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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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W Invitation from a Buyer to connect

% 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

An invitation to create a relationship Suppliers need to determine whether

Your Buyer will advise that they will use between you and your Buyer will be they use:
SAP Business Network (SBN) — on BTP sent o
for: This can be in the form of: An existing account
% Transacting — Trading Relationship Request Create a new account
Purchase Orders & Invoicin .
< Sourcing — g Interactlvet Purch-ase. Order And whether they use an:
Proposals and Contracts Sourcing Invitation Enterprise or Standard Account

When creating a new account, Suppliers

The User who creates the account
becomes the System Administrator
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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

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

A
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Introduction to the Homepage

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

Tab - Tabs provide access to specific —
parts of the SBN — More with a drop

EJ‘ ',’ Business Network ~

Create PO Invoice

Create Non-PO Invoice

Create Contract Invoice

Home Enablement Opportunities ~

Store Discovery ~

Create Service Sheet
More ~

Create Posting

opye o oPen e heone oS ST
Overview
o e Sk et
u u Vi —_—
one click access to the informatiog 174 0 351 47 47 s Cument Traneactions

Set up Action Bubbles - These
bubbles provide quick single-click
access to System Administrator options

Information Widgets — These are preset
widgets that provide information about the

Setup Actions

Configure order preferences

Configure payment preferences

Highlights

Customer (optional) (P

v

interactions with their Buyers and may provide
suppliers with the ability to change them

S)open Application FGet started H)See Options

Activity log
By date and time

Order canceled Apr 07, 08:45AM

PO_1775515421028 0uUsD
Boom Internal Test Account Org Name

Order received Apr 07, 08:45AM

PO_1775515421028 0UsD
Boom Internal Test Account Org Name

Profile Views

0

wiews
Last 3 months

15
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View all Tasks — Shows the options that are

Configure notifications Add roles and users nOt shoWn on the screen
\

All Tasks

Add product and service categories

Add ship-to or service locations

Upload sales tax exemption certificates

Close
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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

Enablement Process

Supplier sign-in

:51-' Business Network v

Enablement  [| Opportunities -

‘ Username

Forgot username

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

Store  Discovery v Workbench  Orders v More ~

Welcome to SAP Business
Network

Ordersand Releases v | Customer (optional) (@ | Exact match

Overview

Enablement Tasks

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

All customers

Company name

Enablement Tasks W Items to confirm tems to ship

standard Standard Standard Standard

3 174 351 47 47
Total tasks My pending tasks

clicking in the headings field. Resize the column as

required

¥ Purchase Order
Enablement Tasks

| ACME Buying |e 3 1

12 Jul 2023 4 1 [}

This activity tracks all purchase order related tasks. You may have already completed some of these tasks in an earlier activity.

All customers

\/Cumpte\ed
Company name
Column Settings X
Options Pending
Resize column width (pixel)
V/Compteted
V/Cumpteted
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Purchase Order Natifications Review

Select how you want to receive purchase orders from your customers. You can choose specific method for different types of incoming
orders. In case you prefer to receive orders by email you can select 5 different email addresses. We also recommend that you include a
distribution list.

Ready to Receive Purchase Orders
Confirm that you are ready to receive purchase orders. If you want to test your order routing configuration, follow the instructions on the
customer information portal (see link on top of your task list) on how to create a test account and test the document flow.

Complete Task

Buying Organization is Ready to Send Orders Buyer Task
Your customer confirmed that all setup steps are done and that you can expect to receive purchase order transmitted through SAP
Business Network from now on. This task can be either closed manually by the user or is automatically closed by the system when a
purchase order is sent.
Purchase Order Sent Buyer Task
Your customer has sent you at least one purchase order.

~top

£DD-4®55\

Rl ...

~ | Order number

Service sheets
Standard

4 >

Pending buyer tasks

2

> Ecoum
v rchase Order



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

SADA

Screen behaviour is standardised across SBN on the BTP.

This includes -

1.
2.

Tab Controls

More ~  gppears when there are more options

than can not fit on the screen

Eiome Proposals and Questionnaires

a blue underline

identifies the tab or tile you are currently in

- bubbles that are clickable

Configure notifications

Tiles — they provide quick view information with

the tile heading

_;J These lines indicate that a pop-up message

can be resized by the user

o ~

«~ % allows users to move the order of
fields

=] ' Show Values / Hide Values — change the

view of fields

adapt Filters (1) Adapt Filters — the fields displayed in
the adapt filter
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E” ',' Business Network v

o Home Enablement Discovery Workbench Orders Fulfillment ~

Settings

User Preferences Account Administration Transactions

Compliance

New orders
Standard
10
L -
Invited Leads New orders
1 10

Standard Screen Controls and

Options

Invoices ~ Payments v More ~ o

Adapt Filters e

Reset
g All w Show Values =
Search for Filters Q,
05 Field Active
Title
b Pasting ID
Type

Open Date

Product and Service Categories

— Response Deadline

-[ Max Opportunity Amount

g Created By

() Humanitarian Relief
[0 Product ID (Catalog Posting)
[ Ship-to or Service Locations

[ Supplier Research Posting

@ Cancel Ae



w Standard Screen Controls and Options

continued

10. Selection Carousel — the selections are activated

. . . Title: Posting ID: Type: Open Date: Product and Service Categor...:
in the adapt filters for Workbench Tiles 3 3 v | Today-90/+0Days (@ @
. . . R Deadline: Max O rtunity Al t: Created By @
11‘ V |nd|cates there |S a drop-down esponse Deadline ax Uppo unl(y RO reate ! l
@ ¢ USD v @ Clear Adapt Filters (1)
12. (O  tick the box to select; some drop-downs .
allow more than one selection. Click in the box to der Type: Define Conditions: Customer Location | (paualto -
select more than one option when available é customer tocation p| o v e % bl | include
D Agreement o Add contains
13. @ allows users to define specific conditions (] Blanket Order No Gonditions Entered equal to
between
during a search by clicking on the icon, the define () Order @ o tarts with
e . [J Release ends with
conditions pop-up will appear, and users can t
[ Stock Transport Order fess than
perform advanced searches less than or equal to
greater than
14. 5 settings that change the settings of screens, @ Messages < greater than or equal to
— empty
columns or information = E] & |
Roles | Exclude
15. | Hide (al) unselected (=B tOggles allow users to activate or @ User with Limited Access cannot be assigned addidonal | does ot contain
roles. not equal to
deactivate Options This role combination is not allowed. Roles with full order ) not between
Q visibility cannot be combined with roles with order > does nat start with
i : )
16. (@ use to access the Help Centre sesnment Q : does ot end it
) not less than
17. Error messages appear in the bottom left of the not less than or equal to
. . epe not greater than
screen, click on the > for more details specific to | ot groste than or aqual o
that error not empty v
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Accepting an Invitation to create a

relationship with a Buyer




SADA

Do you already have access to
SBN Transacting or
Proposals and Contracts
(Sourcing)?

Confirm internally that there is
no existing account.

Continue to Create a New
Account
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Do you already have
Credentials (username and
password) to sign into either?

A
Contact the System
Administrator to request
access
A

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
A

Is the invitation for a
Transacting
Relationship?

Is the invitation for
Proposals (Sourcing) and
Contracts

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

Invitations from a Buyer Flow

Access the account using the
link in the invitation or the
interactive document, either
using Process Order or Sign
In

.

A transacting relationship is
where Purchase Orders and
Invoicing routines occur.

A sourcing relationship is
where quotes, auction or other
sales processes occur.

Click on the identified link from
within the Invitation
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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

% Auser’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
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W The Trading Relationship Request

(TRR) Invite

Your Buyer has decided to transact with their
suppliers using the SBN on the Business _ _ Sy |G ey |5 romms
Technology Platform (BTP) and has Sent you a @ ivag‘[gjc;eozlc:;nc. <ordersender-prod@ansmtp.ariba.com =

Trading Relationship Request (TRR)

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

ﬁ Avante Labs GmbH

1. Get Started button provides access to a form Connect with Avante Labs GmbH to collaborate

on SAP Business Network!
2. Alink to the Supplier Information Portal (SIP)

for the Buyer iS Shown on the inVitation, Wh|Ch We would like to invite you to connect with us on SAP Business

H Ho Network. As part of our digital transformation, we expect our suppliers to
prov'qels access tO prOCGSS and tralmng process orders and submit invoices via this network
materials

To Ben Bootman at Tulip Lighting Equipment,

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

3. SAP Business Network provides information ,
. You can login and connect with an existing Ariba Network account or
about SAP Business Network create a new account on SAP Business Network and establish the

connection. We're looking forward to continuing doing business with you
on SAP Business Network.

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

that the Buyer wishes to share

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

About this invitation

From: To:
Avante Europe Group Ben Bootman
Procurement Tulip Lighting
Avante Labs GmbH Equipment L
ettt o e B Y O S N SR Bodn b gaten

eConnecugAvantel. J5.ue

Learn more:
9- Visit the Supplier Information Portal for instructions provided by Avante Labs

s Learn more about SAP Business Network
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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

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

ﬁ Avante Labs GmbH

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

To Ben Bootman at Tulip Lighting Equipment,

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

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

About this invitation

You can login and connect with an existing Ariba Network act
create a new account on SAP Business Network and establi

connection. We're looking forward to continuing doing busine
on SAP Business Network. Erom;
Avante Europe Group Procurement
Click Get started to connect. Avante Labs GmbH
Hauptstrasse 9001
Germany, 10247 N

5 e . +49 (30) 901821 340
Link expires: Sunday, Jul 04, 2021, 12:00AM PDT El eCantaiipavantsiabs de

To:

Ben Bootman

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

United States, 36801
Ben.Bootman@aribatest.com

Message from Avante Labs GmbH:
We would like to invite you to connect with

us on SAP Business Network. As part of our
digital trans... Read More

About Ariba Network

Accepting the Transacting

Relationships Request (TRR) —
Get Started

@ L
@ Help

ﬁ Avante Labs GmbH

Connect with Avante Labs GmbH on Ariba
Network to collaborate.

Invited by Avante Europe Group Procurement

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

Review accounts

®

[ Use existing account ]

®

l Create new account

Powered by EE A ':1 2020
SAP Ariba P
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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

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

ﬁ Avante Labs GmbH

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

To Ben Bootman at Tulip Lighting Equipment,

'ﬂ--.rq-ﬁ»liﬁmu' e yprelo 00 ol -wuﬂnf‘éq - i S.-."_-.j

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

Click Get started to connect.

o

< Review matched accounts

Review Account Information —

Duplicate Account Process

a Avante Labs GmbH

Connect with Avante Labs GmbH on Ariba
Network to collaborate.

Invited by Avante Europe Group Procurement

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

Review accounts 9

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

Edit search criteria

Compa ny name

Corporate email / domain

Country Tax / VAT ID (2

‘ Tulip Lighting Equipment | |

| | Australia [ AUS | v | | Please select country first

DUMNS Number GLN

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

Company name Email domain matched Country State DUNS number Action (D
SAP Australia Pty Ltd Yes Australia New South Wales

I ‘Contact administrator Ie




w 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 £} Avante Labs Gmbr £3 Avante Labs GmbH

Review accounts screen Connect with Avante Labs GmbH on Ariba

Network to collaborate. Sign in to connect with Avante Labs GmbH
. . o Invited by Avante Europe Group Procurement Username 9
From the invitation screen | |
1. Click on Use Existing Account i\ﬂ:\?itfeo,ugliae:(isrtierlfgieﬁcoums based on the information in the Forgot username?

Password

Review accounts ‘ © |
2. Enter the Username and the Password for the _

Forgot password?

account you wish to use “e

3. Click On Connect I Use existing account I o
l Create new account l @
% Complete the details on the screen
Search results (20) 1{ ﬁ Avante Labs GmbH
From the Review accounts screen Company name { . o

Sign in to connect with Avante Labs GmbH

4. Click on Use this account umeom - FILTE 0 m Please login to the account: Name of existing account

-
|

5. Enter the Username and Password for the SAP Austrelia Py Lid Contact administrat ‘ |
account you have selected

Forgot username?

Password

6. Click on Connect \

Forgot password?

% Complete the details on the screen ﬁ“
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W Contact Administrator

Use Contact Administrator to investigate whether an

account has already been created for this Buyer, this

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

may be an account created by a Head Office in a

Company name Email domain matched Country State DUNS number Action (D

“ Unicorn PTY LTD Yes Australia Victoria Use this account

I Contact administrator I
Contact administrator

Please provide the following information:

different country, state or region to clarify whether you

should be using this specific account.

1. Click on Contact Administrator

. . by * i &

% The Contact Administrator popup box appears ——— SR
Ben Bootman l Tulip Lighting Equipment

Your email * Your phone number

< Confirm the details that have been aUtO-pOpUlated ben.boothman@tupliplighting.com Enter your number

are correct and if required provide further
information, ensuring that all fields with an asterisk
have been completed

Your message *

Hello,

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

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

2. Click on ’m not a robot
Thank you.

3. Click on Send -
{ D I'm not a robot

An email will be sent to the Administrator
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w 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:

a Avante Labs GmbH Please prOVide

1. Click on Create new account i
Connect with Avante Labs GmbH on Ariba your emall
Network to collaborate. address

2. Enter your email address

Invited by Avante Europe Group Procurement i
To register for SAP Business Network, enter your

3. Tickthe User consents to store this email ID email below,
Email: *
. . We found existing accounts based on the information in the |[jane.due@ab:cumuany:um 9
4. Click on Continue invite. Please review. L 2ser conserts o stre i ernait i

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

One-Time password required to continue with the account
creation Enter your One

. . l Use existing account l @ Time Password
5. Locate the email from SAP Business Network -
Action Required: Your One-Time Password | Create new account |o o kamaieop.com. Yous pasword et
30 minutes.
6. Openthe email and copy (Ctrl+C) Your One Time a[z|[8|[s|[1][s e

Password SAP Business Network a ______
026

Action reguired: Your One Time Password
< https://eur03.safelinks protection.outlook.com/Turl=ht...

