additional Addresses >etings ’ certet Categories 7
. . Logout - o J _Seatainghilin Batings | e A _apbe s b men
Business Information | oE -
Contact

Additional Documents

As the System Administrator, the level of information Support humaniaran s @ (Y | 5 p—

completed is based on the needs of your business (

. . . . . . View my pUbliC profile & Credentials
5. Options — Allows Suppliers to view their Public Profile Y

Identify the Profile Settings

Profile settings Certifications

Sustainability Ratings

Identify if they have achieved any SAP Business SAP Business Network badges -
@ Additional Addresses
NetWOI‘k Badges Your public proﬁle url c Business Information
X X X : https://mu.ariba.com/profile/public? opY o
Copy their SAP Business Network Public Profile anld=AN01047758 @ Contacts

E 5 S —— @ Additional Documents
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With the Company Profile Page Displayed:

1.

Click on Options at the top of the page

The available options are shown in the drop-down list

2.

Select View my public profile

The screen displays the Company Profile that can be
accessed by potential customers on the SAP Business

Network

Select Profile settings

Profile Settings allow some screens to be hidden or
shown only to my trading partners, on the bottom of

the Screen are Search Results Visibility options
Select SAP Business Network badges

This option will require a Plug-In and requires

acceptance of the content and information
Your Public Profile url, click on copy to share

The ability to company the Public URL is available, the
link provides direct access to the profile for your
trading partners useful when there are a number of

accounts

Support humanitarian aid @ O ‘ I s OptiOnSI 1. ’

Using Options

ANID: AN01047758 DUNS:

88 Employees & Founded

Business Type @ Revenue

;& Supplier Legal Form /Y, Stock Symbol
HIi

Overview

View my public profile

Profile settings

SAP Business Network badges I

&, Credentials

Product and Service

Certifications 4
Categories

Sustainability Ratings

Ship-to or Service Location

Industries Served

Your public profile url

anld=AN01047758

https://mu.ariba.com/profile/public?

Copy

-

Profile Settings 3

to choose which information you want to share and who can search for and contact you.

< SAP Business Network Badges 4

Add a badge to showcase your profile

Choose a badge then copy and paste the code into your website or email signature.

Black - small

Connect with us on
SAP Business Network

White - large

A aem e nea > SR A View T HOLY COWTSM SADVERTISING on SAP _ [u

Profile Visibility
Basic Info
Product and Service Categories

Ship-to or Service Locations

<a href="https://mu.ariba.com/profile/public?anld=AN01047758649- Industries
T"> <img alt="View T-HOLY COW DESIGN & ADVERTISING on SAP

Business Netwerk Discovery” border=0 Credentials
src="https://service.ariba.com/an/p/Ariba/badge_black_small.png">

<laz Assessments

Marketing Collateral
<a href="https://mu.ariba.com/profile/public?anld=AN01047758649-

Activity Data @

References

<a href="https://mu.ariba.com/profile/public?anld=AN01047758649-
T"> <img alt="View T-HOLY COW DESIGN & ADVERTISING on SAP
Business Network Discovery" border=0
src="https://service.ariba.com/an/p/Ariba/badge_white_large.png">

Social Media

Keywords

<la>

/ P ™ o -~ —

Show

Show

Show

Show

Show v

Show v

Show

Show v

m Cancel

Please be aware that by default your profile information is available to other users on SAP Business Network. Manage your profile visibility settings
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Search Results Visibility allows suppliers to identify what level of
information their Trading Partners can see when they perform a

search

Please be aware that by default your profile information is
available to other users on the SAP Business Network. Manage
your profile visibility settings to choose which information you

want to share and who can search for and contact you.

1. Click on Options at the top of the page
2. Select Profile Settings

Note: Greyed-out options cannot be changed as they are part of the
default settings

3. Update the options with a drop-down list

The drop-down will either display Show/Hide or Show/Show to my
trading partners only

4. Scroll down to display the Search Results Visibility section,
to stop your profile from appearing in search results slide

the slider across

5. Determine whether you want your extended profile

available select the required option

6. Determine the level of contact your business requires,

select the required option

32 Options

Support humanitarian aid ©) o |

View my public profile

2

SAP Business Network badges

/ e b, e ’y—,,“ ; -

Profile settings

Search Results Visibility @

Show my profile in search results O 4

Extended Profile Visibility @

.’i‘-. Make my extended profile available to all SAP Business
“— Network buying organizations

() Make my extended profile available ONLY to my current and
“—  pending SAP Business Network customers

Contact My Company @

D Do not allow buyers to contact my company using the Trading Partner Search

Allow other suppliers to contact my account administrator

Profile Settings - Search Results

Visibility

Profile Visibility

Basic Info

Product and Service Categories
Ship-to or Service Locations
Industries

Credentials

Assessments

Marketing Collateral
Activity Data ®

References

Social Media

Keywords

Contacts

6

Show

Show

Show

Show

Show

Show

Show

Show

Show

Show

Hide

Hide
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With the Company Profile Page Displayed:

[Company Profil¢

1. Clickonthe &
The Upload company logo pop-up box is displayed
1. Click on See example

Examples of how the logo should be positioned for gy Emplovees

maximum effect

2. Click on Browse

Overview

Your file system will open, locate and select the logo

you wish to use, select it and click on Open ,
&, Credentials

Certifications

Logos must be less than 200KB

Categories

ABC Company

ANID: ANO01047758

Business Type

5'?&' Supplier Legal Form

Product and Service

DUNS: -

Location

Update Logo
Support humanitarian aid @ o ‘ 32 Options
V4
= Founded Q Company Aliases
Revenue Address
Stock Symbol
Ship-to or Service Industries Served Vs

Select the Industries you serve

o L Avetainghilin BAtings . gn b aAn gl b 85 e il | gt e pen LU _ o . e

3. Click on Save

Upload company logo

The Screen Returns to Company Profile, and the logo

will be displayed
Browse
Instructions:
REMEMBER: « Use .gif file format

* Less than 200KB
* Max width/height: 250px

* Remove any excess
surrounding your logo} see example

+ 250 maximum pixels (so use resize)

% Less than 200KB size

«» Must be a GIF file extension

2

Cancel

3

A

Upload company logo

Browse

Instructions:

* Use .gif file format

¢ Less than 200KB

* Max width/height: 250px

« Remove any excess area
surrounding your logo, see example

EXE

v X

=3



SADA

To Add or Edit your Company Information, open the Company
Profile:

1.

Click on the ::5? next to the name of the company

The Edit Company Information Screen is displayed with
the Basic Info Tab automatically selected

There are 3 tabs:

8.

9.

Basic Info
Address
Business Type

Ensure you are on the Basic Info Tab
Update, add or edit open fields, greyed fields cannot be

edited

Click on Save

Select the Address tab
Update, add or edit open fields
Click on Save

Select the Business Type Tab

Select all of the options applicable to the business

10. Click on Save

The information has been updated and displayed in the
Company Profile

ABC COMPANY

ANID: ANO1047758 DUNS: -

Edit Company Information

z Basic Info Address

Update/Edit Company Information

af !

4

Business Type

Basic Info Address

5ne55 Type

Country ~

Australia [AUS ]

6

Address 1 *

123 Nowhere Street

Address 2

Company Name * Website URL DUNS Number @
Don't know your DUNS number?
m Cancel
ShortDe ™
Company Description
Number of Employees Year Founded Company Alias - 1
Company Alias - 2 Revenue Supplier Legal Form

v None

Stock Symbol

City *
Somewhere
State *
South Australia [AU-SA] v
Postal Code *
5013
cel
Basic Info Address Business Typ; 8
E] Broker 9

[:] Contractor/Consultant

O Distributor/\Wholesaler

D Government/Public Agency

E] Manufacturer

E] Producer
[:] Retailer

=10



SADA

To Add or Edit your Company Information, open the Company Profile:

1. Clickonthe & atthe end of the Product, Ship-to and
Industries Served

The Edit Product and Service Information Screen is displayed
with the Product and Service Categories Tab automatically selected

There are 3 tabs:
Product and Service Categories
Ship-to or Service Location
Industries Served

2. Ensure you are on the Product and Service Categories tab
3. To add a product or service category, click on + Add Category
The Add New Category pane is shown

4. Either Start typing in the Search Categories to add and a drop-
down list will appear, if your category is a list scroll down and
click on the option/s and it will add

Oor

Enter the name of the category and click on theﬂ, alistis
displayed, place a tick in the box next to the option/s

Or

Click on Browse all categories, the Browse pane opens, select
the category by click in the >, continue to select the categories
until the + is shown next to the options. This indicates that there
are no further sub-categories to drill down, to add click on the +
at the end of the option/s required

5. Once all categories have been added, click on Add, the screen
returns to My Selections and all categories/subcategories added
will be displayed

6. Click on Save to return to the Company Profile screen

Product and Service

Categories

= Professional procurement services

Ship-to or Service
Location

Select the Industries you serve
= Sydney - New South Wales here.

Edit Product and Service Information

My Selections

I Product and Service Categories

Industries Served Y

Add, Edit or Update Product and
Service Information - Category

1

Add new category

Search categories to add

ﬂ cencet
. . Browse all
I Sh r Service Location Industries Served

| categories

v,

Enter your company's products and services. Postings made by buyers will be matched to you based on the product and service categories you enter below.

+ Add Category

Start Typing

Add new category

Tra

Semi trailer
Transmission repair

Agricultural tractors

gt ’

s gt

.

Agricultural tractors x

1 3essona\ procurement services X

Enter the name

Add new category

Training a

Browse all categories

Training is not an exact match. Please select from these
choices.

D Educational Supplies, Musical Instruments &
Toys > Toys & Games > Toys > Toy trains

Vehicles > Transportation Components &
D Systems > Wheels and wheel trims > Train
wheels

PO S e . P »»

Browse all categorie:

Toy trains %

is not an exact match. Please select from these choices.

() Educstional Supplies, Musical Instrumens &
Toys > Toys & Games > Toys > Toy trains

Click on Browse

Add new category

Search categories to add

Browse all categories

< Browse

Agricultural & Fishing Machinery >

Agricultural & Fishing Services >
< Browse

< Agricultural & Fishing Services

Crop Production, Management & Protection >

< Browse

< Fisheries operations

Commercial fishing operations +
Deep sea fishing operations +
PP R S ol i

Cancel

Add new category

°|4

’/.,__'_')/"‘__,,.,,

|search categories to add

Browse all categories

[Compu(er vocational training services x |

i b p A A gem——am—a,

=

S

6L

Commercial fishing operations X



Add, Edit or Update Product and
Service Information - Location

SADA

To Add or Edit your Company Information, open the Company Profile: 1

Add new locations

Serve Globally @ 4

Add new locations

Serve Globally o

Product and Service

Industries Served Y
Categories

. . . Ship-t Servi
1. Clickonthe .:59 Product, Ship-to and Industries Served Lo'c':,ti';:r erviee

Select the Industries you serve

= Professional procurement services = Sydney - New South Wales here.

2. Ensureyou are on the Product and Service Categories tab
3. Click on Add New Location

The Add New Locations pane is shown Edit Product and Service Information

ﬂ Cancel

. . . Product and Service Categories I Ship-to or Service Location I Indu Served
4. If you provide goods or services globally, slide the Serve

Globally button across, if not chose one of the following options

My Selections

Search locations to add a

Browse all locations

= Add the locations your company ships to or serves. Buyers and their postings are matched to you based on the locations in your profile.
 If you have global capabilities, browse and select "Glabal."
= After adding locations, click one or more map pin icons to indicate that you maintain a physical presence in that location.

5. Either Start typing in the Search locations to add and a drop-
down list will appear, if your location/s is a list scroll down and

oy Ve Y -
click on the locations and it will added + AgaLocations pstral - ustiali @ x
Oor
Enter the name of the location and select it from the drop- Start Typing Enter the location Click on Browse cancet
down list
Add new locations Add new locations < Browse ¢ Browse
or Serve Globally (CJ) Serve Glabally () North America
. . < Bahamas
Click on Browse all locations, and the browse pane opens, o ] o~ a -
. . . . . ondor Acklins and Crooked Islands
select the location by clickingin the >, and continue to select the South Carelne - Unfes Sistes .
locations until the + is shown next to the options. This indicates South Dalota - Unid States Concion Gy o - Ut Koo The Carbbean o v
that there are no further sub-categories to drill down, click on the South Australs - Austala Nomich e Loncon - Comeciacs cattdan *
+ at the end of the locations required South-East - Botswana Buffalo-East London-Bhisho-King William's -Mdantsane- Western Europe Exuma v |

Zwelitsha - Eastern Cape

Eastem Europe

6. Once all locations that you provide goods or services to have PO — (Gt ) (Eere 1)
been added, click on Add, the screen returns to My Selections Add new locations e B e -
and all locations selected will added will be displayed sene Glabally () Serve Globaly () P -1 6
Note: The @ allow suppliers to add physical locations of sites Search locarons to 2dd 0] S @ .
. . Browse all locations Browse all locations .
7. Click on Save to return to the Company Profile screen 7e|
\ml |London City of - United Kingdom x | Bahamat + >

Cayman islands

Exuma ® x



w Add, Edit or Update Product and
Service Information - Industries

To Add or Edit your Company Information, open the

Company Profile: Product and Service Ship-to or Service Industries Served Vi
Categories Location cotoet the e
1. Click onthe ci? at the end of the Product, Ship-to and elect the Industries you serve
= Professional procurement services = Sydney - New South Wales here.

Industries Served

2. Ensure you are on the Industries Served tab
Edit Product and Service Information

X
o 2 4
A lISt Of IndUStrleS |S dISplayed Product and Service Categories Ship-to or Service Location

Select the industries your company serves.

3. Select each industry that your serve by placing a tick in

D Aerospace & Defense Media 3
the box
D Agriculture & Mining D Metal Products
4. Click on Save to return to the Company Profile screen (] Automotve () otaces
D Building Materials, Clay & Glass D Pharmaceuticals
D Chemicals E] Primary Metal & Steel
[:] Consumer Products D Public Sector
[:] Engineering & Construction Retail
D Financial Services & Banking D Service Provider
D Forest Products & Paper D Telecommunications
D Furniture D Textiles Production
D Healthcare E] Transportation & Storage
D High Tech & Electronics D Utilities
[:] Higher Education & Research D Whalesale Distribution
D Hospitality D Other
D Industrial Machinery & Components
[:] Insurance




SADA

To Add or Edit your Company Information, open the Company
Profile:

1. Either Click onthe ¢ next to credentials or select
Certifications under credentials in the overview pane
The Certifications screen is displayed

2. Click on Add certification

3. Click on the down arrow in the Search and Select field
and select the certification from the drop-down list

4. To upload a certification document, click on Browse

Note: All fields with Asterisks are mandatory, others without an
asterisk can be completed or left blank

5. Enter any other details you wish to have shown on your
SAP Business Network Public Profile, read the information
provided, then click on Add

Where the certification you wish to enter is not displayed, refer
to the orange numbers:

Click on My Certification is not in the list

2. Enter the name of the certification you wish to add to the
Specify Certification Name

3. Then specify the type of certification by clicking on the
arrow in the Search and Select field and select the most
appropriate certification type

Credentials

Certifications Ve

Click the pencil icon to add the certificate to showcase your business traits and strengths.

Overview
Certifications +

Add certifications to showcase your business strengths
Add certification

Add Certification

&, Credentials

Certifications

Provide certification details

Certification Document (One single .png, .jpg, .jpeg, or .PDF,
10 MB maximur
I hd 3

Provide certification details

Select certification

Certification *

|Search and select

SME Small Medium Enterprise

Supplier Diversity Certification Document (One single .png, .jpg, .jpeg, or .PDF,

. . 10 MB maximum).
Social Enterprise World Forum (SEWF)

Social Enterprise & 2020-06-01_8-48-48.png 24.5KB X

SAB000

Social Enterprise

ISO 45001

Specify Certification Type™

PN PEEERETE N P S S S W d
|Search and select ~
Supplier Diversity - Small Business
Select certification
Social Enterprise
Certification
Quality
" My certification is not in the list| Security
Specify Certification Name * Energy
Environmental
Specify Certification Type* Other
Search and select v

Credentials - Certifications

Add Certification

Select certification
Certification*

Search and select ~

() My certification is not in the list

Provide certification details

Certification Document (One single .png, .jpg. .jpeg, or .PDF,
10 MB maximum).

