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Enter the login details in 

the respective fields and 

click the Login button.

supplier.ariba.com is the URL to access your Ariba Network Standard Account.

Supplier Login
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Company Profile Set-up
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Company Profile Setup

There are two ways to access/setup your Company Profile: 

1. Home page > My Widgets section> Company Profile

2. Home Page > Account Settings dropdown> Company Profile
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Company Profile Setup

On the Company Profile page, enter relevant 

information in each of the tabs. Click the Save

button to update the changes.
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Update Tax – Import Suppliers

To update tax information for import suppliers, scroll 

down to the Additional Company Addresses section and 

click the Create button.
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Update Tax – Import Suppliers

On the Configure Supplier Addresses Served by 

This Account page, enter the VAT ID and Tax ID 

and click the Save button to update the changes.
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Update Tax ID – Local Suppliers

To update tax information for local suppliers, click the 

Business tab. Scroll down to the Tax Information section and 

enter the Tax ID and the VAT ID. Click the Save button to 

update the changes.
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Account Configuration
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The Users option will help you create up 

to 250 users with the required access 

rights based on their role.

Sub-User Creation
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The Account Settings page is displayed. Before creating a user, you 

must create a role and assign privileges accordingly.

Sub-User Creation
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Under the Manage User Roles tab, 

click the Create Role button. 

Sub-User Creation – Create Role
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On the Create Role page enter the name 

and description of the new role and assign 

the appropriate permissions.

Sub-User Creation – Create Role
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Sub-User Creation – Create Role

Permission Description

Contact Administration Maintain information for account contact 

personnel

Access Proposals and Contracts View your organization's Ariba Sourcing events 

and Ariba Contract Management contracts, 

documents, and tasks. This permission grants 

access to the Proposals and Contracts properties. 

Individual users must be approved by Ariba 

Sourcing buyers before they can view or 

participate in events or contract tasks

Contract Access View contracts and generate invoices, as 

supported by customers (requires Inbox Access)

Recommended permissions for Contracts
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Sub-User Creation – Create Role

Permission Description

Contact Administration Maintain information for account contact 

personnel

Access Proposals and Contracts View your organization's Ariba Sourcing events 

and Ariba Contract Management contracts, 

documents, and tasks. This permission grants 

access to the Proposals and Contracts properties. 

Individual users must be approved by Ariba 

Sourcing buyers before they can view or 

participate in events or contract tasks

Recommended permissions for Sourcing
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Click the Save button to 

update the changes.

Sub-User Creation – Create Role
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After creating the role, click the Manage 

Users tab > Create User button

Sub-User Creation – Create User
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On the Create User page enter 

the new user information. Fields 

marked with an asterisk are 

mandatory.

Sub-User Creation – Create User
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Sub-User Creation – Assign Role

Then assign a role to the user by selecting the 

appropriate role checkbox and click Done.
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The Electronic Order Routing option will ensure you 

are notified via email as and when a new purchase 

order is sent by PLDT. You can view the purchase 

order in your email without having to login. 

Electronic Order Routing
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On the Network Settings page, scroll down to the New Orders 

section. Select the Email option under the Catalog Orders 

without Attachments drop-down. 

Electronic Order Routing
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You can enter up to 5 email addresses, and 

you must separate each email address with a 

comma, without any spaces between them.

Electronic Order Routing
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Select the Include document in the 

email message check-box to receive the 

purchase order notification in your email.

Electronic Order Routing
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Click the Save button to 

update the changes.

Electronic Order Routing
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The Electronic Invoice Routing option will 

ensure you are notified via email as and when 

the status of the invoice changes. You will also 

be notified when the invoice is undeliverable.  

Electronic Invoice Routing



27PUBLIC© 2021-2023 SAP SE or an SAP affiliate company. All rights 

reserved.  ǀ

Select the Invoice Failure and Invoice Status Change checkboxes. 

Electronic Invoice Routing
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You can enter up to 3 email addresses, 

and you must separate each email 

address with a comma, without any 

spaces between them.

Electronic Invoice Routing
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Click the Save button to 

update the changes.

Electronic Invoice Routing
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The Network Notifications option will help you 

setup multiple notifications as per requirement. 

Network Notifications
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Network Notifications

On the Account Settings page, scroll down to the 

Service Sheet section and select the Service Sheet 

Status Change check box. 
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Network Notifications

You can enter up to 3 email addresses, 

and you must separate each email 

address with a comma, without any 

spaces between them.
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Network Notifications

On the Account Settings page, scroll down to the 

Receipt section and select the Receipt check box. 
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Network Notifications

You can enter up to 3 email addresses, 

and you must separate each email 

address with a comma, without any 

spaces between them.
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Reset Your Ariba Network 
Password
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Click Forgot Username or 

Password to retrieve your user 

Name or Reset your Password

supplier.ariba.com is the URL to access your Ariba Network Standard Account.

PASSWORD RESET
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PASSWORD RESET

Enter your e-mail address and 

Click Submit

NOTE : Watch your e-mail inbox for a message with further information and instructions. If you don't 

receive an e-mail from us after a few minutes, check your spam or junk mail folders to see if it’s in there. 

And make sure you entered the correct e-mail address you used to register on Ariba Network. If you have 

more than one address, repeat this process using another.
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Ariba Help Center
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Ariba Help Center 

Click the Help Center icon 

to expand the Help Center.
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Ariba Help Center 

The Help Center is available on every screen and 

displays all FAQs, videos and documents related to that 

screen and more. You can also type in your query in the 

Search field to get the required information.
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Ariba Help Center 

The Support link will again take you to the Ariba 

Exchange User Community page where you can 

contact the Ariba Help Support desk via email or phone.



Thank You!
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