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

. . Benefits of a business
8. Click on Continue Y Business Network relationship on SAP Choose a Data Ce...
. Hello, 1. Streamiine business Your account and profile will be created and maintained in the chosen data
9. Choose the appropriate Data Centre Your One Time Passwurd(OTP)is g e center
Enter the OTP to start your registration for SAP ess Network. tgt’;g;él{;%ﬁﬁiﬁ:l&ﬁﬁ:gﬂ
N N . . . . digitally on SAP Business Netwoj (®) USA: Quincy, WA
H This OTP is valid for 30 minutes. If you do not enter the correct OTP within that time, you
10. Click on Next may request a new OTP. 2 Enhance visibiliy () Netherlands: Amsterdam Choose a Data
. Sincerely eghes and actonable aratics ikl
NOte! The general ru l.e IS tO SeleCt the data Centre ClOSGSt SAP Busi;ess Network . Your account and profile will be created ant
. 3. Grow your business. center
tO your COU ntry locatlon EEE dlfw[ﬁd hLy new customers @
A Note
11. A NOte message bOX iS displayed, reVieWGd, and if You can chargesne;e_l(ecledkdatﬁcancer;nlz;rlilm;’:ﬁjcuum creation
. DIDFE'SS s EOFHP eted. To make a_nges‘ &l & onl INg process
you have selected the most appropriate data centre, e Ly <41l [0 Dels center picier e, where 1 <ol Dats

click on Confirm
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w 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. w Business Network Setect Couniny -
1. Enterthe Company Legal Name Mo (452
Albania [ALB]
2. Select the Country or Region Company Information S
. . Andorra [ AND ] ——
3. Enterthe Business Address Benefits of a business o Company Legal Neme:* © ogria(Ac0]
relationship on SAP £8C Company ngits ] T
4. Enter information into all the remaining fields with an asterisk Business Network Country / Region:» 2 P | -
. ) Australia [ AUS ] [ Aegeniina [ARG ]
Note: The remaining fields will be based on the configuration of the processes e adiress Lne 1+ © —
country chosen e s e 52t Woy i -
. . . digitally on SAP Business Network Address Line 2: Austria [AUT] -
5. Scroll down to Administrator Information st 221
2. Enhance visibility Bahamas [ BHS |
. R A . City-* Bahrain [ BHR ]
6. Enter your First Name b - 'T;’pe - 0 wgascn 360
Barbados [ BRB ] fon @
7. Enter yOUI’ LaSt Name 3. Grow your business State:* Belans [BLR]
. N Get discovered by new customers Mew South Wales [ AU-NSW] k4 Zi:;[z“ e
and unlock new business
8. Confirm or enter the correct email address i I i oEn)
Bermuda [ BMU ]
9. Determine if you have already used your actual email for another 29 enaan e
y yusedy
aCCOU nt - Bonaire, Sint Eustatius and Saba [ BES ]
Bosnia and Herzegovina [ BIH |
+« If this is your first login with this email, tick the box | | e f— somana 5]
Admini Account Ir ion (7) ] Brazil [ BRA]
. . . . doe@abe :
< If it is not, make sure there is no tick and enter a Username in an _ e | —
. Mame: > [0 Use my email as my user name ! ! s of Use.
emall format First Name Last Name I
: Email: 1 in email format — o 1o
10. Create a Password and re-enter the password into Repeat e j;”“e'_do < @abecompany.com J— { Must be in email format
Password [ use my email as my user name o E;Jh;gr:ftti;bsnzgc?g?az?ers_
. . . 5 . Must contain at least one | have read and agres with the Terms of Use.
11. Choose your role in the Business from the Business Role drop- o e uppercase (eher (80 one
d et oe i emen forms number (0-3), and one [ ovoicing Menager | | hereby agree that SAP Business Network will make parts of my
own Password: * i%gg;-r Ché’fﬂe’ (! Order Fulmens Mana Perscnal Data (as defined in the Privacy Statement) accessible to
# (" +,-te=>? = other users and the public based on my role within the SAP
o . . . srsenssnrsrnens @"_ {10 Tressury i ; izibli -
12. Review the Terms of Use, and if you agree, tick the box; if you do 8 st o e user A Business Network and the spplcable profile Vil setings.
not agree contact your Buyer Repeat Password: » o Ezr:fécudve and ECommerce Manager Plesse see the Privacy Statement to leam how we process personal
y 5ECILIET'C‘EG pai ot Sales Representative data.
iness Role:* allowegcewel | 12347, Systems Administrator
13. Review the Privacy Statement and if you agree, tick the box; if you e m Al chatsters e — ~
— i e allowed (numbers 0-9 "Choose your primary business role - "
dO nOt agl’ee, ContaCt yOUF Buyer ] lower and upper case = \/ I'm not & robot et
I have read and agree with the Terms of Use. characters a - z, and some 'f“‘l' ':I'"’:

| special characters).

14 Complete the reCAPTCHA and Venfy then CI|Ck On Create I hereby agree that SAP Business Network will make parts of my

t Perscnal Data (as defined in the Privacy Statement) accessible to
accoun Business Network and the applicable profile visibility settings. e nt
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SADA

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

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

You are almost done

You will soon receive an email confirmation once your account is created.
Please wait a moment. The page will automatically redirect once the process is
complete.

w Business Network

Dear jane@sap.com,

Please find your account information below.

Your account:

Company name. ABC Company

User name: jane@sap.com

Business Network 1D BNO-100000169207635
ANID: AN11309050759

Administrator email: jane.doe@abccompany.com

Sign in and Explore:

Increase your visibility

Your account requires no additional resources. Simply complete your profile.

Respond to Purchase orders

Manage e-mail notifications of purchase orders
Send Order Confirmations and Invoices
View and maintain your orders and invoices
Contract Collaborations

Sincerely,

SAP Business Network

Email Confirmation of an SAP Business

Network - Transacting Account

ul

Update your company profile

You must provide your products and service categories and ship-to or service locations
so that you can be discovered by customers searching for companies like yours.

Sign Out



SADA

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:

s Surveys

.0

Reverse Auctions

*,

’0

RFI’s — Request for Information

*,

‘0

RFPs — Request for Proposal

-,

0.0

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
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Email Confirmation of an SAP Ariba -

Proposals and Contracts

Dear, Jane Doe Examples only

NAME OF BUYER  has invited you to participate in the following event Doc2599
Test RFx Team Access. The procurement event is set to begin on Dates required by the Buyer

and ends on Dates required by the Buyer

Please Click Here to log in or register on the Ariba Commerce Cloud to access this procurement
event. You must register on the Ariba Commerce Cloud or log in using your existing Ariba Commerce
Cloud account username and password before you can access this event.

NOTE: This link is only valid for 30 days.

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

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

message board. luary 29, 2024 at

Yours sincerely, TEST events:
NAME OF BUYER

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

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

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

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

For any technical issues or any training on the tool, please submit a request
with Ariba Helpdesk by following the below steps:



W Temporary Account Information

In some instances, a Buyer may use a Quick Enablement

EITY Business Network . Enterprise Account ©)

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

The |nV|tation Or |nteraCtlve docu ment WI“- prOVide a Register your company on SAP Business Network. Registering takes only a few minutes and

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

Temporary ID and Secure code for Supplier to enter to

View a short demo on SAP Business Network and how to

Enter the Temporary ID and Secure Code provided in the welcome letter. e 'eQiS_‘e’

access and complete the task requested by the Buyer. —— ®¢View Demo
Temporary ID. ’ ‘ . )
. . ; ; P
Supp“ers can also elect to Secure Code: ‘ View Instructional Demo Who is Ariba?
View demo about SAP Business Network Learn about Ariba, Inc.

Y | nt to creat n t Why did | get this Purchase Order? SAP Business Network FAQ?

Create a NeW ACCOU nt €s;:fwa o:cedlcanew.dccon Learn more about the SAP Business Network  Read FAQ about SAP Business Network
Create New Account e

OR What is SAP Business Network?

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

Use Existing Account

Use and Existing Account

Did you receive this invitation by mistake? Click here to be removed from the SAP Business Network.
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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 ) indicatesamatcha @] 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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w Business Network

We found existing accounts based on the
information you entered. Please review.

Benefits of a business
relationship on SAP
Business Network

1. Streamline business
processes

Leverage customizable tools and
collaborate with your customers
digitally on SAP Business Network

Review Accounts

2. Enhance visibility

Continue account creation
Benefit from critical business

insights and actionable analytics

Company Name: Corporate Email / Domain: Country:

ABC Company @abccompany.com Australia [AUS]

Review Accounts

Pink Unicorms

Al

@ ‘Your company may already have a matching sccourt. Please review the recommended accounts below.

Top recommendations (3)

Unicorn Enterprises ([

AN11259762764
BNO-

Pink Unicoms Unicorn Learning Systems

AN11257945636
BNO-100000165336883

AN11275007132
BNO-100000166454800
100000165449959

Match Criteria Match Criteria Match Criteria

Email Domain @ Email Domain @ Email Domain o)
AUS @ AUS @ Aus

AuvIc ® AuIC ® Auaic

DC Region @ DC Region @ DC Region

DUNS Number ® DUNS Rumber ® DUNS Number ®

Contact administrato Contact administrator Contact administrator

Other Existing Accounts (17) + I a

=10

Review Accounts

Company Name: Corporate Email / Domain:

[@abccompany.com

e
et ot
s
nue
o Regee
DS Hurer
comact i Conact o
Other Existing Accounts (17)(2)
Compurytone AN ow o egon et doman mached Gty Suie P
oy mamemm B s =
McCompaytes)  mowsmiss B v u s e
AcCouBITETY mo - N - o
& g
~ US20 Mo Aus
sz e s i,
sz e s
s s o
x ’ -
n . ’ neac
vsz0 w
520 o .
ing Systems

|& |

Contact administrator

Your Name: * Your Company: *

[ Jane Doe ] ABC Company

‘Your Email:* Your Phone Number:
jane.dos@abccompany.com

Your Message:*

i Hello,

i | recently attempted to create an acoount on SAP Business Network. During the account
| creation process, SAP Business Network retumed your account as & match.

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

: Thank you.

™
D I'm not a rebet

eCAFTCHA

Cancel




w What Type of account am | in

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

1. Enterprise Account — displays an Enterprise banner and is best for 1Y Business Network v o Enterprise 59 0 (& JD

high transaction volumes. It is the best account for automation, Home  Enablement  Store  Discovery v Workbench Insights  Proposals & Contracts = -
+

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 Welcome to SAP Business Network v | By Product

transaction fees depending on the buyer configuration. For Tiers and

Pricing information — Click Me

2. Standard Account — displays a Standard account banner with an EL  Business Network v o Standerd  Upgrade | 1 2 @ JD

Upgrade option. There are no subscription or transaction fees Home  Enablement  Store  Discovery ~  Workbench  Insights  Proposals & Contracts E v

associated with a standard account with reduced functionality, such as

no reporting or backend integration.
Welcome to SAP Business Network

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
. w Business Network ¥ Test Mode Enterprise 1 Q By ® M0
be sent directly by the Buyer to that account. All Test ANIDS /BNO IDs

Home Enablement Discovery ~ Workbench Planning ~ Orders ~ Fulfillment ~ More ~ |_.E_,'_ v

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

real account but does not send real transactions.
Welcome to SAP Business

Orders and Releases ~  Customer (optional) (@ Exact match v | Order number

Network
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w Upgrade from a Standard to Enterprise

Account

There are two types of accounts:
. . Y pusi .
< Enterprise — where there are usually Transaction or a7 Busiess Network stenderd o ®Q

Subscription fees associated with the account S= o o o s e s & -
Home  Enablement Store Discovery +  Workbench Catalogs ~  Assessments  Insights Proposals & Contracts @
. .
< Standard — where the account is free to use but has P 1= T T TP Upgrade to Enterprise Account

restrictions

Upgrade to Enterprise to unlock your 8 “‘

potential with SAP Business Network

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 — Standard Account 9 Enterprise Account
1. Cl.iCk on Upgrade Free Fees may apply

2. ReVieW the information. YOUI’ eXiSting accou nt Wil,l be A standard account with basic features such as: All the features available in a standard account, plus:
. . . = Showcase your profile, attract customers, and respond to leads [ Mass invoice download, automated archiving, and long-term invoice archiving
hlghllghted, and yOU have deClded tO upgrade the 44 Trading partner insights with limited KPls and benchmarks Advanced trading partner insights with full access to all KPis and benchmarks

Access to web platforms and the supplier mobile app ERP integration to automate transactions with cXML, CSV, and EDI and more

@ @

account

Create and manage electronic catalogs Guided onboarding and 2415 support via chat and phone

S D B R

Intuitive sales and transaction reporting with data driven insights

o

Send and receive documents on the network, including POs and invoices

Click on Upgrade Now

4. Read the Confirmation pop-up and tick the Upgrade this = e
Ariba Network standard Account to an Enterprise
Account 3 success

5. Click on Upgrade @ Confirmation e& @ JD

N . Upgrade this Ariba Network standard 8ccount ko an enterprise account; fees may appl “’
6. ASuccess Pop-up confirming you have upgraded the B = | 0 ‘ E

By checking the box, and selecting Upgrade, you are confirming, on behalf of your organization, the y
upgrade of this Ariba Network supplier account (ANID - AN11275007132) from a standard account to an
H H enterprise account according to the Terms of Use (Suppliers). Note that fees may apply to transactions
accou nt Is d Isplayed after the upgrade. You won't be able to change this account to & standard account after this upgrade. u
7. Click on Goto Home [==]1E 5 You've been upgraded to an
and respond to leads [#  Mass invoice download, automated arcriwving, an enterprise account with
. i 1
8. The account has now moved to Enterprise SAP Business Network!
Enjoy the benefits of enterprise account. o,

[r—
l(‘sllnl'knlz
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Suppliers can decide to downgrade from an Enterprise accountto 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 how

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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ol Enterprise lﬂ oo @ e

ments. Click Cf

Jane Doe

unicomsleaming@sap.com

Unicorn Learning Systems

AN11275007132
BMO-100000166454600

Basic

Company Profile

Settings

Service Subscriptions

Switch Account >

Contact Administrator

Conwvert to Standard Accou nlI

Sign Out
4 I >

1 strongly recommend that you generate any reports you might need. Access your Reports r

@ confirmation

Once converted, you will no longer have access to
advanced capabilities provided by the enterprise

account.

Do you want to proceed?
[rem—
(Confim,

W Do irarnmt et

Downgrade from an Enterprise

Account to a Standard Account

IConvert to Standard Account I o

@ You can convert your Enterprise account to a free Standard account once all eligibility criteria are met.

‘Once converted, you will no longer have access to advanced capabilities, such as full external integrations, supply chain collaberation features, pricrity customer support and reporting
features. For further information, See What is the difference between Enterprise and Standard accounts?

4\ Before converting to a standard account, we strongly recommend that you generate any reports you might need. Access your Reports now.

Check Eligibility e

Eligibility Requirements (6)

Requirements Status Actions to Unblock

Convert to Standard Account

=10

Once converted, you will no longer have access to advanced capabilities, such as full external integrations, supply chain collaboration features, priority customer support and reporting
features. For further information, See What is the difference between Enterprize and Standard accounts?

@ ‘ou can convert your Enterprise account to & free Standard accourt once all eligibility criteria are met.

A\ Before converting to a standard account, we strongly recommend that you generate any reports you might need. Access your Reports now.

& Your account meets all the eligibility requirements. Click Convert Now to convert to & standard account.

Eligibility Requirements (6) Check Eligibility

Requirements Status Actions 10 Unblock

No Qutstanding Subscription Fees & Requirsment met None needed

External integration Removed ] Requirement met None needed

Disabed SUPPLY CHAN COLLABORATION PR None nesced _
2

Document Archiving Turned off ] Requirement met MNaone needed E

Invoice Archiving Tumed off ] Requirement met Naone nesded

gﬂzﬂl::ﬁﬁgﬁgmem tasks related to SUPPLY @ Requirement met None needed

Convert Now to convert to a standand account.