Browse

Effective Date Expiration Date

B B8
Certification Number
Certified By
Certified Location
Search location Q

Additional Information

By entering or uploading your certification details, you
authorize SAP SE to make this infermation available on your
SAP Business Network public profile. This information may
contain sensitive personal data. Please also note that you are
solely responsible for the accuracy and integrity of this data.

=5
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To Add or Edit your Company Information, open the Company
Profile:

1. Click on either the & next to credentials or select
Sustainability Ratings in the overview pane

The Certifications screen is displayed
2. Click on Add sustainability rating
3. Click on Enter rating
4. Click on the Down arrow in the Source field

5. Select the sustainability rating source organisation from
the drop-down list

Note: All fields with Asterisks are mandatory, others without an
asterisk can be completed or left blank

6. Enter any other details you wish to have shown on your
SAP Business Network Public Profile, read the information
provided, then click on Add

Sustainability Ratings

Add your sustainability ratings to highlight how you manage risks ta your customers. Don't have a rating? Learn more

Sustainability Ratings

)

Add your sustainability ratings to highlight how you manage risks to

==

Add Sustainability Ratings

I Enter rating I 3

OR

Why can't | import? Ecovoadis uses DUNS number to import
your sustainability rating. Please enter your DUNS number in your
Marketing profile to continue

Cancel

2n'er5. Learn more

Add Sustainability Ratings

Source *

Sustainability Ratings

[]

il

~

Rating

Additional Information

Issue date

=]

Expiration date

]

Reference document (You can upload a single PDF

reference document with a maximum size of 10 MB to

support your

By entering andior uploading your

information, you represent and wa

stainability rating

t that you have the

1.

‘ Overview

&, Credentials

Certifications

I Sustainability Ratings I

Source *

: 3

Morgan Stanley Capital International (MSCI) F

Sustainalytics'/Morningstar

The Financial Times Stock Exchange (FTSE) Russell Group
Institutional Shareholder Services Inc. (IS5)

S&P Global Inc.

CDP (formerly the Carbon Disclosure Project)

Bloomberg LP

Moody's Corporation

By entering and/or uploading your sustainability rating
nformation, you represent and warrant that you have the
right and authority to post such information on your
public profile.

o I

er g |
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Add, Edit Additional Company Addresses is used when there
are multiple addresses and there is a need to change “Remit”
to details when creating invoices.

Additional Information has five tabs:
Additional Addresses
Business
Contacts
Certifications

Additional Documents

To Add Company Address Information, open the Company
Profile:

1. Click on Additional Addresses in the overview pane
The Additional Information Screen is displayed

2. Click on Create

3. Complete all fields with asterisks

4. Click on Save

5. The information is displayed

6. Click on Save
A Green ribbon indicates that it has been successfully saved, a

Red ribbon indicates an error, correct and re-save

Overview

8, Credentials
Certifications

Sustainability Ratings

I@) Additional Addresses I I

Business Information

E) Contacts

rEl Additional Documents

Ez! ¥ Business Network

Enterprise Account

E! ¥ Business Network

Additional Information

Additional Addresses

Adding Additional Addresses

Enterprise Account

@

Close

Additional Company Addresses

Address Name 1

2

+ This column displays

Configure Supplier Addresses Served by This Account

* Indicates a required field

Address Name

Address Mame:* | Name of Business

Address ID:

VAT 1D |
Tax ID: |

Address

Address 1 | 43 Unicorn Way

Business Contacts Certifications (1) Additional Documents
Address ID VATID Tax ID Address Country/Region Legal Profile Status™
No items
our registration status with Ariba's accredited senvice provider
@
4e
Additional Information ﬂ 6
v Your profile has been successfully updated
Additional Addresses Business Contacts Certifications (1) Additional Documents

Additional Company Addresses

-3

Address 2: | ‘
Address Name 1 Address 1D VAT ID Tax ID Address Country/Region Legal Profile Status**
ity # | Cloudville
City ‘ . . 43 Cloudville
Name of
— Boens Somewhere  Victoria
States | Victoria [AUVIC] v Business Way Australiz
s—
Postal Code:* | 3000 L Edit Delete Create
Australia [AUS] — v ‘

Country/Region: *




SADA

Display the Additional Company Addresses screen

1. Select the Address Name you wish to change
2. Click on Edit

The Configure Supplier Addresses Served by This
Account screen is displayed

Note: Items that are greyed out cannot be edited
3. Update, Add or Change allowable information
4. Click on Save

5. Screen returns to the Additional Company Address
screen, click on Save

A Green ribbon indicates that it has been successfully
saved, a Red ribbon indicates an error, correct and re-save

To Delete an Additional or incorrect Address:

1. Select the Address Name you wish to delete (orange
numbers)

2. Click on Delete

3. Click on Save

Additional Information

Additional Addresses Business Contacts Certifica
Additional Company Addresses
! 1’ ss Name T Address ID VAT ID Tax 1D
I - -
. z | e

Additional Information

~ Your profile has been successfully updated

Additional Addresses Business Contacts Certifications (1)
Additional Company Addresses
ame t  AddressID  VATID  TexID Address
a3
123456789 Somewhere

Way

Additional Information

Additional Addresses Business Contacts Certifications (1)

Additional Company Addresses

Address Name T Address ID VAT ID Tax ID

3
| NarlF 43
|l Somew
Way

Create

|

Address

vhere

tions (1)

Address

43
Somewhere
Way

Country/Regicn

Additional Documents

Country/Region Lega

Cloudville
Victoria
Australia

Additional Documents

Legal Profile Status™

Additional Documents

Editing or Deleting Additional

Company Addresses

Configure Supplier Addresses Served by This Account
* Indicates a required field

Address Name

Address Name:*

Address ID | |

VAT ID: | ‘

Tax ID: |

Address

Address 1 | 43 Somewhere Way |

City:* | Cloudville |
- | Victoria [AU-VIC] v‘
x
Additional Information Save
¥ Your profile has been successfully updated
Additional Addresses Business Contacts Certifications (1) Additional Documents

Country/Region  Lega

Cloudville

Victoria

Australia

Additional Company Addresses

Adaress Name t AddressID  VATID  TaxID  Address Country/Region  Legal Profile Status™

Mo items

Create

=



w Additional Information — Business

Use the Business Tab to add information about your

I w Business Network Enterprise Account @
Business that is not shown on the business Public profile,
Additional Information [ Save se
however is not mandatory.
y Additional Addresses Cl cts Certifications (1) Additional Documents

. . . * Indicates a required field
Adding the relevant Tax information ensures that these Commerct Regercaur: | |
fields are automatically populated when required during | Financial Information
the Invoice creation process (where completed) ' |

Supplier Company Capital:

Tax Information

Discount Information:

Display the Additional Company Addresses screen

(no value) W ‘

Do not enter dashes !

Do not enter dashes

Tax Classification:

Global Location Number:

1. Select the Business tab ' Taxation Type:

ABN Number.

2. Add the applicable and relevant Tax information

State Tax ID:

3. Clle on Save Regional Tax 1D

WAT 1D

A Green ribbon indicates that it has been successfully

I:I VAT Registered

saved, a Red ribbon indicates an error, correct and re-save ——

VAT Registration Document:  <MNo document=
Upload

I:I Tax Clearance
Additional Information m Close

~/ Your profile has been successfully updated. X

Additional Addresses Business Contacts Certifications (1) Additional Documents
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Use the Contacts Tab provides information about whom
they should contact in your business company-wide and

customer-specific contacts.
The contact sections are:

Contact Personnel — internal only, your customers can

not see this list

Companywide Contacts — these contacts are visible to all

buyers on the SAP Business Network

Customer Specific Assighment — visible only to specified
customers, such as customers with a trading relationship
with your business so that a Buyer knows who the main

point of contact should be

Additional Information

Additional Addresses Business Contacts

* Indicates a required field

Company Contact Information

Certifications (1)

Additional Information — Contacts
Information

m .:’.I:Jse

Additional Documents

Main Email:" | jane.doe@abccompany.com
Area Number
‘ AUSEBL | |2 ‘ | 123456759 | Companywide Assignments
Main Phone:"
Area Number
oo | 51 ] | || |
Companywide Assignments
Contacts
Assignment Contact Name Actions.
Accounts Receivable
Contact Personnel Accounts Payable
Customer Care Manager
s need to know how to contact y ompany de company and customer-specific contact

. Then, create com

Contacts

Name t Business Title

Mo items

Create

0 o ur Lis:

ct information is described in the Priva

Catalog Manager

eBusin:

Marketing Manager
Sales Representative
Sl Sales Order/Operations Manager

BidlDramacal Manzmar

L) Create

Customer-specific Assignments

Customer-specific Assignments
Customer Customer Networkld Sales Technical Additional

No items



SADA

Display the Additional Company Addresses screen
1. Select the Contacts tab

Note: All fields with Asterisks are mandatory, others
without an asterisk can be completed or left blank

2. Confirm, Edit or Update the main Company Contact

Information
3. Click on Save

A Green ribbon indicates that it has been successfully

saved, a Red ribbon indicates an error, correct and re-save
4. Scroll down to Contacts
5. Click on Create

The Create new Contact screen is displayed
6. Complete all fields with an Asterisks

7. Click on Save

Enterprise Account

E.! ¥ Business Network

Additional Information

Additional Addresses Business Additional Documents

* Indicates a required field

Contacts

Contact Personnel

to

Cur know h
o

am

Contacts

Name 1 Business Title Email Phone

5

Na items

Additional Information — Company
Contact and Contact Personnel

Sections

Additional Information

' Your profile has been successfully updated

Certifications (1) Additional Documents

Number 2

‘ |;234557sa ‘

Additional Addresses Business Contacts

Company Contact Information

Main Email:* | jane.doe@abccompany.cor

Country

Main Phone “ AUs B V‘ ‘ 2

Country Area Number

Main Fax ‘ usal v‘ ‘ ‘ | ‘

Add a new contact to your list of contact personnel.

| * Indicates a required field

a
Save
x

Basic Information

Contact Information

Each contact must have an email address or a phone number, or both.

Country Number Extension

| | I

Phone:

Country

s [ vs02 ]| | I

Address

State: | - Select State - v

D

o ‘ United States [USA] v‘

By entering this personal data, you acks

ledge that you have authority to allow transfer of this personal data to Ariba for processing in the Ariba systems

(hosted in various data centers globally) in accordance with the Privacy Statement, the service agreement between your company and Ariba, and applicable law,
and, if applicable, that any personal data from Russian citizens has been stored by your organization in a separate data repositery residing within the Russian

federation.

= 1




w Additional Information — Company-
Wide Assighments Section
In order to complete company-wide assighments the Contact Personnel

. . . . . Contacts
section needs to be set up first so that you can assign contact types. Additional Information
The Company-Wide Contacts are visible to all Buying Organisations on Name 1 Business Tite Email
the SAP Business Network. Additional Addresses Business Contacts I‘tificetions (1) Jane Dae jane.doe @abecompany.com
John Doe john.doe@abccompany.com
. . * Indicates a required field
Display the Additional Company Addresses screen
1. Select the Contacts tab Companywide Assignmens BT mabost e+ ezorse oot o
Note: All fields with Asterisks are mandatory, others without an asterisk s @E T D AT = -
can be completed or left blank
2. Scroll down to Companywide Assignments o » EZY 4
3. Click on the Assignment type you wish to add a contact to o sove 5
4. Select the Contact Person from the drop-down list
) ) Customer Care Manager Companywide Assignments
5. Click on Save, and repeat to add more contacts to other listed
I ST T i, WUV e _Sr Assignment Contact Name Actions
ASSignment ROleS Accounts Receivable
Note: You can add the same resource name to multiple Assignment Companywide Assignments Aczounts Payetls sane Do peleis

‘/‘ S T ST N N Y p—_

ntacts are visible 1o a1l buying org:

Roles, but you can only add 1 name to each Assignment

siness with you. For cus

Marketing Manager

TO Add more ASSignmentS CompanywideAssw'gnments Sales Representative John Doe Delete
Sales Order/Operations Manager
6. To add other roles or names of roles that reflect your business e coretne e P B rntotn. s B ot |
. . . . . Accounts Receivable
and can already be shown in the original listed roles, click on — . _— e . B Teel e e
Create Marketing Manager B
Accounts Payable John Doe Delete
Sales Representative /,’\
7. Enter the Contact Type role b [ creme —

Sales Order/Operations Managsr

9. Cl.le on Save Create Companywide Assignment Save 8
A Green ribbon indicates that it has been successfully saved, a Red

Contact Type Contact Person

ribbon indicates an error, correct and re-save 7
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In order to complete Customer-specific Assignments you need to
have a trading relationship with them on this ANID. The Company-
Wide Contacts are visible to the specified customer and should be

the first point of contact for the Buyer.

1. Select the Contacts tab

Note: All fields with Asterisks are mandatory, others without an
asterisk can be completed or left blank

2. Scroll down to Customer-specific Assighments

3. Click on the Buyer Name type you wish to add a contact to

4. Isthe Contact Type a Sales Representative or a Technical

Contact, if Yes, select the name from the drop-down list

5. Do you need to add a new Contact Type (role), if Yes, enter the
name of the role and select the name of the person from the

Contact Person drop-down list

Note: You can only add 1 Contact type and select the name from

the drop-down list of contacts already added

6. Click on Save
7. The screen returns to Contact, click on Save
A Green ribbon indicates that it has been successfully saved, a Red

ribbon indicates an error, correct and re-save

Additional Information — Customer -
Specific Assignments Section

Customer-specific Assignments

Additional Information

ou have trading relationships with. Customers trest

1icetions (1)

Additional Addresses Business Contacts
Customer Customer Networkld Sales Technical Additional
* Indicates a required field
No items
Customer-specific Assignments
Customer Customer Networkld Sales Technical Additional

AN01014363918
AN01047986513

ANOLO11736165

Contact Admin

[ Save Gclose

tional (Networkld ANQ1047286513). Only Customer BF International can see these contact assignments. To add a contact person, click Close to return to the Contact

Designate contacts for Customer BF Inte
Ad

s

nistration page. To cancel a contact assignment, select the blank line at the top of the corresponding Contact Person drop-down list.

Contact Type Contact Person

Il . 4
Technical Contact W
Rro- : 5

E 7 CIOSE

Sales Representative

Additional Information

~' Your profile has been successfully updated.

X

Additional Addresses Business Contacts Certifications Additional Documents



SADA

The Certification screen within Additional Information caters
for other types of certifications that are not internationally
recognised but have significant differentiators in specific

country markets.

Buyers can view these designations in your Company Profile
and search using this information when looking for new
suppliers. There is no ability to upload certificates but is more

to highlight niche market differentiators.

Globally recognised certifications can be uploaded to the

Company Profile, refer to Credentials - Certifications

Display the Additional Company Addresses screen
1. Select the Certifications tab
2. Scroll through and select the Certifications
3. Select the Certifications required

4. Click on Save

A Green ribbon indicates that it has been successfully saved, a
Red ribbon indicates an error, correct and re-save

Additional Information — Certifications

Enterprise Account @

E’ Business Network

Additional Information

Additional Addresses Business Contacts Certifications I‘ onal Documents

* Indicates a required field

Certifications

W Business Network

Enterprise Account @

Additional Information

Additional Addresses Business Contacts Certifications Additional Documents

* Indicates a required field

Certifications Z

Buying organizations can view these designations in your company profile and search on this information when looking for new suppliers.

Su ility Initiatives
¥ ss has undertaken sustainability initiatives in one of the following categories: Plan, Products and Services, Energy, Carbon, Transpartation,
W

Plan . .
D . X Small Disadvantaged Business
Your company created a writen plan documenting how you will address and implement sustainabl]

Your business is SDB cenified, 8(z) certfied, HUBZone certified, or certified as a small disadvantaged business by a state government agency.

