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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
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❖ This is a high-level representation to the process to create an SAP Business Network account on BTP. 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

Invitation from a Buyer to connect

Your Buyer will advise that they will use 

SAP Business Network (SBN) – on BTP 

for:

❖ Transacting –
Purchase Orders & Invoicing  

❖ Sourcing –
Proposals and Contracts 

An invitation to create a relationship 
between you and your Buyer will be 

sent

This can be in the form of:

Trading Relationship Request

Interactive Purchase Order

Sourcing Invitation

Suppliers need to determine whether 
they use:

An existing account

Create a new account

And whether they use an:

Enterprise or Standard Account

When creating a new account, Suppliers 
will need to identify which Data Centre 

they will use.

Suppliers should select the data centre 
close to their global location

Complete the registration form by entering 
information into all fields with an asterisk

When using an existing account, enter 
your credentials

The account number will link with the 
buyer account, and the relationship 

will appear in the Customer 
Relationships screen

The User who creates the account 
becomes the System Administrator 
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The SAP Business Network (SBN) Homepage for a System Administrator differs from that of a user.  The System Administrator will have Setup Action bubbles that remove the 

need to access your initials, settings, and then choose the correct option

Introduction to the Homepage  

Set up Action Bubbles – These 

bubbles provide quick single-click 

access to System Administrator options

Overview Tiles – Tiles provide a quick view 

of the number of documents and provide a 

one click access to the information

Tab – Tabs provide access to specific 

parts of the SBN – More with a drop 

down shows the tab options not 

displayed

View all Tasks – Shows the options that are 

not shown on the screen

Information Widgets – These are preset 

widgets that provide information  about the 

interactions with their Buyers and may provide 

suppliers with the ability to change them
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When a Buyer has invited your business to become a 

transacting customer, there may be certain enablement 

tasks that are required to be performed.

To access Enablement

1. Access the SBN on BTP sign-in - Click Me

2. Click on the Enablement Tab or on the Enablement

Tile under Overview

3. The Enablement Task screen is displayed. Select the 

Buyer

4. Identify if there are any tasks that need to be 

completed or reviewed

5. Use the arrows to open and close other options

The Column Settings can be adjusted if required by 

clicking in the headings field.  Resize the column as 

required 

Enablement Process  

https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fr17pccz.r.us-west-2.awstrack.me%2FL0%2Fhttps%3A%252F%252Fservice.ariba.com%2F1%2F0101019c972a3a81-84c0fa72-d75f-4118-a489-ce4da39ac736-000000%2FLO5niTNOONA03MrIuU_Wm7AlCiA%3D468&data=05%7C02%7Cjen.williams%40sap.com%7C53d4dc982142430b13e908de74c6dac3%7C42f7676cf455423c82f6dc2d99791af7%7C0%7C0%7C639076594581829436%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=dnsxnVpq5hkEPOD8pyIBvzQKJ4srD0eK%2FrA1x%2FjJ2co%3D&reserved=0
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Screen behaviour is standardised across SBN on the BTP. 

This includes -

1. Tab Controls

2. appears when there are more options 

than can not fit on the screen

3. a blue underline 

identifies the tab or tile you are currently in

4. - bubbles that are clickable                  

5. Tiles – they provide quick view information with 

the tile heading

6. - These lines indicate that a pop-up message 

can be resized by the user

7. allows users to move the order of 

fields

8. Show Values / Hide Values – change the 

view of fields

9. Adapt Filters – the fields displayed in 

the adapt filter

Standard Screen Controls and 

Options  
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10. Selection Carousel – the selections are activated 

in the adapt filters for Workbench Tiles

11. indicates there is a drop-down

12. tick the box to select; some drop-downs 

allow more than one selection.  Click in the box to 

select more than one option when available

13. allows users to define specific conditions 

during a search by clicking on the icon, the define 

conditions pop-up will appear, and users can 

perform advanced searches

14. settings that change the settings of screens, 

columns or information

15. toggles allow users to activate or 

deactivate options

16. use to access the Help Centre

17. Error messages appear in the bottom left of the 

screen, click on the > for more details specific to 

that error

Standard Screen Controls and Options 

continued
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Accepting an Invitation to create a 

relationship with a Buyer
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Invitations from a Buyer Flow

A transacting relationship is 

where Purchase Orders and 

Invoicing routines occur.

A sourcing relationship is 

where quotes, auction or other 

sales processes occur.

Do you already have access to 

SBN Transacting or 

Proposals and Contracts 

(Sourcing)?

Yes
Do you already have 

Credentials (username and 

password) to sign into either?

No

Contact the System

Administrator to request 

access

Are you the correct resource 

that performs 

Quotes/Surveys/RFXs for 

your business

Access the account using the 

link in the invitation or the 

interactive document, either 

using Process Order or Sign 

In

Click on the identified link from 

within the Invitation

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

Yes
Is the invitation for a 

Transacting 

Relationship?

No

Is the invitation for 

Proposals (Sourcing) and 

Contracts

Yes

No Yes

Yes

Confirm internally that there is 

no existing account.

Continue to Create a New 

Account

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

❖ To create a Standard Account for transacting from an Interactive request

❖ 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

❖ A Supplier can choose to create a new SBN account or use an existing account

❖ Using an existing account reduces the number of accounts associated with your business

❖ A user’s email can only be used once as a Username but needs to remain in an email format

❖ 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 takes the appropriate actions relating to any invitations. This includes managing which accounts are used and the users 

❖ Many suppliers utilise the Account Hierarchy processes that have a parent (main account) and children (can be either standard or enterprise) 

❖ The person who accepts the invitation and creates the account and/or users becomes the System Administrator 

❖ The System Administrator should be changed by assigning the role to another user prior to the existing System Administrator leaving the business or role

❖ 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, including Self-Help options

❖ 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

❖ Terms of Use Link – Click Me

❖ Privacy Statement Link – Click Me

Information

https://service.ariba.com/Authenticator.aw/ad/termsCenter
https://www.sap.com/about/trust-center/agreements/sap-business-network.html?sort=latest_desc&tab=current&tag=agreements:sap-business-network/sap-business-network-privacy-statement&tag=language:english&tag=language:english
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Your Buyer has decided to transact with their 

suppliers using the SBN on the Business 

Technology Platform (BTP) and has sent you a 

Trading Relationship Request (TRR)

1. Get Started button provides access to a form 

2. A link to the Supplier Information Portal (SIP) 

for the Buyer is shown on the invitation, which 

provides access to process and training 

materials

3. SAP Business Network provides information 

about SAP Business Network

Note:  All items in blue can be selected to take 

users to different screens, websites or information 

that the Buyer wishes to share

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 an 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

Accepting the Transacting 

Relationships Request (TRR) –

Get Started
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Review Account Information –

Duplicate Account Process

Review Accounts allows suppliers to identify that 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 youe 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 with 

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
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Use this Account  - Using an Existing 

Account

Your Buyer has decided to transact with their suppliers 

using the SAP Business Network on BTP.  

❖ This can be done using either 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
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Contact Administrator

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 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 I’m not a robot 

3. Click on Send

❖ An email will be sent to the Administrator
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Create a New Account and Choose Data 

Centre

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. Enter your email address 

3. Tick the User consents to store this email ID

4. Click on Continue

Note: You will need to access your email to access the 

One-Time password required to continue with the account 

creation

5. Locate the email from SAP Business Network –

Action Required: Your One-Time Password

6. Open the email and copy (Ctrl+C) Your One Time 

Password

7. Enter the One Time Password (Ctrl+V)

8. Click on Continue

9. Choose the appropriate Data Centre

10. Click on Next

Note: The general rule is to select the data centre closest 

to your country location

11. A Note message box is displayed, reviewed, and if 

you have selected the most appropriate data centre, 

click on Confirm
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Completing the Registration Process –

Company Information
Once the email, the temporary password and the data centre have been 

completed, you will be required to complete the Company and 

Administrator information in the Webform.

1. Enter the Company Legal Name

2. Select the Country or Region 

3. Enter the  Business Address

4. Enter information into all the remaining fields with an asterisk

Note: The remaining fields will be based on the configuration of the 

country chosen

5. Scroll down to Administrator Information

6. Enter your First Name

7. Enter your Last Name

8. Confirm or enter the correct email address

9. Determine if you have already used your actual email for another 

account –

❖ If this is your first login with this email, tick the box

❖ If it is not, make sure there is no tick and enter a Username in an 

email format

10. Create a Password and re-enter the password into Repeat 

Password

11. Choose your role in the Business from the Business Role drop-

down

12. Review the Terms of Use, and if you agree, tick the box; if you do 

not agree, contact your Buyer

13. Review the Privacy Statement and if you agree, tick the box; if you 

do not agree, contact your Buyer

14. Complete the reCAPTCHA and verify then click on Create 

account



© 2026 SAP SE or an SAP affiliate company. All rights reserved. I PUBLIC

Email Confirmation of an SAP Business 

Network - Transacting Account

After you click on Create Account, an email from SAP 

Business Network will be sent to the email entered during 

the registration process.

The Welcome to the SAP Business Network email will 

confirm your account information -

❖ Company Name

❖ Username

❖ Business Network ID (BNOID)

❖ Ariba Network Identification Number (ANID)

❖ Administrator Email

1. Click Sign in to confirm the information and access the 

network

As the System Administrator, you have already created your 

username and password during registration. Use these 

credentials to sign in to the SAP Business Network

Ensure that the Company Profile information is completed
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Email Confirmation of an SAP Ariba –

Proposals and Contracts
The SAP Business Network is primarily used as a Transacting Account, 

where Purchase Orders and accompanying documents are exchanged with 

your Buyer.

The SAP Ariba Proposals and Contracts (Ariba Sourcing) is for suppliers to 

provide information through a questionnaire (if required by the Buyer) or to 

participate or respond to  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 who is no longer with the business, contact the Buyer.

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

completed, or a bid has been won, a Purchase Order is created and sent

Examples only 
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Temporary Account Information

In some instances, a Buyer may use a Quick Enablement 

Process.  Click on the link from within the invitation.

The invitation or interactive document will provide a 

Temporary ID and Secure code for Supplier to enter to 

access and complete the task requested by the Buyer.

Suppliers can also elect to:

Create a New Account

OR

Use and Existing Account
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Review Accounts

During the registration process, whether registering an Enterprise or 

Standard Account, there is a Review Accounts Option.  This option 

prevents more accounts from being created for a business.

This process occurs during account registration, when the SBN 

identifies another account with the same email domain. This reduces 

the number of accounts associated with one supplier, making it easier 

for Buyers to connect to the correct accounts.

You have decided to review existing accounts in case one already 

exists that meets your needs -

1. Click on Review Accounts

2. The Review Accounts Screen opens

3. Review the Top Recommendations, the Best Match will be 

highlighted with a green bubble

Note:  The          indicates a match a         shows no match

4. If the top recommendations are not suitable, there may be other 

options available, to view these options click on Other Existing 

Accounts

5. Review the list of other accounts

6. If you have identified an account, from either the Top 

Recommendations or Other Existing Accounts, that meets 

your requirements, click on Contact Administrator

7. The Contact administrator pop-up is displayed, confirm the 

information, complete the reCAPTCHA and verify, then click on 

Send once active

8. Click on Back to return to the Registration page
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What Type of account am I in

The types available in the SBN on BTP for procurement are:

1. Enterprise Account – displays an Enterprise banner and is best for 

high transaction volumes. It is the best account for automation, 

integration and analytics.  An Enterprise account provides access to 

reporting, the ability to publish and manage Catalogs with assistance, 

long term invoicing (country-specific).  May attract subscription and/or 

transaction fees depending on the buyer configuration. For Tiers and 

Pricing information – Click Me

2. Standard Account – displays a Standard account banner with an 

Upgrade option.  There are no subscription or transaction fees 

associated with a standard account with reduced functionality, such as 

no reporting or backend integration.

3. Test Account – displays a Test Mode banner, which is a non-

production version of a supplier account used for training, demos, or 

testing.  For a purchase order to be displayed in a test account, it must 

be sent directly by the Buyer to that account.  All Test ANIDS /BNO IDs 

will have a –T at the end of the number.  A test Account behaves like a 

real account but does not send real transactions.  

https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fr17pccz.r.us-west-2.awstrack.me%2FL0%2Fhttps%3A%252F%252Fwww.ariba.com%252Fariba-network%252Fariba-network-for-suppliers%252Faccounts-and-pricing%2F1%2F0101019c9da7bb0d-eb377038-c2fa-4cf0-a85b-a0d6afdad252-000000%2FwlYLXF7w68Pm_HKH-J33p5NjZhk%3D468&data=05%7C02%7Cjen.williams%40sap.com%7C4022fb5b204942a3222f08de75c460e3%7C42f7676cf455423c82f6dc2d99791af7%7C0%7C0%7C639077683463840816%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=3VVYJOjmeiczzCk1QvnfnZHPJglsuIVuLmgC6RvrD%2Fw%3D&reserved=0
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Upgrade from a Standard to Enterprise 

Account

There are two types of accounts:

❖ Enterprise – where there are usually Transaction or 

Subscription fees associated with the account

❖ Standard – where the account is free to use but has 

restrictions 

Suppliers can change the account type; keep in mind that you 

may attract charges when upgrading to an Enterprise Account.

With the SBN on BTP displayed –

1. Click on Upgrade

2. Review the information. Your existing account will be 

highlighted, and you have decided to upgrade the 

account

3. Click on Upgrade Now

4. Read the Confirmation pop-up and tick the Upgrade this 

Ariba Network standard Account to an Enterprise 

Account

5. Click on Upgrade

6. A Success Pop-up confirming you have upgraded the 

account is displayed

7. Click on Go to Home

8. The account has now moved to Enterprise
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Downgrade from an Enterprise 

Account to a Standard Account

Suppliers can decide to downgrade from an Enterprise account to a 

Standard account. The username of the person who downgrades or 

upgrades accounts is recorded.