Standard a w1 0 g ® b

1"’1.

& Success |

You now have a standard account.

Actions to Unbl Q

Mone needed QR. o nt met

MNaone needed

Knna nasdad



Settings
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The list of options that appears under the Setting selection is dependant on the:

>

*,

S

s 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

s 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 Messages x

error description in the pop-up |

Roles

g User with Limited Access cannot be assigned additional
roles.

This role combination is not allowed. Roles with full order |
Q visibility cannot be combined with roles with order » ]
assignment.

Example of error messages pop-up )
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w Information cont.

% 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
Settings

User Preferences| Account Administration Transactions Integrations Compliance

% 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

User Preferences
%  There are 5 sections in Settings:

Liser Motifications & Prefensnces
% User Preferences
< Account Administration e b
% Transactions ::,"?.:}.T.'.Flmm:_p:
% Integrations Connected Accourts
Generative A
o5 Compliance Language and Regon
% Use the tabs to select each heading option )
Transactions
< or Electronic Order Routing
Electronic Invoice Routing
% Scroll through to access each option S
++ Settings options vary based on account type, this includes Enterprise, Standard and Enterprise Supply Chain integrations
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 Compllance

Aud Log
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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:

@,
0’0
Y/
0.0
@,
0’0

Y/
0.0

Y/
0.0

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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Erterprise | g9 Q)

Jane Doe

unicomslearning@sap.com

Unicorn Learning Systems
AN11275007132
BNO-100000166454800
Basic

Company Profile

Settings

Service Subscriptions

Switch Account >
Contact Administrator
Convert to Standard Account
Sign Out

4 G

ETY  Business Network v

Home  Enablement  Store  Discovery v

Settings

= = o

Workbench

More

User Preferences  Account Administration  Transactions  Compliance

User Preferences

User Account

User Notifications & Preferences

Account Administration

Customer Relstionships
Manage Users

Manage Roies

Account Security
Notifications
Recommended Accounts

Manage Account Requests

Manage Act
Cannected Accounts
Generative Al

Language and Region

Transactions

Document Routing

Compliance

Audit Log Standerd
Deta Deletion Criteria
Deta Deletion Results

Account Type Change Log

Standard

Settings

Access Settings Options

User Preferences

User Account

User Notifications & Preferences

Account Administration

Customer Relationships
Manage Users

Manage Roles

Account Security

Notifications

Recommended Accounts
Manage Account Requests
Manage Account Email Domains
Connected Accounts

Generative Al

Language and Region

Settings

Account iinistration
Account Administration

Customer Relationships
Customer Groups
Notifications
Recommended Accounts
Manage Account Requests
Connected Accounts

Language and Region

Transactions

Electranic Order Routing
Electronic Invoice Routing
Accelerated Payments

Remittances

Compliance

Account Type Change Log

Transactions

Document Routing

Long-Term Document Archiving

Integrations

Managed Gateway for Spend&Network Setup
CXML Setup
Individual Customer Document Routing

Customer Group Document Routing

Compliance

Audit Log Standard
Data Deletion Criteria
Data Deletion Results

Account Type Change Log
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User Preferences




SADA

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 onyour 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. Allfields that can be updated are displayed. Review each
section, update or change any fields available. A % at the end of

afield indicates a drop-down

8. Once you have added or updated the information, click on Save
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unicomsleaming@sap.com

Unicorn Learning Systems

AN11275007132
BMO-100000166454600

Basic

Company Profile

Settings I

Service Subscriptions
Switch Account >
Contact Administrator

e
Conwvert to Standard Account

Sign Out

4 I >

User Account

Settings - User Preferences

Edit User Account Information

FT¥  Business Network v
S ® Q@ D
Home Enablement Store Discovery + Workbench Catalogs ~ { E
.
Settings 9
em Administration  Transactions Compliance =\ Open Change Log | | Change Password

User Preferences

=10

User Notifications & Preferences

Preferences

Preferred Langusge
Engiish v
© Thelanguag SAP Aviba sends configurable natifications to you. This seting is
diferent from your web browser's language setting, which controls the user interface
and the actions you perform there. If you are the account administator, the preferred
language setting also controls the section headings and field labels in purchase orders
Torwarded by eméil or fax.

Preferred Time Zone=
v

© The preferred time zone controls how SAP Business Network dispiays dates and times
on purchase orders routed by fax or email. Date and time stamps are displayed as
GMT.

I Account Information I IPreferences II(‘.omaclInfcrmalio

IComacr. Information Visibility

Account Inhmigp

J\

User Name*

Contact Information Visibility

[ unicomsleami com

!
7]

e e e

Contact Information

Country/Region Code:

Enter & phone CountryiRegion code v

Area Code:

Enter & phone ares number

Phone Numbx

Enter & phone Aumber

Extension Number:

Enter & phone extension

Address
Change Address

on SAP Business Network.

@ By cefaulr, your contact information is visible to

Email Address

janedoe@abccompany.com

Privacy Statement.

First Name*
Jane
Last Name*

Doe

Business Role

Systems Administrator

with which you have an or

[Z) | consent to my contact details being shared with ather organisations that can access my company profile. For more information on how we handle your personal data, please refer to the

5“1 le



W Settings User Preferences
Edit User Notifications & Preferences

User Notifications and Preferences are focused on Discovery and

Sourcing and Contracts notifications A
Notifications

Notifications

1. There is 2 options for Discovery Discavery | v Sourcing and Contracis | v e

2. There are 7 sections for Sourcing and Contracts Discovery | ¥ e*’“r"'”g and Contracts | ~

| Approval Tasks |

Discovery
. . . | Offline Approval Format
Remember that all fields with an asterisk are mandatory and there may Postings Leads
Tasks
be occasions where the scroll option does not function so you may need Reoricm Trcks
to use the drop-down list and select the option required. tnvited To ANEW|  ification Tasks
Ereprie | ¥ 0 By @ o Send a notification  Projects
Jane Doe Contracts

1. Click on your initials

unicomsleamingi@sap.com

‘ Mo

2. Select Settings from the drop-down list . _ _
Unicorn Learning Systems
i - W Business Network
. . AM11275007132 b
3. Confirm that User Preferences is selected . BNO-100000166454800
Basic Home Enablement Store Discovery v Workbench Catalogs ~ {
Note: The outline around the wording and the blue line under the _ . (
Company Profile settl “gs
wording highlight the selection [ sertings l ]
ejm Administration Transactions Compliance .
Service Subscriptions — J
4. Select User Notifications and Preferences e Account , User Preferences 3
. . . . ontact Administrator User Aco
5. To edit any of the fields, click on Edit Conact Adminitras S }
. . . . . Convert to Standard A{:ounl I User Motifications & Preferences I o -
To edit Discovery Leads — refer to Edit User Notifications & Sign Out =

4 G >

Preferences, Edit Discovery
Standard ~ Upgrade H QB @ Jo

To edit Sourcing and Contracts information - refer to Edit User ..

B0 - -

Notifications and Preferences, Edit Sourcing and Contracts
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SADA

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 -

=

Sign in to the SBN, click on your initials
2. Select Settings

3. Ensurethat 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
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unicomsleaming@sap.com

Unicorn Leaming Systems
AN11275007132
. BMNO-100000166454800
Basic

Company Profile

[
Settings I e

Service Subscriptions

Switch Account ¥
Contact Administrator
Convert to Standard Account

Sign Out
4 G

N7 Business Nework v

Home Enablement Store Discavery v

Notifications ot v 1

. Draft
Discovery |~ o
—‘_Saved Version I

Discovery | v

Y Business Network v

Home Enablement Store

Settings

ions

Discovery ‘Workbench Catalogs ~ {

C

User Preferences

User Account

User MNotifications & Preferences e

Notifications oman v

Sourcing and Contracts | v

Discovery
Leads e

Invited To A New Lead

Send a notification when invited to a new lead: Email:

Invited Me To A New Lead

Send a notification to me when invited to & new lead:
]

Notification Preferences

Send a notification to me when matched to a new lead:
3]

{_) Receive a digest of all matched leads in one day

(®) Receive an individual notification about each lead

A Buyer Reads My Response to a Lead

Send a notification when a buyer reads my response to a lead:
]

Response is Awarded

Send a notification when a response is awarded:
(]

Settings User Preferences -

Discovery Notifications - Leads

2Q -

Notifications

Discovery

Leads

Notifications oen v

Discovery | v

=10

Postings

Matched To A New Lead

Send a notification when matched to a new lead: Emai

Sourcing and Contracis | ¥

Legacy View | [ v

A Buyer Sends a Message

Send a notification when a buyer sends a message:
]

Response is Shortlisted / Imported

Send a notification when a response is shortlisted or imported:
=

Response is Not Shortlisted | Awarded

Send a netification when a response is not shortlisted or awarded:
]

A Lead is Terminated

Send a notification when & lead | have been invited to or responded to is terminated:

@

Feedback

o
©



SADA

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. Signin to the SBN, click on your initials
2. Select Settings

3. Ensure that User Preferencesis 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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unicornsleaming@sap.com

Jane Doe

Unicorn Learning Systems

AN11275007132
BNO-100000166454800

Basic

Company Profile
[

E

|

Service Subscriptions

Switch Account 4
‘Contact Administrator
Convert to Standard Account

Sign Out
4 G

lsapd

[SAP, Business Network v

Home Enablement Store Discavery v

Notifications ot v 1

. Draft
Discovery | o
—‘_Saved Version I

¥ Business Network v
Home Enablement Store Discovery Workbench
-
Settings
[User Preferences| it ini i T i C

Catalogs v

User Preferences

User Account

User MNotifications & Preferences

Notifications D=t v

Discovery | v Sourcing and Contracts | ¥

Settings User Preferences -

Discovery Notifications - Postings

m@ -

Notifications

i Q-
( Discovery

q Leads
4{ Notifications owr v

; Discovery | v Sourcing and Contracts | ¥
E 4

<3

Leads
=] G |

Legacy View

@~

Postings e

A Supplier Responds to My Posting

Send a notification when a supplier responds to my posting:

5]

A Scheduled Posting is Published

Send a notification when a scheduled posting is published:

A Supplier Responds As Not Interested

Send a notification when a supplier responds as not interested:

5]

A Supplier Revises The Response

Send a notification when a supplier revises their response:

5]

An RFI Posting is Closed

Send a notification when a RFl posting is closed:

Feedback

B
o




SADA

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. Signinto the SBN, click on your initials
2. Select Settings

3. Ensurethat 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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Jane Doe

Business Network v

unicornsleaming@sap.com Home Enablement Store Discovery
Unicorn Learning Systems Setti ngs

AN11275007132

BNO-100000166454800 User Preferences] it inistrati i

Settings User Preferences -

Sourcing and Contracts — Approval

Tasks

Basic

Company Profile
[

E

|

Service Subscriptions

Switch Account 4
‘Contact Administrator
Convert to Standard Account

Sign Out
4 G

Sourcing and Contracts

Approval Tasks

Task assigned to me

Send a natification when you have been
assigned an approval task:

O

Approval task withdrawn

Send a natification when an approval task you
own has been withdrawn:

]

User Preferences

User Account

User MNotifications & Preferences

Task approved by approver

Send a notification when an approval task you
own has been approved by any approver:

O

Approver added to approval task

Send a natification when an approver is added
to & task you own:

]

: Notifications
Workbench Catalogs ~ { Discovery | v Sourcing and Contracts | v
( Discovery
q Leads
C J
5 Notifications Draft v
; Discovery | v Sourcing and Contracts
1 Approval Tasks

Approval Tasks

Task owned is fully approved

Send a notification when an approval task you
own has been fully approved:

O

Approver removed for approval task

Send a natification when an approver has been
removed from a task you own:

]

Sourcing and

T Offline Approval Format

Tasks

Review Tasks
Task assignedto| Motification Tasks Task
Send a notification Projects Send |
assigned an apprg YOu oV
. Contracts Bppro/

Approval task denied
Send a notification when an approval task you
own hes been denied:

O

m@ -



Settings User Preferences -
W Sourcing and Contracts — Offline

Approval Tasks

Notifications allow suppliers to route information for Discovery v pa— @ o
(Quote Automation) and Sourcing and Contracts. Discovery is BT Business Nework v A Notifications LG‘ -

=" 2d

where the email information is used from. dane bos
unicornslearming@sap.com Home Enablement Store Discovery Workbench Catalogs v { and Contracts | ¥
To ensure that leads are viewed by the correct team in your Unicorn Leaming Systems Settings Discovery
business, check who receives the information and what type of . ANL1Z7S007152 Leads
information they need o (s Preference] Adminisustion Transactions €
* Basic

User Preferences Notifications Drft v
Company Profile

Sourcing and contracts are used by Buyers to send out quotes, | S
auctions, bids and information to their existing Supplier base. The E 9 —— o
person who received the invitation is the only user who can access Service Subscriptons : _

the invitation. Switeh Account >

Discovery | v Sourcing and Contracts

Approval Tasks

Offline Approval Format I

Sourcing and G

Approval Tasks

Contact Administrator Tasks
To review the Sourcing & Contracts notifications — Offline Comvert to Standard Account Review Tasks |
Approval Tasks S Task assignedto|  Notification Tasks Task :
<« C— Send a notification]  "ToICtS Send |
1. Signinto the SBN, click on your initials oy PP Contracs phon
2. Select Settings
Notifications Dmft v Legacy View | @ v

3. Ensurethat User Preferences is highlighted with a blue Discovery | v Sourcing and Contracts | v

underline
Offline Approval Format e )
4. Select User Notifications & Preferences
5 Select Sourcing & Contracts Offline email approval in plain text Offline email approval in compact text format -
Send a notification when SAP Ariba sends you Send a notification when SAP Ariba sends you
. N offline email approval notifications in plain text offline email approval notifications in compact
6. Display the drop-down menu and select Offline Approval formet: et fomel. Recommended when viewing
Format 0 O S

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 -

SADA

Notifications allow suppliers to route information for Discovery

Sourcing and Contracts — Tasks

Enterprise 91 QB @o

(Quote Automa!tl.on) and Sourcing and Contracts. Discovery is BT Business Nework v ~ Notifications Lo* .
where the email information is used from. dane bos
unicormsleaming@sap.com Home Enablement Store Discovery Workbench Catalogs v { and Contracts | v
To ensure that leads are viewed by the correct team in your Uicorn Leaming Systems Settings ( Discovery
business, check who receives the information and what type of AT 4 Leads
inf i BNO-100000166454800 (User Preferences] " inistrati T . o .
information they need. e a4
. Corpony Prafic User Preferences 5 Notifications Dt v
Sourcing and contracts are used by Buyers to send out quotes, | S
. . . . . . . . " Iser Account . N
auctions, bids and information to their existing Supplier base. The E 9 — o ; Discovery | v Sourcing and Contracts [ ]
. . . . . . L ser otmcatons Preferences _—
person who received the invitation is the only user who can access senvie Subscriptions <
e - Sourcing and C P 6
the Invitation. Switch Account 4 Offline Approval Format
Contact Administrator Approval Tasks Tasks
To review the Sourcing & Contracts notifications — Tasks Comvert to Standard Account Review Tasks
Sin Out Task assignedto| Motification Tasks Task
. . . o o4 ign Gu
1. Signinto the SBN, click on your initials « e— Send a notificatior]  PTeiects Send |
— assigned an apprg c you oy
|’_] ontracts Bpprof
2. Select Settings
o X Notifications Draft v Legacy View | [@ v
3. Ensurethat User Preferences is highlighted with a blue
underline Discovery | v Sourcing and Contracts | v
4. Select User Notifications & Preferences == e
5' SeleCt sourCing & ContraCts Task assigned to me Task delegated to me Task completed Task due