Izl Products & Services D Women-Owned Business
Your company is a vendor of products or services that claim to reduce harmful envirenmental impa

day management of the business.
Environmentally preferable purchasing (EPF), green purchasing, or environ - i
D program D tﬂ:mnty-omed Business
Your busines:

Your business is at least 51% owned by 3 woman of women who exercise the power 1o make policy decisions and who are actively involved in the day-to-

ness is at least 51% owned by one or more minority U.S. citizens. In the case of 2 publicly owned business, at least one or more such individual

avn 51% of the stock, and one or mare such individuals control its management and daily operations.

D LGBT-Owned Business
Your busin

D End-of-life product takeback program

I:l Energy

Your company is pursuing initistives in energy efficiency or renewabls energy.

I:‘ Carbon

Your company is pursuing initiatives in carbon reporting, reduction, or offsetting

l:‘ Transportation

Your company is pursuing initistives in efficiency for transportation and logistics or fleet manageme

|:| Other

I:‘ Not Certified
Your company is pursuing other sustainability initiatives, such as water use and solid waste reducti Your business does not have any of th
and community inuolvemant.

e certifications listed above.

% owned by a Lesbian, Gay, Bisexual andior Transgender (LGET) person or persons and exzrcises

ndependence from any non-
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Use Company Keywords to make finding your

business/company easier to find.

With the Company Profile Page Displayed:

1. Scroll down to locate Company Keywords
2. Clickonthe &

3. Click on + Add Keywords

The Add New Keywords screen is displayed
4. Enter a word or short sentence

5. Click onthe

6. Continue until all keywords have been entered and click on
Add

7. Click on Save

A Green ribbon indicates that it has been successfully saved, a

Red ribbon indicates an error, correct and re-save

Overview

£, Credentials
Certifications

Sustainability Ratings

@ Additional Addresses
[@ Business Information
& Contacts

[l Additional Documents

Add new keywords

Company Keywords

Company Profile - Company Keywords

1

Enter the keywords to make your company more discoverable.

Edit Company Keywords

I lE.'?fe.' keyword

4 ES

|ITra\mng ® \|

| Training Suppliers on the SAP Business Network X |

dhtnainit s G g™ T sl

=6

Edit Company Keywords

My Selections

Company Keywords

h

]2

m Cancel

You don't have a company keyword selected

+ Add Keywords

Company Keywords

Enter the keywards to make your company mere discoverable.

Training X

Training Suppliers on the SAP Busin X

3
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w Account Settings Flow

“»  Account Settings allow Suppliers to set the communication parameters of documents in the SAP Business Network, for who is advised a new purchase order has
been received to rejected invoice notifications

You have a relationship with a Buyer

Set up Electronic Order Routing Set up Electronic Invoice Routing

You are the System Administrator or
have permission to Account Settings

- Update Notifications where required
Identifying whether Customer for -

Will you need to add this account to el i Hea S el General

an Account Hierarchy as a Child? Automatic Network

or Manually Discovery
Sourcing & Contracts
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The Settings selection under your name initials on the top
right-hand corner provides access to the Account Settings
drop-down list

The drop-down list shows the selections available to all
users, however, only the System Administrator has all
available selections including Users and Audit Logs

There may be additional selections based on the SAP
Business Network account you have

1. Accounts Settings usually consists of:
Customer Relationships
Users
Notifications
Application Subscriptions

Account Registration

2. Network Settings usually consist of:
Electronic Order Routing
Electronic Invoice Routing
Accelerated Payments
Remittances
Data Deletion Criteria
Network Notifications
Audit Logs

»:- ',’ Business Network v Enterprise Account

Home Enablement Discovery v Workbench Catalogs v Assessments
o
i Lead: 22 In Location
1 Y
! \ A
o
QOvervie! Getting s 5'!&3‘9
a O
nablement T

—o

My \’\lidgets 3% Customize

Company profile My leads

View all

3

Complete your company profile to increase
your chances of being discovered by new
buyers

Complete profile—>

Settings Drop Down Information —
Account Settings

Download app

We are now
mobile.

¥ Q0 W

Jane Doe

jane.doe@abccompany
Q Convert to Standard account
My Account

Link User IDs

Account Settings

Customer Relationships

1ct Administrator
witch to Test Account ‘\

Uss ABC Company

Notifications

Account Hierarchy Company Profile
mpany I

Application Subscriptions
PP Service Subscriptions

Account Registration ;
AR g ' Settings > |

Account Type Change Log

Network Settings

Electronic Order Routing
Electronic Invoice Routing
Remittances

Data Deletion Criteria
Network Notifications
Audit Logs

Audit Purge
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The System Administrator has access to all relevant tabs
under Account Settings, however, users will only have
access to the tabs based on the permissions set for each
user

Customer Relationships provides suppliers with information
about:

Current Relationships
Potential Relationships
Numbering Preferences

More which contains Numbering Preferences and
Automatic Invoice Creation

Note: Tabs can be used to access other sections under the
Account Settings Screen instead of exiting and selecting
from the Settings drop down list

N~ o v oA

Account Settings screen header

Tabs to other options under the Settings > Account
Settings option

Current Relationships and Potential Relationships
tab

Relationship request options — automatic or manual
Current Customers sub heading
Filter to search for customers

All Buyers that have a transacting relationship in the SAP
Business Network

Show Hide Columns options

Enterprise Account

EE ¥ Business Network

Account Settings I
Customer Relationships Users Notifications Account Hierarchy
Current Relationships Potential Relat a'1s1in3
| prefer to receive relationship requests as follows:
D) Manually review all relationship requests

Application Subscriptions Account Registration

‘:_._' Auromatically accept all relationship requests

Update
Current (0) Pending (0) Rejected (0)
Current Customers 5
Filter!

Customers

Relationship Type Approved Date

l:‘ Customer , Network ID

No items

Current Relationships Potential Relationships

Supplier Information Portal

Account Setting Screen — Customer
Relationship Information

@

Account Type Change Log 2
Show [ Hide Columns 8

+ Customer

Network 1D

Relationship Type
Approved Date

Supplier Information Portal

Routing Type

A Y

Actions

Group by Column
Customer
Network ID
Relationship Type

Approved Date
Export to Excel

Routing Type Actions

Export all Rows

Export Current Page

Wiew the list of buying organizations that are currently accepting relationship requests from qualified suppliers and view the project details.

Project Details

Buying Crganization Project Name Date Posted |

Test Buyer Bea and Lucie 13 Jun 2023

Page »

My Respense Status Date Submitted Action

Wiew Project



The Buyer-Supplier Information Portal
w & Reference Documents — For System

Administrator Information

The Buyer-Supplier Information Portal is a way Buyers can )
communicate with their supplier's System Administrator with the Jane Doe =
. . . . Jane.doe@abccompany ‘. D Customer Network ID Relationship Type Approved Date Supplier Information P Routing Type Actions
information they need to transact using the SAP Business Network.
a Convert to Standard account D Name of Buyer ANO101203 Trading 22 Dec 2021 [Ved Default Actions ¥
However, only System Administrators or those with the applicable S (] WemeotGuyer . = R
“Customer Relationships” permission can access this section Link User IDs b [ Ree
Account Settings Contact Administrator
. . e Rl . Switch to Test Account n ¥ Business Network Enterprise Account @
General Access to the Supplier Information Portal should be done el —
. . . . Users ABC COMPANY
via the Support function. Refer to Accessing Buyer Suppliers — 1r D: AND152726 3 squLEf Information Portal of Pty Ltd
otifications Premium Package
. . . - Portal Content Reference Document: nsaction Rules
Information Portals for all Buyers transacting on this account. Account Hierarchy ,
Company Profile Welcome to Pty Ltd Information Portal
Application Subscriptions Service Subscriptions
To access each tab in the Buyers Supplier Information Portal: fecount Regaen Setings > - 4
Account Type Change Log Logout
1. Access Settings > Customer Relationships
2. Under Current Customers locate the Supplier Information
Portal column Supplier Information Portal w
3. Clickon * under the Supplier Information Portal heading m‘a’ﬁﬁg’ﬁﬁ o ChanEing Tndamentall, O 1 S you Wil g Inormmason regavang the raniormation, a5 well .3 nurmber of toal (5 Pl Shewer any of he dvestions For example, only
you may have. )
associated with the Buyer you require information on What information are you Looking for? there may be
N . Project Notification Letter Introduction to the SAP Business Training Clips Va riations in deSign
4. The Supplier Information Portal of the Buyer you selected Network and content
with the Portal Content tab open E @ O=0

5. Click on the Reference Documents tab to identify any

documents from your Buyer

Integration & Catalog Resources Standard Account Information Coming Soon
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Each Buyer creates a list of parameters to transact with their
supplier via the SAP Business Network. Supplier System
Administrators and sub-users with the correct permissions
can access a cut-down list of the transaction rules that

affect the way suppliers collaborate.

To access each tab in the Buyers Supplier Information
Portal and the Transaction Rules:

1. Access Settings > Customer Relationships

2. Under Current Customers locate the Supplier
Information Portal column, Click on == of the Buyer
required

3. Click on the Transaction Rules tab to view the
transaction rules set by the Buyer

To search specific rules:
4. Click ctrland F
5. Enter the term, for example, Invoice

6. The number of items for the search term is displayed
and all instances of the term highlighted

Note: You can not modify or change the transaction rules as
these are controlled by the Buyer

) ¢ Accoun
. -

¥ 0o W

Jane Doe

jane.doe@abccompany |

o Convert to Standard account

Link User IDs

Account Settings Contact Administrator

Customer Relationships I Switch to Test Account

Users

ANID: A 26
Netifications Premiun s
Account Hierarchy .

‘ ompany Profile

Application Subscriptions

Service Subscriptions

A nt Registrati
ccount Registration Settings 5

Account Type Change Log L
ogout

Ctirlff + | F 4

Invoice 36

General Invoice Rules

Allow suppliers to send inveices to this account.

Allow suppliers to send summary invoices to this account.

Allow suppliers to send invoices with service information. 11)

Transaction Rules via Customer

Relationships

D Customer Network ID Relationship Type Approved Date Supplier Information
D Name of Buyer AND101203 Trading 22 Dec 2021
D Name of Buyer ANO10S557 Trading 22 Dec 2021

L Reject

Supplier Information L

Portal Content Reference Documents Transaction Rules

Order Confirmation and Ship Motice Rules
Allow suppliers to confirm an order multiple times ®

Allow suppliers to send order confirmations for material orders. 0]

Allow suppliers to send order confirmations for material orders at the line-item level ‘.’__'_:

Allow suppliers 1o reject quantities for material orders at the line-item level in order confirmations. ®

Allow suppliers to send order confirmations for service orders. "_‘_

Allow suppliers to send order confirmations for service orders at the line-item level. (i

Allow suppliers to edit components in order confirmations.

Require suppliers 1o fully confirm line items before fulfillment. ®

Im'::ice| 5 1/82

Default

Actions v

Actions v
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The Buyer-Supplier Information Portal is a way Buyers can
communicate with their supplier's System Administrator with the
information they need to transact using the SAP Business Network.
However, only System Administrators or those with the applicable

“Customer Relationships” permission can access this section

General Access to the Supplier Information Portal should be done via

the Support function. Refer to Accessing Buyer Suppliers Information

Portals for all Buyers transacting on this account.

Note: A user must be logged on to access specific Buyer Supplier

Information Portal/s.

To access all Buyer Supplier Information Portals you are transacting with

on an account (both Standard & Enterprise Accounts)

1. Login and from the Home page, click on your initials
2. Click on Support

The SAP Help Centre Home page is displayed, and a list of all of the

Buyers you are transacting with on this ANID is displayed
3. Click on the tile with the name of the Buyer you are looking f
Note: To view all Buyers on the ANID click on See more....

4. The selected Buyer Supplier Information Portal (SIP) is shown

Accessing a Buyer (SIP) — Sub Users or
those without Customer Relationship
Permissions

w Q|®) Jw

Help Topics

Create ~w | ses Search Help Topics

Documentation

Support
\ [i] What is SAP Business Netw...
Finding orders, invoices, an...
o
oS

Home  Leaming  Contact us

How can we help you?

Search knowledge base articles, documentation, and tutorials

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

3 Buyers Logo

Name of Buyer

Find answers from your buyers

Buyers Logo

Name of Buyer

Name of Buyer

Welcome to the Supplier Information Portal
for Name of Buyer

See more

Topics we recommend for you

Error: The username and password entered has already merged to ano}

How to Navigate the Network Links to Standard Resources.

AP Business Network

0 ing Resources
* General Functionality Gude

* System Adminisiration Guide

Supolier Training
aining Guices & Clips
Guidelines:




w Buyer Anhouncements

Some Buyers may have Buyer Announcements activated in the 1 Mo o & = 0 ®
Buyer SAP Business Network. Buyers will be able to send ey Aunatncaients 3
ayment More Create '
. . . A&B Corporate
timely announcements to their Suppliers. I ‘ e O
. o w ( " 1
Suppliers can filter on Unread/Total announcements. Blue E——— — 5
Carrier ABC
Dots show unread announcements and to open a Suppliers I Q ARS Cotpouts © . i s
Change of address ' A s ast e .0
click on the announcement and it will change from unread to i tabove at il maghs AU, X ki
E,,r" SAP Business Network
read ' Supplier Center of Excellence Live - Sourcing Best Practic
1. New Announcements will be highlighted by a Red F SRR
Latalogs 10 approve more P W Y P it b P o
circle, which may contain a number indicating the
number of new messages that are unread - Click on the Announcement 4
Announcement icon on the shelshell barlbar to view
48 total « 1unread v
all announcements
o A&B Corporate I
2. Click on View Details to see a specific announcement, (A of i
3. If there is more than 1 announcement they will appear in ‘
Change of address
a drop-down list ABC Samer‘ABC o ALB Corporate + Aug 1, 2022 12:00pm
4. Cl|Ck|ng on an annou ncement W|“. take Supp“ers tO the i S sed Lorem ipsum dolor sit amet, consectetur adipiscing elit. Interdum molestie duis hac velit quisque cursus pharetra. Viverra tempus
< 1200PM semper nec tincidunt dui eget quisque. Lectus augue augue phasellus vel, magna eu sem sem. In tincidunt aliquam elit purus eget
An nou ncements Detall Page maecenas id nisi. Vestibulum egestas orci aliquam vel ut augue risus rhoncus nisi. Lectus amet imperdiet et laoreet leo, ornare vel,
,_?_',!7 SAP Business Network viverra. Vitae dui etiam ac mauris vel Interdum molestie duis hac velit quisque cursus pharetra. Viverra tempus semper nec
. . Supplier Center of Excellence... tincidunt dui eget quisque. Lectus augue augue phasellus vel, magna eu sem sem. In tincidunt aliquam elit purus eget maecenas id
5. View All will take you to the announcements page - b

dipiscing elit, sed d

All items with a Blue Dot indicate an unread message



w Unsubscribe from Communications
from SAP

Suppliers can unsubscribe from receiving news about SAP Products
and Services or SAP Newsletters —

Click Here to Unsubscribe

We're sorry to see you leave

(https://www.sap.com/proflle/unsubscrlbe.html) Complete the form below to remove your e-mail address and phone number from our mailing and contact

lists
Unsubscribing will not affect the receipt of important business
i i i i i i 3efore you unsubscribe, please note that you will no longer receive news about SAP’s products and services or SAP newsletters you are subscribed to
Bef k L | te that llno | bout SAP duct d SAP lett: bscribed t
. I. . Unsubscribing will not affect your receipt of important business communications related to your current relationship with SAP, such as security updates, event
Inc Udes- registration notices. account management messages, and support and service communications.
SeCU rlty Updates If you have an active public profile and wish to stop sharing your profile information on SAP websites. you may update your privacy settings from your profile account

settings page.