However, before downgrading, be aware that some functionality will no 

longer be available, for example:

❖ Reporting

❖ Integration processes

❖ Advanced Routing 

1. Confirm what account you are in, it must be Enterprise to 

downgrade

2. Click on your initials

3. Select Convert to Standard Account

4. The Convert to Standard Account screen is displayed. Review 

the information shown

5. Click on Check Eligibility, any requirements with a cross will 

provide an Action to Unlock before converting is allowed

6. All requirements are green, click on Convert now

7. The Confirmation pop-up appears, review and click on Confirm to 

proceed

8. The Success pop-up screen shows the account has been converted. 

Click on Go to Home

9. Standard will now be displayed at the top of the screen
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Settings
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❖ The list of options that appears under the Setting selection is dependant on the:

❖ Type of Account

❖ Type of relationship

❖ Buyer requirements (specifically for Supply Chain Collaboration suppliers)

❖ System Administrators are the only users who can add roles, users and change permissions

❖ The person who accepts the Relationship request for transacting accounts or sourcing invitations automatically becomes the System 

Administrator

❖ System Administrators should approve or decline requests as required

❖ System Administrators can use predefined roles, standardising permission configurations and reducing the need for custom set-up

❖ Suppliers can add multi-factor (MFA) configuration

❖ Roles must be created first 

❖ Roles that are added need to reflect the business areas, making assigning users to the correct accesses

❖ Errors are displayed as Messages on the bottom of the screen, clicking on the arrow at the end of the 

error description in the pop-up

Information

Example of error messages pop-up
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❖ The Settings menu can be accessed from the initials drop down box on the top right of the screen

❖ System Administrators can restrict access to preferences using permissions

❖ Changes made in Settings generally affect the entire ANID/BNOID, not just the user. This may affect how 

users interact with the network, as changes may be made that can affect business routines and notifications

❖ There are 5 sections in Settings:

❖ User Preferences

❖ Account Administration

❖ Transactions

❖ Integrations

❖ Compliance

❖ Use the tabs to select each heading option 

❖ or

❖ Scroll through to access each option

❖ Settings options vary based on account type, this includes Enterprise, Standard and Enterprise Supply Chain 

Collaboration

❖ The permissions assigned to a user affect the Settings levels that they have access to

❖ Only the System Administrator has access to ALL settings options

Information cont.
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Access Settings Options

The Settings page gives System Administrators the ability to 

perform administrative tasks that affect the entire ANID/BNOI 

and should only provide permissions to users who need them.

The options available on the Settings page are affected by:

❖ Enterprise Account

❖ Subscription Level

❖ Standard Account

❖ Supply Chain Collaboration Enterprise 

Accounts

❖ Temporary Standard Accounts

❖ Parent/Child Accounts

System Administrators can either scroll through screens to 

display options within a section or use the tabs along the top

Some options only appear when there is a Transacting 

Customer relationship, for example, Customer Groups

1. Click on your initials

2. Select Settings, the settings screen is displayed
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Settings 

User Preferences
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Settings - User Preferences

Edit User Account Information

User Account displays information about the System Administrator or 

the account that you are currently in, and you have the permissions to 

access 

Remember that all fields with an asterisk are mandatory

1. Click on your initials

2. Select Settings from the drop-down list

3. Confirm that User Preferences is selected

Note: The outline around the wording and the blue line under the 

wording highlight the selection

4. Select User Account

5. To edit any of the fields, click on Edit

6. There are 4 sections within the My Account option. Either scroll 

through to review the content or click on the tabs to select a 

specific option

7. All fields that can be updated are displayed. Review each 

section, update or change any fields available.  A        at the end of 

a field   indicates a drop-down

8. Once you have added or updated the information, click on Save
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Settings User Preferences

Edit User Notifications & Preferences
User Notifications and Preferences are focused on Discovery and 

Sourcing and Contracts notifications

1. There is 2 options for Discovery

2. There are 7 sections for Sourcing and Contracts

Remember that all fields with an asterisk are mandatory and there may 

be occasions where the scroll option does not function so you may need 

to use the drop-down list and select the option required.

1. Click on your initials

2. Select Settings from the drop-down list

3. Confirm that User Preferences is selected

Note: The outline around the wording and the blue line under the 

wording highlight the selection

4. Select User Notifications and Preferences

5. To edit any of the fields, click on Edit

To edit Discovery Leads – refer to Edit User Notifications & 

Preferences, Edit Discovery

To edit Sourcing and Contracts information - refer to Edit User 

Notifications and Preferences, Edit Sourcing and Contracts
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Notifications allow suppliers to route information for Discovery 

(Quote Automation) and Sourcing and Contracts. Discovery is used 

by Buyers to send out a request for quote, bid, auction or 

information to the wider SBN supplier community.

Keep in mind that only Government quotes can be seen by all 

suppliers that meet the criteria, but Suppliers will need a promote 

subscription to view non-government opportunities

To ensure that leads are viewed by the correct team in your 

business, check who receives the information and what type of 

information they need.

1. The Draft shown next to Notifications shows Draft and allows 

users to show the Saved Version that is no longer editable

To review the Discovery Leads notifications -

1. Sign in to the SBN, click on your initials

2. Select Settings

3. Ensure that User Preferences is highlighted with a blue 

underline

4. Select User Notifications & Preferences

5. Select Discovery 

6. Display the drop-down menu and select Leads

7. Click on Edit

8. Review all the available options, add or confirm the email

9. Once completed, click on Save

Settings User Preferences -

Discovery Notifications - Leads
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Settings User Preferences -

Discovery Notifications - Postings

Notifications allow suppliers to route information for Discovery 

(Quote Automation) and Sourcing and Contracts. Discovery is 

used by Buyers to send out a request for quote, bid, auction or 

information to the wider SBN supplier community.

Keep in mind that only Government quotes can be seen by all 

suppliers that meet the criteria, but Suppliers will need a promote 

subscription to view non-government opportunities

1. The Draft shown next to Notifications shows Draft and allows 

users to show the Saved Version that is no longer editable

To review the Discovery Postings notifications -

1. Sign in to the SBN, click on your initials

2. Select Settings

3. Ensure that User Preferences is highlighted with a blue 

underline

4. Select User Notifications & Preferences

5. Select Discovery and display the drop-down

6. Select Postings

7. Click on Edit

8. Review the options, add or confirm the email

9. Once completed, click on Save
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Settings User Preferences -

Sourcing and Contracts – Approval 

Tasks
Notifications allow suppliers to route information for Discovery 

(Quote Automation) and Sourcing and Contracts.   Discovery is 

where the email information is used from.

To ensure that leads are viewed by the correct team in your 

business, check who receives the information and what type of 

information they need.

Sourcing and contracts are used by Buyers to send out quotes, 

auctions, bids and information to their existing Supplier base.  The 

person who received the invitation is the only user who can access 

the invitation.

To review the Sourcing & Contracts notifications – Approval 

Tasks

1. Sign in to the SBN, click on your initials

2. Select Settings

3. Ensure that User Preferences is highlighted with a blue 

underline

4. Select User Notifications & Preferences

5. Select Sourcing &  Contracts

6. Display the drop-down menu and select Approval Tasks

7. Click on Edit

8. Review the options and select or deselect as required

9. Once completed, click on Save
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Settings User Preferences -

Sourcing and Contracts – Offline 

Approval Tasks
Notifications allow suppliers to route information for Discovery 

(Quote Automation) and Sourcing and Contracts.   Discovery is 

where the email information is used from.

To ensure that leads are viewed by the correct team in your 

business, check who receives the information and what type of 

information they need.

Sourcing and contracts are used by Buyers to send out quotes, 

auctions, bids and information to their existing Supplier base.  The 

person who received the invitation is the only user who can access 

the invitation.

To review the Sourcing & Contracts notifications – Offline

Approval Tasks

1. Sign in to the SBN, click on your initials

2. Select Settings

3. Ensure that User Preferences is highlighted with a blue 

underline

4. Select User Notifications & Preferences

5. Select Sourcing &  Contracts

6. Display the drop-down menu and select Offline Approval 

Format

7. Click on Edit

8. Review the options and select or deselect as required

9. Once completed, click on Save



© 2026 SAP SE or an SAP affiliate company. All rights reserved. I PUBLIC

Settings User Preferences -

Sourcing and Contracts – Tasks

Notifications allow suppliers to route information for Discovery 

(Quote Automation) and Sourcing and Contracts.   Discovery is 

where the email information is used from.

To ensure that leads are viewed by the correct team in your 

business, check who receives the information and what type of 

information they need.

Sourcing and contracts are used by Buyers to send out quotes, 

auctions, bids and information to their existing Supplier base.  The 

person who received the invitation is the only user who can access 

the invitation.

To review the Sourcing & Contracts notifications – Tasks

1. Sign in to the SBN, click on your initials

2. Select Settings

3. Ensure that User Preferences is highlighted with a blue 

underline

4. Select User Notifications & Preferences

5. Select Sourcing &  Contracts

6. Display the drop-down menu and select Tasks

7. Click on Edit

8. Review the options and select or deselect as required

9. Once completed, click on Save
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Settings User Preferences -

Sourcing and Contracts – Review Tasks

Notifications allow suppliers to route information for Discovery 

(Quote Automation) and Sourcing and Contracts.   Discovery is 

where the email information is used from.

To ensure that leads are viewed by the correct team in your 

business, check who receives the information and what type of 

information they need.

Sourcing and contracts are used by Buyers to send out quotes, 

auctions, bids and information to their existing Supplier base.  The 

person who received the invitation is the only user who can access 

the invitation.

To review the Sourcing & Contracts notifications – Review

Tasks

1. Sign in to the SBN, click on your initials

2. Select Settings

3. Ensure that User Preferences is highlighted with a blue 

underline

4. Select User Notifications & Preferences

5. Select Sourcing &  Contracts

6. Display the drop-down menu and select Review Tasks

7. Click on Edit

8. Review the options and select or deselect as required

9. Once completed, click on Save
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Settings User Preferences -

Sourcing and Contracts – Notification 

Tasks
Notifications allow suppliers to route information for Discovery 

(Quote Automation) and Sourcing and Contracts.   Discovery is 

where the email information is used from.

To ensure that leads are viewed by the correct team in your 

business, check who receives the information and what type of 

information they need.

Sourcing and contracts are used by Buyers to send out quotes, 

auctions, bids and information to their existing Supplier base.  The 

person who received the invitation is the only user who can access 

the invitation.

To review the Sourcing & Contracts notifications – Notification 

Tasks

1. Sign in to the SBN, click on your initials

2. Select Settings

3. Ensure that User Preferences is highlighted with a blue 

underline

4. Select User Notifications & Preferences

5. Select Sourcing &  Contracts

6. Display the drop-down menu and select Notification 

Tasks

7. Click on Edit

8. Review the options and select or deselect as required

9. Once completed, click on Save
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Settings User Preferences -

Sourcing and Contracts – Projects
Notifications allow suppliers to route information for Discovery 

(Quote Automation) and Sourcing and Contracts.   Discovery is 

where the email information is used from.

To ensure that leads are viewed by the correct team in your 

business, check who receives the information and what type of 

information they need.

Sourcing and contracts are used by Buyers to send out quotes, 

auctions, bids and information to their existing Supplier base.  The 

person who received the invitation is the only user who can access 

the invitation.

To review the Sourcing & Contracts notifications – Projects

1. Sign in to the SBN, click on your initials

2. Select Settings

3. Ensure that User Preferences is highlighted with a blue 

underline

4. Select User Notifications & Preferences

5. Select Sourcing &  Contracts

6. Display the drop-down menu and select Projects

7. Click on Edit

8. Review the options and select or deselect as required

9. Once completed, click on Save
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Settings User Preferences -

Sourcing and Contracts – Contracts

Notifications allow suppliers to route information for Discovery 

(Quote Automation) and Sourcing and Contracts.   Discovery is 

where the email information is used from.

To ensure that leads are viewed by the correct team in your 

business, check who receives the information and what type of 

information they need.

To review the Sourcing & Contracts notifications – Contracts

1. Sign in to the SBN, click on your initials

2. Select Settings

3. Ensure that User Preferences is highlighted with a blue 

underline

4. Select User Notifications & Preferences

5. Select Sourcing &  Contracts

6. Display the drop-down menu and select Contracts

7. Click on Edit

8. Review the options and select or deselect as required

9. Once completed, click on Save
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Settings – Account Administration

Customer Relationships
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❖ Customer relationships refer to the transacting relationships where Pos and Invoices are sent between you and your Buyer

❖ Suppliers can also view linked child accounts from the Customer Relationships page

❖ Linked Child accounts let a supplier manage and view customer relationships across multiple accounts from one place.  Each relationship still belongs to the specific account that 

accepted it

❖ Linking improves visibility and administration not how trading works

❖ On the  Customer Relationships page, the default is set to “Automatically accept all relationship requests.”

❖ System Administrators should approve or decline requests as required

❖ Ensure that users have the correct permissions 

❖ Suppliers can access the Supplier Information Portal from Customer Relationships

❖ Customer Relationships lists the Buyers and whether they are in an Approved, Pending or Rejected Status

❖ The Customer Relationship available statuses are:

❖ Pending – the TRR has been sent but not yet accepted

❖ Active – Invitation  accepted

❖ Rejected – Invitation is explicitly declined, or the Supplier has decided they no longer wish to transact with the Buyer

❖ Suspended – relationship is paused, usually due to non-payment of subscription or transaction fees

❖ Private Buyer-initiated connection without full enablement

❖ An invitation can be a Transaction Relationships Request (TRR), or an Interactive Document, such as an interactive Purchase Order

Information
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The Customer Relationships Screen provides Suppliers with information 

pertaining to their Buyers, for example, the Relationship Status

The fields are –

1. Automatically accept all relationship requests toggle – this is set 

to on as a default

2. Trading Tile – show the number of  all Relationships between the 

Supplier and Buyer and their Status

3. Search Filters – allow Suppliers to build specific searches

4. Go bubble - used to trigger a search 

5. Adapt Filters – are used to display more filter/search 

options

6. View Option – to open or close the search options and filters

7. Trading Business Partner List – the list of all buyers associated 

with the account, including all statuses

8. Linked Child Accounts – the child accounts linked to the main 

account domain and the buyers associated with it

9. Customer List  Drop Down list – shows the breakdown of the 

relationships

10. Settings – to how the view is displayed on the screen

11. Export - the drop-down shows Export to a .xlsx and Export As   

Customer Relationships Screen 

Overview
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Accessing Customer Relationships

Suppliers with the applicable permissions can access 

Customer Relationships.  All Buyers that you are 

connected to or have sent a relationship request to are 

accessed here.

To access Customer Relationships

1. Sign in to the SBN, click on your initials

2. Select Settings

3. Either scroll to locate Account Administration or 

click on the Account Administration tab (you will 

know it is selected as a blue line will encompass the 

section)

4. Select Customer Relationships

5. The Customer Relationships screen is displayed
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Customer Relationships  - Linked 

Child Accounts

A linked Child Account is when the supplier has connected to a parent account using an 

Account Hierarchy.   An account hierarchy is primarily a management and visibility feature 

rather than a transactional one.