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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Send a notification when a task is assigned to
you:

O

Task overdue

Send a notification when a task that has been
assigned to you is overdue:

O

Send a notification when a task is delegate to
VOu:

O

Task ready to start

Send a noiification when a task that own is
ready to start

]

Send a notification when a task that has been
assigned to you is completed:

O

Phase ready to start

Send & notification when a phase you own is
ready to star:

O

Send a notification when a task that has been
assigned to you is due soon:

O

9

Feadback

Discard Draft




w Settings User Preferences -

Sourcing and Contracts — Review Tasks
Notifications allow suppliers to route information for Discovery p—— @ o
(Quote Automation) and Sourcing and Contracts. Discovery is BT Business Nework v i Notifications LG‘ .

where the email information is used from.
unicornsleaming@sap.com Home Enablement Store Discovery Workbench Catalogs v { and Contracts | ¥

To ensure that leads are viewed by the correct team in your Uricom Learning Systems Settings < Discovery
business, check who receives the information and what type of i o , i Leads
information they need O LR [User Preference] i T c P
| | y . Basic
. Corpony Prafic User Preferences 5 Notifications Dt v
Sourcing and contracts are used by Buyers to send out quotes, — -
auctions, bids and information to their existing Supplier base. The E s o ; Discovery 1 Sourcing and Comracts [+ ]
person who received the invitation is the only user who can access Senice Subscrigtions - S L reodiTess |
the |nV|tati0n Switeh Account ’ Offline Approval Format
Contact Administrator Approval Tasks Tasks
To review the Sourcing & Contracts notifications — Review Gonwert o Standard Account Review Tasks G
Tasks sign Out Task assigned to|  Notification Tasks Task ¢
<« o Send a notification]  "ToICtS Send
1. Signinto the SBN, click on your initials oy PP Contracs appro
2. Select Settings
Notifications Drmft v Legacy View | [F v
3. Enzur? that User Preferences is highlighted with a blue Discovery | v Sourcing and Contracts | v
underline
Review Tasks 2
4. Select User Notifications & Preferences e =
5' SeleCt Sourcing & Contracts Review task assigned Task reviewed by reviewer Task fully reviewed
Send a notification when a review task has Send a notification when a task you own is Send a notification when a review task you own
. . been assigned to you: reviewed by any reviewer: is fully reviewed:
6. Display the drop-down menu and select Review Tasks
ptay p 0 m] O

7. Click on Edit

O-

8. Review the options and select or deselect as required

9. Once completed, click on Save
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SADA

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. Signin 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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Unicorn Learning Systems

Settings User Preferences -

Sourcing and Contracts — Notification
Tasks

AN11275007132
BNO-100000166454800

Basic

Company Profile
[

E

|

Service Subscriptions

Switch Account 4
‘Contact Administrator
Convert to Standard Account

Sign Out
4 G

Notifications Dmft v

Dizcovery | v

EI7  Business Nework v Notifications LO« @v
Home Enablement Store Discovery Workbench Catalogs v { eand Contracts | ¥
Settings < Discovery
q Leads
[User Preferences| it T C. J
User Preferences 5 Notifications Drft v
User Account .
o Discovery | v Sourcing and Contracts
User MNotifications & Preferences
E 4
k.

Offline Approval Format

A | Task:
pproval Tasks Tasks

. Approval Tasks
Sourcing and j_

Review Tasks

Task assignedto Motification Tasks

Send a notification Projects Send |

assignedanapprg o you oy
appro)
ml o PR

Legacy View = [ v

Sourcing and Contracts | v

Notification Tasks

8

Send scheduled netification

Send a notification when a task is sending a
scheduled notification:
]

Feadback

B
o




Settings User Preferences -

SADA

Notifications allow suppliers to route information for Discovery
(Quote Automation) and Sourcing and Contracts. Discovery is

Sourcing and Contracts — Projects

=@

Enterprise | 9 £
where the email information is used from. . E Busincss Neowork + ’ Notifications LO« @v
. . unicormsleaming@sap.com Home Enablement Store Discovery Workbench Catalogs ~ { _Discuvery [ eand Contracts | ¥

To ensure that leads are viewed by the correct team in your ( -
business, check who receives the information and what type of yricem Lesiming Systems Settings Discovery
. . AN11275007132 ends
Informatlon they need' . BNO-100000166454800 [User Preferences| it inistrati T i c q Lo

Basic J
Sourcing and contracts are used by Buyers to send out quotes, Company Frofie User Preferences 5 Notifications Drait v
auctions, bids and information to their existing Supplier base. The - User Account . _

. . . . . | ings Discovery | v Sourcing and Contracts
person who received the invitation is the only user who can access R User Nosfications & Preferences -
. . . rvice Subscriptions

the invitation. ’ -

Switch Account > Offline Approval Format

. Approval Tasks
Sourcing and T_

A | Task:
pproval Tasks Tasks

‘Contact Administrator

To review the Sourcing & Contracts notifications — Projects

Convert to Standard Account Review Tasks

Task assignedto| Motification Tasks Task

Sercanotficatiorl Projects I e

assigned an a
& PR Contracts

2. Select Settings N

1. Signinto the SBN, click on your initials

Sign Out
4 G

appro

3. Ensure that User Preferences is highlighted with a blue

underline Dreft

Notifications Legacy View | [ v

Discovery | v Sourcing and Contracts | v

8

4. Select User Notifications & Preferences

Projects

5. Select Sourcing & Contracts

Comment added

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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Add to group project

Send a notification when you are added to a
project group:

O

Phase of project begin

Send a notification when a phase in the project
you are part of is about to begin. This is a
scheduled batch notification:

O

Remove from group project

Send a notification when you are remaved from
@ project group:

(]

Project mass edit complete

Send a notification when a project mass edit
task you initated has completed:

O

State of project change

Send & notification when the state of the
project you belong to has changed:

O

Send & notification when a comment is
to a project you belong to:

O

s

Feedback




w Settings User Preferences -
Sourcing and Contracts — Contracts
Notifications allow suppliers to route information for Discovery pr— ey @ o
o g7 Business Nework v : Notifications LO« @~
unicormsleaming@sap.com Home Enablement Store Discovery Workbench Catalogs ~ { eand Contracts | ¥

Unicorn Learning Systems Setti ngs DiSCOVEW
. . AN11275007132 Leads
To ensure that leads are viewed by the correct team in your BNO-100000166452800 [User Preferences) en inistration  Transact c

Basic

(Quote Automation) and Sourcing and Contracts. Discovery is

where the email information is used from.

business, check who receives the information and what type of User Preferences

Company Profile

information they need. Er— 9 User Account

Notifications Dmft v

Discovery | v Sourcing and Contracts

. Approval Tasks |
Sourcing and j_

. i User MNotifications & Preferences
Service Subscriptions

“ ey -, -‘g-uv Ny

To review the Sourcing & Contracts notifications — Contracts

Switch Account > Offline Approval Format

A | Task:
pproval Tasks Tasks

‘Contact Administrator

1. Signinto the SBN, click on your initials

Convert to Standard Account Review Tasks
. Sion O Task assignedto| Motification Tasks Task &
ign Out
2. Select Settings * Projects

4 CEEE—— Send a notificatiol
—— appr
3 rl

Ensure that User Preferences is highlighted with a blue
underline

re . Notifications D=ft v Legacy View | [ v
4. Select User Notifications & Preferences

Discovery | v Sourcing and Contracts | v

5. Select Sourcing & Contracts )
Contracts e
6. Display the drop-down menu and select Contracts =
Contracts expires Contract notice period
7' CI‘ICk on Edlt Send a notification when a contract you own is Send a notification when a contract you own is
expires soon: in the notice period:
8. Review the options and select or deselect as required - t
9. Once completed, click on Save [ Save | om
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Settings — Account Administration

Customer Relationships




SADA

s 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
%  Onthe 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

% Aninvitation can be a Transaction Relationships Request (TRR), or an Interactive Document, such as an interactive Purchase Order
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Customer Relationships Screen

SADA

The Customer Relationships Screen provides Suppliers with information

Overview

pertaining to their Buyers, for example, the Relationship Status

Export - the drop-down shows Export to a .xlsx and Export As
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w Business Network v N Q B @ ss
The ﬁeldS are — Home Enablement Store Discovery v Workbench Orders v Fulfillment v Invoices v Payments v More v E‘, v
. . . o Customer Relationships
Automatically accept all relationship requests toggle — this is set
Automatically accept all relationship requests:
to on as a default
Trading Tile — show the number of all Relationships between the Trading o
Supplier and Buyer and their Status
. . . - 24
Search Filters - allow Suppliers to build specific searches
Go bUbble B a used to tngger a SearCh Buyer: Network ID: BNOID. Relationship Type: Country/Region:
. - . : Search Q [ (s} ] [5) @ e a
Adapt Filters —  ~daptfilters | gre ysed to display more filter/search e TR T—
OptiOI’IS v o @ Adapt Filters e
~R
View Option - ~  to open or close the search options and filters o Trading Business Panner,(24);  Hnked Child Accounts (0) e o
Trading Business Partner List - the list of all buyers associated i i e L B e all
W|th the accou nt, Including all StatuseS Network ID Trading Partner BNOID Relationship Type Relationship Stat... Country/Region Buyer Generation Data Center Last Change... = Supplier Informa...
. . . . . ANO1748269677°  Buyer ?(’)\‘000-00013498281 x:g;ablility United States GENI us2o ggrlﬁizzg;& @
Linked Child Accounts - the child accounts linked to the main T mowsszse o BNO. isasaer M P — p— Mar 4, 2025, @
account domain and the buyers associated with it —
7] AN11238486997  TestE2E ?8‘000‘001 47106206 Fulfillment United States NEXTGEN Us20 iasnzzzlz 5?426' (14
Customer List Drop Down list - shows the breakdown of the ) ANI1238486997  TeSIEZENG To0o00147106205  Fellment Germany NEXTGEN us20 Pt
I’elationShipS ) AN11224832554  EAC NG Buyer O 0130998445 Fulfllment Australia NEXTGEN Us20 Jari 13, 20, @
BNO- ; Jan 13, 2026
. . L ) AN11224832554  EAC 700000130908445  Fulfiliment Germany NEXTGEN Us20 TP @
Settings — £ to how the view is displayed on the screen pe———— . _ = _ iz
uyer XYZ T00000007665234  Fulfillment United States GEN1 Us20 P



W Accessing Customer Relationships

Suppliers with the applicable permissions can access S———————c o

Jane Doe Home Enablement Store Discovery v Workbench Orders v Fulfillme

Settings

User Preferences Account Administration Transactions Integrations Compliance

Customer Relationships. All Buyers that you are

unicomsleaming@sap.com

connected to or have sent a relationship request to are

Unicorn Learning Systems

accessed here. . AN11275007132

BNO-100000166454800
User Preferences

Basic
To access Customer Relationships pE— |e
ompany Frofie User Account
. . . o e4e Settings ificati f
1. Sign in to the SBN, click on your initials o e oticatons & preferences /e
TVICE U SCI'IPIIOI"IS
2. Select Settings Switch Account > Account Administration
Contact Administrator i R
. . . . Customer Relationships -
3‘ Elther Scroll to locate Account Admlnlstratlon or Convert to Standard Ac u nt — Home Enablement Store Discovery v Workbench Orders v Fulfillment B v
click on the Account Administration tab (you will ign our Settings
o . . . Rols
know it is selected as a blue line will encompass the « C— » e ser Prterences | Account Administaton|  ransac Complance
SeCt|On) \ccount Security

pom N atiommapeeein b am | Account Administration

4. Select Customer Relationships L R
\ Manage Users
5. The Customer Relationships screen is displayed o/ Manage Roles

Account Security

Notifications

Recommended Accounts
Manage Account Requests
Manage Account Email Domains
Connected Accounts
Generative Al

Language and Region

PP WP SR N N WP W W PR VR T

e, P A B o Ay s ol g w“} —————_
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w 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:

~ s
. . . Trading Business Partner (21)
« Multiple legal entities or regions —_—
Child Account List (20) e @ v
.:. Sepa rate AN I DS Created h IStorlca“'y Supplier Name Linked Child Account Buyer Name Buyer Network ID Buyer Country/Region Relationship Type Action
. .. . . . . ABC Company Learning AND17133340 Buyer Organisation ANO1051911560 Australia Fulfillment Sign in to Child Account
« Centralised Administration with decentralised operations
ABC Unicorn Leaming ANO010483115 Acme Mining AND1048242614 United States Fulfillment Sign in to Child Account
R Pre pa ration for Multi -org billi ng Supplier Group Leaming AND10546889 Globe Building Co ANO1048242614 Germany Fulfillment Sign in to Child Account
. . . . . T e o AL, e g 00001 BO0 e b L SN g il i e gt 2 [ A gt
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. Adefault 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. Clickon £

2. Adefault list of column headings is displayed,
tick or untick filter options as required

3. Click on OK, and the headings ticked will be
displayed
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Customer Relationships — Adapt Filters

& Settings

Buyer: Network ID: BNOID: Relationship Type: r
Adapt Filters
Search Q (5 [m) o v |
Country/Region: Relationship Status: All w Show Values =
@ v Go
Search far Filters o}
0 Field Active
Buyer
Network ID
Buyer Network 1D BNOID: Relationship Type:
Search Q (5] [al [all v BNOID
Country/Region: Relationship Status: Suspension Date: Suspension Reason: Rgla[ignghip Type
3 v @ o (Adapi Filiers)
a Country/Region
Relationship Status
p—
(O Suspension Date
itry/R
i (7] Suspension Reason |
Relationship Status
uspension Date || |
uspension Reason bt - |
— A
Trading Business Partner (21) Linked Child Accounts (20)
View Settings
Columns  Sort  Group
i All Relationship Requests (21) = @
Customer List P e @y @ Search Q Hide Unselected(—J)

E] Network ID Trading Partner BNOID hip Status ~ C

ip Type

() NetworkID Trading Partner BNOID

Buyer G

Data Center LastChange... = Supplier Informa...

ip Type

ionship Status

Country/Regi

Buyer G Supplier Informatio...  Quick Enablement ...