Event Registration notices

Account Management Messages

Support and Service Communications I Business -mai acress - | 1
2
If you have an active public profile and wish to stop sharing your
profile information on SAP sites, update the privacy settings in profile
settings Thank You 3

You've heen successfully unsubscribed based on the preference you selected.

Open a Web Browser by using the link or copy and pasting the link o - _ _

Your reguest is being processed. In the interim you may continue to receive e-mails from

into your browser us as we update our systems with your request. Opting out of promotional e-mails from

SAP doesn't affect your receipt of important business communications related to your
current business relationship with SAP, such as security updates and support

2. Click on Unsubscribe communications.

1. Enter your Business Email Address

3. You will see a Thank You Pop up message


https://www.sap.com/profile/unsubscribe.html

SADA

Suppliers can set up accounts to reflect the currency and time zone
they are in. If you are using a generic login that has many users the

changes will impact all users using the same credentials.

The inbox represents documents that are sent from the
Buyer/Customer to the Supplier, such as Purchase Orders and The
outbox represents documents sent from the Supplier to the Buyer

such as Invoices

1. Signin to the SAP Business Network and click on your

initials at the top of the screen
2. Select My Account
3. The My Account screen is displayed, locate Preferences

4. To change the Time zone, click on the Preferred Timezone

down arrow and select the required time zone from the list

5. To change the currency, click on Select Currency, select the

currency required from the drop-down list

6. Determine whether you require the preferences to be saved

for the Inbox/Outbox, and select (if required)
7. Click on Save

A Green ribbon indicates that it has been successfully saved, a

Red ribbon indicates an error, correct and re-save

Account Settings
Notifications

Account Hierarchy
Account Registration
Account Type Change Log
Network Settings

Electronic Order Routing

My Account
Account Settings
* Indicates a required field

Account Information

Preferences 3

P il Ve SN ’—-.h._gm‘,_,_._l"

I ctmmmic Lopif A 22t

oy |

Jane Doe

Jane.Doe@abccompany

< My Account

Link User IDs
Contact Administrator

ABC Company

ANID: AN0147846!
Company Profile

Service Subscriptions.

Logout

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

Change Password

Settings

2

e ———

Preferences

Preferred Language: English s ©
Preferred Ti mezon@f\_os_.ﬂngeles

Email Address: * | jane.doe@abccompany.com.at

Default Currency:*

Set Time zone and Currency

First Name: * ‘ Jane
Middle Name: ‘
Last Name:* | Doe

Personal Information Change Log

Business Role: ‘

Other

v

Trainer

Preferred Language: English v @®

Preferred Timezone:* ‘ Americallos_Angeles

Default Currency:* Australian Dollar

o | ©
Selec

't Currency W

Allow Me to Save Filter Preferences in the Inbox/Outbox

bn

RO

P

-~

Select J -
ACT the Inbox/Outbox
AET

AfricafBhidian

Preferences
Ty
Preferred Language: English | W
Preferred Timezone:" Australia/Melbourne A ©

Choose Currency

Click Select 1o choose the desired currency.

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

Page 1 »
SO Code Name

usb US Dollar

EUR Euro

ADP Euro

PEED P bt s o e JUREDIGEM e e

JAllow Me to Save Filter Preferences in the Inbox/Outbox

Default 6\; * stralian Dollar Select Currency w




Routing Processes



w Electronic Order Routing Options-
Information

% There are a number of Electronic Order Routing Options, ensure that you select the correct routing type

% Inmost instances the System Administrators email will auto-populate most fields

< An Email must be provided in all fields with an asterisk, however until the option is selected by placing a tick in the associated box it will not activate
% Upto 5 email addresses can be entered into each field separated by a comma only, do not include spaces or use other separators

% Using emails and selecting to attach a copy of the Purchase Order means that Suppliers can view what their Buyers require prior to logging into the SAP Business
Network — SAP Ariba

% Email addresses can include distribution lists, generic email boxes or specific people’s email addresses

<+ Online —This means that the Purchase Order is sent to the SAP Business Network but no email notifications will be sent to advise there is a new purchase
order from your Buyer/s

< Email — This is the default setting and means that an email will be sent to advise that a new purchase order/s is in the SAP Business Network from your
Buyer/s

“» ¢XML/EDI - Only used when system integration is set up

< This document only directs suppliers to complete the mandatory fields required for the initial set-up, however, there are many other fields that can be activated to
send emails for other document types (default is set to online)



w Electronic Order Routing —

New Orders
Electronic Order Routing is where suppliers can set up the
preferred method for transacting with your customer, the
information entered affects all users on your SAP Business

Network Network Settings “

Where a Supplier is tl’ansacting with multip[e Buyers on the SAP Electronic Order Routing E!Ircr c Invoice Routing Accelerated Payments Settlement
Business Network, separate routing for each different Buyer _ _
Cannot OCCUI.. ndicates a required field

\Ewgystﬁm Integggtion PR S X '*MJ‘HHJ‘ sa™

Also, ensure that all fields with asterisks have an email address

i A . . I_I Lv  oseodgiEius L, sec 000 na . , BN 1€ Yuele
entered, only when there is a tick next to the option does it
become active. New Orders
Document Type Routing Method Options

Online

Open Network Settings by, clicking on your Initials at the top \
right of your screen, selecting Settings e I 4 ®

Email &c:ress:l

Email
. . . EOI a M ent in the email messa
1. Click on Electronic Order Routing under Network / o et e [ ]peach XML document in the email message
H Catalog O s witho . CAL e document in the email messa
Settlngs A:[aé::hr%ﬁe"r;:;r ithout Email " ,: I: nclude document in the email message
o I: | eave attachments online and do not include them with email message. This applies to
2. Locate New Orders 5 bl orders with attachments that have the routing method "Same as new catalog orders
ithout attachments™.
3. Select the Routing Method (the default is Email) [ tecn PoF corumentinth et messoge

4. Confirm or enter up to 5 emails into Email Address,

Catalog Orders with Current Routing method for new orders: Email

Attachments ‘ Same &s new catalog orders without sttachments v|

To add more emails only use a comma, no spaces or dashes Fizchmens e el e
5. Selectthe required option/s from (Enterprise Accounts Non-Catalog Orders without - ‘ Semre 1 oo tetnlog s o et V| Current Routing method for new orders: Email
Onl.y): Attachments - - b
Attach cXML document in the email message Non-Catslog Orders with . - Current Routing method for new orders: Email
. . Attachments L) ‘ Same as new catalog orders without attachments v| - R
Include document in the email message s s e ke
Leave attachments online and do not include then with
email messages etc.
nthe ema
Attach PDF document in the email message
Al.l. Othel’ NeW Ol‘der I‘OUtIng methOdS Wil.l. reﬂ.ect the Type Send "-ct'ﬁcat'crsjahe.r... . To email addresses (one required)
choice made for Catalog Orders without Attachments S [ |

6. Scroll down to Notifications

Refer to Electronic Order Routing - Notifications




SADA

Suppliers can identify when they require to be notified

about a document by ticking in the applicable Send

Notifications when...

At lease one email address must be in the To email

addresses and the System Administrator email may

already be displayed

1. Select the required Send notifications when...,
putting a tick in the associated box activates the
selection

2. Confirm or enter the To email addresses
applicable email address

3. Click on Save

A Green ribbon indicates that it has been successfully
saved, a Red ribbon indicates an error, correct and re-
save

4. Click on Close to exit or select the next tab

required

Even if none of the selections are chosen there must

be an email address in the fields with an asterisk

Matifications

Type

Order

Purchase Order |

Time Sheet

Network Se

' Your prof

Electronic

Electronic Order Routing -

Notifications
Send notifications when... To email addresses (one reguired)
—
1 Fend a notification when orders are undeliverable. I| I

l:‘ Fend a notification when a new collaboration request against an existing order is received.

D Fend naotification for new purchase orders to suppliers

l:‘ Fend notification to suppliers when purchase orders are changed.

Fend a notification when purchase order inquiries are received.
nauiry I I

l:‘ Fend a notification when purchase order inquiries are undeliverable

l:‘ Fend a notification when time sheets are undeliverable I I

- .
o B pnl® o~ ] | f, -

ilg Sl B ,._[ W P . g Y AT N

—

ile has been successfully updated. >

Order Routing Electronic Invoice Routing Accelerated Payments Settlement



w Electronic Invoice Routing and

Notifications

The Electronic Invoice Routing activity is required only
for Notifications

Network Settings “ﬂ

Do not change the Routing Method for Invoices and
Customer Invoices unless advised to do so from an

SAP A b R t t Electronic Order Routing Electrenic Inveice Routing Settlement
riba Representative
General Tax Invoicing and Archiving

1. Select the required Send notifications when...,

putting a tick in the Send a notification when Capabilities & Preferences

invoices are undeliverable or rejected Sending Method

Dacument Type Routing Method Options
Note: Selecting Send a notification when invoice status
. Wi Wine Retumn to this site to create invoices

changes generates an email for each process neoices e
associated with the invoice and may trigger large I Save in my online inbax

quantities of emails

. N MNotifications
2. Confirm or enter the To email addresses

applicable email address

Type Send notifications when To email addresses (one required)
3. Click on Save rvaice Failure 1 Send & notification when invoices are undeliverable or rejected. I I z
A Green ribbon indicates that it has been successfully pcice Status Change [ [Femee nextestom vhen o satises chenee | |
saved, a Red ribbon indicates an error, correct and re- o oo e o e crenred teemat s o bt of s o,
nvoice Created Automatically TR e e o  elyeurcomeany I I

save ’

H M . N k Setti Close
4. Click on Close to exit or select the next tab required shwerk Settnes =] 4
Even if none of the selections are chosen there must be ¥ Your profle has heen successflly updated.

an email address in the fields with an asterisk

Electronic Order Routing Electronic Invoice Routing Settlement
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The Electronic Invoice Routing activity is required only
for Notifications

Do not change the Routing Method for Invoices and
Customer Invoices unless advised to do so from an
SAP Ariba Representative

1. Select the required Send notifications when...,
putting a tick in the Send a notification when
invoices are undeliverable or rejected

Note: Selecting Send a notification when invoice status
changes generates an email for each process
associated with the invoice and may trigger large
quantities of emails

2. Confirm or enter the To email addresses
applicable email address

3. Click on Save

A Green ribbon indicates that it has been successfully
saved, a Red ribbon indicates an error, correct and re-
save

4. Click on Close to exit or select the next tab required

Even if none of the selections are chosen there must be
an email address in the fields with an asterisks

Electronic Invoice Routing — Tax
Invoicing and Archiving

Metwork Settings t

Electronic Order Routing Electrenic Inveice Routing Settlement

General Tax Invoicing and Archiving
Capabilities & Preferences
Sending Method

Document Type Routing Method Options

Invoices Online v Return to this site to create invoices
Customer Invoices online Save in my online inbox

Motifications

Type Send notifications when To email addresses (one required)

o Send a notification when invoices are undeliverable or rejected.
nvoice Failure -

o l:l Send a notification when invoice statuses change.
nvoice Status Change -

. . . Send a neftification when an invoice is created automatically on behalf of your company.
nvoice Creatad Automatically -

Network Settings m 4
~ our profile has been successfully updated. ¥

Electronic Order Routing Electronic Invoice Routing Settlement



Roles, Users and Network Permissions
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A Role must be available or created before adding a user, many users can be associated with a particular role
terminology and permissions can be added or removed when required

Create or confirm that a role already
exists
You are the System Administrator and
need to provide a sub-user access to If there is not a role or an appropriate
the SAP Business Network or the SAP el

Ariba Proposals & Questionnaires Create a Role

Assign Specific Customers
(if required)

Assign a Role

New Roles, Users and
Permissions Flow

. Roles can be named using your businesses

Assign the correct permissions

Create a User
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The Users tab/selection is only available to the System
Administrator, use this tab to maintain users for the SAP
Business Network for: Account Settings

Creating Roles
Creating Users
Maintaining Users

Account Settings — Users Tab
Information

Customer Relationships Users I Motifications Application Subscriptions Account Registration APl management

ASSIgnlng permISSIOnS Manage Roles 2 Manage Jsers-3 Manage User Authentication 4

Resetting passwords

Assign the System Administrator role to another Roles (3
user Create and manage roles for your
1. Users — The tab accessed by the System Filters

Administrator to create, update and maintain users e

account

2. Manage Roles — Roles must be created prior to Select permission acsgned

creating users, roles are created based on the

functions/roles within the supplier organisation m
Reset

3. Manage Users — Used to add, delete, update and
maintain both users and specific permissions of users

4. Manage User Authentication — Used to increase
system security wole "‘E“'fs
5. Role Name — The name of the function/role added by Administrator
the System Administrator, users are then assigned a
role based on the permissions required to perform Test Role
their job

Service Entry Sheet Generation

6. Users Assigned — Indicates the number of users

+
il

Users Assigned 6 Actions 7

Name of the System Administrator

Name of User and & number indicating total number of
users assigned to this role

=]

assigned to the Role

7. Actions — The actions allowed, the System
Administrator role cannot be deleted, there is only 1
System Administrator at any one time

8. + - Usedto Add Roles
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Only the System Administrator can manage roles, add
users and control permissions. Even selecting all
available permissions will not provide access to the

Users section of the SAP Business Network.

Roles should reflect the job roles within your
organisation, particularly those that need to interact with
the SAP Business Network.

Roles are then assigned permissions so that sub-users
are able to access the network and perform the tasks

required.

1. Sign in to the SAP Business Network, click on
your initials

Select Settings

Select Users

Confirm you are on the Manage Roles tab

o~ W N

Locate Role Names and determine whether you
need to add, edit or update permissions on an

existing role

=]

Account Settings

Jane Doe

jane.doe@abccompany

My Account
Link User IDs

Contact Administrator

Customer Relationships

Users

Motifications

Account Hierarchy
Application Subscriptions
Account Registration
Account Type Change Log

Network Settings

-4 & 0-4 -4

Switch to Test Account

ABC COMPANY
ANID: ANO152726

Premium Package

Company Profile

Service Subscriptions

Jw

Convert to Standard account

Settings

Logout

b b 00000

Checking there is Roles

)]

Standard Account

EV Business Network

Account Settings

Customer Relationships Users Notifications Application Subscriptions Account Registration

4Jser5 Manage User Authentication Revoked Users More.
Roles (3)

Create and manage roles for your account. You can edit the role and add users to a role. The Administrator role can be viewed. but cannaot
be modified

Filters

APl management

Manage Roles

Permission

Apply Reset

+ -—
Role Name 5 Users Assigned Actions

Administrator John Dee

Accounts Jane Doe
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Permissions are assigned by the System Administrator based

on the Role responsibilities, refer to Permissions.

A new role does not need to be created if adjusting

permissions, refer to editing permissions.

1. Signinto the SAP Business Network, click on
your initials

Select Settings

Select Users

Confirm you are on the Manage Roles tab
Click onthe +

Add the name of the role

N o u M w D

Scroll down to see available permissions, and select all
applicable permissions, use Page to review more
permissions

8. To select all permissions select Permission

9. Once completed, click on Save
The screen will revert back to the Manage Roles Tab

10. Click on Save
A Green ribbon indicates that it has been successfully saved,

a Red ribbon indicates an error, correct and re-save

Account Settings

Jane Doe

jane.doe@abccompany
Convert to Standard account
My Account

Link User IDs

Contact Administrator

Customer Relationships

Users

Motifications

Account Hierarchy

op Application Subscriptions

Network Settings

D210 0.0.0.0.0

Create Role

* Indicates a required field

New Role Information

Name: |
L

Description

Switch to Test Account

ABC COMPANY

ANID: AND152726
Premium Package

Company Profile

Service Subscriptions

Account Registration

Settings >

Account Type Change Log

Logout

Account Settings

+ Your profile has been successfully updated

H 00606868

=9

1

E' Business Network

Account Settings

Standard Account

Adding a Role

Customer Relationships i i licati Account i i API
Manage Roles M s Manage User Authentication Revoked Users More....