Linking only provides visibility and admin access not shared TRR’s, and Buyers still only 

see the single ANID/BNOID they transact with

The main reasons Suppliers use parent/child accounts:

❖ Multiple legal entities or regions

❖ Separate ANIDs created historically

❖ Centralised Administration with decentralised operations

❖ Preparation for Multi-org billing

The difference between visibility and relationship ownership –

❖ The Parent Account can see relationships across Child Accounts

❖ The Account that accepted the TRR owns the relationship

❖ Documents flow only to/from the owning account

❖ Fees are evaluated per account unless Multi-Org billing is set up

To view child accounts in Customer Relationships –

1. With Customer relationships open, click on the Linked Child Accounts tab
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Customer Relationship drop-down options allow suppliers 

to customise their view; this is for the ANID/BNOID, not per 

user.

Adapt filters allow the supplier to select from a list of 

available search filters that can be added for selection

To change Adapt Filter Options –

1. Click on Adapt Filters

2. A default list is displayed, tick or untick filter 

options as required

3. Click on OK, and the filters ticked are displayed

Settings allow Suppliers to change the headings in the 

Customer Relationships table, including the column heading 

order. 

To change view settings –

1. Click on

2. A default list of column headings is displayed, 

tick or untick filter options as required

3. Click on OK, and the headings ticked will be 

displayed

Customer Relationships – Adapt Filters 

& Settings
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Accessing the Buyer’s Supplier 

Information Portal (SIP) via Customer 

Relationships

The Buyer’s Supplier Information Portal (SIP) provides 

suppliers with information to transact with their Buyers, 

particularly customer-specific requirements.  For 

example, Mandatory Order Confirmation or using Strip 

and Quote processes.

Suppliers can also access the SIP using the Help 

Centre link at the top of the page. For users to access 

SIP via Customer Relationships, they must have the 

required permissions.

To access a Buyer’s SIP –

1. Sign in to the SBN, click on your initials

2. Select Settings

3. Access Account Administration 

4. Select Customer Relationships

5. Locate the Buyer from the Customer List. Click 

on the corresponding         under the Supplier 

Information column

Note: If the Supplier information portal column is not 

showing, add it using settings

The Selected Buyers Supplier Information portal is 

displayed.
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Accessing a Buyer (SIP)  - All Users 

The Buyer-Supplier Information Portal is a way for 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 Welcome to Help Centre Home page is displayed. 

3. Click on the Find Information from Your Buyers tile

4. The screen will open and display all Buyer SIPs based on the 

relationships (connections) on that network ID, locate and select 

the required Buyer SIP

5. The SIP is displayed
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The Adapt search filters provide the users with an option 

to increase or reduce the available search parameters.   

Users can also change the order in which the fields 

appear by using the arrows next to each heading.

The Show Values                       on the allows users to view 

information as a List View          and Group View          .

The way the information is sorted can be identified by a           

or           in the column heading  

Right-clicking in a column opens a Columns Settings pop-

up that provides users with options including Sort By, 

Group By or More Column Settings.

Drop-down arrows         provide a list of available options 

and a double box         . Users can define  conditions

Information can be exported by clicking on       . Export 

puts information into an Excel spreadsheet or use Export 

As…. Where a pop-up box appears to allow users to 

export more options.

Customer Relationships - Options
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Settings – Account Administration

Manage Users
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Accessing Manage Users

Suppliers with the applicable permissions can access 

Customer Relationships.  All Buyers that you are 

connected to or have sent a relationship request to are 

accessed here.

To access Manage Users-

1. Sign in to the SBN, click on your initials

2. Select Settings

3. Either scroll to locate Account Administration or 

click on the Account Administration tab (you will 

know it is selected as a blue line will encompass 

the section)

4. Select Manage Users

5. The Manage Users screen is displayed
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Create a New User with Roles 

Already Created

System Administrators create users and assign permissions to 

them.  Suppliers can either use preset Roles or select a custom 

role.

All fields with an asterisk must be completed.

All Usernames should be in an email format.

To access Create User –

1. Sign In to the SBN, and click on the initials

2. Select Settings

3. Access Account Administration

4. Click on Manage Users

5. Click on Create, and the Create User screen is displayed

6. Enter the Username

Note: In most instances, a user’s actual email will also be their 

Username. If they have another account, you may need to modify 

the Username.  Remember, it must still be in an email format

7. Enter the user’s First Name

8. Enter the user’s ACTUAL email

9. Enter the user’s Last Name

10. Click on Add

11. Select the Role/s you wish to assign to the user. As you 

select the roles, a pop-up message will appear

12. Once completed, click on Create

13. The User will receive an email, refer to Accessing the SBN 

for the first time
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Accessing the SBN for the First Time –

New User
Users receive an email providing information about signing in for 

the first time

1. User locates the email from SAP Business Network, and 

opens the email

2. Identify your Username in the email 

3. Select Supplier

4. Click on Access the SAP Business Network sign-in page

5. Enter your Username

6. Click on Next

7. The password screen is displayed. Click on Forgot 

password

8. Enter the email associated with the username

9. Click on Submit

10. The screen displays the “We have sent an email to you!” 

pop-up, click Back to Sign in

11. Locate and open your email, and locate your Username

Note: Remember that your Username may not be the same as your 

email, and all accounts that are associated with your email will be 

shown on the email 

12. Click on the Password reset link for the Username you need 

to change. The Reset your password pop-up is displayed

13. Enter a New password 

Note: As you meet each requirement, it will turn from red to green

14. Re-enter your password into Confirm your password

15. Click on Submit

16. Open Supplier Sign-in and sign in

https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fr17pccz.r.us-west-2.awstrack.me%2FL0%2Fhttps%3A%252F%252Fservice.ariba.com%2F1%2F0101019d3c81872a-d94fa8d2-6047-4851-93aa-c5dff1d2ec57-000000%2FCXx7oJ8zrXEfrJYyfPcAkM1-d9g%3D472&data=05%7C02%7Cjen.williams%40sap.com%7Cfc9fd7103dda4015d73408de8e017cad%7C42f7676cf455423c82f6dc2d99791af7%7C0%7C0%7C639104334212601120%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=jd6BHwxffMM0tEe8oVl%2FKoLv8F3ewwATEh%2FVTPQz0xk%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fr17pccz.r.us-west-2.awstrack.me%2FL0%2Fhttps%3A%252F%252Fservice.ariba.com%2F1%2F0101019d3c81872a-d94fa8d2-6047-4851-93aa-c5dff1d2ec57-000000%2FCXx7oJ8zrXEfrJYyfPcAkM1-d9g%3D472&data=05%7C02%7Cjen.williams%40sap.com%7Cfc9fd7103dda4015d73408de8e017cad%7C42f7676cf455423c82f6dc2d99791af7%7C0%7C0%7C639104334212601120%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=jd6BHwxffMM0tEe8oVl%2FKoLv8F3ewwATEh%2FVTPQz0xk%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fr17pccz.r.us-west-2.awstrack.me%2FL0%2Fhttps%3A%252F%252Fservice.ariba.com%2F1%2F0101019d3c81872a-d94fa8d2-6047-4851-93aa-c5dff1d2ec57-000000%2FCXx7oJ8zrXEfrJYyfPcAkM1-d9g%3D472&data=05%7C02%7Cjen.williams%40sap.com%7Cfc9fd7103dda4015d73408de8e017cad%7C42f7676cf455423c82f6dc2d99791af7%7C0%7C0%7C639104334212601120%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=jd6BHwxffMM0tEe8oVl%2FKoLv8F3ewwATEh%2FVTPQz0xk%3D&reserved=0
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Roles can be added, updated or changed as required. 

To Add or Update a user's role -

1. Access Manage Users (Refer to Manage User 

Accounts)

2. Identify the user to update, and click on the arrow

at the end of the username row

3. The Username information is displayed. Click on 

Edit

4. Either scroll down or click on Roles

5. To Add a Role – Click on Add

6. Select the role/s that you wish to add

Note: Some combinations will cause an error.  Some 

options are default Roles, and others may be Customer 

Roles. There may be occasions when certain roles are 

added there may be an error

7. Click on Save, and the “User was saved” pop-up 

message is displayed

Manage Users – Add or Update Roles

to a User
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Manage Users – Add or update 

Customer Assignment to a User
A System Administrator assigns permissions for access to parts of 

the SBN. This includes assigning specific customers for the user to 

access. 

This ensures that users can focus and find purchase orders and 

invoices on the account/s assigned to them. 

This also means that when a user signs into an account, they will 

only be able to see the customer account/s assigned to them.

1. When creating a user, Customer Assignments can be added 

by clicking in the corresponding tick box.

Adding or Updating Customer Assignment of an Existing User 

1. Access Manage Users (Refer to Manage User Accounts)

2. Identify the user to update, and click on the arrow at the end of 

the username row

3. The Username information is displayed, click on Edit

4. Either scroll down or click on Customer Assignment

5. Select or deselect the Buyer/s for this user

6. Click on Save

2. To revert to the previously saved version before clicking on 

save, click on the Draft drop-down at the top of the page and 

select Saved Version
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Under Manage Users you may see the same Username shown 

twice.  This occurs when the -

1. System Admin selects Saved Version 

2. Clicks on the back arrow 

3. Without clicking on Save first

To remove duplicates:

4. Click on the arrow next to either entry

5. Click on the Draft drop-down 

6. Select Draft, as this opens the record

7. Click on Discard, and the screen message confirms 

the record is discarded

8. System Administrators may get a pop-up message 

advising that a User cannot be assigned additional 

roles when a Limited access option has been selected.  

However, multiple limited accesses can be added.  Some 

Limited Access role combinations may not be viable

Manage Users – Draft and Unsaved 

changes and Limited Access
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Manage Roles – Revoke Users

The System Administrator must access a User’s record to Revoke

access or Deactivate a User.

Revoke – removes the access for the user to the SAP Business 

Network; an email confirming that the account closure has 

occurred. Once the retention period is over, the user will be 

permanently deleted

Deactivate – immediately removes access to all tasks and will 

remain unable to access until the user is reactivated

To Revoke a User -

1. Access Manage Users – Refer to Accessing Manage Users, 

the Manage Users screen is displayed

2. Select the required User

3. Click on Revoke

4. A pop-up message appears confirming the username

5. Click on Revoke, and the screen will revert to Manage Users

6. Click on the         at top of the screen

7. The revoked user will be moved to the Revoked Tab

8. An email indicating that the account closure has been 

approved will be received
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Manage Roles – Deactivate Users

The System Administrator must access a User’s record to revoke

access or deactivate a User.

Revoke – removes the user’s access to the SAP Business Network; an 

email confirming the account closure. Once the retention period is over, 

the user will be permanently deleted

Deactivate – immediately removes access to all tasks and will remain 

unable to access until the user is reactivated

To Deactivate a User -

1. Access Manage Users – Refer to Accessing Manage Users, the 

Manage Users screen is displayed

2. Select the required User

3. Click on Deactivate

4. A pop-up message appears confirming the username

5. Click on Confirm, and the screen will revert to Manage Users

6. Click on the         at top of the screen

7. The revoked user will be moved to the Deactivated Tab

Note: To reactivate a user, go to Manage Users > Deactivated Tab. 

Click on the user to reactivate, click on reactivate
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Changing the System Administrator

It is preferred that, when a System Administrator leaves the business or 

changes roles and no longer remains as the System Administrator, the 

System Administration Role be reassigned to another user.

To Change the System Administrator-

1. Access Manage Users – Refer to Accessing Manage Users, the 

Manage Users screen is displayed

2. Select the required User by clicking on the >

3. The User information selected is displayed. Click on Make 

Administrator

4. The Assign Yourself to a Role screen is displayed.  

Remembering that you, as the System Administrator, are moving 

the administrator to another user, select a Role

Note: The Selection is confirmed by the pop-up

5. Click on Transfer

Note: The new system administrator will receive an 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
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What to do if the System Administrator 

has left the Business and you do not 

have a Username and Password
Where the System Administrator has left the business, but a sub-user 

has a username and password, you need 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. Display the SBN on the BTP Sign-in page -

2. Click on the ? 

3. Select Support

4. Review the disclaimer, and if you agree, select Support

5. Select Contact Support in the left side panel

6. Enter information into Step 1 – How can we support you? 

7. Click on Next

8. Review the information provided and respond appropriately 

by selecting the applicable bubble. You may need to click 

several times to access Step 2

9. Review the AI provided responses in Step 2, then click on 

Next

10. Complete Step 3, Confirm the Details (Refer to Completing 

Confirm Details), click on Next

11. Complete Step 4, Contact Options, options available will be 

displayed, select the best option
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Settings – Account Administration

Manage Roles
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Accessing Manage Roles

Suppliers with the applicable permissions can access 

Customer Relationships.  All Buyers that you are 

connected to or have sent a relationship request to are 

accessed here.

To access Manage Roles

1. Sign in to the SBN, click on your initials

2. Select Settings

3. Either scroll to locate Account Administration or 

click on the Account Administration tab (you will 

know it is selected as a blue line will encompass 

the section)

4. Select Manage Users

5. The Manage Roles screen is displayed
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Manage Roles – Screen Information 

Manage Roles allows Supplier System Administrators to 

either use predefined roles or create more specialised 

roles for their users.  The System Administrator is the only 

User with ALL permissions, and there can be only 1 

System Administrator.

Custom Roles – are roles created by the System 

Administrator

Pre-defined Roles (x) – the displayed number indicates 

the number of roles defined by SBN.  Pre-Defined roles 

reduce the time it takes to create business-specific roles

Settings – to change the headings on the Manage 

Roles Screen, Admins can identify the information they 

want to view

Export – used to print and display information.  The 

headings are based on the selections from Settings

Supplier System Admins can either use the tabs or scroll 

through to locate the section/s required



© 2026 SAP SE or an SAP affiliate company. All rights reserved. I PUBLIC

Manage Roles – Predefined Roles 

Pre-Defined Roles enable quick user creation. The 

SBN manages pre-defined roles. 

To view information about the role, click on Show 

More and Show Less to view less information

The Number of Assigned Users allows Supplier 

System Admins to see how many users are assigned 

to the role. If the Number of Assigned Users is not 

visible, click on Settings and change the view.
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Create a Custom Role

Custom Roles are created and managed by the System Administrator. 