Buyer Generation

() Columns (10/15)

rd

Network ID

Trading Partner

BNOID

Relationship Type

Relationship Status

Country/Region

Buyer Generation

Data Center

Last Changed On

Supplier Information Portal

(] Data Center
[ Last Changed On

Supplier Information Portal

(O Buyer Contact Email
() DUNS Number
Quick Enablement Relationship Method

() Suspension Date

(O Suspension Reason

(O Buyer Contact Email

(O DUNS Number

(O) Quick Enablement Relationship Method
(O suspension Date

() suspension Reason

s



Accessing the Buyer’s Supplier

w Information Portal (SIP) via Customer

Relationships

The Buyer,s Suppller |nf0rmati0n F’Ol‘tal (SIP) provides Erterprise | 51 QB @ o Home  Enablement  Store  Discovery v Workbench  Orders v Fulfillme

suppliers with information to transact with their Buyers, Jane Doe Settings
particularly customer-specific requirements. For unicomstgarming@sap.com

example, Mandatory Order Confirmation or using Strip User Preferences
Unicorn Learning Systems
and Quote processes. e

User Notifications & Preference;

BMO-100000166454800
Suppliers can also access the SIP using the Help e e —
Centre link at the top of the page. For users to access Company Profie | 9 P —
SIP via Customer Relationships, they must have the Sertngs —— 4
required permissions. e Suoserpons s e
Switch Account > ~'W‘“'m-"y‘“ et P N b st it B8 S 0

To access a Buyer’s SIP —

Contact Administrator

. . . e ey Cust List  All Relationshi (24) ~ @ | v
1. Slgn N to the SBN, Cl'Ck on your |nltlalS Comvert to Standard Account « ustomer List All Relationship Requests (24) @
O Network 1D Trading Partner BNOID Relationship Type Relationship Stat... Data Center Last Change... = Supplier loforma...
2. Select settings ‘5'—3” - > L) AN11238486997 200000147106206 _ Fflment usz0 prterter é
[) AN11238486097  TestE2E-NG O 147106205 Fulfillment Us20 a2, 2026, @
3. Access Account Administration () AND1044666846  Buyer XYZ N ooa7easzae  FUlfilment us20 oz e 4
4. Select Customer Relationships
Supplier Information Portal Transaction Rules
5. Locate the Buyer from the Customer List. Click it
on the corres po n d I ng EJ() un d er the S u p p ll er acmeqa ltd Supplier Information Portal worldwide
Information column EX” Business Networl
‘Welcome to the acmeqa Itd Supplier Information Portal. This portal provides information for all suppliers conducting business with acmeqa ltd. For your organization, this means that the traditional way of transacting with us is changing.
N Ote: If t he S u pp li e r i nfo rm ation po rta l CO lu m n iS n Ot :::::;1LFT:T:::!l::§udmg the transformation as well as a number of tools to help answer any of the questions you may have.

ShOWing, add it USing Settings acmeqa Itd Training Clips
Videos to help suppliers transact via the SAP Business Network.

* Enterprise Account How-to Videos
* Eorgot Password Video

Project Notification Letter & Summit Invitation
‘acmeqa ltd introduction to the new way of conducting business over the SAP Business
N supplier 1al

« acmeqa Itd Project Notification Letter Download

The Selected Buyers Supplier Information portal is
displayed.

* acmeqa Itd Supplier Summit Download

Standard Account Information

The Resousces and Training Matersals available for the SAP Business Network Standard
Account.
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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 SIPis displayed
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L: N[0)

Create v | ==

1 Help Topics

Search Help Topics

35 Customize . Support
Documentation

What is SAP Business Network?

Finding orders, invoices, and oth..

Common browser issues

How do | create an invoice?

Export data

Toggle Timestamp

3 Use Cash Optimizer

Document number links

Accessing a Buyer (SIP) - All Users

= ET7 Help Center

| @ tome
Q Search
@ Get Suppont v Welcome to Help Center
Contact Support
Search our knowledge base to get the answers you need
Case Management

a)

U0 Documentation Cs— arch
0 News
& Cloud Status. - Topics we recommend for y... Billing and subscriptions Managing purchase orders

@ How do | cancel or @ How Can I Follow U
@ Howdolaccessas.

© Howdolcreate ani > @ Where can | downlo.

Creating and managing invo... Manage account

B Creatingand Manag... >
B0 Creating and Manag. {] 1am receving the er.

@ 1 need help with inv...

i Legal

Find answers from your buyers

Search by customer name, or browse from the list to visit the supplier information

portal posted by a buyer you are transacting with.

Phoenix Enterprises
ANO001234567

The World for you Industry
ANQ0000123344
.
Its a Yam Corp @ Spiral Suggestions Inc
ANO003BTE540 o AN0009873340
e

Global Pink Turbines Unicom Investigations
AN009335672 q ANO0096832340

Quirky Windows R Us

ANOOOOO77643
- ‘ its apencil trainit ~ Supplier Information Portal
'& normaton ot ReterenceDocuments

acmeqa Itd Supplier Information Portal worldwide

>

@ Which transaction ty... >

@ Whyaminotablet. >

£ Unable to Create Su... >

© WnycantifindaP
@ Howdolprocessan.. >

@ 1 need help with pur.

Find information from your ...
Name of Buyer >
Name of Buyer s

" >

Name of Buyer

(5

ET7 Business Networl

t"/ @ Celebrations Unite
- World Inc What o e 3
ANS5543000000 | Project Notfication Letter & Summit invitation
X

ey e

- anes ~— -




W Customer Relationships - Options

The Adapt search filters provide the users with an option

to increase or reduce the available search parameters.  Adapt Fiters
USGI’S Can alSO Change the Ol’del‘ |n Wh'Ch the fleldS All ~ Show Values = Last Change... = Supplier Inform... Suspension | lRelatianship — ~ ] ﬂ Adapt Filters
appear by using the arrows next to each heading. 2 ~ v ¥ Search or Fiers Q ( ) \ [ (O cosies
Column Settings X nable
O3 Field Active - (] Pending
. Buyer Sort By (] Rejecte
The Show Values  shewVales | on the allows users to view - e 61
. . . . . Network ID Last Changed On = = @
information as a List View and Group View ] . oD
Group By

) Relationship Type .
il Customer List  All Relationship Requests (24) v

Last Changed On G)

The way the information is sorted can be identified by a = conme ) Netwrkip [ ALRStorei Requests @6
Relationship Status PR More Column Settings  anormeasss Pending Requests (2)
or = in the COlumn head|ng (O Suspension Date Resize column width (pixel) | — 130 & ANUIMSZGQW: Approved Requests (14) P
(1 Suspension Reason hd | — - | Reiected Requests () B4
A m Cancel P \ & ) AN1123848699) Suspended Requests (0) b
Right-clicking in a column opens a Columns Settings pop-
up that provides users with options including Sort By, Export As
Group By or More Column Settings. _ g B c N E E o H ! !
File Name 1 Network ID |~ Trading Partner |~ BNOID |~ Relationship Type - Relationship Status |~ Country/Region |~ Buyer G ion |~ Data Center |~ Last Changed On| - Supplier Information Portal i
Customer List
Drop-down arrows | provide a list of available options Format
and a double box | 5 . Users can define conditions [ Microsoft Excel (*xisx) v equal to v
() Include filter settings Define Conditions: Include |
Information can be exported by clicking on (& . Export () spiit cells with multiple values contains Exclude
puts information into an Excel spreadsheet or use Export equal to v | e X equal to does ot contain
|
As... Where a pop-up box appears to allow users to ) - Add between not equal to
export more Opt|0n$. No Conditions Entered starts with ot between
B (@ ends with does not start with
Export does not end with
- a Cancel 4 e not less than
Id Account Export As... £ less than or equal to
S greater than not less than or equal to N
greater than or equal to not greater than
amply 1 not greater than or equal to
not empty
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Settings — Account Administration

Manage Users




w Accessing Manage Users

Suppliers with the applicable permissions can access eeprie @ o 5 @] o) o

Jane Doe Home Enablement Store Discovery v Workbench Orders v Fulfillme

Customer Relationships. All Buyers that you are

unicomsleaming@sap.com

connected to or have sent a relationship request to are Settings
Unicorn Learning Systems
. = User Preferences Account Administration Transactions Integrations Compliance

accessed here. AN11275007132
BNO-100000166454800
User Preferences

Basic

To access Manage Users- Company Profe |e

User Account

. . . e eee Settings User Notifications & Preferences e
1. Sign in to the SBN, click on your initials /

Service Subscriptions

Switch Account > Account Administration

2. Select Settings

Contact Administrator . N
Customer Relationships

B

3. Either scroll to locate Account Administration or Convertto Standard Ac it R A Wt
click on the Account Administration tab (you will sign out —— Settings
know it IS selected as a blue line will encompass 4 CE— I user preferences | Account Administration | Transaci jons Compliance
the SeCt|0n) pam Mo ationmapeeetn b e Account Administration

4. Select Manage Users Customer Reltionships

o | Manage users
»

5. The Manage Users screen is displayed o—— Manage Roles

Account Security

Notifications

Recommended Accounts
Manage Account Requests
Manage Account Email Domains
Connected Accounts
Generative Al

Language and Region

PP WP SR N N WP W W PR VR T

B R I T P P w-‘} ————————
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Create a New User with Roles

SADA

System Administrators create users and assign permissions to

Already Created

Enterprise 54 QB [EI Jo Io Home

Customer Relationships,

Enablement Store Discovery v Workbench Orders v Fulfillme
them. Suppliers can either use preset Roles or select a custom .
role pp p Jane Doe Settlhgs :_,1 T-¥  Business Network .} ® 0B @
* unicormsleaming@sap.com User Account .
E—— Home Enablement Store Discovery v Wurw E -
o . . X User Preferences
All fields with an asterisk must be completed. Unicorn Learring Systems h!
. AN11275007132 User Account Manage Users 1
BNO-100000166454800 User Notifications & Preferences l
: H Basic f f Active (3) Deactivated (0) Revoked (0) :q
All Usernames should be in an email format. :
) Account Administration 1
Company Profile I I { | v

Account Closure Reg...

To access Create User — Settings

Service Subscriptions

Switch Account >

i -

‘Manage ROles create USEI'

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

Account Security

e NP ioaamtatn gl g P omitrion o n s

Customer Assignment

Contact Administrator User Information Roles

Convert to Standard Account

Sign out User Information

4 G

Access Account Administration

Click on Manage Users

Click on Create, and the Create User screen is displayed

o u kA W N

Enter the Username john.doe@abccompany.com

User Information Roles Customer Assignment

SAP Business Network

SAP Business Network Sign In
Note: In most instances, a user’s actual email will also be their e /7€ Ur3 SaTeIRS protection.outiook comy2url=https%3A.
Username. If they have another account, you may need to modify

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

User Information L|

Contact

Country/Region Code: Phone Number:

7.
8.

Enter the user’s First Name
Enter the user's ACTUAL email

=0

john.doe@abccompany.com

o

John ~ Enter a phone number

Email Address: *
john.doe@abccol h

Area Code: Extension Number:

Enter a phone area number Enter a phone extension

| Last Name: * |
Doe

9. Enter the user’s Last Name
10. Click on Add L
Role Name

11. Select the Role/s you wish to assign to the user. As you ~: Sub Admin
select the roles, a pop-up message will appear

Roles (4) Search

= @

The Lead Generation Specialist is responsible for driving business growth by identifying and attracting potential clients to build a
strong sales pipeline for the company's offerings

Description

] Lead Generation Specialist
Designated for external providers who manage services on behalf of suppliers, this role provides access only to service-related

functions. Users can view service orders and create Service Entry Sheets for those orders, with no order assignment required. To
ensure security, all financial information—such as prices, taxes, and charges—as well as other non-service areas of the

aplication, is hidden from their view.
r
Draft updated Lc:eale @

12. Once completed, click on Create

) Services Limited Access -View all

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

- Selection has changed. 3

rows are selected.
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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

Identify your Username in the email

Select Supplier

Click on Access the SAP Business Network sigh-in page

Enter your Username
Click on Next

N o o M w DN

The password screen is displayed. Click on Forgot
password

©

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
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SAP Business Network

SAP Business Network Sign In o

<https://eur03.safelinks.protection.outlook.com/?url=https%3A...

SAP Business Network - Achieve frictionless, real-time business collaboration

SAP Business Network enables customers and trading partners to actively collaborate and gain

es to build a more resilient and sustainable business

visibility across all supply chain process:

I Buyer ] Supplier

Supplier sign-in

Username

Forgot username

instructions to r

Back to Sign In

We have sent an email to you!

Check your email address jen.williams@sap.com and follow the
password. The link will expire in 24 hours.

Accessing the SBN for the First Time —

New User

SAP Business Network Sign In
@ SAP Business Network <nareply@us bn.cloud ariba.coms>

() Whee reprblcms with o i mesaage i displaes, ek eret view i i  web brawser
E:'! 7 Business Network

SAP Business Network Sign In

o P Business Network account (Unicorn Learning Systems, BNOID:BNO-1000001664548 ) with the user name
jchn.doe@abccompany.com. Hpea edentials confidential
Procedure to sign on to SAP Business Network:

Select one of the options below to sign in to SAP Business Network, Not all options apply to your account. If you are unsure which authentication option to use, consult

@ © heply | G Replyal | > Forord | [ |0

Dear John Doe,

your account administrator.

Sign in with local authentication:

I 1. Access the SAP Business Network sign-in page I

it to sign in,

e Fy
4. Access the SAP Business Ne

rk sign-in page again to sign in.

Ariba Account Password Reset Information

Ariba Commerce Cloud <ordersender-prod@ansmtp.ariba.com:=

splayed, click here 1o view it in a w

@it
E: 7 Business Network

Ariba Account Password Reset Information

Ariba Commerce Cloud
Ariba Account Password Reset Information

Supplier sign-in

Dear.

Cheose the sccount you want to reset the password for, and go to the corresponding link ta reset your passwerd.

€ john.doe@abccompany.com

Password

Sign in

Reset your password

Enter the email address you used to register with

SAP Business Network.

Reset your password

Username
John.doe@abccompany.c:

I New password I

Conflrm your password @

@

Email address

=0

<https://service.ariba.com/an/p/Ariba/Logo_SAPBusinceetworl

User ID Password reset link

IJohn.doe@abocompany com Click Here I

Important: The link will expire in 24 hours

* 1f an error occurred when trying to reset this user's password using the email address provided, reset this user's
password using this user I,

/

* 1f you are using a different identity service provider, please contact your administrator.

X Must be between 8 and 32
characters.