— Tl b P P s PP p

Permission

Select permission assigned

Apply Reset 5
Role Name Users Assigned Actions
Administrator John Doe
Accounts Jane Doe
Permissions
Each role musf e at least one permission.
Upgrade your iiness Metwark, standard sccount to an enterprise account to enable all permissions,

Al

on

pment Access
Archi e
CalWz Account Executive
Catalog Content Manager

Catalog Management
Company Information

Contact Administration

Contract Access

i EE

Company Data Deletion Configuration

Compenent planning collaboration

Create postings on Ariba Discovery

Page »

Description

Hecess to AP development using the SAP Ariba developer portal
View and search archived items

Access to manage price file upload and customer specific catalog upload

Access to manage master content upload, price file upload and customer specific catalog upload
Set up and manage catalog-related activities

Access to company data config

Review and update company profile information

Permission to view Component planning collaboration Tile in Workbench

Maintain information for account contact personnel

View contracts and generate invoices, as supported by customers (requires Inbox Access)

Create postings on Ariba Discovery
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Existing Roles can be edited, including:

Changing the name of the Role
Removing permissions

Adding Permissions

Identifying Assigned Users

Moving Assigned Users to another role

1. Display the Manage Roles Tab

2. Click on the name of the role you need to modify

3. The Edit Role screen is displayed, the active
permissions are shown, to view other available
permissions, click on Show me all the
available permissions

4. Review and select other permissions this role
should have (review other pages)

5. Click on Save

6. Screen returns to the Manage Roles tab, click on
Save

A Green ribbon indicates that it has been
successfully saved, a Red ribbon indicates an error,
correct and re-save

Account Settings Close

‘Customer Relationships sers Notifications Application Subscriptions Account Registration AP| management

Manage Roles ! sers Manage User Authentication Revoked Users More.

Edit Role
wROES | B o ettt s
- Edit the details of this role. Each role must have at least one permission

* Indicates a required field
Selected Role Information

Role Name Users Assign

Editing a Role

- e}

. Note that any changes are applied to all users with this role.

Permissions

Each role must have at least ane permission.

Upgrad your SAP Business Network, standard aCCOUNt to an enterprise account to enable all permissions,

Name: *
Administrator Name:

| D Show me all the available permissions

Accounts

2

Description:

Business Administator

Description

-
Fermision

El Contact Administration Maintain information for account contact persennel

Qutbound
Permissions

Each rale must have at Least one permission

Upgrade your SAP Business Network, standard account to an enterprise account to enable
I |Z| Show me all the available permissions I 3

Permission

Description

AP Development Access Access to A

Archive Access

=
5
5

Catzlllg Content Manager

Catalog Management

Company Data Deletion Configuration
Company Information

Component planning collaboration
Contact Administration

Caontract Access

N I O |

Create postings on Ariba Discovery

Review and update company profile information

Permission to view Component planning colll. Accoqunt Settings

m Goods Receipt Report Administration Access to Reporting, and Goods Receipt report type

m Order Assignment for Users with Limited Access User can assign an order to a user with limited access to Ariba Networl

all permissions.

Page | 1 v 2

opment using the SAP Ariba developer portal.

View and search archived items

Access to manage price file upload and customer specific catalog upload

Access to manage master content upload, price file upload and customer specific catalog upload
Set up and manage catalog-related activities

Access to company data config

v 0
Save
L i

~ Your profile has been successfully updated. *x

Maintain information for account contact pers
View contracts and generate invoices, as sup)

Create postings on Ariba Discovery



w Identifying Assigned Users to a Role
and Moving users to another Role

Only the System Administrator can manage roles, add

users and control permissions. Even selecting all Account Settings save Close
1_ Display the Manage Roles Tab Customer Relationships sers ificati icati iptions Account Registration API management
N Manage Roles Ma Users Manage User Authentication Revoked Users More..
2. Scroll down to Assigned Users 1

wBOlesustel g p pessstmenin g ™ o W oY o R Move Users to Another Role

3. The Users assigned to this Role will be displayed

Please choose the new role you want to assign to the selected users.
Note: This action will only affect this role. No other roles assigned to the users will be affected.

4. To Move a User to a different Role, select the + =
affected user - T fole “
Select role W
5. Click on Move to another role — 2 et e 6_
fecounts Business Administator
6. The Move Users to Another Role pop-up box is Outbound
displayed, click on the Select Role down arrow -
Note: The System Administrator role is not available, to - - 7
. . Move and Save Cancel
change the System Administrator refer to Change . )

Assigned Users (1)

Administrator

You can add users to this role, remove users from this role or move users to another role

7. Click on Move and Save

Usemame 1 Email Address First Name Last Name Roles Assigned

Note: A screen pop up confirms the move E
IZI tuliplighting.com jane.doe@tuliplighting.com Jane Doe Accounts

@ You have successfu Ity moved the selected |_' Remove I Move to another role I D,
users to the new role X
8. Screen returns to the Manage Roles tab, click on Save Close
Save
A Green ribbon indicates that it has been successfully Account Settings [ s 8
saved, a Red ribbon indicates an error, correct and re-

save

~ Your profile has been successfully updated. x



w Getting to the Manage User Tab -
w o ofm 1 Manage Users Information

Only the System Administrator can manage sub-users, areoe

\

aSSign a neW SyStem AdminiStrator and ContrOl oduct Q Convert to Standard account
permissions. bl —
Link User IDs

Account Settings Contact Administrator

Accessing the Manage Users Tab

Customer Relationships witch to Test Account

Users BC COMPANY

1. Signin to the SAP Business Network, click on Nethcations

Premium Package

Account Hierarchy Company Profile

your initials

p Application Subscriptions Senvice Subscriptions
. : !
SeleCt Settlngs Account Registration Settings 5 I
w
Account Type Change Log Logout

Select Users |

Network Settings

i AN Account Settings “ Close
Confirm you are on the Manage Users tab halesesonsion,

Customer Relationships Users Notificgtions Application Subscriptions Account Registration AP| management

The list of users is displayed - 4
Manage Roles User Authentication Revoked Users More.

Click on + to add users

Users (3)

Click on 3 to export contacts list

D Enable assignment of orders to users with limited access to SAP Business Network,

Click on = for the Table Options Menu 9 Fiter

Users (You can only search on one attribute at a time)
—

Username VU Enter username -

The Filter allows for a search based on the U 6 7

© © N o 0 M W N

criteria selected, use the drop down to select the

_
criteria, enter the information, click on the |- then
l:‘ Username Email Address First Name Last Name SAP Business Network Discovery Contact Role Assigned Customer Assigned AN Access Actions
click on Apply. The info will be displayed []  icocoutnigningeom  fanedocguipighingoom e No Actons v
l:‘ jane.doe@abccompany.com Jane Doe No Business Administator All(L) Yes Actions v
D jehn.doeabccompany.com John Doe No T:OF'LEJ’TG“LPO’E‘ All(L) Yes
L Add to Contact List Remove from Contact List
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After Roles have been created or added as required, Users
can be created

To Create a User:
1. Click on the Manage Users tab
2. Click on the PLUS button

3. The Create User Screen is displayed, enter a User
name

Note: The User name can be the email address of the User

or it can be created, however it must be in an email format, for

example jane@abc.com

4. Enter the Email Address of the User
5. Enter the User’s First Name
6. Enter the User’'s Last Name

There is no requirement to add information without an
Asterisk

7. Scroll down to Role Assighment, select the Role/s
that suits the needs of the Sub-user

Note: Users can be assigned more than one Role

8. Scroll down to Customer Assignment, and identify
whether the user works specifically on one or more
Customers (only customers with a relationship will
appear)

9. Click on Done (you may get a Confirm Domain
message particularly if you have not used the actual

email address of the user for the Username, click Yes)

10. Click on Save

Users — Create Users/Assign

Roles/Assign Customers

Manage Roles Manage Users Ir‘age User Authentication

U SEers(o) Last Name Ariba Discovery Contact Role Assigned

No items

Create User

Create a new user account and assign a role and if needed assign them to a business unit. Ariba will email a temporary password to the address provided for
the new user account. The account information entered here will not be modifiable after you click Done. However, you can modify role assignments at any
time

CONFIRM DOMAIN

Authorization Profiles Assigned

Customer Assigned Actions

-

The domain you specified does not match your company’s domain. Do you still want to use it?

New User Information

(3
Username: * l olm.dael-;‘uabccomganv.wm I3
Email Address: * IJ:ahn.\:Iae@abccampany.wm I 5

First Name: * | John l Role Asswgnment
Last Name: *}l Doe
) Name
|:| Do not allow the user to resend invoices to the buyer's account. W E]

(
|:| This user is the SAP Business Network Discovery Contact A

Deseription

Business Administator

: []  ccoums
. O]
l:‘ Limited access

WM owans

Office Phone:
S,

usai v | ‘ ‘ | ‘ Customer Assignment
Assign to Customer: ( ) All Customers.
‘_.:_ ) Select Customers
- Customers
Account ettings = ]o
[]  comoment 8
[ ] Nameorzuyer
+ “our profile has been successfully updated. x

Russian federation

Description

By entering this personal data, you acknowledge that you have authority to allow transfer of this personal data to Ariba for processing in the Ariba apte
(hosted in various data centers globally) in accordance with the Privacy Statement, the service agreement between your company al nd Ariba
law, and, i applicable, that any personal data from Rus | n citizens has been stored by your organization in a separate data repository resi d\'m,.. ,hm the



mailto:jane@abc.com

w Manage User Deletion and Delete a
User

Only the System Administrator can manage roles, add users and

control permissions. Even selecting all available permissions will

not provide access to the Users section of the SAP Business Account Settings

Network.

Customer Relationships Users Notifications Account Hierarchy

Prior to deleting Users from accessing the SAP Business Network, _ 1 _
. . . . Manage Roles M= ge User Authentication
confirm that a retention period has been entered. Retention

Application Subs 5 Account Registration Account Type Change Log

Manage User Deletion

periods are done in “months”. Manage Rotes
+ Manage Users
. ) . Users(4) Manage User Aut ti
To access the Deletion Retention period: anags User Autnentication
— Revoked Users
1.  Display the Account Settings screen with the Manage [ ] Enabte sssignment of rders to users witn imited access to SAP Business Network. Managa User Delstion Retention Period(in months): 1
Users tab selected Filter Last Modified Date: 2 Feb 2024
. N Update Retention Period
2. EITHER - Click on the Manage User Deletion tab Account Settings - Closs
or ClICk On More an.d seleCt the Manage User Deletlon ‘Customer Relationships Users Notifications Account Hierarchy pp ipti Account Regi i Account Type Change Log
from the drop-down list
Manage Roles Manage Users Manage User Authentication Manage User Deletion More

UPDATE RETENTION PERIOD

3. To add or change the retention period, click on Update
Retention Period R

4. Enter a number between 1 and 12 e wearnprosnreres[1_] 4

| =3 -
5. Click on Save p—

6. The Retention Period is shown with the date the retention Account Settings n 6
period was modified

(D The data of revoked users will be retained for a period that you configure here. After the retention period is over, user data will be deleted permanently from SAP Business Network.

oked users will be retained for a period that you configure here. After the retention period is over, usel

CONFIRM DELETION

P
A Green ribbon indicates that it has been Successfully saved’ ' Your profile has been successfully updated % Xz;.:'ﬁ;;‘eccmi:;e:c delete this user. Please red e rganization level notification preferences in
. . . If you click OK, this user will lose access to SA? 2on tab.
a Red ribbon indicates an error, correct and re-save e :
To Delete a User: (numbers in orange) Account Settings = - 4
1 DISplay the Manage Users Tab Customer Users i ication Subscriptions  Account Registration  API management A Bees Ntk Diee P
. 1 ancel .: .
2. ScrOll down to the lISt Of users Manage Roles Manage Users ' ge User Al D 1ame Email Address First Name Last Name Role Assigned Customer Assigned AN Access Actions h - ‘
3. Selectthe User you need to delete []_ssnezsgacscompenycon ncions +
Users(2)
4. Click On Actions |z] 2 doeEabccompany.com Jehn Doe Accounts ALD) Yes Ed.m\DﬂS v
5. Select Delete from the drop-down list
L, | Addto Contact List Remove from Contact List Make Ad

6. The details of the user are shown, click on OK
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Where the Administrator is still working in the business but no

longer is the designated SAP Business Network System

Administrator. Ensure that the new administrator has a

Username and Permissions already assigned to an existing

role.

1.

Display Account Settings and select the Manage Users
tab

Scroll down to Users or use filters to search for a
specific user, select the User that is the new designated
administrator

Click on Actions
Select Make Administrator

Select the role/s being assigned to the existing
administrator

Click on Assign

A screen message will confirm that the new
administrator is being assigned

Note: The new system administrator will receive and email
advising they are now the new administrator and the previous
system administrator will be logged out, the Username and
password remain the same for both the old and new
administrators

Ariba Commerce Cloud
You Are Now an Ariba Network Account Administrator.

<https://service.ariba.com/an/p/Ariba/Logo_SAPBusinessNetwork png>

Ariba Commerce Cloud
Attention: User Account information changes detected

<https://service.ariba.com/an/p/Ariba/Logo_SAPBusinessNetwork png>

Account Settings

Customer Relationships

Users Motifications

Manage Roles

Manage Users

L]
[

L

Assign a Role

Select a new role for your account.

MName

Accounts
Sourcing

Purchase Orders

Usemame Email Address

Jane23@acbcompany.com

Add to Contact List

Description

S5

5:34 PM

User account

Assign a New Administrator

Account Hierarchy

11age User Authentication Manage User Deletion Mare...

Remove from Contact List

First Name

Jane

John

Application Subscriptions

Last Name Role Assigned
Doe Purchase Orders
Doe Accounts

6-

Updating the System Administrator

Account Registration

Customer Assigned

ALL(D)

ALL(D)

AN Access Actions

Yes Actions

= 3
Edit
Delete

“ ] aqcel

I WARNING: You are about to transfer your administrator role to Jen Doe. After you assign the administrator role to another user, you will be logged out of your account.
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Where the System Administrator has left the business

but a sub-user has a username and password, you heed

to assign a new System Administrator you will need to

log a support request. Creating a case while logged in

will update the ANID of the account you are using

1.

9.

Sign in to the SAP Business Network AND Click
onthe (2)

Select Support

The SAP Help Centre Home is displayed and
click on Contact Us

Enter Change System Administrator

Scroll down to Choose from the below to
continue

Click on Yes

Click No, for the current administrator is still with
the business/company

Click No, that you do not have access to the
listed administrator email

Ensure you have the information listed

10. Click on Create a Case at the bottom of the

screen

Refer to Create a Case

What to do if the System Administrator
has Left and you have a username and
password

W Q 1 Help Topics

Search Help Topics

Help Center Contact us

1. Start here to find your answer.

b Support
" Change system administrator x Q
A ~ [i] What is SAP Business Netw

Create v | ees
Home Learning

I Documentation

Finding orders, invoices, an__.

e ¥ Common browser issues
e

3. Choose from the options below to continue.

Do you need to reassign the account administrator?

Docmb

Is your current administrator still with your company?

@ O e /

Do you have access to retrieve emails sent to the listed administrator's email?

D Don't know the email 8

Contact support to have the administrator information changed. You will be required to provide the following:

Company Name:

ANID:
Current administrator name:
Current administrator email address:

First and last name of caller:
New administrator name:
New administrator email:
Phone number:

You can copy the above template and paste it directly into the Full description field of the Case and fill out your responses there.

Account security is important to SAP. Please be patient while our teams take the necessary steps to respond responsibly to your
request.
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Where the System Administrator has left the business

and you need to assign a new System Administrator you

will need to log a support request. If you do not have

access to the network and no other sub-user has a

username or password follow this process.

1.

10.

From the SAP Business Network Sign-in Page

(httpsw://service.ariba.com) and click onthe  (@):

the top corner of the screen
Click on Support

The SAP Help Centre Home is displayed and click
on Contact Us

Click on Forgot username

Scroll down to Choose from the below to
continue

Click on Yes

Click No, for the current administrator is still with
the business/company

Click No, that you do not have access to the listed
administrator email

Ensure you have the information listed

Click on Create a Case at the bottom of the
screen

Refer to Create a Case

What to do if the System Administrator
has Left and you do not have a
username and password

EY Business Network -

Help Topics

. through your supplier i How long can | be logged in?