Keep in mind that providing access to all areas of the network may 

provide challenges, as users may inadvertently change settings or access.

To Create a Custom Role-

1. Access Manage Roles – Refer to Accessing Manage Roles. The 

Manage Roles screen is displayed

2. Confirm you are on the Custom Roles tab

3. Click on Create, and the Create Role screen is displayed

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

Note: The name of the role should represent the role information to 

which you are adding specific permissions; the description is not a 

mandatory field and may be left blank

5. The name of the role entered appears at the top of the screen; 

either scroll down to or select the Permissions Tab

6. Click on Add

7. The Add Permissions pop-up is displayed, select the permissions 

required by clicking in the associated tick box. For a list of 

permissions and information, refer to the Glossary and Terms

8. Click on Apply, and the screen will revert to Manage Roles

9. Users can be added while in this screen, either by scrolling or 

selecting the Users tab

10. Click on Add

11. Select the user to add by ticking the associated box/es

12. Click on Apply, and the user will be added

13. Once you have finished, click on Create
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Settings – Account Administration

Account Security
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Configure Multifactor Authentication

(MFA) Information

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 3rd 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 - MFA 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
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Accessing the Account Security

Screen

Suppliers with the applicable permissions can access 

Customer Relationships.  All Buyers that you are 

connected to or have sent a relationship request to are 

accessed here.

To access Account Security -

1. Sign in to the SBN, click on your initials

2. Select Settings

3. Either scroll to locate Account Administration or 

click on the Account Administration tab (you will 

know it is selected as a blue line will encompass the 

section)

4. Select Account Security

5. The Account Security screen is displayed
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Account Security Information

Account Security allows the System Administrator to add extra Multi-

Factor Authentication (MFA) Settings.   

An option is selected when the corresponding box is ticked.  

Greyed-out options can not be selected and there are some fields 

with a default value, for example:

❖ Maximum number of MFA attempts

❖ Grace period to skip activating MFA

❖ MFA lockout duration when there have been 5 failed 

attempts

Once you have selected the required MFA options, click on Save to 

lock them in.

There is no direct Security contact for SBN. If a suspected security 

breach has occurred, it is recommended that :

❖ Passwords should be updated

❖ Engage with internal IT 

❖ Raise a security ticket via the Help Centre (Refer to 

Accessing the Help Centre)

There is currently:

❖ No consolidated security audit dashboard

❖ No report for failed domain registration attempts

❖ No security activity logs for system admins

❖ No dedicated in-product security escalation contact
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Settings – Account Administration

Notifications
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Notifications - Information

❖ Supplier notifications exist to inform suppliers about status and outcome updates for various transactions.  Keep in mind that you may not see all options or 

they may be greyed out, depending on the Buyer business rules.

❖ Notifications are supplier-controlled and often require receiving summaries, alerts, or status updates.

❖ Suppliers enable notifications to be notified rather than manually checking the portal for information such as:-

❖ Shipment updates

❖ When goods receipts are received

❖ Invoice rejections

❖ Required follow-up actions

❖ Suppliers should read all available notification options to determine which ones should be triggered.  A tick in the box indicates the notification option is 

activated; suppliers must add an email.   

❖ More than one email can be added by putting in a comma, no spaces or other dividing characters; this can be done for up to five email addresses.
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Accessing Notifications

Suppliers with the applicable permissions can access Customer 

Relationships.  All Buyers that you are connected to or have sent a 

relationship request to are accessed here.

To access Notifications -

1. Sign in to the SBN, click on your initials

2. Select Settings

3. Either scroll to locate Account Administration or click on the 

Account Administration tab (you will know it is selected as a 

blue line will encompass the section)

4. Select Notifications

5. The Notifications screen is displayed

Network Notifications are configurable notifications accessed via the 

Network Notifications drop-down list or by scrolling through each section.

The options are document-based notifications, triggered by the buyer’s 

business rules for specific notifications.

To add, update or edit Network Notifications, click on Edit to open 

editable fields.  Read the short description to determine if the notification 

type is required.

Notifications are not triggered until there is a tick and an email address
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Notifications – Network Notifications 

Options  
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Notifications – Messaging Options
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Edit, Add or Update Notifications –

Network Notifications or Messaging

To Edit, Add or Update Notifications –

1. Access Notifications – Refer to Access Notifications. The 

Notifications screen is displayed

2. Click on Edit

3. For Network Settings –

1) Select the required Network Notification by either 

using the drop-down (refer to Network Notification 

Options) or scrolling to the required option

2) Select the network notification option required 

3) Place a tick to activate

4) Click on Save

4. For Messaging –

4) Select the required Messaging by either using the 

drop-down (refer to Messaging Options) or scrolling 

to the required option

5) Select the network notification option required, and add 

the emails in the required Email section

6) Place a tick to activate

7) Click on Save
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Settings – Account Administration

Recommended Accounts
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Accessing Recommended Accounts

Suppliers with the applicable permissions can access 

Customer Relationships.  All Buyers that you are 

connected to or have sent a relationship request to are 

accessed here.

To accessing Recommended Account -

1. Sign in to the SBN, click on your initials

2. Select Settings

3. Either scroll to locate Account Administration or 

click on the Account Administration tab (you will 

know it is selected as a blue line will encompass the 

section)

4. Select Recommended Accounts

5. The Recommended Accounts screen is displayed
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Recommended Accounts Screen

The recommended accounts screen is used to identify 

Accounts that you may not be aware of.

System Administrators can perform an Advanced search with 

either –

General Criteria such as –

❖ Company Name

❖ Email domain

❖ Country Region

By Unique Identifiers such as –

❖ SBN ID - ANID

❖ BNOID (Business Network Id)

❖ DUNS Number

❖ VAT ID

❖ Tax ID

Once you have entered a criterion, click on Go.

Any accounts that meet the criteria will be displayed, review.
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Settings – Account Administration

Manage Account Requests
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Accessing Manage Account Requests

Suppliers with the applicable permissions can access 

Customer Relationships.  All Buyers that you are 

connected to or have sent a relationship request to are 

accessed here.

To access Manage Account Requests-

1. Sign in to the SBN, click on your initials

2. Select Settings

3. Either scroll to locate Account Administration or 

click on the Account Administration tab (you will 

know it is selected as a blue line will encompass 

the section)

4. Select Manage Account Requests

5. The Manage Accounts Requests screen is 

displayed
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Manage Account Requests

Manage Account requests come from users who want 

to link user IDs, and unapproved users who are 

pending approval

When a user needs to access an account but needs 

approval to link to that account, they enter their 

username, and it will appear in Manage Accounts 

Requests for review by the System Administrator on 

that account
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Settings – Account Administration

Manage Account Email Domains
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❖ A Supplier can claim one or more corporate email domains

❖ Settings in Account Email Domains apply at the Account (ANID/BNOID) level, not per user

❖ It allows a System Administrator to be notified when a user attempts to register an account using the claimed domain name

❖ Notifications are performed via email

❖ Up to 5 email addresses can be notified when a user attempts to create a new account using the corporate email domain

❖ When an email extension is added through Manage user, it is added to the Account Domain settings and is effectively “claimed.”

❖ A domain can only be claimed if a user with the email domain extension has been added as a user, either via the Manage Account Requests or the Manage Users

❖ There needs to be at least one Customer Relationship in order for a system administrator to claim a domain

❖ Notifications are sent via email

❖ There is no report that provides a list of users who tried to create an account with a blocked domain

❖ If your Company email domain is not available, but you want to use it for a new account, 

click Contact Administrator

❖ Available  options and what they mean

❖ A temporary account is not searchable by Buyer/s so no TRRs are sent, but it is searchable by Suppliers 

❖ This is a single administrator user account, and additional roles cannot be added

❖ Parent/Child Linkage can be automatically linked to the account that owns the account domain

❖ There is no catalog, promote, or discovery access in a temporary account

❖ A temporary Account expires after 180 days

Information
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Accessing Manage Account Email 

Domains

Suppliers with the applicable permissions can access Customer 

Relationships.  All Buyers that you are connected to or have sent a 

relationship request to are accessed here.

To access Manage Account Email Domains -

1. Sign in to the SBN, click on your initials

2. Select Settings

3. Either scroll to locate Account Administration or click on the 

Account Administration tab (you will know it is selected as a 

blue line will encompass the section)

4. Select Manage Account Email Domains

5. The Account Domain Settings screen is displayed
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Claiming an Email Domain

System Administrators can control the number of 

accounts that are created by other users within the 

organisation.

To Claim an Email Domain –

1. Display the Account Domain Settings screen.  

Refer to Accessing Manage Account Email 

Domains

2. Click on Edit

3. Identify the Domain required and select the 

corresponding box under Claim Domain

4. It will allow you to either Permit, Permit 

Temporary or Block, click on the down-arrow to 

view allowable options

❖ Walkup Registration 

❖ Procurement Registration

❖ Sourcing and SLP Registrations

5. Click on Save

For more information on Temporary Accounts – Click 

Here



© 2026 SAP SE or an SAP affiliate company. All rights reserved. I PUBLIC

Account Domain Settings -

Notifications
There may be a need to advise that a user is trying to 

create a new account based on the Domain 

Registration

To set up a Domain Registration Notifications–

1. Display the Account Domain Settings screen.  

Refer to Accessing Manage Account Email 

Domains

2. Click on Edit

3. Tick the Send a notification when a new user 

registers with the same domain box

4. Enter the To Email Address of the user or users 

that need to be notified when someone attempts 

to create a new account using the domain

Note: When the “Send Notification when……” box is 

not ticked, the domain registration is not active.  

At least one email is required in the “To email Address” 

as it has an asterisk, whether activated or not.  To enter 

more than one email, use a comma, no spaces, dashes 

or other characters.

5. Click on Save

6. If activated, an email is sent to the identified 

email addresses, see example of email template
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Settings – Account Administration

Connected Accounts
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Accessing Connected Accounts

Suppliers with the applicable permissions can access 

Customer Relationships.  All Buyers that you are 

connected to or have sent a relationship request to are 

accessed here.

To access Connected Accounts

1. Sign in to the SBN, click on your initials

2. Select Settings

3. Either scroll to locate Account Administration or 

click on the Account Administration tab (you 

will know it is selected as a blue line will 

encompass the section)

4. Select Connected Accounts

5. The Connected Accounts screen is displayed
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Connected Accounts Actions

Connected accounts allow users to log in via Single Sign-On 

(SSO).  Keep in mind that users will have the same level of 

access as in the Parent Account.

Connected accounts allow users to jump into other 

accounts that may have different Buyer Customer 

Relationships and perform tasks as required.

This means that if a user only has Inbox and Outbox access, 

they will have no other access in the Child Account.

A user will be able to identify if they are in a Child Account 

by the Back to parent account at the top of the screen

To Unlink Accounts – select the linked account and click 

on Unlink Account, read the pop-up and then click on 

Unlink Account

To Edit Profile Settings - select the account and click on 

Edit Profile Settings, read the pop-up and proceed as 

required

To change the column/s displayed – Click on         and 

select or deselect the columns available
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Settings – Transactions

Language and Region
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Accessing Language and Region

Suppliers with the applicable permissions can access 

Customer Relationships.  All Buyers that you are 

connected to or have sent a relationship request to are 

accessed here.

To access Language and Region

1. Sign in to the SBN, click on your initials

2. Select Settings

3. Either scroll to locate Account Administration or 

click on the Account Administration tab (you will 

know it is selected as a blue line will encompass 

the section)

4. Select Language and Region

5. The Language and Region screen is displayed
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Language and Region Information 

System administrators should be aware that the preferred language –

❖ Is set at the company level 

❖ Affects system text and notifications

❖ It can only be managed by the system administrator

The Data Centre selected  affects data residency, not transactional 

capability

To change the Language and Region –

1. Access Manage Roles – Refer to Accessing Language and 

Region. The Language and Region screen is displayed

2. Click on Edit 

3. Click on the setting required –

❖ Preferred Language

❖ Preferred Timezone

❖ Preferred Currency

Note: Click on the          for information about each option 

4. Click on the corresponding drop-down list to search and 

select the required language, time zone or currency
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Settings - Transactions -

Document Routing
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Electronic Order Routing Options-

Information

❖ There are several Electronic Order Routing Options; ensure that you select the correct routing type

❖ In most instances, the System Administrator’s 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

❖ Up to 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

❖ cXML/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)
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Accessing Default Document Routing

Only the System Administrator will have the routing options on the 

Home page

To access Purchase Order Routing via Settings -

1. Sign in to the SBN, click on your Initials

2. Select Settings

3. Either scroll down to Transactions or click on the 

Transactions tab

4. Select Document Routing, and the Default Document Routing 

screen is displayed

To access Purchase Order Routing from the Homepage-

5. While signed in to the SBN from the Homepage, 

6. Select Configure order preferences

7. The Default Document Routing screen is displayed
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Default Document Routing Screen 

Overview

Default routing displays the pre-configured routing method settings.  

System Administrators and those with the applicable permissions 

can override routing, allowing suppliers to customise default routing 

behaviour.

Online means that suppliers are not notified of new documents, but 

purchase orders are pre-configured to Email with a PDF attachment 

and the Admin email address

Default document routing provides information on the:

1. Document Type 

2. Document Sub-Group 

3. Document Sub Type 

4. Routing Method 

5. Default Routing Method  

6. Non- Catalog Order Routing Preferences 

Click on         to view Settings  and change the order columns appear 

in
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Reviewing Default Routing

Suppliers choose where the SAP Business Network (SBN) 

account and supplier profile will be hosted.

To update routing -

1. Sign in to the SBN and display the Default 

Document Routing screen – Refer to Accessing 

Default Document Routing

2. Scroll to display the list of documents and their 

Default Routing, click on the > at the end of the 

row you require

3. The Document Routing Configuration screen is 

displayed. Changing the routing cannot be 

performed while reviewing the default routing

4. Click on Default Document Routing to return to 

the Default Routing screen



© 2026 SAP SE or an SAP affiliate company. All rights reserved. I PUBLIC

Purchase Orders – Edit Routing

The System Administrator can update or edit the Purchase 

Order document routing.  Order routing is set for the business, 

not by the user.  Enterprise accounts may have more options 

than a Standard Account

To override Purchase Order (PO) routing –

1. Sign into the SBN and access Default Document Routing 

– Refer to Accessing Default Document Routing

2. Select Draft from the drop-down

3. Select the Document Type / Document Sub Type

4. Click on the > at the end of the selected type row, the 

Document Routing Configuration screen is displayed

5. Update the required fields, for example –

❖ Routing Method

❖ Email address/es

❖ And document behaviour

6. Click on Apply, and the screen reverts back to Default 

Document Routing 

7. Click on Save, the Default Document Routing remains 

in an Edit status, repeat steps 3 to 7 until completed, 

then click on the screen back button or other SBN 

option required
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Purchase Order Routing – Adding a 

new Override setting
The System Administrator can update or edit the Purchase Order 

document routing.  Order routing is set for the business, not by 

the user.  