X Must contain at least 1 lowercase
letter(s), 1 uppercase letter(s), 1 .
numeric character(s), and 1 SA
special character(s). The special
characters permitted are
HE%R)™, - L <=2@"_ [}V

+ Cannot contain the username

X Repetitive characters and numbers
in sequence are discouraged

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

—
I

Sincerely,
SAP Business Network team

Supplier sign-in i!a

‘ Username ‘

Forgot 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%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

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

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

Manage Users

Active (4) Deactivated (0) Revoked (0)

User Name Email Address

jane, 1 Jane

jane.d

User Inf i Roles

First Name

Unapproved (0)

Search

Q, |[Create

Manage Users — Add or Update Roles

to a User

HWE:

Last Name Roles

Doe Services Limited Access -View all

D bttt B i . st Bt B TN e o,

User Information

Basic User was saved Contact

User Name:. .
janedoe@abccompany.com Jane
Email Address: Last Name
jane.doe@abccompany.com Doe

Roles (1)

Country/Region Code:

Area Code:

Phone Number.

Role Name Assign Roles

Sub Admin
cq
(] Role Name

ead Generation Specialist

Customer Assigls

Search Q
Description
The Lead Generation Specialist is responsible for driving business growth by identifying

and attracting potential clients to build a strong sales pipeline for the company’s
offerings

10

At g en

com Reuest reset password | | Make Admin | | Deactivate | | Show Contact jane.doe@abccompany.com Draft

User Information Roles ‘Customer Assignment

User Information

(0 Qogistics Limited Access -Assignment.

(0 |ogistics Limited Access -View all

() Jpervices Limited Access -Assignment

O [enices Limited Access View all

O Jpub Admin

il

Designated for external logisties providers who manage shipments on behalf of
suppliers, this role provides access only to logistics-related functions. Users can view
material orders and create Ship Notices for assigned orders only. To ensure security, all
financial information—such as prices, taxes. and charges—as well as other non-logistics
areas of the application, s hidden from their view.

Designated for exteral logistics providers who manage shipments on behalf of
suppliers, this role provides access only to logistics-related functions. Users can view
material orders and create Ship Notices for those orders, with no order assignment
required. To ensure security, all financial information—such s prices, taxes, and
charges—as well a5 other non-logistics areas of the application, is hidden from their
view:

Designated for external providers who manage services on behalf of suppliers, this role
provides access only to service-related functions. Users can view service orders an
create Service Entry Sheets for assigned orders only. To ensure security, all financial
information—such as prices, taxes, and charges—as well as other non-service areas of
the application, is hidden from their view:

Designated for external providers who manage services on behalf of suppliers, this role
provides access only to service-related functions. Users can view service orders and
create Service Entry Sheets for those orders, with no order assignment required. To
ensure security, all financial information—such as prices, taxes, and charges—as well as
ather non-service areas of the application, is hidden from their view.

) conca

PO ol P N W P IR O T PR e
Roles (1) |search Qfl add
() Role Name Description
O subadmin
[ save QU
jane.doe@abccompany.com Draft +
Customer Assignment

User Information  Roles

User Information

Roles (2)
) Role Name Description
(O subAdmin

I () Lead Generation Specialist

g
Search Q  Add 2

The Lead Generation Specialist is responsible for driving business growth by identifying and attracting
potential clients to build a strong sales pipeline for the company's offerings.

EBD viscard |

D oisca

User was saved



w 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 Customer Assignment o
access. Customer Assignment Manage Users o
This ensures that users can focus and find purchase orders and () Ariba Support Realm Active (4)  Deactivated (0)  Revoked (0)  Unapproved (0)
invoices on the account/s assigned to them. () Ariba Support Realm _—
. . . ) Boom | | Test A Search Q  [create = & (@ v
This also means that when a user signs into an account, they will () Boom ntemal fest Account =
only be able to see the customer account/s assigned to them. (' Boom Intemal Test Account User Name Email Address FrstName | LastName | Roles
i X () Buyerxvz BTP@ariba.com  jsnedos@abccompanycom Jane Doe Services Limited Access -View all > e
When creating a user, Customer Assignments can be added
by clicking in the corresponding tick box. (J Buyer xvz A B A it o . gt B B B it o it gt A o e P
Adding or Updating Customer Assignment of an Existing User B Business Nework v Enterprise. 1 QR @ ss|
Home Enablement Store Discovery ~ Workbench Orders ~ Fulfillment ~ More ~ B v X

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

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

User Information Roles Customer Assignment

BTP@ariba.com : e Request reset password Make Admin Deactivate Show Contact

the username row

BTP@ariba.com Draft v "
3. The Username information is displayed, click on Edit BTP@ariba.com  omft v Q

User Information Roles Customer Assignment

J Draft |
User Information Rol

4. Either scroll down or click on Customer Assignment P ol st stV I s o a b P I P e un o ppa| | ——————— [ saved version [

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

Customer Assignment Search Q  Add Remove
6. Clickon Save Buyer A >
Buyer B >
To revert to the previously saved version before clicking on Acme Buying ,
save, click on the Draft drop-down at the top of the page and
select Saved Version [ save JERSK
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w Manage Users — Draft and Unsaved

changes and Limited Access

Under Manage Users you may see the same Username shown Unicornlearning@sap.com  Draft ©

twice. This occurs when the - = - ) <
User Information Rol o Message Details X L[I|r|

” Saved Version

System Admin selects Saved Version

User with Limited Access cannot be assigned I-‘E

additional roles. ur

1 Lt
Clicks on the back arrow 2 e G @A % potalus 0

Without clicking on Save first

EJ;’ Business Network v L

To remove duplicates:

Click on the arrow next to either entry 0
rd
] 3 5

Click on the Draft drop-down

Manage Users

Select Draft, as this opens the record

Active(3)  Deactivated (0)  Revoked (0)

CliCk On Disca rd, and the Screen message Confirms User Name Email Address First Name Last Name Roles Contact List i:’\'::matia... Status Ci:cnj;j:;sumiqu..? -
the record is discarded o werec g
System Administrators may get a pop-up message e rcs AN o S o
. . . o, . unicornslearning@sap. MARKETPLACE_SUPPLIER_MASTERACCOUNT,

advising that a User cannot be assigned additional 5 Crsaes g e o SR AT T o e >
roles when a Limited access option has been selected. . AR TACE BUVER DA Suppues

However, multiple limited accesses can be added. Some . . Q

. . . . Unicornlearning@sap.com Draft ~
Limited Access role combinations may not be viable
User Information D-'J ot
” Saved Version

@ Discard Q
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W Manage Roles — Revoke Users

The System Administrator must access a User’s record to Revoke
access or Deactivate a User. Manage Users

.

Active (3) Deactivated (0) Revoked (0)

Revoke — removes the access for the user to the SAP Business
Network; an email confirming that the account closure has

i S

Q  Create wm om| v

OCCurred. Once the retention period is over’ the user Wi" be User Name Email Address First Name Last Name . Status Account Closure Req...

permanently deleted Ty com abece Couney  Dos 4 Enables >
o et m @O

Deactivate — immediately removes access to all tasks and will ' 2

remain unable to access until the user is reactivated icomsleamingsa ) N
p-com o ” FY¥  Business Network +

To Revoke a User - = ) "oRe@

Home Enablement Store Discovery ~ Workbench Catalogs ~ More ~ B v
1. Access Manage Users — Refer to Accessing Manage Users, ) .
the Manage Users screen is displayed john.doe@abccompany.com (ke John.doe@abccompany.com - e St

User Information Roles Customer Assignment
User Information Roles Customer Assignment —_—

2. Select the required User

User Information )
SAP Business Network

3_ Cl|ck on Revoke Account Closure request has been approved
Basic _ 3 <https://eur03 safelinks_protection.outlook.com/?url=https%3A..
_ H 1 User Name: ————jgion Code: w . e
4. A pop-up message appears confirming the username e el ovete e for et ot a5 o S0 Business Network
——— 3e24bdfdd113 Yjohn.doe@abceompany.com’ Account Closure request has been approved
mail ress:
. . Choosing Revoke will remove this user's access to SAP "
5. Click on Revoke, and the screen will revert to Manage Users Business Network.You can refiove he user deta ihin el bec
the configured retention period, but you can't retrieve it oo Y st e voiis SAF Bis Networachast s i <
once the confirmed retention period has passed. : ‘our request to close your SAP Business Network has been approved by the company.
. Asa result, your access to the SAP Business Network has been immediately withdrawn.
ber:
6. Clickonthe (3 attop of the screen -
Sincerely,

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

Manage Users

8. An email indicating that the account closure has been ) e““"”""""“"‘““’“""” PR p 0

approved will be received ET7 susiness Network ~
@ The user details will be permanently deleted after the retention period is over. X
Home Enablement Store Discovery ~
Search a (=(=) @I~
User Name = Email Address First Name Last Name Suspended On  Revocation Status
john.doe@abccompan Apr 1, 2026,
y.com John Doe 11:473 31 AM Approved
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W Manage Roles — Deactivate Users

The System Administrator must access a User’s record to revoke
access or deactivate a User. o

Manage Users

.

Revoke — removes the user’s access to the SAP Business Network; an Active(3)  Deactivated (0)  Revoked (0
email confirming the account closure. Once the retention period is over,
the user will be permanently deleted

i S

Q  Create wm om| v

User Name Email Address First Name Last Name . Status Account Closure Req...

Deactivate — immediately removes access to all tasks and will remain mpanyicom e Couney Doz 4 Enabled >
unable to access until the user is reactivated iohndoe@abecompa John Doe ¢ mited o
TO DeaCtlvate a User - unicornslearning@sa Jane Doe ) ’\E\Lmited N
p.com 1 Cess
1. Access Manage Users — Refer to Accessing Manage Users, the T ¥ 0 R ® D
. . w usiness Net Kk v
Manage Users screen is displayed
Home Enablement Store Discovery ~ ‘Waorkbench Catalogs ~ More ~ B~
2. Select the required User john.doe@abccompany.com dit Jf

john.doe@abccompany.com [ Edit | Request reset password eact
. . User Information Roles Customer Assignment
3. Cl.lck on Deactlvate _ User Information Roles Customer Assignment

User Information
4. A pop-up message appears confirming the username

Basic s Temporarily disable user access I ad

5. Click on Confirm, and the screen will revert to Manage Users S You sre temporarly deactivating i
) ser Name: ‘john.doe@abccompany.com’ access. This will Eleen Code:
john.doe@abccompany.com inf}mediat:ly remo\ute_ th?h;jalicgss to all the T;:asksth(:)nly_u

. ~ . alter you have reactivate elr access Is when they wi 4 i
6. Clickonthe (J attop of the screen S= s be able o perform al the taske. E
Number:
7. The revoked user will be moved to the Deactivated Tab —
sion Number:

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

. . . o
Click on the user to reactivate, click on reactivate ) Manage Users
« =2 C portal.us.bn.cloud.ariba.com
Manage Users o Active (1) (&)}
g b éi‘;' Business Network p—
Active (1) Deactivated (1) Revoked (1) j
! Home Enablement Store Discovery + Search Q 2 @l
f [Seach Q@ Reactivate e @|v User Name = Email Address First Name Last Name Deactivated On  Contact List
User Name = Email Address " ne Deactivated On  Contact List hn.doe@abc
i e — O Leom  Poccemean John Doe Apr 1, 2026, 12:20:26PM
\9)] ’ . 3 x
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SADA

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. Selectthe 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

Ariba Commerce Cloud
You Are Now an Ariba k Account ini 5:34 PM

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

Ariba Commerce Cloud
Attention: User Account information changes detected 5:34 PM
<https://service.ariba.com/an/p/Ariba/Logo_SAPBusinessNetwork.png > User account
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-,

Manage Users o

Active (3) Deactivated (0) Revoked (0)

Q  Create @ (B v

R ™™

Changing the System Administrator

User Name Email Address First Name Last Name . Status Account Closure Req...
courtney.doe@abcco

mpany.com Courtney Doe 4 Enabled >
john.doe@abccompa i Limited N
ny.com John Doe ) Access

unicernslearning@sa Jane Poe " Limited N

p.com
john.doe@abccompany.com

User Information Roles Customer Assignment

User Information

Basic

J Assign Yourself to a Role

@ Before transferring administrator rights, you must assign yourself to a new role.

(J Role Name Description
I' Sub Admin I o
Speciatist

Search Q

The Lead Generation Spedialist is responsible for driving business growth by identifying
and attracting potential clients to build a strong sales pipeline for the company's
offerings

O Lead Generation

Designated for external logistics providers who manage shipments on behalf of
suppliers, this role provides access only to logistics-related functions. Users can view

[ Logistics Limited Access -Assignment material orders and create Ship Notices for assigned orders only. To ensure security, all
financial information—such as prices, taxes, and charges—as well as other non-logistics
areas of the application, is hidden from their view.

Designated for external logistics providers who manage shipments on behalf of
suppliers, this role provides access only to logistics-related functions. Users can view

(0 Logistics Limited Access -View all material orders and create Ship Netices for those orders, with no crder assignment
required. To ensure security, all financial information—such as prices, taxes, and charges
—as well as other non-logistics areas of the application, is hidden from their view.

Designated for external providers who manage services on behalf of suppliers, this role
provides access only to service-related functions. Users can view service orders and

(0 services Limited Access -Assignment create Service Entry Sheets for assigned orders only. To ensure security, all financial
information—such as prices, taxes, and charges—as well as other non-service areas of
the application, is hidden frem their view.

Designated for external providers who manage services on behalf of suppliers, this role
provides access only to service-related functions. Users can view service orders and

[ services Limited Access -View all create Service Entry Sheets for those orders, with no order assignment required. To
ensure security, all financial information—such as prices, taxes, and charges—as well as
other non-service areas of the application, is hidden from their view.

“Transfer "
Selection has changed. 1 — //
rows are selected.

F

m Revoke | = Request reset password Ce Show Contact

Contact



SADA

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

Display the SBN on the BTP Sign-in page -

Click on the (@)

Select Support

Review the disclaimer, and if you agree, select Support
Select Contact Support in the left side panel

Enter information into Step 1 — How can we support you?
Click on Next

Review the information provided and respond appropriately

© N o 0 M w DN PRF

by selecting the applicable bubble. You may need to click
several times to access Step 2

9. Review the Al 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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€3 Get Support v
Contact Support 5

E’ Business Network ~

Supplier sign-in

@ Home Contact Support

Q Search

@ sep1 How can we support you?

1 Documentation Change System Administrator

What to do if the System Administrator
has left the Business and you do not
have a Username and Password

Help Topics

XTI

| Documentation

Disclaimer: Use of this Support Portal is
outside of the SAP EU and SAP NS2 security
boundaries; it is your sole responsibility for
compliance with any security requirements.

I EGE How to change the admin for an .

Support

How do | update admin informatio. ..

What do you need help with?