Documentation
Supplier sign-in available!
Support
lesigned to make supplier ppo
-and efficient, while also ) )
1 productivity and profitability. Why was my session terminated f...
+ the full benefits that the
Usermname L

Home  Leaming

1. Log in to your account. I 2. Choose from the options below to continue. I 5

By logging in to your account, you get access to personalized content and topics to get the right support, from the right team, at To retrieve your username, reset your password, or unlock your account:
right time. N ’ "

. 1. Go to the Supplier Login page and select either Forgot Username or Password
2. Enter the email address that is registered to the account in the Email Address field and click Submit
SAP Business Network sends an email notification that contains your username or instructions on how to reset your password to the email
address you used to register your account. If you didn't receive these instructions. click here to troubleshaot
2. If you're unable to log in, tell us what you need help with. 3. Click the link in the Password Reset notification email.
4. Enter and confirm your new password
5. Click Submit.

% % ® 4 SAP Business Network displays a confirmation page, indicating that your password has Pdated
l l -

| didn't get an email after these steps l ~ed help accessing a sourcing event

Register on SAP Business Reset my password Forgot usermame

Network | am experiencing a different issue
Is the current administrator still wit mpany?
X & & =
Unsubscribe Privacy request Update integration Do you have access to retrieve emails sent to the liste; inistrator's email address?
certificate

D Don't know the email address

Contact support to have the administrator information changed. You will be required to provide the following

= ANID number of your supplier account

« Previous administrator's full name

= Previous administrator's email address

« Name and email of a sub-user (if the account has sub-users)

Account security is impaortant to SAP. Please be patient while our teams take the necessary steps to respond responsibly to your request

SE—— s | :I o
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Multi-Factor Authentication



w Configure Multifactor Authentication
Information

Multifactor Authentication increases a business SAP Business Network security
Only the System Administrator can manage, update and maintain multifactor authentication processes
There are different levels of multifactor authentication that can be attached to specific users or all users of the SAP Business Network, they are:

Time Allowed to skip multi-factor authentication attempts allowed — the maximum number of days the user can skip the multifactor

authentication setup, the default value is 5 days

Number of invalid multi-factor authentication attempts allowed — the maximum number of invalid multifactor authentication attempts that
a user can make, the default is 5 attempts. After the number of invalid attempts specified in the field the user account is locked, only the System

Administrator can unlock this account

Retry period for locked out users — After the number of minutes shown (default 120 minutes) the user account is automatically unlocked and
can be reused, if it occurs a second time the default is 240 mins and the user is unlocked after that time. If the User gets locked a 3™ time the

user account is locked and only the System Administrator can unlock the account

Enable the Remember me option — a user can select this option for multifactor authentication in the one-time password input screen, this

opens a Remember Device for selection

Remember device for — specifies the maximum number of days the user’s device and browser will be remembered, during which they will not

be promoted for the multifactor authentication passcode during login, the default is 5 days
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User Notifications of Multifactor
Authentication Information

When this notification is sent to a User

Notification Text

When you have not set up multi-factor authentication
even after you receive an email from your SAP

Business Network administrator

Your action is required. This is a reminder to set up Multi-factor authentication which is due in 5 days. Multi-factor
authentication is an additional layer of security to prevent unauthorized access to your account and protect the
data. This does not affect your log in into SAP Ariba applications. Once you successfully log in with your
credentials, you will be shown instructions to set up multi-factor authentication. It is highly recommended that you

set up this feature immediately.

When you exhaust the limit set by your SAP Business

Network administrator for invalid passcode entries

You have been locked out of your account for providing invalid passcode. Please wait while your account is

reactivated. You may also reach out to your administrator and request your account to be unlocked.

When;
Your SAP Business Network administrator has reset

multi-factor authentication for your user account.

You have requested a reset of multi-factor

authentication for your user account.

Multi-factor authentication has been reset and a new security code has been generated for you. Once you
successfully log in with your credentials, you will be shown instructions to set up multi-factor authentication. It is

highly recommended that you set up this feature immediately




w Enable Multifactor Authentication for

Login - Users
Only the System Administrator can enable Multifactor
Authentication requirements
With Multifactor Authentication enabled for login, users
are required to perform the two-step verification . “ .
process to log in to the SAP Business Network Account Settings :ﬂ
To enable multifactor authentication for login: Customer Relationships  Users MNotifications Application Subscriptions Account Registration API management
1. Selectthe Manage User Authentication tab Manage Roles Manage Users Manage User Authentication 1
2. Select the box Require multi-factor
authentication for login Multi-factor Authentication User Setup (1)
3. Clickon Yes in the dial‘ogue box |:| Reequire multi-factor suthentication for critical fields
4. Select the users by checking the boxes against o S
their names from the table or the box in the blue D Require mult-factor authentication for login
ribbon as it will select ALL users % Configure multi-factor authentication settings
5. Click on Apply =

6. Click on Save

jdoe@tuliplighting com jane.doe@ruliplighting.com Jane Doe Accounts
= =

D 4'-:-3'.Ir'|[ Status Usernams Email Address First Mame Last Name Role Assigrned

Note: If you do not select specific Users none of the
Users in your business will be enabled for multifactor

I Multi-factor Authentication User Setup (10)
authentication

l:‘ Require multi-factor authentication for critical fields

MUTIFACTOR AUTHENTICATION AT LOGIN

TO Disa ble Multi-Factor Authentication Select the You are enabling multi-factor authentication for login. This does not affect login immediately. Are you sure you want to continue? Require multi-factor authentication for login

)
box with a tiCk, a dialogue box will indicate you are . gNo ‘ % Configure multi-factor authentication settings
disabling the multifactor authentication at login, click

Filters

Yes

Users (You can only search on one attribute at a time)

‘ Uszername ~ | Enter username Select MFA Status ~
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Only the System Administrator can enable Multifactor
Authentication requirements

With Multifactor Authentication enabled for login, users
are required to perform the two-step verification
process to log in to the SAP Business Network

To enable multifactor authentication for login:
1. Select the Manage User Authentication tab

2. Select the box Require multi-factor
authentication for critical fields

3. Click on Yes in the dialogue box

4. Select the users by checking the boxes against
their names from the table or the box in the blue
ribbon as it will select ALL users

5. Click on Apply
6. Click on Save

Note: If you do not select specific Users none of the
Users in your business will be enabled for multifactor
authentication

To Disable Multi-Factor Authentication, select the
box with a tick, a dialogue box will indicate you are
disabling the multifactor authentication at login, click
Yes

Users — Enable Multifactor
Authentication for Critical Fields

Account Settings

Customer Relationships  Users MNotifications Application Subscriptions

Manage User Authentication : I

Multi-factor Authentication User Setup 1)

2 D Require multi-factor authentication for critical fields

Require mult-factor authentication for login

Account Registration APl management

Manage Roles Manage Users

“= Configure multi-factor authentication settings

D I:-Jl.ln[ Status

Usemame Email Address First Name Last Mame Role Assigned

jdos@iuliplighting. com jane. doe@tuliplighting.com Jane Doa Accounts

CHANGE AUTHENTICATION

You are enabling multi-factor authentication for critical field updates. Multi-factor authentication is required for access to secure sections of the site, but does not affect login. Are you sure you want to continue?

Multi-factor Authentication User Setup (10)
Require multi-factor authentication for critical fields

l:‘ Require multi-factor authentication for login

% Configure multi-factor authentication settings

Filters

Users (You can only search on one attribute at a time)

‘ Username ~ Select MFA Status ~

|Enter username -

Apply Eeset ‘




w Users — Configure Multifactor
Authentication Settings
Multifactor Authentication settings can be configured to

provide parameters for login functionality and other options . “ r
supporting greater security Account Settings . ﬂ

TO configu re mUltifaCtOI' authentication SettingS' Customer Relationships  Users Notifications Application Subscriptions Account Registration APl management
. . . Manage Roles Manage Users Manage User Authentication
1. Click on the Manage User Authentication tab 1
2. Select the users by checking the boxes against their Multi-factor Authentication User Setup (1)
names from the table or the box in the blue ribbon as it [ ] Reauire muti-factor suthentication for critical fields
will select ALL users 3
I:‘ Require multi-factor authentication for login
3. Click on Configure multi-factor authentication settings, % Configure multi-factor authentication settings
the window opens =
4. Select the required option/s and update (If required): D 2-:-L|nt Status Usernams Email Address First Mame Last Name Role Assigned
D Jdoei@iuliplighting.com jene.doe@tuliplighting.com Jane Doe Accounts

Time Allowed to skip multi-factor authentication
attempts allowed

Number of invalid multi-factor authentication
attempts Retry period for locked out users

Configure Multi-factor Authentication Settings “ };ﬂ

Enable the Remember me option

Remem ber device for 4 Time allowed to skip multi-factor authentication setup: |:| days
. . . . . Mumber of invalid multi-factor authentication attempts allowed : 5
5. After selecting and/or updating multifactor authentication
information, click on Save Rty posiod for locked ol s A
6. Click on Save to exit the screen Enable the Remember me option -
Note: Clickonthe (i1 to get further information on what the Remember device for ] days

field means



Test Accounts



w Information

Only the System Administrator can create the test account and use the Switch to Test ID selection, users must be added as users

The same credentials cannot be used to access the Test and Production account

For Suppliers that will be integrating, a Test Account will be needed to ensure documents are flowing correctly from your ordering system or ERP through Ariba and
to your Buyer

Roles, Users and Permissions must be created for users in the test environment as their production account will not give them access unless a specific test log in is
created

Your Test account should be configured to match your Production account. This will ensure the testing results are consistent with what will result in Production

The Network will always display which mode you are logged into, (Production or Test). Your Test account ID has the suffix “-T” appended to your SAP Business
Network ID (ANID)
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The System Administrator is the only User with the Option to
Switch to the Test Account
The System Administrator will need to create Test Account
User ID’s before users can access Test.
To Create a Test Account:
1. Click on your initials in the top right corner
2. Select Switch to Test Account
3. Click OK when the SAP Business Network displays a warning
indicating You are about to switch to Test Mode.
Note: A Test Admin Username will be autogenerated, the System
Administrator can either use this or create a new one, it cannot be

the same as the login for the Production Account

Create a Username

4,

5. Create a Password

6. Re-enter the password into Confirm Password
7.

Click OK

You will be transferred to your test account. Your Test account
should be configured to match your Production account. This will
ensure the testing results are consistent with what will result in

Production.

Test Mode will be displayed in Red at the top of the screen to

identify you are working in a Test account

Jw

Jane Doe

jane.doe@abccompany

My Account
Link User IDs

Contact Administrator

} Switch to Test Account

ABC COMPANY

ANID: ANOL52726

Premium Package

Create Test Account

Convert to Standard account

2

Test Account Creation
E! *¥ Business Network Enterprise Account @

Changing Account Mode n 3cet

When you change account mode, you log out of your SAP Business Network aocount in Production Mode and login to your account in Test Mode.

To remain in Production Mode and save changes, click Cancel

To continue logging into your account in Test Mode, click OK.
w Business Network v  Enterprise Account -
Home Enablement Discovery v Workbench Orders v

BN\ Y - )

Cancel

]

You are about to create a new account in the Test Mode. The trading relationship with the buyer test and development account will be autematically established.

This applies to all existing buyer account relationships and also once a new trading relationship is  More

Username:* || test-admin@ Name of Supplier

Password: *

Confirm Password: *

oGih
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Auto-Invoice Against Goods Receipts
(GRN)



w Information

The Automatic Invoice Creation process authorizes the Buyer to use the SAP Business Network functionality to create and submit invoices based on the receipts

generated by the Buyer

Each time the SAP Business Network receives a receipt that applies to a single order from the Buyer, the system will use the information from the receipt and the

corresponding order to automatically create and submit an Invoice

When using this process the information entered into the Purchase Order and then confirmed is the document that the invoice is created from
Only Buyers who use Automatic Invoice Creation will have an Actions button available and Automatic Invoice Creation a selection

When the Automatic Invoice Creation has been triggered the Response Status will be either Rejected (not active) or Accepted (active)

A Supplier can change the response at any time however be aware that receipts prior to changing will be automatically created



SADA

To request consent from your Buyer that they agree to
participate in this process

Open the Customer Relationships screen

1.

7.

o~ W N

Click on the Automatic Invoice Creation
Acceptance tab

Note: If the Automatic Invoice Creation tab is
not displayed, click on More. If it is not available
for selection it indicates this is not a process
your Buyer/s use

Click on Actions
Select Confirm Automatic Invoice Creation
Click Yes

Agree to the terms and conditions by clicking in the
box

Click OK

Click on Close to exit the screen

Note: To turn the Auto-invoice process off select No in
step 3

Account Settings

Customer Relationships

Current Relationships

Current

Custamer

Account Settings

Customer Relationships

Potential Relationships

Motifications

Motifications

Automatic Invoice

Creaticn Acceptance

Current Relationships Potential Relationships Automatic Invoice Creation Acceptance More...v
Current
Customer Routing Type
Name of Buyer Default
Confirm Automatic Invoice Creation
Please specify y er to allow the Ariba Network to automatically create invoices from receipts for Name of Buyer

.: Y No

‘.IE by

Activate Goods Receipt Notice (GRN)
Process and Information

More...»

& Current Relationships
i Patential Relationships
Mumbering Preferences

Autamatic Invoice Creation Acceptance

]

Response Status

I Confirm Automatic Inveice Creation |3

E 35”3 ‘Yes, my company authorizes Ariba, using the Ariba Metwork functionality, to automatically create and submit invoices based on receipts sent by
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Customer Relationships
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Suppliers may receive requests from other
businesses to create a relationship

To manage Customer Relationships:

Open the Customer Relationships screen

1. Select Current Relationships

2. Identify and select whether you with to accept
new customer relationships either
Automatically or Manually

3. Click Update

The Tabs indicate how many customers are:
Current
Pending
Rejected
My Groups

Review, update and confirm customer relationships
as required

Manage Customer Relationships

Account Settings

Customer Relationships Motifications

115. Relationships Numbering Preferences More...

| prefer to receive relationship requests as follows:

Current Relationships

( Auromatically accept all relationship requests . Manually review all relationship requests 2

3

Current (12)

Pending (0) Rejected (0) My Groups (0)

Account Settings

Customer Relaticnships Notifications

Current Relaticnships Potential Relationships Numbering Preferences More...

| prefer to receive relationship requests as follows:

Automatically accept all relationship requests é Manually review all relationship requests

Current (12) Pending (0) Rejected (D) My Groups (D)

Pending Customers

l:‘ Customer Network ID

Relationship Type

Requested Date }

Mo items
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To Manage Potential Customer Relationships:

1.
2.

Select Potential Relationships

Click on View Project next to the relationship
you wish to view

Review the information on the Relationship
Details Tab, enter information into all fields
with an asterisks

Click on Next

Review the information on the Profile Details
tab

Click on Submit

Managing Potential Relationships

Account Settings

Customer Relationships Motifications

Current Relationships Potential Relationships Nlring Preferences More...

View the list of buying crganizations that are currently accepting relationship requests from qualified suppliers and view the project details.

Project Details Page »

Buying Organization Project Mame Date Posted My Response Status Date Submitted Action

Name of Buyer Name of Project 7 Sep 2020

iew Project

Name of Buyer Name of Project 30 May 2009

View Project

2

Supplier Self-Nomination g

g Organization
I @ Relationship Details I Project Details
Name:
Project Name:

Address: Date Created:

|f2\\ Profile Details
N Description:
Relationship Request

o @ ©
Buying organization is already a customer: =
| JNo

Location of the Buying Organization or Division: | ©

Supplier Self-Nomination l Previous II Submit IGas Draft ] l Exit l

. _ Buying Organization Project Details
P, _
| 1 ) Relaticnship Details
S

Project Response

~aaalheh xfm Mt A ST R -r’-»-‘ -—J_M.‘FMM:!’—“

P

Name: Project Name:
Date Created.