Only document types that have not already been 

configured will appear in the drop-down menu

You cannot add other options other than those displayed.

To override Purchase Order (PO) routing –

1. Sign into the SBN and access Default Document Routing 

– Refer to Accessing Default Document Routing

2. Select Draft from the drop-down

3. Click on Create

4. The Document Type screen is displayed. click the 

Document Type down arrow

Note: The fields populate from left to right; the field will remain 

greyed out until a data option in the previous field is selected.  

5. Select the Document Sub Type from the drop-down

6. Select the Routing Document Code from the drop-

down

7. Select the Routing Method drop-down, If you selected 

Email complete the Method Attributes

8. Click on Apply

9. Repeat if required; otherwise, click on Save, and a pop-

up message will confirm the routing has been successful
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Proposals and Questionnaires

Sourcing
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No

SAP Ariba Proposals & Questionnaires 

(Sourcing) Flow

Did you receive a 

Questionnaire or an Event 

invitation?

Yes
Are you the business resource 

responsible for bidding, 

surveys, or RFX processes?

Yes Click on the link in the 

invitation or event
Yes

Enter your credentials and 

complete the questionnaires 

or access the event/s

Invitations for Ariba Sourcing can not 

be forwarded; you will need to contact 

the Buyer who sent the invitation to re-

send to the correct resource

The System Administrator should 

ensure that the resource/s who 

perform RFX processes have access to 

the network

If you are the System Administrator, you 

will need to ensure a role is created 

and users are managed to form part of 

the Response Team
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❖ Proposals & Contracts are accessed via a tab on the SBN

❖ Proposals and Questionnaires are where Suppliers access Events (RFXs, Surveys or Questionnaires) and will appear in Proposals & Contracts

❖ A Transacting Relationship does not allow access to Proposals and Questionnaires

❖ A System Administrator does not have access to Proposals and Questionnaires if they are not listed as part of the response team or created the Sourcing account

❖ 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 Request 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)

Information
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❖ 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

❖ 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 I 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

❖ There is no charge associated with an SAP Ariba Proposals and Questionnaires account

Information cont.
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SAP Ariba Proposals & Contracts 

(Sourcing) Invitation Flow

The invitation can only be opened by the person it was sent to.

The Buyer determines whether a supplier must complete 

questionnaires or simply 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 and submitted

❖ Once you have completed an event and are selected, 

you will receive a Purchase Order in your transacting 

account

The buyer has sent an 
invitation to complete a 

questionnaire or 
participate in an event

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

Your Quote has been 
accepted a Purchase 

Order will be created and 
sent to your transacting 

account
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SAP Ariba Proposals and 

Questionnaires - Main Screen

Ensure that when you are in Proposals and Questionnaires to :

❖ Respond to a Questionnaire/s

❖ Respond to an Event

❖ Provide a Buyer with information or certification/s

1. SAP Ariba Proposals & Contracts screen

2. List of available Sourcing Customers

3. Proposals and Questionnaires tab

4. Events include: Surveys, Auctions, RFIs, RFPs, and RFQs.  

Some Buyers only send events and do not require 

suppliers to complete questionnaire/s

5. Risk Assessments – some customers require 

assessments 

6. Registration Questionnaires – some buyers may use 

questionnaires to build their master data and need this 

to be responded to first, prior to any events

7. Qualification Questionnaires – usually a secondary 

questionnaire where further information is required by a 

buyer

8. Questionnaires – this may include responding to 

industry items such as worker 

9. Certificates – suppliers may need to upload certificates 

based on the country they are operating in

10. Tasks – these are required by the buyer
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Company Profile -

Increasing your Visibility



© 2026 SAP SE or an SAP affiliate company. All rights reserved. I PUBLIC

❖ Once you have received your Welcome email, have your credentials and confirmed your email. The System Administrator will need to ensure that the business Transacting 

Account is set up for success.  This includes ensuring that the company profile accessed by potential buyers and trading partners in the SAP on BTP ecosystem is accurate 

and correct, that notifications for specific account information are sent to the correct user/s.

Setting up your Company Profile to 

increase Visibility

A new account has been 
created or needs to be 

updated

Access the Company Profile
Complete the Mandatory 

Fields

Confirm the Contact Details
Add Additional Entities –
Sold From and Remit to 

locations

Add all relevant Products 
and Services information
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Company Profile - Information

❖ All Suppliers must complete the mandatory fields in the SAP Business Network on BTP

❖ The Company Profile is used by Suppliers to add information about their business

❖ Buyers search for products and services via the SAP Business Network (SBN) on the Business Technology Platform (BTP)

❖ Information with an asterisk in Mandatory

❖ Adding information that is not mandatory but provides more details about your business

❖ Keeping your Company Profile updated provides Buyers searching for goods or services with other options to increase their Supplier Base

❖ Supplier can further increase their visibility by paying for a promote subscription that moves verified Suppliers to the beginning of searches performed 

by Buyers – for more information on promote, CLICK HERE or click on the Store tab  

❖ Reminder – promote is a paid-for subscription and can be used with either a standard or enterprise SAP Business Network Account

❖ Suppliers will receive reminders to complete the company profile

https://portal.us.bn.cloud.ariba.com/dashboard/appext/comsapsbncbillingportal
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The Company profile provides basic information about your business and 

provides information to Buyers performing a search in the Buyer SAP 

Business Network

1. Click on your initials at the top of the page

2. Select Company Profile 

3. The Company Profile is displayed

4. There are several sections in the company profile:

❖ Overview

❖ Certifications

❖ Sustainability Ratings

❖ Organisation Structure

❖ Additional Entities

❖ Business Information

❖ Country Configuration

❖ Contacts

❖ Settings

❖ Additional Documents

❖ Customer Requested

As the System Administrator, the level of information provided is based on 

your business's needs and the level of exposure you have to potential 

buyers.

5. There are other options:

❖ View my Profile

❖ Go to Catalog 

❖ . . .

6. Where a          is displayed, it indicates the number of other menu 

options not displayed along the selections pane that are not 

displayed     

Accessing the Company Profile 

Screen
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Selection Pane information

With the Company Profile Page Displayed:

1. Overview drop-down

❖ About Us

❖ Products and Services

❖ Company Showcase

❖ Assessments

❖ Company Keywords

❖ Social Media

2. Certifications

3. Sustainability Ratings

4. Organisation Structure

5. Additional Entities

6. Country Configuration

7. Contacts

8. Settings drop-down-

Profile Visibility

Search Results Visibility

Extended Profile Visibility

Contact My Company

9. Business Information

10. Additional Documents

11. Customer Requested

12. Certification and Sustainability Ratings as a total 
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View my Public Profile and . . . 

Selections

Sign in to the SAP Business Network:

1. Click on the initials on the top right of the screen

2. Select Company Profile

3. Click on View my Public Profile

4. The information shown is what potential buyers 

see when searching for an existing supplier or a 

potential supplier

5. To close the Public Profile screen, close the tab

at the top of your screen.  The Overview screen 

will again be displayed

6. To open the  . . .  options click on . . .

7. There are 3 options:

❖ SAP Business Network Badges – if you 

select SAP Business Network Badges, you 

will need to read the terms of Use and 

click on, I accept

❖ Copy Public Profile URL – suppliers can 

send buyers their URL

❖ Support Humanitarian Aid – toggle on 

to be considered for SAP Business 

Network Discovery postings seeking 

humanitarian aid or donations aid
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Settings Drop-Down – Profile Visibility

Search Results Visibility allows suppliers to identify what level of 

information their Trading Partners/Buyers can see when they 

perform a search

Please be aware that by default the business 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. With the Company Profile displayed, click on the Settings to 

open the drop-down

2. Select Profile Visibility

3. To edit your Profile Visibility, click on Edit

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

default settings

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

trading partners only

4. Use the drop-down options to determine the level of visibility 

and select it.  The selection will appear in the field

5. Click on Save
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Update Logo

With the Company Profile Page Displayed:

1. Click on the              

The Upload company logo pop-up box is displayed

2. Click on See example

Examples of how the logo should be positioned for 

maximum effect 

3. Click on Browse

Your file system will open, locate and select the logo 

you wish to use, select it and click on Open

Logos must be less than 200KB

4. Click on Save

5. The Screen Returns to the Company Profile, and 

the logo will be displayed

REMEMBER:

❖ 250 maximum pixels (so use resize)

❖ Less than 200KB size

❖ Must be a GIF file extension
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Settings Drop-Down – Search 

Results/ Extended Profile Visibility 

and Contact My Company
Selections that are grey-out cannot be changed.

The supplier can determine from the setting drop-down:

❖ Search Results Visibility

❖ Extended Profile Visibility

❖ Contact My Company

Suppliers can either scroll down to Search Results Visibility 

or select it from the Settings drop-down menu

1. Click on Settings and select Search Results Visibility, 

Extended Profile Visibility or Contact My Company

2. (or scroll to the required section)

3. Review and to edit, click on Edit

For Search Results Visibility

3. Toggle from a tick to a dash to             disable

4. Click on Save

For Extended Profile Visibility

5. Only one selection can be made. Review and select 

the required level of visibility

6. Click on Save

For Contact My Company 

7. Use the toggle to enable            or disable            the 

options

8. Click on Save
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Completing Mandatory Company 

Profile Fields

Information provided in the Company Profile should reflect actual information 

about your business.

All fields highlighted with an asterisk indicate it is a mandatory field

All errors are highlighted in red -

Note: Where fields do not have an asterisk, such as the DUNS Number in the 

example, they are NOT mandatory.

To add/update or complete mandatory company information:

1. Click on your Initials at the top of the screen

2. Select Company Profile

3. The Company Profile is displayed, click on Edit in the About Us 

information field

4. The Edit Company Information screen is displayed

5. Enter or select information from the drop-down list in the fields with an 

asterisk :

1. Select  the Business Type from the dropdown list

2. Enter the Number of Employees

3. Enter the year Founded

4. Select the Revenue from the dropdown list. There is an option 

“To contact company for information” if you do not wish to 

disclose this

5. Select at least Legal Form from the available options in the 

dropdown list

6. Enter information in all asterisk fields in the Address Information section

7. Once all asterisk fields have been completed, click on Save
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Company Profile – Overview Drop-

down – Products and Services
To add or edit your Company Information, access and display the 

Company Profile. Refer to Accessing the Company Profile Screen

1. Click Overview to display the drop-down list

2. The Product and Service Information to edit, update or add 

Products and Services click on Edit

There are 3 tabs:

❖ Product and Service Categories

❖ Ship-to or Service Location

❖ Industries Served

3. Click on        in Products and Services Categories to browse all 

Categories or enter the Product or Service Category

4. You have clicked on          -

1. Either enter a term in search then         or select a Category

2. When you click on a category and a list of sub-categories is 

displayed

3. Continue to drill down into other categories until there are 

check boxes, then select the subcategory/subcategories

4. Click on Save

5. You have entered a term into the Products and Service 

Categories field

5. Enter the product or services your business performs

6. A drop-down list appears; select the most suited category, 

press Enter, and the Product or service will be added

6. Repeat until all products or services your business provides have 

been entered

7. If you have completed all edits, click on Save or select Ship-to or 

Service locations or Industries
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Company Profile – Ship-to or Service 

Locations

To add or edit your Company Information, access and display the 

Company Profile. Refer to Accessing the Company Profile Screen

1. Click Overview to display the drop-down list

2. The Product and Service Information to edit, update or add 

Products and Services

3. Click on Edit

There are 3 tabs:

❖ Product and Service Categories

❖ Ship-to or Service Location

❖ Industries Served

4. Click on Ship-to or Services Locations

5. If you are a global organisation, use the toggle to select or deselect 

Serve Globally

6. Click on        in Ship-to or Service Locations field

7. You have clicked on          -

1. Either enter a Location

2. Click on a location/s required, select the location from the list

3. Continue until there are check boxes, then select the Ship-to 

or Service Location on Save

8. You have entered a term into the Ship-to or Service Location field

4. Enter the location

5. A drop-down list appears; select the location/s, press Enter, 

and the Product or service will be added

9. Repeat until all ship-to or service locations your business delivers or 

caters for

10. If you have completed all edits, click on Save or select Products 

and Services or Industries
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Company Profile – Overview Drop 

down – Industries

Note that Industries is not a mandatory requirement; 

however, it provides potential customers with an 

understanding of the Industries your business provides

To add or edit your Company Information, access and display 

the Company Profile. Refer to Accessing the Company 

Profile Screen

1. Click Overview to display the drop-down list

2. The Product and Service Information to edit, update 

or add Products and Services 

3. Click on Edit

There are 3 tabs:

❖ Product and Service Categories

❖ Ship-to or Service Location

❖ Industries Served

4. Select Industries

5. Place a tick in each industry your company serves

6. Click on Save
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Company Profile Credentials -

Certifications

To add or edit your Company Information, access and display the 

Company Profile. Refer to Accessing the Company Profile 

Screen

1. Click on Certifications

2. Click on Add or Add Certification

3. The Add New Certification form is displayed, click on the 

down arrow to show the list of certifications in the drop-down 

list

4. Select your certification

5. The form may change, either increasing or decreasing the fields 

based on the Certification type selected

Note: Remember that fields with an asterisk are mandatory, so 

complete those first; the others can be left blank, or you can add the 

information based on the field description

6. Once the information is entered, read the Authority and then 

click on Add

My Certification is not in the list option:

1. Tick the My certification is not in the list

2. Enter the name of the certification into the Specify 

Certification Name field

3. Use the drop-down to select the certification type in the Specify 

Certification Type field

4. Complete the fields with an asterisk, read the Authority, then 

click on Add
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Company Profile - Sustainability 