Reassign / transfer account admin

Downgrade Enterprise account to Standard

User access

Locked account

Q News Merge multiple accounts Delete / expire account
& Cloud Status =
- -
-o 2972 characters remaining
Contact Support
Contact Support PP
@swepz  Resources @ steps  Confirm the details

How do | change the administrator in my SAP Business Network supplier account
I'm the current administrator, but I'd like to transfer the administrator role to another use
I have access to the previous administrator's account, but | want to change the
administrator. My company changed our e-mail address dom

How do | access and change the former administrator's account as a sub-user?

s Jw.lhsuse::f a SAP E“ii[‘?ﬁs_’\‘?i‘:\""ry‘ mpliﬁrwlj ‘Iy dy§525: the former |

Created by Al I

Subject: ¥

[

@ sweps Contact options

[l

Chat




Settings — Account Administration

Manage Roles




w Accessing Manage Roles

Suppliers with the applicable permissions can access S———————c o

Jane Doe Home Enablement Store Discovery v Workbench Orders v Fulfillme

Customer Relationships. All Buyers that you are

unicomsleaming@sap.com

connected to or have sent a relationship request to are Settings

Unicorn Learning Systems
. User Preferences Account Administration Transactions Integrations Compliance

AN11275007132

accessed here.
BNO-100000166454800
User Preferences

Basic

To access Manage Roles Company Profie |e

User Account

. . . o ey Settings User Notifications & Preferences e
1. Signin to the SBN, click on your initials /

Service Subscriptions

2. Select settings Switch Account > Account Administration

Contact Administrator

Customer Relationships

3. Either scroll to locate Account Administration or Convert to Standard Ac , int Vanage Users Home  Enablement) Stre  Discovenyv  Workbench omers v Fulflimeny 57
click on the Account Administration tab (you will Sign Ot — Settings
know it is selected as a blue line will encompass « C— » User preferences | Account Adminisiration | Transacti jons Compiance
the Section) ccount Security
poom Mot ationeapeesin gub 4. | Account Administration
4. Select Manage Users Customer Relationships

Manage Users

5. The Manage Roles screen is displayed o A’I Manage Roles |

Account Security

Notifications

Recommended Accounts
Manage Account Requests
Manage Account Email Domains
Connected Accounts
Generative Al

Language and Region

PP WP SR N N WP W W PR VR T

B R I T P P w-‘} ————————
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W Manage Roles — Screen Information

Manage Roles allows Supplier System Administrators to

, : - Manage Roles
either use predefined roles or create more specialised

roles for their users. The System Administrator is the only Custom Roles (3)  Pre-defined Roles (6)

User with ALL permissions, and there can be only 1

System Administrator. Roles Search Q  Create R (@m] v

Custom Roles - are roles created by the System Role Name = | Description Number of Assigned Users

Administrator (O Full Excess Testing 2 >
() outbound 1 >

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

the number of roles defined by SBN. Pre-Defined roles O Supplier Purchase Order Report o
Administration

reduce the time it takes to create business-specific roles

5@3 Settings — to change the headings on the Manage View Settings

Roles Screen, Admins can identify the information they Ve umne  Sort  Filter

want to view ot a ve

‘@ Export — used to print and display information. The Columns (3/4) Filters

. . f . Role Name
headings are based on the selections from Settings I S— Hide (Unselected) Descriptions I
da
Supplier System Admins can either use the tabs or scroll - Number of Assigned Users Hide (ALl Unselected () |8
through to locate the section/s required i ' & y
Cancel
Y
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Manage Roles — Predefined Roles

Pre-Defined Roles enable quick user creation. The ~ARIBA_SOURCING_ACCESS_CUSTOM ROLE_

The Lead Generation Specialist is responsible for

SBN ma nages pre-deﬁned rOl_eS, Lead Generation Specialist driving business growth by identifying and attract...
Show More
Designated for external logistics providers who manage
. . . . Logistics Limited Access -Assignment shipments on behalf of suppliers, this role p...
To view information about the role, click on Show Show More

Designated for external logistics providers who manage
Logistics Limited Access -View all shipments on behalf of suppliers, this role p...
Show More

More and Show Less to view less information

i . Manage Roles
Services Limited Acce

The Number of Assigned Users allows Supplier

Custom Roles (3) Pre-defined Roles (6)

o o o O O O

Services Limited Acce

System Admins to see how many users are assigned

@ sAP Business Network manages the following roles. You can only add or remove users to it. x
to the role. If the Number of Assigned Users is not Roles — Al & @~
visible, click on Settings and change the view. Role Name = Descrition Number of Asigned Users

(O _ARIBA_SOURCING_ACCESS_CUSTOM_ROLE_ 0o >

The Lead Generation Specialist is responsible for driving business growth by
O Lead Generation Specialist identifying and attracting potential clients to build a strong sales pipeline for the 0 >
company’s offerings Show Less

Designated for external logistics providers who manage shipments on behalf of
suppliers, this role provides access only to logistics-related functions. Users can
O Logistics Limited Access -Assighment view material orders and create Ship Notices for assigned orders only. To ensure 0 >
security, all financial information—such as prices, taxes, and charges—as well as
other non-logistics areas of the application, is hidden from their view. Show Less

Designated for external logistics providers who manage shipments on behalf of

suppliers, this role provides access only to logistics-related functions. Users can

view material orders and create Ship Notices for those arders, with no order 0
assignment required. To ensure security, all financial information—such as

prices, taxes, and charges—as well as other non-logistics areas of the

application, is hidden from their view. Show Less

(O Logistics Limited Access -View all

Designated for external providers who mané
this role provides access only to service-rele . .
service orders and create Service Entry She: View Settings
ensure security, all financial information—su

well as other non-service areas of the applic‘?¢

(O Services Limited Access -Assignment

Columns Sort Filter
Show Less
Designated for external providers who manz
this role provides access only to service-rele Search Q ve
() Services Limited Access View all service orders and create Service Entry Shet
assignment required. To ensure security, all Columns (3/4)
prices, taxes, and charges—as well as other
application, is hidden from their view. Role Name
] Description =
d

Number of Assigned Users .

m Cancel p |
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w 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 Manage Roles o
provide challenges, as users may inadvertently change settings or access. g

To Create a Custom Role- Custom Roles (3) efined Roles (6)
1. Access Manage Roles — Refer to Accessing Manage Roles. The
Manage Roles screen is displayed Roles Search Q  Create 2 e“
2. Confirm you are on the Custom Roles tab Role Name = Description Number of Assigned Users
3. Click on Create, and the Create Role screen is displayed outbound Team outbound Team

Role Information Permissions Users

Permissions |

Role Information Permissions Users

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

Search Q Add e

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

( Permission Name Description
which you are adding specific permissions; the description is not a | eme:*  outbound Team a _6} No permissions added
mandatory field and may be left blank Description: | Enter a description start by acding a permission o 1 rle

5. The name of the role entered appears at the top of the screen;
either scroll down to or select the Permissions Tab

6. Clickon Add [ raapomisions 0 N g
Search Q —
7. The Add Permissions pop-up is displayed, select the permissions Selected: 3 cI‘;I?
oratt updiotes (IR iscard I

257 characters remaining

required by clicking in the associated tick box. For a list of 'O remmission name Descripton I B
permissions and information, refer to the Glossary and Terms 1 O a1 pevetopment access Accss 0 AP dvelopmentsing e 4P Busiess evork deveoper U | B G st B
View your organization's SAP Business Network Sourcing events and
8. Click on Apply, and the screen will revert to Manage Roles 34P Business Network Confrac Wanisgeren comtact, documens, !

p—

fecesslhoposaklandiconacts Contracts properties. Individual users must be approved by SAP

Business Network Sourcing buyers before they can view or participate

9. Users can be added while in this screen, either by scrolling or in events or contact tasks Add Users

Selecting the Users tab C] Account Hierarchy Administration Manage your accounts to link and sign on to a child account s " Q
earc
Analytics Dashboard Access Access the Analytics Dashboard
. L i
lo_ Cllck on Add () catalog Content Manager Access to manage master content upload, price file upload and D Us e First Name Last Name
customer specific catalog upload @ B com John Doe
. . . () catalog Management Set up and manage catalog-related activities

11. Select the user to add by ticking the associated box/es _ _ _
Child Account Access Sign on to access a child account 2
M

12. Click on Apply, and the user will be added | = ‘e

- : Draft updated i
13. Once you have finished, click on Create et tpaste — @ )

>
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Settings — Account Administration

Account Security




W Configure Multifactor Authentication

(MFA) 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

X/
°e

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

X/
°

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

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

X/
o0

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

X/

* 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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SADA

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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SADA

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. Signin 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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Enterprise 59 L1 [ @I JD I o

Jane Doe

unicomsleaming@sap.com

Unicorn Learning Systems

AN11275007132
BMNO-100000166454500

Basic

Company Profile

Settings

Service Subscriptions

Switch Account ¥
Contact Administrator
Convert to Standard Ac , Jnt

Sign Out
41 G ¢

Accessing the Account Security

Screen

Home Enablement Store Workbench

Settings

User Preferences

Discovery v

Account Administration Transactions
User Preferences

User Account

User Notifications & Preferences / e

Account Administration

Customer Relationships
Home Enablement Store

Manage Users

Settings

Manage Roles

Orders v Fulfillme
Integrations Compliance
Discovery v Workbench Orders ~ Fulfillment,
ation Tre i i Compliance

User Preferences Account

b
<

Account Security

pam Qo™ tiommapeein b 4. | Account Administration

Customer Relationships
Manage Users

Manage Roles

0 P Account Security
Notifications
Recommended Accounts
Manage Account Requests
Manage Account Email Domains
Connected Accounts

Generative Al

Language and Region

PP WP SR N N WP W W PR VR T
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SADA

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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EJ‘ Dy Business Network

Home Enablement Store Discovery Waorkbench

Account Security
Configuring Multi-Factor Authentication Settings

Allow users to authenticate using Activate Multi-Factor Authentication

these Multi-Factor Authentication for all users:
token types: [ Multi-Factor Authenticatian
(]  Authenticator App Login

Email [J  Multi-Factor Authentication for

Critical Fields

Catalogs ~

Account Security Information

More

Maximum multi-factor authentication
attempts before user lockout:

5

Grace period to skip activating multi-

factor authentication:

24 hours

# o R @

B - ves

Multi-factor authentication lockout
duration:

1 hours

@ Cancel |




Settings — Account Administration

Notifications




w 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

X4

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

L)

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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w Accessing Notifications

Suppliers with the applicable permissions can access Customer o
Enterprise 9 L [ @
Relationships. All Buyers that you are connected to or have sent a

Jane Doe Home Enablement Store Discovery v Workbench Orders v Fulfillme

[
Settings
Unicorn Learning Systems

To access Notifications - User Preferences Account Administration Transactions Integrations Compliance

unicomsleaming@sap.com

relationship request to are accessed here.

ANI11Z75007132

BNO-100000166454800
User Preferences

Basic

1. Signinto the SBN, click on your initials
Company Profile Ie User Account
2. Select Settings oo . e
ings User Notifications & Preferences
3. Either scroll to locate Account Administration or click on the Service Subscriptions /
Account Administration tab (you will know it is selected as a Switch Account > Account Administration
blue line will encompass the section) Contact Administrator
Customer Relationships
Home Enablement Store Discovery v Workbench Orders v Fulfillment, e
4. Select Notifications Convertio SR Ac v Manage Users
Sign Out Settings
Manage Roles
5. The NOtificatiOI‘IS screen iS dlsplayed 4 G > - User Preferences Account istration Tr i Ir 1S [
Account Security

g . . g . . s WOt atiommapetonin b e Account Administration
Network Notifications are configurable notifications accessed via the

Customer Relationships

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

Manage Users

Manage Roles

The options are document-based notifications, triggered by the buyer’s e t
Notifications
business rules for specific notifications. Recommended Accounts

Manage Account Requests
Manage Account Email Domains

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

Connected Accounts

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

Language and Region

P N T e . T VPP W WPRE VR W

type is required.

e e P il e, B e, g . s it .n--“-—l [ |

Notifications are not triggered until there is a tick and an email address
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Planning Collaboration

Send a notification when a document download
is ready:
1;

Customer

Send a notification when a buying organization
creates a trading relationship with my company:

Notifications

Network Notifications | v

Network Service
Send a notification in advance of planned

network downtime, unplanned downtime, and
new releases:

Undeliverable Orders

Ship Netice Failures Reminder of Nen-shipped Order ltems Ship Netice Accepted with Changes

Send a netification when ship netices are Send reminders of non-shipped order items: Send a notification when ship notices are

Network Service

Order Motifications

inquires are received:

Send a notification when orders are
undeliverable:
Messaging |
N Order Inquiries
/ Send 2 notification when purchase order

Notifications — Network Notifications

Options

New Purchase Orders Purchase Orders Changed

Send a notification when a new order is Send a notification when an order is changed

received:

Undeliverable Order Inquiries

Send a notification when purchase order
inquires are undeliverable:

Invoice Failure Invoice Created Automatically from Receipts

Send a notification when an invoice is
automatically created from a goods receipt:

Send a notification when invoices are
undeliverable or rejected:

undeliverable: accepted with changes:
Ship Nofice Declined Order Inquiry Motifications
Send a netification when ship notices are X . . Invoice Status Change
declined Reminder of Non-received Order ltems Invoice Notifications - + - g
Send a notification when invoice statuses
. . . ipti h :
Send reminders of non-received order items: Catalog Subscriptions chanee
Order Confirmation Notifications ST
Senvice Sheet Notifications  se—
. L Send a notification when a customer subscribes
Pending Queue Natifications to my catalog or when procurement customer
sends status updates on catalogs:
Payment Propesal Payment Remittance Payment Remittance Status Updates

Send a notification only when payment
remittance status changes:

Send a notification when a remittance
addresses and payment profiles is changed:

Send a notification when payment remittances
are undeliverable or their status changed:

Send a notification when payment remittances
or payment proposals are received:
Remittance Batch Remittance Batch Errors
Send a notification when a remittance batch

has errors or failed to be sent to the payment
provider

Send a notification when a remittance batch is
delivered to the bank:

== Upload/Download

- Relationship Notifications

== Goods Receipt Motifications

= Payments Notifications

Order Confirmation Failure

Send a netification when order confirm
are undeliverable:

== Ship Motice Notifications

SES Status Change

change:
Compoenents Ship Notice Failure New and Changed CSN N .
& Compeonents Ship Motice
Send a notification when component ship Send a notification for new CSN to suppliers: Send a notification for new changed CSN to *
notices are undeliverable: o suppliers: . -
=} w] == Customer Requirements Change Pending Queue

Digest frequency (hours)

Digest frequency (hours) Digest frequency (hours):

Emaille):k

Supplier Enablement task overdue
reminder

Send a notification when items de
through pending queue are not ac

Add Supplier Email on my Supplier Information Portal
Add Supplier Email for task overdue reminder

Send a notification when a customer has shared
or updated Master Data or Business
Requirements on my Supplier Information
Portal:

Send a notification when a supplier enablement
task is overdue:
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e, ]
Planning Collaboration Notifications _\\§

Planning Collaboration Updates

Planning Collaboration
Send a notification immediately when
L share planning collaboration updates:
Send a notification when a document download
is ready:

Send a notification when service sheet statuses

Reminder of Unconfirmed Orders

ations Send reminders of unconfirmed orders:

SES Failure

Send a notification when service sheets are
undeliverable, rejected, or declined.:

livered
knowledged:

Send a periodic digest notification summarizing
planning collaboration updates sent by buyers:

buyers



Notifications — Messaging Options

Global document-specific settings

Tell us who to notify for each type of customer message. If you don't enter email addresses or if they've unsubscribed, we'll send the notifications to the default
email addresses in Global default settings. Notifications are in the preferred language set by the network administrator.