3 . Address: Description:
@ Profile Details

N PSP
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Suppliers can group their customers into defined
groups

To do this:

Open the Customer Relationships screen

1. Select Current Relationships
2. Select the My Groups tab
3. Click Create

4. Enter the Name of the group you wish to
create

5. Enter a Description of the group

6. Click in the box next to the Buyer/s you
wish to add to this group

7. Click on Add, the names of the Buyers will
appear under Members

8. Once all members have been added click
on Submit, the name of the group is
displayed

To create more groups, repeat this process

Account Settings

Motifications

leal Relationships Numbering Preferences More...

s as follows:
Py

Customer Relationships

Current Relationships

| prefer to recejve relationshi
-

FrRPD S Y PN

]
Managing My Groups
- -
Current (12) Pending (0) Rejecteg (U My Groups (1)

-
Current (12) Pending (0) Rejected (0) My Groups (0)
My Groups
I:‘ MName t Description

Customer Group

3

Members
(| Name

T Name of Buyer

T Name of Buyer

o oo ]

Select members

O Name

6 -Name of Buyer

=] Name of Buyer

= Name of Buye
- /

Routing Type

Actions

Mame: I Retail Customers

5 Description: I Direct To Store

g
o



Archiving Invoicing



w Invoice Archival Process

Configuring invoice Archiving allows you to specify the

4 . . X o Network Setti
frequency, immediacy and delivery of zipped invoice ol

archives Electronic Order Routing Electronic Invoice Routing Accelerated Payments Settlement

Suppliers can determine the frequency that invoices can be - —

archived by choosing either Twice Daily, Daily, Weekly, Genersl | Texinvoieing and Areniving

Biweekly or Monthly
Invoice Archival

To do this: N o _ _ _ -
Ariba Network can an n zip format.\ The zip files are not included in the nt Ariba Metwork to archive your invoices. Based on
the option i its fi pericd to you do not want Ariba Network to wait for a 30-day

Open the Electronic Invoice Routing screen

period, then addition. lec Archive Immediate heck box. You can download arc

1. Select Tax Invoicing and Archiving oz mvorce Arcroat 2
2. Scroll down to Invoice Archival, click on Configure
Invoice Archival Invoice Archival
3. Select the Frequency Ariba Network can archive your invoices in zip format.\ The zip files are not included in the Data Retention service and are deleted after three months. 5y
archive your invoices. on the option you elected, Ariba Network automaticall r a 30-day period to collect all the corresponding
f you do not want Ariba Metwork to wait for @ 30-day period, then additionally s:
Note: Select Archive Immediately if required, after Archive

) Twice Daily

Immediately starts you can either Stop it or Update the
frequency as required (

4. Click on Start () weskly 3

'. 6' Every Two Weeks

5. Determine the Send Requirement:
"___:" Monthly

Click on Send Archived invoice files to the — .
pending queue for download Archiving Start Time: | 0 AM At CTT (i)

l:l Archive Immediately\
OR [r— 4 Archive Immediately

Click on Send archived invoice files to the Archive =
Delivery URL, then enter the Archive Delivery URL 5 i._.:ﬁ' Send archived invoice files to the pending queue for download.

( .' Send archived invoice files to the Archive Delivery URL.

6. Click on Save Delivery Option

Archive Delivery URL:

Save Delivery Option 6

7. Click on Save




Linking User ID’s



w Information

A production account User ID can not be connected with a Test Account User ID

There is no option to un-link a linked user id, only the System Administrator can delete the User Name from the Manage Users section in the native account,

however it will not be removed from the switch account section on the linked account

®

E‘;’ Business Network

Link User IDs

All Users have link User IDs in their Account Settings by default

The re are two o ptio ns. APPROVAL NEEDED NO APPROVAL NEEDED

raved by the other account, the two accounts willbe  Enter the username and password of anather account to whi

Approval Needed S v
No Approval Needed RS
You cannot link a test account to a Production Account

When a user uses the Approval Needed option and sends a link request from the user account to the account administrator, the user will see whether the request

is successful or not right away
The account administrator will receive an email notification for the request to take action
While the user’s request is pending, they will be able to see the pending request in the supplier account and will have a chance to cancel the request if necessary

The supplier account administrator will log in to the Ariba account, open Account Settings -> Link User IDs -> locate Received Link Requests -> click on the Actions

dropdown to approve or decline the request

When you use the No Approval Needed option, enter your user ID and password for another account, the linkage will occur momentarily
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When you link user IDs from between two accounts,
both will inherit already linked user IDs prior to this
linkage

Once accounts are linked, you can log in to any one of
them and switch to the other/s

Link User Id’s to access more than one account without
having to log out of one to log into another account you
have credentials for

To do this:

1. Signinto the SAP Business Network and click on
the initials at the top of the screen

2. Select Link User ID’s

Note: There are two options for Link User ID’s.
Approval Needed is used when you don’t have a
specific login for another account No Approval
Needed is when you have a log in for the other
account.

To accessed linked accounts:

3. Click on your Initials
4. Select Switch Account
5. Select the Account to switch to in the drop down

list

Jane Doe

jane.doe@abccompany

Convert to Standard account

My Account

Link User IDs

'ments v

2

Contact Administrator

Switch to Test Account

More ~

v Product

Q

-—
i

Linking User Id’s

JW

Jane Doe

Jane.Doe@abccompany.com

ABC Company

John Doe

John Doe@abccompany.com

ABC Company

BV B R Sy

5

e &

=)

E! ¥ Business Network

Link User IDs

If you have multiple user accounts, you can link your user IDs together. By linking your user IDs you can:
= Log in to all your accounts using one username and password
= Switch between your multiple accounts

APPROVAL NEEDED NO 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

Enter the username and password of another account to which you want to link.

— |

W

@ | w

Jane Doe

Jane.Doe@abccompany

My Account
Link User IDs

Contact Administrator

£l

I Switch Account

ABC Company

ANID: AN0147846/
Standard account

Company Profile
pany Profi



Setting Up an Account Hierarchy



w Information

An Account Hierarchy is used for multiple SAP Business Network accounts

The Account Hierarchy Administration and Child Account Access permissions enable users to automatically sign on to a child account without having to enter a

username and password

Account Hierarchy and Link User IDs are two separate processes — Link User ID’s can be actioned by all users, however only the System Administrator can define

parent and child accounts
Creating an Account Hierarchy makes it easier to manage by reducing the maintenance required to update duplicated accounts (where the profiles are synced)

The Account Administrator has the permission’s to create a hierarchy, however, users can send a request to the parent account administrator to approve the creation of
a parent-child hierarchy. Send a request to the parent administrator and add a child account to the parent account on their own but a user cannot have any visibility to

or awareness of their existing account hierarchy
Account Hierarchy is a pre-requisite for a Multi-Org consolidation within a supplier account
Multi-Org Consolidation is for Billing Purposes

An Account Hierarchy is not available to create between production and test accounts



w Administrator Parent Accounts

The Administrator of the parent account can unlink accounts, unlink company profiles and sign onto child accounts and back to the parent account by default
As the administrator of a parent account, you can automatically sign on to a child account
You can create an account hierarchy between an Enterprise account (parent) and a Standard Account (child) and visa versa

However, the parent account type is dominant when the account profiles are linked.

The administrator of the parent account CAN:
Log in to the child account

Change the setting on the child account and complete the company profile
Publish catalogs
Check the status of any subscription or transaction fees

The administrator of a parent account CANNOT:
View buyers on the Child account
Create any documents (PO confirmation, Ship Notices, Invoices)
Run Reports



w Administrator Child Accounts

Manage links to Child Accounts and sign on to Child Accounts to manage SAP Business Network processes

The Account Hierarchy Administration permission allows users to manage links to child accounts and sign on to child accounts without a username and password
The Child Account Access permission enables a user to sign on to child accounts

The Account Hierarchy Administration permission allows a user to manage links to child accounts and sign on to child accounts without a username and password
Other users can also sign on to child accounts, but require the Child Account Access permission to sign on to child accounts

Administrators can control the visibility of accounts to potential business partners

By default, both the parent and child accounts are visible to potential business partners when they perform a search for you on SAP URL Business Network using Allow
buyer organizations to search this account setting. When this setting is enabled, business partners can search for both parent and child accounts on SAP URL Business

Network. When this setting is unchecked, business partners can search and view only the parent accounts on SAP URL Business Network
The administrator for a parent account can work with SAP Business Network Help Centre to manage services for child accounts.
This includes subscribing to, updating, renewing, and cancelling services on behalf of the child accounts

If an administrator chooses to align subscription terms for multiple child accounts, and one or more of the child accounts have already subscribed to services on their
own, the SAP URL Business Network Customer Support team cancels the existing subscriptions and begins a new subscription on the date specified by the parent

account administrator



w Administrator Child Accounts cont.

Manage links to Child Accounts and sign on to Child Accounts to manage SAP URL Business Network services
The administrator of the Child account can unlink accounts by default
A child account administrator cannot link or unlink account profiles whether the accounts are synchronized or unsynchronized
If you choose to link company profiles while establishing a parent-child hierarchy:
The administrator of the Child account CAN log into the child account and take the following actions:

In the Account Hierarchy section

View parent account information

View parent account users name and username In the Settings

Change notifications in the Settings

Change electronic order routing and invoice routing

View buyers on the Child account

Create roles, users, and remittance info in the Settings In the Company Profile
Change or add certifications to the Company Profile

Add documents to the Additional Documents in the Company Profile

The administrator of the Child account CAN NOT take the following actions:

Change Basic, Business, and Marketing information and Contacts in the Company Profile because they are greyed out



w Multi-Org Consolidation Information

The SAP Business Network offers invoice consolidation and synchronization for customers with several accounts
When the parent account administrator creates a parent-child hierarchy, it does NOT automatically translate into a consolidated billing

After the administrator creates a hierarchy, they need to submit a Customer Support ticket to consolidate the billing. In other words, the parent account administrator

needs to make sure they have set up a parent-child hierarchy before filing a Support ticket

The accounts continue to transact as they are today in a multi-org but the billing will be consolidated onto one invoice while they are separated by child account/s

and their relationships

The parent account determines the fee currency

The transaction currency is defined by the child account preferences/location

Fees will be invoiced only to the parent account with the payment cycle synchronized for the entire group

The parent account will receive one single invoice every three months for all customer relationships and for all linked accounts

This consolidation is related only to invoices issued by SAP Business Network to the supplier, the business operations of each account are still independent

A Multi-Org is NOT: -

A way to merge accounts

A way to get a discount on Transaction Fees
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Only the System Administrator and sub-users with the
applicable permissions can access the Account Hierarchy

process.

When linking accounts it must be a System Administration
Account you cannot link sub-user account to an account
Hierarchy, refer to Link Account process to access sub-

accounts — Refer to Linking User IDs

Sign in to the SAP Business Network:
1. Click on the initials at the top of the page
2. Select Settings
3. Select Account Hierarchy

Note: You may get a system message identifying that there are
other accounts that match your company profile, Refer to
Reviewing Existing Account

4. Click on Link Accounts

5. The Link Account Screen is displayed you have two
options:

6. If you are not the System Administrator of the account
you wish to add to the Account Hierarchy, click on
Request link with Other Accounts

7. If you are the System Administrator for the account you
wish to link to, enter the Username of the other
account and the Password for the other account, then
click on Link Accounts

8. Click on Link Accounts, respond to system message

Q

Account Settings

Notifications

m’

Jane Doe

jane.Doe®abccompany

Account Hierarchy

My Account
Link User IDs
—_—
Contact Administrator
ABC Company
I N0147846!

-

Account Registration

Account Type Change Log

Network Settings

Electronic Order Routing

~tntmamis ool et

W Business Network

Company Profile

Service Subscriptions

Settings

Logout

Link Account 5

You can link your company's multiple accounts, creating a parent-child account hierarchy. Linking your company's multiple accounts can help make them easier to manage.

NOT AN ACCOUNT ADMINISTRATOR

If you are not the account administratar for the account you want to link with, send a

B i g——

Enterprise Account

E’ Business Network

Account Settings

2

request to link accounts. After the request is approved, a parent-child account

hierarchy is created between the linked accounts. Click below to begin searching

accounts you may want to link with.

Request link with other accounts

6

Notifications

Ariba has found existing accounts

Account Status

Account Hierarchy

Setting Up an Account Hierarchy

S

Enterprise Account

Account Registration Account Type Change Log

that match information in your company profile. Click here to view details.

No Linked Accounts

If your company has mylgigle accounts, you can link the accounis and create a parent-child account hierarchy. Linking your
wle = ts can help make them easier to manage.
Link Accounts

@

ACCOUNT ADMINISTRATOR

username and password

Username: *

Password: *

If you are an account administrator for the account you want to link with, enter the

for that account below.

Link Accounts 3

7




w Reviewing Existing Accounts

&
@

From the Account Hierarchy Account Settings screen, all of the 7 busiss Network - Enerpris Account

accounts are associated with the business information entered Account Setiings

during the registration process. Vo ot 1

Ariba has found existing accounts that match information in your company profile. Click here to view details.

The Actions column provides access to a particular account or

Account Status:  No Linked Accounts
If your company has multiple accounts, you can link the accounts and create a parent-child acco: 1
5 e & 5 = EY ¥ Business Network Enterprise Account

can help make them easier to manage.
Request for Account Linkage m

information about the account such as the account is expired. repudios
Click Review Profile for the company you want to link accounts with in the list below. Ariba displays available account linking options on the Link Accounts page. Your available account linking

options depend on whether your account, and the account you want to link with, are already part of an existing account hierarchy. Depending on your available account linking options, you

D|Splay the ACCOU nt Settl ng Screen an ES:% Uik 2 My Child on the Link Accounts page to send a request to become the parent account, or click Link as My Parent on the Link Accounts page to request that your account is
added as a child account

=
@

Search Account Recommended Accounts

1. Select Account Hierarchy

Based on the business information you entered, your company may have an existing account on Ariba.