Ratings

To access your company, Sustainability Ratings, access and 

display the Company Profile – Refer to Accessing the Company 

Profile Screen

1. Click on Sustainability Ratings

2. Click on Add and select or click on Enter rating or Import 

from Ecovadis or click on the down arrow and select  Enter 

rating or Import from Ecovadis

Import from Ecovadis option:

1. Select Import from Ecovadis

2. Enter your Ecovadis EVID

3. Click on Continue and respond to the questions

Note: Remember that all fields with an asterisk must be completed

Select Add Ratings option:

4. Select Enter Ratings

5. Select the Source from the dropdown arrow

6. Click on Continue and respond to the questions

Note: Remember that all fields with an asterisk must be completed
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Company Profile – Create Additional 

Entities – Sold From

Additional entities in the company profile allows suppliers to 

add:

❖ Sold From

❖ Remit To

Giving Suppliers the ability to identify with their Buyer where 

goods are sold from and when invoicing should be remitted 

to.  To access and display the Company Profile - Refer to 

Accessing the Company Profile Screen

1. Click on Additional Entities

2. Click on Create

3. Enter the Company and Location Information

4. Enter the Country/Region using the drop-down list, the 

country selected will determine the address lines 

displayed

5. Complete the Address details

Note: All asterisk fields must be completed

6. Select Sold From from the Functions drop-down list

7. Confirm all asterisks and red fields have been 

completed, and click on  Create

8. The created Sold From Additional Entity is added in 

the list
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Company Profile – Create Additional 

Entities – Remit To

Additional entities in the company profile allows suppliers to 

add:

❖ Sold From

❖ Remit To

Giving Suppliers the ability to identify with their Buyer where 

goods are sold from and when invoicing should be remitted 

to.  To access and display the Company Profile - Refer to 

Accessing the Company Profile Screen

1. Click on Additional Entities

2. Click on Create

3. Enter the Company and Location Information

4. Enter the Country/Region using the drop-down list, the 

country selected will determine the address lines 

displayed

5. Complete the Address details

Note: All asterisk fields must be completed

6. Select Sold From from the Functions drop-down list

7. Confirm all asterisks and red fields have been 

completed, and click on  Create

8. The created Additional Entity is added in the list
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Company Profile – Create Additional 

Entities – Remittance Information
Only Remit To Additional Entities can have Remittance 

information added to it.

To access and display the Company Profile. Refer to 

Accessing the Company Profile Screen

1. Click on Additional Entities

2. Click on Go to Remittances

3. The Network Settings Settlement screen is displayed. 

Select the address that you want to add or update Bank 

Details 

Note: If there is no information under EFT/Check Remittances, 

you do not have a Remit To additional entity added in the 

Company Profile

4. Click on Edit Bank Details

5. The Edit Remittance Address/Payment Info screen is 

displayed

6. Scroll through and update the relevant section:

❖ ACH

❖ Wire Transfer

❖ Credit Card

Note: If there is no information under EFT/Check Remittances, 

you do not have a Remit To additional entity added in the 

Company Profile

7. Once you have added or updated information, click on 

OK

8. Screen returns to Network Settings, click on SAVE
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Company Profile – Business 

Information – Financial & Tax 

Information
Suppliers may be required to add Tax Information after they 

see a Pop-up message. The arrow will take users to the 

Financial & Tax Information Screen.

To access and display the Company Profile. Refer to 

Accessing the Company Profile Screen

1. Click on Business Information

2. Select or scroll to Financial & Tax Information

3. To add or update information, click on Edit

4. The Edit Financial & Tax Information

5. Update or add information to the required fields when 

the Edit Remittance Address/Payment Info screen 

is displayed

6. Once all information has been entered as required, 

click on Save

7. Once you have added or updated information, click on 

OK

8. Screen returns to the Business Information screen
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Company Profile – Business 

Information – Shareholders 
Suppliers may add the names of Shareholders or Edit the 

shareholder information.

To access and display the Company Profile. Refer to 

Accessing the Company Profile Screen

1. Click on Business Information

2. Select or scroll to Shareholders

3. To add or update information, click on Create 

4. Enter the Shareholder Name

5. Enter the Ownership Percentage the Shareholder has; 

although this field does not show an asterisk, it is required

6. Click on Create, and the name entered will be displayed.  

The screen will return to the Business Information

Edit Shareholder/s

7. To edit Shareholders’ information, select the name of 

the shareholder

8. Click on Edit

9. Update the shareholder/shareholders, then click on 

Save. The screen returns to Business Information

Delete Shareholder/s

10. To delete Shareholders’ information, select the name of 

the shareholder

11. Click on Delete

12. A warning message is displayed, click on Delete

Red indicates a required field
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Company Profile – Business 

Information – Executive Board
Suppliers may add the names of Executive Board members. Use 

edit or delete entered executive board members as required

To access and display the Company Profile. Refer to 

Accessing the Company Profile Screen

1. Click on Business Information

2. Select or scroll to Executive Board

3. To add or update information, click on Create 

4. Enter the Member Name; no other information is 

mandatory

5. Click on Create, and the name entered will be displayed.  

The screen will return to the Business Information

Edit Executive Board

6. To edit Executive Board information, select the name of 

the shareholder

7. Click on Edit

8. Update the names of the Executive Board, then click on 

Save. The screen returns to Business Information

Delete Executive Board

9. To delete the Executive Board information, select the 

name of the Executive Board Member

10. Click on Delete

11. A warning message is displayed, click on Delete
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Company Profile – Business 

Information – Bank Information
Suppliers may add Bank Information. Use edit or delete entered 

executive board members as required

To access and display the Company Profile. Refer to 

Accessing the Company Profile Screen

1. Click on Business Information

2. Select or scroll to Bank Information

3. To add or update information, click on Create 

4. Complete the fields you require. Once completed, click 

on Save

5. Click on Create, and the information entered will be 

displayed.  The screen will return to the Business 

Information

Edit Bank Information

❖ To edit Bank Information, select the bank information 

you wish to change/update

❖ Click on Edit

❖ Update the shareholder/shareholders, then click on 

Save. The screen returns to Business Information

Delete Bank Information

❖ To delete Bank Information, select the name of the 

shareholder

❖ Click on Delete

❖ A warning message is displayed, click on Delete
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Company Profile – Contacts –

Company Contact Information

Contacts provide information for Buyers, including: 

❖ Company Contact Information

❖ Contact Personnel

❖ Customer-Specific Assignments

The company contact information should be the name of the 

System Administrator, but it can be changed.  Only one email 

address can be added

The supplier can either scroll to other headings or use the tabs 

across the top of the Contacts screen.

To access and display the Company Profile. Refer to 

Accessing the Company Profile Screen

1. Click on Contacts

2. Select the tab or scroll to Company Contacts 

Information

3. To edit, click on Edit

4. Enter the Email address required as the primary Business 

contact

5. Update or enter the Phone number, change the country 

code first then add the number

6. Click on Save, the screen returns to Contacts
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Company Profile – Contacts – Create 

Contact Personnel

Companywide contacts are visible to all trading partners on 

the SAP Business Network.  They serve as the primary 

contract for trading partners interested in doing business 

with you.  Read the SAP Business Network Privacy Policy 

Statement for more information

Contact personnel do not necessarily need to have a username 

or access to the network, but act as the primary contact when 

contact with the business is needed by a Buyer or Trading 

Partner

The supplier can either scroll to other headings or use the tabs 

across the top of the Contacts screen.

To access and display the Company Profile. Refer to 

Accessing the Company Profile Screen

1. Click on Contacts

2. Select the tab or scroll to Company Contacts 

Information

3. To create a contact, click on Create

4. Enter the Contact Name

5. Enter the Email

6. Enter the Phone number, select the correct country code 

first

7. Click on Save
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Company Profile – Contacts – Add 

Customer-Specific Assignments

Customer-specific contacts provide a more personalised 

touch and are visible only to the Specified Customer.

Indicates the number of records displayed out of a 

total number of transacting customers

These contacts are exclusively available for customers with 

established trading relationships who consider them as their 

primary point of contact.

If there are no Buyers shown in the Contact Assignment for 

Existing Customers section, then there is no transacting 

relationship on the account

To access and display the Company Profile. Refer to 

Accessing the Company Profile Screen

1. Click on Contacts

2. Select the tab or scroll to Customer-Specific 

Assignments

3. Select the Customer Name

4. Click on Edit, the 3 roles available will be displayed

5. Click on the down arrow next to the role you wish to add 

to a specific customer, repeat for all roles for that 

customer

6. Select the name from the drop-down

Note:  The names are drawn from the list added in the Contact 

Personnel section

7. Click on Save
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Accessing the Help Centre and how 

to get Support
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The Help Center allows Suppliers to view self-help content 

before taking the Supplier to complete the Webform for 

assistance.

To Contact Support:

1. Sign in to the SAP Business Network

2. Click on , the side pane, and it will open

3. Click on Support. You may need to wait a few seconds as it 

opens

4. Click on Contact Support

5. The Contact Support Screen opens

6. Enter the details of your query into the How can we support 

you?

7. Click on Next

8. What do you need help with? Bubbles are displayed, and 

review the information in the bubbles

9. Select an option or click on Something Else to continue to 

Get Support when Signed in – Contact Support cont.

Get Support when Signed in – Contact 

Support  
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Continued from the previous page-

10. Information will be displayed based on the selection, whether it is 

an option or Something Else. Hyperlinks are displayed in blue

11. Click on Next Step

12. The Resources tab opens with AI-generated suggestions. 

Review the suggestions

13. Where the responses do not meet your requirements, click on 

Next, 

14. The Confirm the details screen (Step 3) opens, go to 

Completing the Confirm the details screen form – Click Here

Get Support when Signed in – Contact 

Support cont.
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Keep in mind that all fields with an asterisk a mandatory field and 

you will not be able to advance unless you have completed all 

required fields.

1. Enter the Subject of your query

2. Confirm your issue by selecting the relevant option from the 

drop-down list

Note: - the options in the drop-down may change based on our 

query

3. Select an issue area by selecting the relevant option from the 

drop-down list

Note: - the options in the drop-down may change based on our 

query

4. Whilst not mandatory, suppliers can add attachments or provide 

document numbers 

5. Provide the applicable response to How does this impact your 

business by selecting the relevant response from the drop-down 

list

6. Click on Next

7. The Contact Options are displayed. Refer to Get Support –

Contact Support Options – Click Here

Completing the Confirm the details 

screen form
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The Contact Options are determined by :

 Support team member availability

 Type of account

 Type of assistance required 

Select the option that best suits your needs and has been displayed as 

an option:

Request a Call - This option is a callback option, as there is no direct phone 

number to contact support.  The waiting time is displayed as an estimation.  

The relevant support person will call you back based on the information, 

including the phone number entered when completing the form for a call 

back. – Refer to Request a Call – Click Here

Note: - Suppliers can not use a 1800 or 1300 number; only mobile and 

landline numbers can be used

Chat—This option requires further information prior to opening a chat box 

on your screen, where you can provide the information, you require and 

receive a response.  This option also has an estimated wait time. Refer to 

Complete a Chat Form – Click Here

Webform – This option requires further information to be entered into a 

Webform. Refer to Complete a Webform – Click Here

Ask an Expert Peer – This option allows customers to submit support-related 

questions via a chat widget. 

Refer to Ask an Expert Peer – Click Here

Get Support - Contact Support 

Options Information

Example of contact options

Example of contact options

Example of contact options

Example of contact options
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Where the Webform is the only option and recommended, you will be 

required to provide more information. If there are multiple options, and you 

prefer to complete the Webform, select Webform and enter the required 

information. Remember that all fields with an asterisk are mandatory, and 

you will not be able to proceed until you have entered the information.

Completing the Webform:

1. Click on the Webform tile

2. Ensure that – itsm-notification-service@sap.com is on the email allow 

list

3. Enter your First Name

4. Enter your Last name

5. Enter your Email address

6. Check that the Country code is correct, then enter your phone 

number

7. If you have logged in, the ANID (Ariba Network Identification ID) will 

be displayed; if you have not logged in, you will need to provide an 

ANID

Note: To locate the ANID, sign into your network, click on your initials, 

and the ANID will appear around halfway down the drop-down list

8. Read the Help us help you faster, click on I agree

9. Click on Submit

Get Support – Completing the 

Webform

mailto:itsm-notification-service@sap.com
mailto:itsm-notification-service@sap.com
mailto:itsm-notification-service@sap.com
mailto:itsm-notification-service@sap.com
mailto:itsm-notification-service@sap.com
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Where the Request a call is the only option and recommended, you will be 

required to provide more information. Where there are multiple options, 

select the Request a call tile. The Request a call tile will display the 

“Estimated wait time: xx minutes” to indicate how long you may need to wait.  

Remember that all fields with an asterisk are mandatory, and you cannot 

proceed until you have entered the information.

Completing the Request a call:

1. Click on the Request a call tile

2. Enter your First Name

3. Enter your Last name

4. Confirm or enter your Email address

5. Check that the Country code is correct, then enter your phone number 

(add extension if needed)

6. Re-enter the phone number into the Reconfirm phone number field.  

Ensure you add the country code 

7. If you have logged in, the ANID (Ariba Network Identification ID) will be 

displayed; if you have not logged in, you will need to provide an ANID

Note: To locate the ANID, sign into your network, click on your initials, and 

the ANID will appear around halfway down the drop-down list

8. Read the Help us help you faster, click on I agree.  Also note that you 

can request your phone call not to be recorded 

9. Click on Call me

Get Support – Completing the 

Request a Call
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Where the Ask an Expert Peer is the only option and recommended, 

you will be required to provide more information. Where there are 

multiple options, select the Request a call tile. Ask an Expert Peer 

allows customers to submit support-related questions to an expert 

peer group via a chat widget.

Remember that all fields with an asterisk are mandatory, and you 

cannot proceed until you have entered the information.

Completing the Ask an Expert Peer:

1. Click on the Ask an Expert Peer tile

2. Enter your First Name

3. Enter your Last name

4. Confirm or enter your Email

5. Check that the Country code is correct, then enter your phone 

number (add extension if needed)

6. If you have logged in, the ANID (Ariba Network Identification ID) 

will be displayed; if you have not logged in, you will need to 

provide an ANID

Note: To locate the ANID, sign into your network, click on your initials, 

and the ANID will appear around halfway down the drop-down list

7. Read the Help us help you faster, click on I agree

8. Click on Submit

Get Support – Ask an Expert Peer
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When Chat is the only option and is recommended, you will be 

required to provide more information. Where there are multiple 

options, select the Request a call tile. 

Remember that all fields with an asterisk are mandatory, and you 

cannot proceed until you have entered the information.

Completing the Chat Webform:

1. Click on the Chat tile

2. Enter your First Name

3. Enter your Last name

4. Confirm or enter your Email

5. Check that the Country code is correct, then enter your phone 

number (add extension if needed)

6. Enter the name of your Company

7. Read the Help us help you faster, click on I agree

8. Click on Chat with Us

Get Support – Chat
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Suppliers can access support without signing into the SAP Business 

Network. 

Accessing Support without Sign-in Process:

1. Open your web browser and enter https://service.ariba.comw or 

open the sign-in page, then click on ,    , it may take a few seconds 

for the Help Topics pane to appear

2. Select Support

3. Select Support from the Disclaimer message

4. The Welcome to Help Center screen opens

5. Click on Contact Support

6. Enter your question or query into the How can we support you? 

Field

7. Review the responses provided by AI in Resources

Go to Get Support without Signing in to the SAP Business 

Network cont.

Get Support without Signing in

https://service.ariba.com/SCMSupplier.aw
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Continued from the previous page-

8. Complete the Confirm Details Form – Refer to Complete 

Confirm the details

9. Click on Next

10. The available Contact Options will be displayed

Where there is more than one option, click on the preferred contact 

option, complete the relevant form:

❖ Completing the Webform 

❖ Request a call

❖ Ask an Expert Peer

❖ Chat

Get Support without Signing into the 

SAP Business Network cont.
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There may be instances where a solution is not available based on 

the responses provided, or there is no access to Contact Options 

due to time zones or account level.

Use the pencil at the end of either Step 1 to change the How can we 

support you? or to review the AI help provided.

There is no way to move to Contact options when this message 

appears.

1. Click on the        and edit the question to adjust responses

Solution not found Message
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Buyer Announcements

Some Buyers may have Buyer Announcements activated in the 

Buyer SAP Business Network. This will allow buyers to send 

timely announcements to their Suppliers.

Suppliers can filter on Unread/Total announcements.  Blue 

Dots show unread announcements, and to open a Suppliers, 

click on the announcement, and it will change from unread to 

read

1. New Announcements will be highlighted by a Red 

circle, which may contain a number indicating the 

number of new messages that are unread - Click on the 

Announcement icon on the side bar to view all 

announcements

2. Click on View Details to see a specific announcement, 

3. If there is more than 1 announcement, they will appear 

in a drop-down list

4. Clicking on an announcement will take Suppliers to the 

Announcements Detail Page

5. View, All will take you to the announcements page

6. All items with a Blue Dot indicate an unread message
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Unsubscribe from Communications 

from SAP

Suppliers can unsubscribe from receiving news about SAP Products 

and Services or SAP Newsletters –

Click Here to Unsubscribe

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

Unsubscribing will not affect the receipt of important business 

communications related to your current relationship with SAP this 

includes:

❖ Security Updates

❖ Event Registration notices

❖ Account Management Messages

❖ Support and Service Communications

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

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

into your browser

1. Enter your Business Email Address

2. Click on Unsubscribe

3. You will see a Thank You Pop up message

https://www.sap.com/profile/unsubscribe.html
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Sign In - Users
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Sign in for the first time - User

Newly created users will receive an email with their Username 

information.  An email from SAP Business Network with sign-in 

information is sent to the user’s email address for whom the System 

Administrator has created a new username.

1. Locate and open the email from SAP Business Network

2. Access the SBN on BTP sign-in screen by clicking on the link in 

the email

3. Select Supplier

4. The Supplier sign-in page is displayed. Enter the Username

shown in the email

5. Click on Next

6. Click on Forgot password

7. Enter the email associated with the account; this may or may not 

be the same as your username

8. Click on Submit

9. A pop-up message indicating an email has been sent is shown, 

click on Back to Sign in, and the sign-in screen will be displayed

10. Locate the email from SAP Business Network 

11. Click on the Username, to set a password, the Reset your 

password pop-up will appear

12. Enter your password into the New password

Note: Your Password must be between 8 and 32 characters.  As each 

requirement is me the pop-up box turns each requirement from red 

to green. 

13. Re-enter your password into Confirm your password

14. Click on Submit

15. The Your password has been updated pop-up displays, click on 

Back to Sign in



© 2026 SAP SE or an SAP affiliate company. All rights reserved. I PUBLIC

Forgot Username

Users can reset their own password for all accounts associated with 

their email domain.  Remember that a Username can be used only 

once, but an email address can be associated with many accounts.

1. Access the SBN on BTP sign-in - Click Me

2. Select Supplier

3. Click on Forgot username

4. Enter the Email address associated with the account; this may 

or may not be the same as your username

5. Click on Submit, 

6. A pop-up message indicating an email has been sent is shown. 

Click on Back to Sign in, and the sign-in screen will be 

displayed

7. Open your email and locate the email from Ariba Commerce 

Cloud. Open the email

8. Locate the applicable Username

Note:  If you have more than 1 username

https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fr17pccz.r.us-west-2.awstrack.me%2FL0%2Fhttps%3A%252F%252Fservice.ariba.com%2F1%2F0101019c972a3a81-84c0fa72-d75f-4118-a489-ce4da39ac736-000000%2FLO5niTNOONA03MrIuU_Wm7AlCiA%3D468&data=05%7C02%7Cjen.williams%40sap.com%7C53d4dc982142430b13e908de74c6dac3%7C42f7676cf455423c82f6dc2d99791af7%7C0%7C0%7C639076594581829436%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=dnsxnVpq5hkEPOD8pyIBvzQKJ4srD0eK%2FrA1x%2FjJ2co%3D&reserved=0
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Forgot Password

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: Clicking on         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
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Creating a Password Information

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:

Green 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
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Test Accounts
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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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Test Account Creation

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 IDs before users can access Test – Refer to Manage 

Users

To Create a Test Account:

1. Click on your initials in the top right corner

2. Select Switch Account

3. Select Switch to Test Mode

4. The Changing Account Mode message is displayed. Click on 

OK 

Note:  A Test Admin Username will be autogenerated. 

5. The SBN on the BTP Home page will be displayed, and Test 

Mode will be shown at the top of the screen

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 a bubble at the top of the screen to 

identify that you are working in a Test account
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Linking User ID’s



© 2026 SAP SE or an SAP affiliate company. All rights reserved. I PUBLIC

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

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

❖ There are two options:

❖ Approval Needed 

❖ No Approval Needed

❖ 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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Linking User Id’s

When you link user IDs from between two accounts, both will inherit 

already linked user IDs prior to this linkage

Production and Test accounts can not be linked and 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 Link Accounts:

1. Sign in to the SAP Business Network and click on the initials at 

the top of the screen

2. Click on Switch Account

3. Select Link User IDs

Note:  There are two options for Link User IDs.  Approval Needed is 

used when you don’t have a specific login for another account. No 

Approval Needed is when you have a login for the other account

4. Enter the Username of the other account into the applicable 

field

5. For Approval Needed - click on Send link request

For No Approval Needed – enter the password for the 

username entered, then click on Link Accounts

6. A pop-up screen message appears, click on Done

To Access a Linked Account:

7. Click on the initials at the top of the screen (refer step 1) and 

click on Switch Account

8. Select the account you want to access from the list 
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Subscription and Transaction Fees

What you need to know
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Calculating Fee Information

❖ Enterprise account subscription levels and fees are determined by the number of documents and volume of transactions your business runs through the SAP 

Business Network

❖ As your transaction level on SAP Business Network increases, the value your business receives will also rise, and your fees will adjust accordingly

❖ Use this calculator to estimate fees you may be assessed for your SAP Business Network (SBN) enterprise account activity

❖ For purchase orders, invoices, and non-PO invoices, enter an estimate of the number you process annually and their total combined value

❖ This calculator provides an estimate of subscription and transaction fees for SAP Business Network based on the information you provide and the current, generally 

applicable fees schedule for SAP Business Network enterprise accounts

❖ Your actual charges will be based on your actual usage of SAP Business Network services and the applicable fee schedule and may vary from the estimates 

provided in this calculator

❖ The value you receive from being an SAP Business Network supplier will always be greater than the fees you incur
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Estimating Subscription and 

Transacting Fees

To access the fees calculator:

1. Click https://www.ariba.com/ariba-network/ariba-
network-for-suppliers/accounts-and-pricing, 

2. Scroll down to the Supplier Fee Calculator, and 

display the Provide us with some quick data

3. Select the Country you are in using the drop-

down list

4. Enter the number of Purchase Orders Received 

in Count and the dollar value into the Amount

5. Enter the number of Invoices Issued in Count

and the dollar value into the Amount

6. If Known - Enter the number of Non-Purchase 

Orders Invoices Issued in Count and the dollar 

value into the Amount

7. If Known - Enter the number of Service Entry 

Sheets you would send to the Buyer annually

8. The Estimate Fees will become active, click

Estimate Fees at any time to view

9. The Subscription Level and Estimated Annual fee 

are shown. 

Note: These are estimates only and are based on the 

information entered

https://www.ariba.com/ariba-network/ariba-network-for-suppliers/accounts-and-pricing
https://www.ariba.com/ariba-network/ariba-network-for-suppliers/accounts-and-pricing
https://www.ariba.com/ariba-network/ariba-network-for-suppliers/accounts-and-pricing
https://www.ariba.com/ariba-network/ariba-network-for-suppliers/accounts-and-pricing
https://www.ariba.com/ariba-network/ariba-network-for-suppliers/accounts-and-pricing
https://www.ariba.com/ariba-network/ariba-network-for-suppliers/accounts-and-pricing
https://www.ariba.com/ariba-network/ariba-network-for-suppliers/accounts-and-pricing
https://www.ariba.com/ariba-network/ariba-network-for-suppliers/accounts-and-pricing
https://www.ariba.com/ariba-network/ariba-network-for-suppliers/accounts-and-pricing
https://www.ariba.com/ariba-network/ariba-network-for-suppliers/accounts-and-pricing
https://www.ariba.com/ariba-network/ariba-network-for-suppliers/accounts-and-pricing
https://www.ariba.com/ariba-network/ariba-network-for-suppliers/accounts-and-pricing
https://www.ariba.com/ariba-network/ariba-network-for-suppliers/accounts-and-pricing
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Accessing your SAP Business Network 

(Ariba) Subscription and Transaction 

Fee Invoice

Suppliers should raise a dispute if they believe that they are 

being incorrectly Charged Subscriptions or Transaction Fees.

Only Open Bills can be disputed

Note: The Acceptance of the Terms of Use clearly indicates 

that creating an Enterprise Account may incur fees.

Click Here to review Terms of Use

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

initials

2. Select Service Subscriptions. This screen may take 

a few seconds to open

3. The Subscription tab information is displayed

The options:

4. Subscriptions – Refer to the Subscriptions screen 

information – Click Here

5. Invoices – Refer to the Invoices screen information –

Click Here

6. Disputes – Refer to the Disputes screen information –

Click Here

7. Contacts – Refer to the Contacts screen information –

Click Here

8. FAQ – Refer to the FAQ screen information – Click Here

https://support.ariba.com/item/view/150880
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Subscription Screen Information

The Subscription screen identifies the subscription level.

Subscription fees are based on the previous year's document 

flow, then applied, refer to Subscription information – Click 

Here

Subscription fees are a per annum (yearly) cost.

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

initials

2. Select Service Subscriptions. This screen may take a 

few seconds to open

3. The Subscription Screen is displayed

Clicking on this icon provides more information

Debits = are the amount of money owed by the supplier to  

SAP

Credits = are applied when a dispute has been proven or an 

adjustment has been made to the charges by SAP 

and are shown as a negative, as it is fees owed to the 

supplier

Each heading provides information specific to Subscription 

fees.

For more information about Subscription fees and the 

thresholds – Click Here 

https://support.ariba.com/item/view/182777
https://support.ariba.com/item/view/182777
https://support.ariba.com/item/view/182777


© 2026 SAP SE or an SAP affiliate company. All rights reserved. I PUBLIC

Invoices Screen Information 

The Invoices tab screen provides suppliers with different layers of 

information.

Suppliers can:

❖ Set up Recurrent PO’s

❖ Identify any other subscriptions you are participating in 

❖ Generate an Adjustment Report

❖ View Recurring Payments

❖ View Open and Paid Invoices

❖ Create a Dispute

❖ View Open and Applied credits

To Access the Invoice Screen:

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

2. Select Service Subscriptions. This screen may take a few 

seconds to open

3. Select Invoices

4. Recurrent Purchase Order (PO) – is used to automate the 

billing and invoicing process for ongoing subscription-based 

services.

5. Invoices “Open” —This section shows all invoices that are 

either “Open” or in an “Overdue” status. The posting date is the 

date it was issued, along with the due date and the total of 

each invoice.

6. Invoices “Paid” – all subscription and transaction fee invoices 

that have been paid are listed; you cannot raise a dispute on a 

paid invoice

- The drop-down menu provides other options based on the 

tab or sub tab you are in
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Invoices Screen Information cont.

Scrolling down the screen display:

❖ Credits 

❖ Adjustment Report Generation option

❖ Payment Methods

7. Credits “Open” – Any credits that have been applied will appear in 

this section.  Credit values here are not “refunded” unless 

requested by the supplier but rather are applied against upcoming 

invoices

8. Credits “Applied” – Credits that have been applied against other 

invoices are shown with the document number of the impacted 

credit is shown

9. Credits “Request Refund” – The request refund option does not 

activate until the documents are selected and available for refund. 

A Refund can only happen with “Open” credits. To access, click on 

the credits you wish to be refunded for and select “Request refund”.

10. Adjustment Report – an adjustment report shows any 

adjustments made because of overcharging that was highlighted 

when a dispute was created or an accounting issue was identified 

by SAP Billing

11. Recurring Payments – this is usually the Subscription Fee as it is a 

yearly charge associated to using the Enterprise Account advanced 

functionality

Click on the icon to add a payment method, use the drop-down to 

identify any options

12. Payment Methods – a list of payment methods is displayed when 

a credit card is added (this will become mandatory for all enterprise 

accounts).  To add a Credit Card, refer to Adding a Credit Card –

Click Here 
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Adding a Credit Card

To add a Credit Card as a payment method -

1. Sign in to the SBN, click on your initials

2. Select Service Subscriptions. This screen may 

take a few seconds to open

3. Select the Invoices tab

4. Scroll down and locate Payment Methods

5. Click on the 

6. Read the CyberSource Disclaimer, then select 

Accept if you agree and add a credit card your 

network account may be suspended, raise a 

dispute case for disagreement

7. The Add Credit Card form is displayed

8. Complete all fields with an asterisk as these are 

mandatory

9. Scroll down to Payment Details

10. Complete all fields

11. Click on Save
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Paying an Invoice

Fees can only be paid by credit card unless otherwise 

indicated.