2. Click on “Click here to view details”

Matching Companies

The screen displays a list of the accounts

. . . . . Supplier T State, Country DUNS Number Network ID
3. Toreview a profile, click on the Review Profile under the

CA . United States AND1003581498

Action column

& 122342345 AND1000733077 Review Profile

The Account information is displayed BT Business Network - Enterprise Account ®
222225577 ANO1000191949 Review Profile
4. If you wish to link this account as a Child click on Link as Link Accounts 3 e ] [ |

My Ch i ld Review the company profile and verify the correct account you want to link with, creating a parent-child account hierarchy. 4 6
Last Updated: 1 Aug 2007 5

Overall:

5. If you wish to link this account and make it a Parent akjfafig

seflowhr, AL

United States Credibility:
Reliability:

Account, click on Link as My Parent

6. To exit click on Cancel

Basic Information References (0) Activity Data
The screen displays the Request for Account Linkage
Employees: 12

. . . Less than $50K USD
7. Continue to review as required - Notspected

Type of Organization: Sole Proprietorship
State of Incorporation:  Alabama

Details
Sales Territories Commodities Industries
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Logging a Support Request (SR)



w Information

Create a case when there is an issue that cannot be rectified

Suppliers that use Supply Chain Collaboration processes such as scheduling, forecasting or quality (to name a few) should indicate that their issue is
related to a Supply Chain Collaboration Account

All fields with Asterisks must be completed and you will not be able to progress to the next step while there is a field not completed

All Cases submitted will be displayed under the Contact Us tab in the SAP Help Center

Suppliers do not need to Sign in to the SAP Business Network to access the SAP Help Center

Ensure that the correct information is selected from drop-down list

- - - ~
B3 i 2. How does this impact your normal business processes?
* | Purchase Orders or Change Orders v
£ Administration
Bu Img *
PO/Invoice ANERR error message | PO/Invoice API
A = Information request
| Failed Order } AribaPay t q
Top Rl Find buyer contact information Top RT Catalogs 3. Provide your pr{ ., :00ing my work
(® H{ Find Order (® Hq Integration )
Affecting but not stopping critical functionality
Goods Receipt Invoice or Service Sheet First name:*
@ Hd @
Messaging } PDF Invoicing
Order Confirmation . .| Purchase Orders or Change Orders
2. How does this il ? 2. How does this i ) ?
Order reporting Subscription fees
R, Ship Notice (ASN) i Bilsliess Impact:# Trading or customer relationships
Business Impact: * L £ es: mpact. {

When entering the phone number select the Country code first |

[mm . 2015550123 Extension: |

== United States
=2 United Kingdom
B Australia

I+l Canada
uIreland

B= south Africa
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Create a case when you are unable to identify how to rectify

anissue or query.
Sign into you SAP Business Network
1. Clickonthe @
2. The Help Topics pane is shown, select Support

3. The Help Centre Home page is displayed, click on
Contact Us

4. Enter what information you require
5. Clickon &

6. Identify if any of the Al information shown provides an
answer, however, to create a case click on Something

Else

Click on Create a Case (bottom right of the screen)

Complete all fields with Asterisks and select the
correct information from the drop-down lists

9. then click on One Last Step (bottom right of the
screen)

10. Select the radio button of the preferred contact
option, then click on Submit

Enterprise Account

w Business Network

Home Enablement Discovery v Workbench Catalegs ~

T I\ Y - T 2 |
SAP

Home Learning

1. Start here to find your answer.

I Invoicing|

2. Browse below for our Al-based recommendations*

Help Center Contact us

4

How do | create an invoice? FAQ
How do | submit an invoice to receive payment? Establish 5 trading relationship Click & hyperlink and follow the @
steps for type of invoice you wish to create: Purchase order-based invoice Non-PQ invoice Contract invoice En

Jun 21, 2023

Nl ettt DA PO G it e Pt o B Pt A B

o oy

N o y = Feb 23
electronic invo..es. rour sccount was not enabled for invoicing. The transaction rule Allow suppliers to send &b 23, 2023
How de | create more than one invoice for a purchase order? a0
Question How do | create more than one invoice for a purchase order (PO)? Answer To create multiple invoices @

Apr 3, 2022

against a PO: You can remove entire line items you want to save for future invoices. Decrease the quantity for.
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3. Choose from the options below to continue.
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Create credit memo ms. PO n
Edit and resubmit invoice Something else L
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Contact us

Raise another invoice ¢

1. Tell us what you need help with.

Requested language of support:  English | Change? |

Note: If agents are unavailable to support in the language you've chosen,
support will be provided with the ssistance of a translation service

Create a Case

Help Topics

Search Help Topics
Documentation
Support |
[i] What is SAP Business Netwo.___

Finding orders, invoices, and ...

';‘q Common browser issues

== )

Can't find what you're looking for?

@ How does SAP Business Network
calculate the transaction service fee
on my subscription invoice?

Hom Learning

e Contact us .

A support engineer will respond to your case

Subject:*

by phone.

[invacing

[ Estimated wait time in minutes: 2

Full description: *

[ Do not record my phone call.

Affected items, expected results, efc.

Attachment:

Issue type:*

3000 characters remaining

Live chat: open
You will chat with the same product expert

that would normally work your case, scon
after you click "Submit."

Issue area:®

PO/Invoice Number

~ l Estimated wait time in minutes: 3
‘ Email
= P g Acubrogengingiee it Sand o yamacss, A e o amesseatt
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Create a Case without Signing in

Display the SAP Business Network Supplier Sign-In

®

W Business Network ~ =]

screen

Supplier sign-in SAP Business Network for suppliers webinars

Register or access on-demand webinars
specifically designed for suppliers to support
them on their journey. These cover a range of
topics, across the various regions, and are
relevant to both Enterprise and Standard

1. Click onthe Question Mark

‘ Usemame

2. Select Support

accounts.
. . m
3. Click on the Link -
Forgot username Help TOpICS

4. Respond to the Legal Disclaimer for Links, New to SAP Business Network?

clicking on Agreed and Proceed implies accept Support

Documentation
acceptance of the Disclaimer. Clicking on
port.ariba.com/Help_Center/Lo Support
Disagree will close options to continue = persona=selleriiproduct family=transactionst: | K EE R

ccounts

Why was my session terminated f...

SAP Help Portal (Documentation)

5. Click on Contact to open the Help Centre Home
page

Home >

Legal Disclaimer for Links

Home  Leaming

Al Options will be displayed, select the option that

Some links are classified by an icon andfor a mouseover text. These links provide additional information.
1. Log in to your account.

.
meets you r needS, a nd use someth I ng Else to About the icons: 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.
= Links with the icon # : You are entering a Web site that is not hosted by SAP. By using such links, you agree (unless expressly
generate Other options stated otherwise in your agreements with SAP) to this:
= The content of the linked-to site is not SAP decumentation. You may not infer any product claims against SAP based on this 2. If you're unable to log in, tell us what you need help with.
information.
Refer to Create a Case to Com plete the form to gain = SAP does not agree or disagree with the content on the linked-to site, nor does SAP warrant the availability and correctness.

SAP shall not be liable for any damages caused by the use of such content unless damages have been caused by SAP's %
gross negligence or willful misconduct.

Links with the icon: You are leaving the documentation for that particular SAP product or service and are entering a SAP- Register on SAP Business Reset my password Forgot username
hosted Web site. By using such links, you agree that (unless expressly stated otherwise in your agreements with SAP) you may Network :
not infer any product claims against SAP based on this information.

[[] Don't show this again ‘ Disagree ‘ | Agree and Proceed - g E a @

Unsubscribe Privacy request Update integration
certificate

assistance

Note that anything with an Asterisks must be

completed.
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The below shows role permissions, their line of Business usage and a brief description (where available)

The following table provides users with information about the tab, field or selection option:

Account Permissions

Administration

Administration

personnel

Management
Program
Administrator

Administration

Permissions Area Description/Use Permissions Area Description/Use
API Development APl / Integration Access to API development using the SAP URL Purchase Order Reporting Access to Reporting, Purchase Order and Order
Access Business Network developer portal Report Summary report types

Administration
Account Account Manage your accounts to link and signonto a Service Sheet Reporting Access to Reporting and Service Sheet Report types
Hierarchy Administration child account Report
Administration Administration
Child Account Account Sign on to access a child account Tax Book Report Reporting Access to Reporting, and Tax Book Report type
Access Administration Administration
Order Assignment Account User can assign an order to a user with limited Time Sheet Reporting Access to Reporting, and Time Sheet Report type
for Users with Administration access to SAP Business Network Network Report
Limited Access Administration
Contact Account Maintain information for account contact Supplier Discount Account Access to discount program offers and the definition

of early payment requests

Administration

Administration

Administration

Goods Receipt Reporting Access to Reporting, and Goods Receipt report | Archive Access Account View and search archived items
Report type Administration

Administration

Invoice Report Reporting Access to Reporting, and Invoice Report type Customer Account Manage customer relationships
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Account Permissions cont.

Permissions Area Description/Use Permissions Area Description/Use
Catalog Catalog Set up and manage catalog-related activities DPP_Audit_Logs_
Management View
Catalog Account Catalog Access to manage price file upload and Company Data Account Access to company data configuration
Executive customer specific catalog upload Deletion Administration
Configuration
Catalog Content Catalog Access to manage master content upload, DPP_Data_Deletio
Manager price file upload and customer specific n_Access
catalog upload
Payment Profile Account Configure your payment profile DPP_Delete_Users
Administration
cXML Account Configure account for cXML transactions Transaction Data Account Access for transaction data export for deleted
Configuration Administration Export for Deleted Administration data
Data
Company APl / Integration Review and update company profile DPP_Download_A
Information information udit_Logs
PCard Account Configure PCard account and maintain DPP_PII_Data_Ret
Configuration and Administration notification email addresses rieval
Notifications
Transaction Account Configure account for electronic transactions ID Registration Account Register unique identifiers, like email domains
Configuration Administration Access Administration
Customer Account View customer relationships Fulfillment Account Allows the assigned user to transfer a fulfillment

Relationships

Administration

Invitation Account
Merge

Administration

related invitation into his existing SAP Business
Network Account
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Account Permissions cont.

Permissions Area Description/Use Permissions Area Description/Use
Cloud Integration APl / Integration Create, modify, and maintain projects on the Invoice Generation Document Generate invoices, as supported by customers
Gateway Ariba Integration Gateway Processing (requires Inbox and Outbox Access)
Configuration
Cloud Integration APl / Integration View and search projects on the Ariba Logistics Access Document Perform Logistics actions with limited access to
Gateway Access Integration Gateway Processing transactions information
Planning Account Access to planning collaboration visibility Outbox Access Document View and search documents in Outbox and take
Collaboration Administration Processing actions based on your role
Visibility
Create and Discovery Create postings on Ariba Discovery Services Access Document Perform Services actions with limited access to
manage postings Processing transactions information
on Ariba
Discovery
Respond to Discovery Respond to postings on Ariba Discovery Timestamp Document Verify timestamp token on invoices
postings on Ariba verification Processing
Discovery
Contract Access Contracts View contracts and generate invoices, as Payment Activities Payments Manage your payment activities

supported by customers (requires Inbox

Access)
Inbox and Order Document View and search documents in Inbox and take | Premium Account Manage your premium service subscriptions
Access Processing actions based on your role Membership and Administration

Services
Management

Folio Document Create, activate and delete folio ranges used Proof Of Service Document Allows users to create a proof of service
Management Processing for tax invoicing Create Access Processing
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Account Permissions cont.

Permissions Area Description/Use Permissions Area Description/Use
Proof Of Service Document Allows user to create a proof of service on Quality Review Quality Document Access to create quality review documents
Create On Behalf Processing behalf of another user Creation Processing
Access
Proof Of Service Reporting Allows user to create and run Proof Of Service | Receivables Upload Quality Document Select receivables for auction
Report Access reports Processing
Proof Of Service Document Allows users to review and assigna PO to a Access Proposals Contracts View your organization's Ariba Sourcing events and
Review Access Processing proof of service and Contracts Ariba Contract Management contracts, documents,
and tasks. This permission grants access to the
. . . . . Proposals and Contracts properties. Individual
IQuallg' N Qualilty Dogument Access to view quality inspection documents users must be approved by Ariba Sourcing buyers
nspection Access rocessing before they can view or participate in events or
contract tasks
Quality Quiality Document Access to create quality inspection Credit Card Number Supplier Treasury Manage the display of credit card numbers on
Inspection Processing documents Access Agent purchase orders
Creation
Quality Quality Document Allows electronic signature of quality Supplier Treasury Payments View buyer-initiated early payment offers
Inspection Processing inspection results Agent
Signature
Quality Quality Document Access to view quality notification documents Time & Expense Document Review and update Time and Expense sheets
Notification Processing Sheet Management Processing
Access
Quality Quality Document Access to create quality notification Supply Chain Account Access to the Supply Chain Financing provider
Notification Processing documents Financing Provider Administration portal to trade eligible documents.
Creation Portal Access

Quality Review
Access

Quality Document
Processing

Access to view quality review documents
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General Terms

Name of Item

Description/Use

Name of Item

Description/Use

ANID The ANID is the SAP Business Network Network Identification number, | Credit Memo A Credit Memo is a credit against a Purchase Order and at header level. For
this number is unique for each SAP Business Network Network example use a Credit Memo when there has been an overcharge on shipping
whether a Buyer or Supplier Network costs or the wrong Tax rate has been selected

ERS Evaluated Recipient Settlement indicates that the Buyer will create Line Item Credit Memo A Line Item Credit memo is a credit against an Invoice and is when a credit is
the Invoice on behalf of the Supplier required for damaged good or return of goods that where not fit for purpose

ERP Enterprise Resource Planning is the integrated management of Rejected Invoice/ Edit & | When an Invoice is rejected by the Buyer it will create a rejection, locate and

business processes such as Ordering and Invoicing

Resubmit

open the Invoice and use Edit and Resubmit, correct the error based on the
Buyer requirements and resubmit

Purchase Order

A Purchase Order is your document of truth, it is the source document
from which all other documents will flow from, only the Buyer can
change or update a Purchase Order

SAP Business Network
Discovery

Only used by Buyers and Suppliers that use SAP Business Network Discovery
to Request for Quote (RFQ) on goods or services

Invoice

An invoice is the document used to pay a supplier for goods or
services provided based on the Purchase Order

SAP Business Network
Questionnaire and
Proposals

Supplier Lifecycle Performance (SLP) is a process used by Buyers.
Questionnaires are sent to a supplier from a Buyer and can be a Registration or
Purchasing Questionnaire based on the Buyers requirements

Table Options Menu

Table Options menu allow suppliers to change the view of the screen
to display different heading or information

Search Filters

Search filters provide users with the ability to narrow search options to locate
specific types or documents in their SAP Business Network Network

SAP Business SAP Business Network Sourcing is used as part of Direct Materials Documents A Document is the information sent and received via the SAP Business
Network Sourcing sourcing, it is a solution for managing sourcing and suppliers across all Network Network
spend categories
Active Buttons Active Buttons are blue and can be selected to perform a task or Fulfillment The name of a tab that includes orders, order confirmations, ship notices,
process, greyed out buttons indicate that it is a process not used by a Services entry sheets, extended collaboration, product replenishment, drafts,
Buyer or requires another process to occur prior to activating extended collaboration and receipts
Order Confirmation An Order Confirmation provides a Buyer with confirmation that good Opportunities These represent collaboration requests
or services requested can be delivered or provided based on the
information within the Purchase Orders
Ship Notice A ship notice also known as an Advanced Ship Notice provides the Drafts Documents can be saved as a draft for completion at a later point

Buyer with information about the goods arriving to their premises
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Order Status Descriptions

Name of Item

Description/Use

Name of Item

Description/Use

New Initial state. You have not updated the order status. Partially Confirmed The order is in progress and some of the ordered quantities have been
confirmed
Changed Your customer canceled or replaced the order by a sending a Partially Shipped If you partially confirmed an order and then you partially ship either the
subsequent (changed) order. previously confirmed order line or a different order line, the purchase order
status is set to Partially Shipped. You can still continue to confirm order line
items regardless of the shipping status until you have confirmed all order lines.
Confirmed You agreed to ship all line items and/or agree to the pricing, delivery Partially Serviced For service orders, you can continue to create service sheets for unplanned

of services and requirements listed in the Purchase Order

service lines up to their hidden maximum amounts (which might be larger than
their subtotals) or planned service lines up to their subtotals. The service order
status is set to Partially Serviced until all of the service lines are serviced

Confirmed with New
Date

The order confirmation has a different Start Date or End Date than
the order, but no other change

Partially Invoiced

Some of the ordered quantities have been invoiced

Confirmed with The order confirmation has a different Expected Value than the Partially Rejected Some or the ordered quantities have been rejected

Changes order, and also has a different Start Date, End Date, or both

Shipped Final state. You shipped the entire order Serviced The order is fully serviced. You cannot create any more service sheets for any

more service lines in the order

Invoiced The order is fully invoiced. The Amount Invoiced column shows how | Received Statuses for receipts that are sent by the buyer from their ERP system. The
much money you have invoiced or charged against the purchase purchase order status is updated based on this information
order. For older purchase orders, displays Yes to indicating that you
have submitted invoices

Obsoleted Purchase order that has been replaced by a subsequent (changed) Partially Received Only some of the goods received have been receipted into the Buyers
order ordering system or ERP.

Cancelled A cancelled Purchase Order means it can no longer be used, where a Returned Specific to Supply Chain Customers using returns
Buyer cancels a Purchase Order and then re-instates it the balance
tracking will not carry forward

Failed experienced a problem routing the order to your account. You can

resend failed orders.




w Routing Status

Name of Item Description/Use

Accepted SAP Business Network accepted the purchase order from your customer or from the catalog tester

Order Queued SAP Business Network Queued the purchase order from cXML processing

Sent SAP Business Network successfully converted the purchase order from cXML to EDI and has forwarded it to your VAN in

an interchange

Acknowledged SAP Business Network received a positive functional acknowledgment from you

Failed SAP Business Network could not route the purchase order and it lists the reason for the failure
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