To pay an Invoice:

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

initials

2. Select Service Subscriptions. This screen may take a 

few seconds to open

3. Click on Invoices

4. Locate the Document Number (Invoice) you wish to 

pay and tick the associated box

Note: A select all is available that can select multiple 

invoices

5. Click on Pay Invoice(s)

6. The Pay Invoices pop-up window appears and 

displays the invoices selected for payment

7. If there is a Payment Method, confirm and click on 

Pay

8. If there is no Payment Method, click on Add to add a 

Credit card or other option if available

9. Enter the information, ensuring that all fields with an 

asterisks and follow the prompts
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Raising a Dispute

Disputes can only be created on a specific open invoice and 

any open disputes will be displayed under the disputes tab

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

initials

2. Select Service Subscriptions, this screen may take a 

few seconds to open

3. Click on Disputes to identify or review any open 

disputes

4. To create a Dispute, click on Invoices

5. Scroll down and locate Invoices, and confirm the 

Open tab information is displayed

6. Click on the corresponding invoice 

7. Select Create Dispute

8. Click on the Cause down arrow and select the reason 

from the drop-down

9. Add a comment if required

10. Add Attachments if required

11. Click on Create

The created dispute will appear in the Disputes tab
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Contacts Screen Information

Email notifications for subscription and transaction fees will 

be sent to the contacts displayed in the Contact sub-tab.

Ensure that those in the list have added SAP to receive 

emails. They will be notified when an invoice is due for 

payment and when an account is overdue.

The System Administrator is automatically added as a 

contact.

To access contacts and add Contacts:

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

initials

2. Select Service Subscriptions, this screen may take 

a few seconds to open

3. Select Contracts

4. The Invoicing Address is shown; if this is incorrect, 

please update via the Company Profile > Address

5. Review the contacts listed, to add more contacts 

(up to 7 can be added), click on         or click on        

to edit existing contact information

6. Complete all fields with an asterisk in the Create

Contact pop-up box

7. Click on Confirm
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FAQ Screen Information

The FAQ tab provides Suppliers with information about 

Subscription and Transaction billing.

To access FAQs:

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

your initials

2. Select Service Subscriptions, this screen may 

take a few seconds to open

3. Click on FAQ

4. Select the required option:

❖ Frequently Asked Questions

Or

❖ SAP Business Billing Information

Either option opens a separate “window” and users 

need to identify and click on the link associated with 

the applicable option required.
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Access Billing Reports

Reports can be accessed using the Invoices tab.

Invoices “Open” provides access to:

❖ Invoice PDF – PDF of the Billing Invoice

❖ TAR Report – Transaction Activity Report

Invoices “Paid” provides access to:

❖ Invoice PDF

❖ TAR Report

Credits “Open” provides access to:

❖ Invoice PDF

❖ TAR Report

Credits “Applied” provides access to:

❖ Invoice PDF

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

option required.

2. Select Service Subscriptions, this screen may take a few seconds 

to open

3. Click on Invoices

4. To access the PDF invoice report, go to the specific Invoice or 

Credit sub-tab and select the applicable invoice and click on the 

drop-down and select Invoice PDF

5. Save to a location on your computer, this is the same invoice sent 

from the Billing System

6. To access the TAR report, go to the specific Invoice or Credit sub-

tab (where available) and select the applicable invoice and click 

on the drop-down and select TAR, refer to TAR Information –

Click Here



© 2026 SAP SE or an SAP affiliate company. All rights reserved. I PUBLIC

The Transaction Activity Report (TAR) 

Information

❖ This report provides detailed information about your transaction volume and documents for ALL of your Buyer relationships.

❖ The Transaction Activity Report (TAR) is available in the SAP Business Network after the subscription invoice is generated, usually 24 hours after.

❖ Use the TAR to reconcile your business transaction volume and document count with your subscription fees.

❖ Transaction fees are invoiced based on the Choreography of the documents in the network.  Choreography is the sequence of related documents sent 

between each Buyer and Supplier, which are assigned a specific choreography number for identification.

❖ The choreography is billed based on Purchase Order OR invoice volume, depending on which is greater.

Columns numbered 1 to 15 provide general information about your customers and the documents you have sent and received.

Columns numbers 16 to 21 provide the status information about each of the documents listed in the report.

Columns 22 to 25 provide status information about each of the documents listed in the report.

1

15 16 21 22 25
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Creating an Excel Spreadsheet to view 

charges – Using the Transaction 

Activity Report and Choreography
Creating an Excel Spreadsheet should be done using the 

Choreography line and not the Customer and Document 

information.

The information allows a view to determine which documents have 

been charged, which have been credited and others with no charge 

associated. This document was created to assist suppliers who may 

be unfamiliar with Pivot tables and provides a starting point for 

suppliers to identify what documents attracted fees or credits.

With the Transaction Activity Report Displayed:

1. Click on the Insert tab

2. Select Pivot Table

3. Select From Table/Range

4. The Pivot table from the table or range box is displayed, 

click on OK

5. The PivotTable Fields box is displayed, locate 

“Choreography Reference” 

6. Right-click and drag to the Rows box on the bottom right of 

the screen

7. Next locate “Document Type Ariba Network”

8. Right click and drag to the Rows box on the bottom right of 

the screen

9. Next locate “Actual Fee” 

10. Right click and drag to the Values Box on the Bottom right of 

the screen

11. The Results of the information are displayed, review the data

© 2022 SAP SE or an SAP affiliate company. All rights reserved.  ǀ  PUBLIC
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General Terms and Glossary
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Account Permissions

• 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:

Permissions Area Description/Use Permissions Area Description/Use

API Development 

Access

API / Integration Access to API development using the SAP URL 

Business Network developer portal

Purchase Order 

Report 

Administration

Reporting Access to Reporting, Purchase Order and Order 

Summary report types

Account 

Hierarchy 

Administration 

Account 

Administration 

Manage your accounts to link and sign on to a 

child account

Service Sheet 

Report 

Administration 

Reporting Access to Reporting and Service Sheet Report types

Child Account 

Access 

Account 

Administration

Sign on to access a child account Tax Book Report 

Administration

Reporting Access to Reporting, and Tax Book Report type

Order Assignment 

for Users with 

Limited Access

Account 

Administration

User can assign an order to a user with limited 

access to SAP Business Network Network

Time Sheet 

Report 

Administration

Reporting Access to Reporting, and Time Sheet Report type

Contact 

Administration

Account 

Administration

Maintain information for account contact 

personnel

Supplier Discount 

Management 

Program 

Administrator

Account 

Administration

Access to discount program offers and the definition 

of early payment requests

Goods Receipt 

Report 

Administration

Reporting Access to Reporting, and Goods Receipt report 

type

Archive Access Account 

Administration

View and search archived items

Invoice Report 

Administration 

Reporting Access to Reporting, and Invoice Report type Customer 

Administration 

Account 

Administration

Manage customer relationships
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Account Permissions cont.

Permissions Area Description/Use Permissions Area Description/Use

Catalog 

Management

Catalog Set up and manage catalog-related activities DPP_Audit_Logs_

View

Catalog Account 

Executive 

Catalog Access to manage price file upload and 

customer specific catalog upload 

Company Data 

Deletion 

Configuration

Account 

Administration 

Access to company data configuration

Catalog Content 

Manager

Catalog Access to manage master content upload, 

price file upload and customer specific 

catalog upload 

DPP_Data_Deletio

n_Access

Payment Profile Account 

Administration

Configure your payment profile DPP_Delete_Users

cXML 

Configuration

Account 

Administration

Configure account for cXML transactions Transaction Data 

Export for Deleted 

Data 

Account 

Administration

Access for transaction data export for deleted 

data 

Company 

Information

API / Integration Review and update company profile 

information 

DPP_Download_A

udit_Logs

PCard 

Configuration and 

Notifications

Account 

Administration 

Configure PCard account and maintain 

notification email addresses

DPP_PII_Data_Ret

rieval 

Transaction 

Configuration 

Account 

Administration

Configure account for electronic transactions ID Registration 

Access

Account 

Administration 

Register unique identifiers, like email domains 

Customer 

Relationships

Account 

Administration 

View customer relationships Fulfillment 

Invitation Account 

Merge

Account 

Administration

Allows the assigned user to transfer a fulfillment 

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 

Gateway 

Configuration

API / Integration Create, modify, and maintain projects on the 

Ariba Integration Gateway 

Invoice Generation Document 

Processing

Generate invoices, as supported by customers 

(requires Inbox and Outbox Access) 

Cloud Integration 

Gateway Access

API / Integration View and search projects on the Ariba 

Integration Gateway 

Logistics Access Document 

Processing

Perform Logistics actions with limited access to 

transactions information

Planning 

Collaboration 

Visibility 

Account 

Administration

Access to planning collaboration visibility Outbox Access Document 

Processing

View and search documents in Outbox and take 

actions based on your role

Create and 

manage postings 

on Ariba 

Discovery 

Discovery Create postings on Ariba Discovery Services Access Document 

Processing

Perform Services actions with limited access to 

transactions information

Respond to 

postings on Ariba 

Discovery

Discovery Respond to postings on Ariba Discovery Timestamp 

verification 

Document 

Processing

Verify timestamp token on invoices

Contract Access Contracts View contracts and generate invoices, as 

supported by customers (requires Inbox 

Access) 

Payment Activities Payments Manage your payment activities

Inbox and Order 

Access 

Document 

Processing

View and search documents in Inbox and take 

actions based on your role

Premium 

Membership and 

Services 

Management

Account 

Administration

Manage your premium service subscriptions

Folio 

Management

Document 

Processing

Create, activate and delete folio ranges used 

for tax invoicing

Proof Of Service 

Create Access

Document 

Processing

Allows users to create a proof of service 
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Account Permissions cont. 

Permissions Area Description/Use Permissions Area Description/Use

Proof Of Service 

Create On Behalf 

Access

Document 

Processing

Allows user to create a proof of service on 

behalf of another user

Quality Review 

Creation

Quality Document 

Processing 

Access to create quality review documents

Proof Of Service 

Report Access 

Reporting Allows user to create and run Proof Of Service 

reports 

Receivables 

Upload

Quality Document 

Processing 

Select receivables for auction

Proof Of Service 

Review Access

Document 

Processing 

Allows users to review and assign a PO to a 

proof of service

Access Proposals 

and Contracts

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

Quality 

Inspection Access

Quality Document 

Processing

Access to view quality inspection documents

Quality 

Inspection 

Creation 

Quality Document 

Processing

Access to create quality inspection 

documents

Credit Card 

Number Access

Supplier Treasury 

Agent

Manage the display of credit card numbers on 

purchase orders

Quality 

Inspection 

Signature

Quality Document 

Processing

Allows electronic signature of quality 

inspection results

Supplier Treasury 

Agent

Payments View buyer-initiated early payment offers

Quality 

Notification 

Access

Quality Document 

Processing

Access to view quality notification documents Time & Expense 

Sheet 

Management

Document 

Processing

Review and update Time and Expense sheets

Quality 

Notification 

Creation

Quality Document 

Processing

Access to create quality notification 

documents 

Supply Chain 

Financing Provider 

Portal Access

Account 

Administration

Access to the Supply Chain Financing provider 

portal to trade eligible documents.

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, 

this number is unique for each SAP Business Network Network 

whether a Buyer or Supplier Network

Credit Memo A Credit Memo is a credit against a Purchase Order and at header level.  For 

example use a Credit Memo when there has been an overcharge on shipping 

costs or the wrong Tax rate has been selected

ERS Evaluated Recipient Settlement indicates that the Buyer will create 

the Invoice on behalf of the Supplier

Line Item Credit Memo A Line Item Credit memo is a credit against an Invoice and is when a credit is 

required for damaged good or return of goods that where not fit for purpose

ERP Enterprise Resource Planning is the integrated management of 

business processes such as Ordering and Invoicing

Rejected Invoice/ Edit & 

Resubmit

When an Invoice is rejected by the Buyer it will create a rejection, locate and 

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 

Network Sourcing

SAP Business Network Sourcing is used as part of Direct Materials 

sourcing, it is a solution for managing sourcing and suppliers across all 

spend categories

Documents A Document is the information sent and received via the SAP Business 

Network Network

Active Buttons Active Buttons are blue and can be selected to perform a task or 

process, greyed out buttons indicate that it is a process not used by a 

Buyer or requires another process to occur prior to activating

Fulfillment The name of a tab that includes orders, order confirmations, ship notices, 

Services entry sheets, extended collaboration, product replenishment, drafts, 

extended collaboration and receipts

Order Confirmation An Order Confirmation provides a Buyer with confirmation that good 

or services requested can be delivered or provided based on the 

information within the Purchase Orders

Opportunities These represent collaboration requests

Ship Notice A ship notice also known as an Advanced Ship Notice provides the 

Buyer with information about the goods arriving to their premises

Drafts Documents can be saved as a draft for completion at a later point
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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 

subsequent (changed) order.

Partially Shipped If you partially confirmed an order and then you partially ship either the 

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 

of services and requirements listed in the Purchase Order

Partially Serviced For service orders, you can continue to create service sheets for unplanned 

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 

Changes

The order confirmation has a different Expected Value than the 

order, and also has a different Start Date, End Date, or both

Partially Rejected Some or the ordered quantities have been rejected

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 

much money you have invoiced or charged against the purchase 

order. For older purchase orders, displays Yes to indicating that you 

have submitted invoices

Received Statuses for receipts that are sent by the buyer from their ERP system. The 

purchase order status is updated based on this information

Obsoleted Purchase order that has been replaced by a subsequent (changed) 

order

Partially Received Only some of the goods received have been receipted into the Buyers 

ordering system or ERP.  

Cancelled A cancelled Purchase Order means it can no longer be used, where a 

Buyer cancels a Purchase Order and then re-instates it the balance 

tracking will not carry forward

Returned Specific to Supply Chain Customers using returns

Failed experienced a problem routing the order to your account. You can 

resend failed orders.
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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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