Purchase order messages Invoice messages

Send notifications to these addresses: Email(s): * Send notifications when invoice

o
messages are received: Email(s):

Notifications saved version

Network Notifications | v Messaging | v Global default settings
| Global document-specific settings + If global document-specific settings aren't defined or those email addresses have been unsubscribed from receiving notifications, we'll send notifications to the
Global doc ) email addresses in this section. If you choose both options here, we'll send notifications to the SAP Business Network administrator only when the email
Global default settings addresses in this section have been unsubscribed.
Context-free settings —
Tell us who g =l All document-specific messages Administrator

settings. Notificalions are in the preferred language s&

Send notifications when customer Email(s):* Send all notifications to the SAP Business Network administrator:
messages are received:

Context-free settings

If context-free message notification settings are not defined or if the specified email addresses are unsubscribed from receiving notifications, then SAP Business
Network will not send any notifications.

Context-free messages

Send context-free message Email(s):*
notifications to these addresses:
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w Edit, Add or Update Notifications -

Network Notifications or Messaging

To Edit, Add or Update Notifications —

Home Enablement Store Discovery ~ Workbench Proposals & Contracts B -

1.  Access Notifications — Refer to Access Notifications. The

Notifications screen is displayed
pray Notifications o Leew @~

2. Click on Edit

Network Notifications | v Messaging | v

3. For Network Settings —

Order Inquiry Netifications

Order Inquiries Undeliverable Order Inquiries. Network Service

1) Select the required Network Notification by either
us I n g th € d ro p-d own ( refe r to N etwo rk N Oti fi Cati on Send a notfication when purchase order Email(s): * Send a notification when purchase order Email(s):*
Oeti o nS) or SCFO| I | ng tO the req u | red Optlon wes e gum B Send a notification in advance of Email(s):*

planned network downtime, unplanned
downtime, and new releases:

2) Select the network notification option required

3) Place a tick to activate \_ | €3] oscarc o |

4) Click on Save

Global document-specific settings

4' For M essag I n g - Tell us who to notify for each type of customer message. If you don't enter email addresses or if they've unsubscribed, we'll send the notifications to the default
email addresses in Global default settings. Notifications are in the preferred language set by the network administrator.
4) Select the required Messaging by either using the Purchase order messages Invoice messages
H H H Send notifications to these addresses:  Email(s).* Send notifications when invoice .
drop-down (refer to Messaging Options) or scrolling © essages e vt Emails]
. . o
to the required option
5) Select the network notification option required, and add
the emails in the required Email section Global default settings
If global document-specific settings aren't defined or those email addresses have been unsubscribed from receiving nefifications, we'll
- - send notifications to the email addresses in this section. If you choose both options here, we'll send notifications to the SAP Business
6) Place a tlck to aCthate Network administrator only when the email addresses in this section have been unsubscribed
. All document-specific messages Administrator
7) Click on Save
Send notifications when customgrEmail(s):* end all notifications to the SAP Business Network administrator:
messages are received
O

Draft updated I @ I Discard Draft
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Settings — Account Administration

Recommended Accounts




w Accessing Recommended Accounts

Suppliers with the applicable permissions can access S———————c o

Jane Doe Home Enablement Store Discovery v Workbench Orders v Fulfillme

°
Settings
Unicorn Learning Systems

. User Preferences Account Administration Transactions Integrations Compliance

Customer Relationships. All Buyers that you are

unicomsleaming@sap.com

connected to or have sent a relationship request to are

AN11275007132

accessed here.
BNO-100000166454800
Basic User Preferences

Company Profile Ie User Account
Settings User Notifications & Preferences e
1. Sign in to the SBN, click on your initials Senvice Subscriptions /

To accessing Recommended Account -

Switch Account > Account Administration
2. SeleCt Settlngs Contact Administrator Customer Relationships
Home Enablement Store Discovery v Workbench Orders ~ Fulfillment, B v
Convert to Standard Ac . Jnt Manage Users
3. Either scroll to locate Account Administration or sign Out Manage Roles Settings
4 G User Preferences || Account istration Tr: i i Compliance
click on the Account Administration tab (you will Account Security
pom Qo™ atiomeapeein b 4. | Account Administration

know it is selected as a blue line will encompass the

Customer Relationships
section) Manage Users

Manage Roles

§  Account Security
4. Select Recommended Accounts 0 Notifications

Recommended Accounts

Manage Account Requests

5. The Recommended Accounts screen is displayed

Manage Account Email Domains
Connected Accounts
Generative Al

Language and Region

PP WP SR N N WP W W PR VR T

B R I T P P w-‘} ————————
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w Recommended Accounts Screen

The recommended accounts screen is used to identify

Accounts that you may not be aware of. Recommended Accounts

4 We identify duplicates based on matching criteria (Company Name, Email Domain, Country/Region).

System Administrators can perform an Advanced search with

Open Advanced Search

Accounts
either —
General Criteria such as —
% Company Name
+» Email domain
%+ Country Region . .
No potential duplicate
By Unique Identifiers such as — accounts, were identified fqr
your provided account details Advanced Search
’:’ SB N ID - AN I D Click Open Advanced Search to search for accounts with different criteria
using the advanced search method b [@ By General Criteria: )
< BNOID (Business Network Id) Open Advanced Search Company Name: Enter company name
Email Domain: Enter email domain
+»» DUNS Number
Country / Region Select a Country/Region v
< VAT ID
O By Unique Identifiers:
< Tax ID
SAP Business Network ID: Enter ANID (e.g., ANOOO00000000)
. . . BNOID: Ei BNOID (e.g., BNO-000000000000...
Once you have entered a criterion, click on Go. _Sreri e (eg, BNO-000000000000...
DUNS Number: Enter DUNS Number (e.g., 123456789)
Any accounts that meet the criteria will be displayed, review. VATID: _Enter VAT number (e.g., US123456789)
Tax ID: Enter Tax Number (e.g., 123456789)
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Settings — Account Administration

Manage Account Requests




W Accessing Manage Account Requests

Suppliers with the applicable permissions can access S———————c o

Jane Doe Home Enablement Store Discovery v Workbench Orders v Fulfillme

Settings

User Preferences Account Administration Transactions Integrations Compliance

Customer Relationships. All Buyers that you are

unicomsleaming@sap.com

connected to or have sent a relationship request to are

Unicorn Learning Systems

accessed here. . AN11275007132

BMNO-100000166454500

Basic User Preferences
To access Manage Account Requests- p—— |e R
Settings User Notifications & Preferences e
1. Signinto the SBN, click on your initials Service Subscriptions /
Switch Account > Account Administration
2. SeleCt Settlngs Contact Administrator Customer Relationships
Home Enablement Store Discovery v Workbench Orders ~ Fulfillment, B v
Convert to Standard Ac + Jnt Manage Users
3. Either scroll to locate Account Administration or sign Out Manage Roles Settings
4 G User Preferences || Account istration Tr: i Compliance
click on the Account Administration tab (you will Account Security
pam Qo™ tiommapeein b 4. | Account Administration

know it is selected as a blue line will encompass

Customer Relationships

the section) Manage Users
Manage Roles
4. Select Manage Account Requests 0 N

Reco e o
Manage Account Requests

Manage Account Email Domains

5. The Manage Accounts Requests screen is

Connected Accounts

displayed

Generative Al

Language and Region

PP WP SR N N WP W W PR VR T

e, P A B o Ay s ol g w“} —————_
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w Manage Account Requests

Manage Account requests come from users who want

. Manage Account Requests
to link user IDs, and unapproved users who are & a

pe n d i ng a p p rova l_ Requests Pending (0) | Approved (0) Rejected (0) Search Q e
Company Name  ANID BNOID Approver Compa...  Last Modified = Comments Type Action Requester Data...  Approver Data C...

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 A
that account

No results found

Try changing the view or filter criteria.

Link User IDs

If you have multiple user accounts, you can link your user IDs together. By linking your user IDs you can:

= Log in to all your accounts using one username and password
» Switch between your multiple accounts

APPROVAL NEEDED NO APPROVAL NEEDED

Send a link request to another account. After the request is approved by the other account, the two Enter the username and password of another account to which you want to link.
accounts will be linked.

Username: *

‘ Username: *

i Password: *
Send link request
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Settings — Account Administration

Manage Account Email Domains




SADA

% 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

% Itallows a System Administrator to be notified when a user attempts to register an account using the claimed domain name
% Notifications are performed via email

% Upto 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.”

% Adomain 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

Registration Type

<> Notifications are sent via email
Walk-up Registration

% Thereis no report that provides a list of users who tried to create an account with a blocked domain

Procurement-based Registrations

% If your Company email domain is not available, but you want to use it for a new account,
click Contact Administrator

Sourcing and SLP Registrations

% Available options and what they mean

% Atemporary 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

% Atemporary Account expires after 180 days
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Options

Block or Permit

Block, Permit, and Permit Temporary

Permit and Permit Temporary

© Note

Blocking is not available due to the time-

sensitive nature of these registrations.

Description

Block: Fully restricts new registrations of that
type.

Permit: Allows the creation of a standard or
enterprise account.

Permit Temporary: Enforces a Temporary
Standard Account when an invitation is sent.

© Note

SAP Ariba Sourcing and SAP Ariba Supplier
Management-based registrations do not
support temporary standard accounts.



w Accessing Manage Account Email

Domains

Suppliers with the applicable permissions can access Customer S o

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

Jane Doe Home Enablement Store Discovery v Workbench Orders v Fulfillme

Settings

User Preferences Account Administration Transactions Integrations Compliance

unicomsleaming@sap.com

relationship request to are accessed here.

Unicorn Learning Systems

To access Manage Account Email Domains - . ANLLZTS007132
BNO-100000166454800
User Preferences

Basic
1. Sign in to the SBN, click on your initials .
Company Profile I User Account
. Settings User Notifications & Preferences e
2. Select Settings ) . /
Service Subscriptions
Switch Account > Account Administration

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

Contact Administrator . N
Customer Relationships

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

Convert to Standard Ac , Jnt
Manage Users

blue line will encompass the section) Sign Out Settings

Manage Roles
4 G User Preferences || Account istration | T i c

Account Security

4. Select Manage Account Email Domains ...‘ e i | Account Administration

B v

Customer Relationships

5. The Account Domain Settings screen is displayed

Manage Users

Manage Roles

»
»

Account Security

Notifications

Recommended Accounts

Manage Account Requests

Manage Account Email Domains I

Connected Accounts
Generative Al

Language and Region

PP WP SR N N WP W W PR VR T

L.

k-—-—--'f AR o B gl e B,y o prgelPnnn (i i A g
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w Claiming an Email Domain

System Administrators can control the number of
accounts that are created by other users within the Account Domain Settings o 9 o
organisation.

Claim Email Domain

To Claim an Email Domain —

© You can control who can register new accounts with emails domains already being used in this account. To do so, just claim an email domain from the list below.
Depending on the type of registration, you can specify whether a user:

1. Display the Account Domain Settings screen. » can register  new account (Allow),
N N * can only register a temporary standard account (Enforce Temporary Account). or
Refer to Accessing Manage Account Email P i T e DL ()

You cannot claim an email domain that has already been claimed. If you wish to do so, please contact the account administrator who claimed it. If this is not successful, create a service request. Learn more.

Domains

Available Domains

2. Click on Edit

Email Domain Available Claim Domain Walkup Registration Procurement Registration Sourcing and SLP Registration Action

abccompanycom [ Yes

3. Identify the Domain required and select the

corresponding box under Claim Domain incomnccom & ves e = ] - " o a

Contact Administrator

4. It will allow you to either Permit, Permit com o O
Temporary or Block, click on the down-arrow to
view allowable options
% Walkup Registration
o P <) [Permt v Permit ~
*» Procurement Registration | pemi | | Permit | | Permit |
) ) ) Permit Temporary Permit Te
+ Sourcing and SLP Registrations ‘ Block | Block ‘ emﬁ' ey |
5. Click on Save Action

For more information on Temporary Accounts — Click
Here

Contact Administrator

=10
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SADA

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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Account Domain Settings o

Claim Email Domain

Notifications

Account Domain Settings -

Notifications

= e

@ You can configure the notification settings below for the above registered domain. If a new user uses the same domain for registration, an email notification will be sent to the below configured email address. Learn more X

Type Send Notification when...

Domain Registration @end a notification when a new user registers with same domain

To Email Address (One Required)

* Ijanedoe@abccompanymm I

Dear Jane Doe

You have received this request regarding your existing account SAP Business Network

ID: BNO-1000000089459 , Company:

To avoid any duplicate account registration, please verify whether your account is

associated with the request Aleksandra Waldmajer received and take any of this required

action:

¢ Ifauserloginisrequired for. please create one accordingly.

For trading relationship requests, . must forward the request
to you for merging into your SAP Business Network account.
For sourcing or SLP requests, can use the email link
themselves to merge the request using the newly created user account.

If you need further information, please contact

Custom Message from .

Hello,

[ recently attempted to create an account on SAP Business Network with the email address
However, the domain of this email address has already been claimed

by your SAP Business Network account.

Contacting you to determine the registration options for this request.

Thank you.

Email :
Phone:




Settings — Account Administration

Connected Accounts




SADA

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. Signin 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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AN11275007132
BMNO-100000166454500

Enterprise 59 L1 [ @I JD I o

Jane Doe

unicomsleaming@sap.com

Unicorn Learning Systems

Basic

Company Profile

Settings

Service Subscriptions

Switch Account ¥
Contact Administrator
Convert to Standard Ac , Jnt

Sign Out
41 G ¢

Home Enablement Store

Settings

User Preferences
User Preferences

User Account

Account Administration

Accessing Connected Accounts

User Notifications & Preferences / e

Account Administration

Customer Relationships
Manage Users

Manage Roles

Account Security

Y TSI

el

Discovery v Workbench Orders v Fulfillme
Transactions Integrations Compliance
Home Enablement Store Discovery v Workbench Orders ~ Fulfillment, B v
Settings
User Preferences Account istration Tri Compliance

Account Administration

Customer Relationships
Manage Users

Manage Roles

»

(4

P Account Security
Notifications

Recommended Accounts
Manage Account Requests
Manage Account Email Domains

Generative Al

Language and Region

PP WP SR N N WP W W PR VR T

e, P A B o Ay s ol g w“} —————_



SADA

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

Connected Accounts Actions

Accounts Linked Accounts (5) Search Q = E] &
. . Company Name Data Center Type Hierarchy BNOID ANID Country / Region Action
Connected accounts allow users to jump into other
-~ BNO- .
. () ABC Company usz0 LINKED_ACCOUNT  CHILD AND1054688 Australia Login S50
accounts that may have different Buyer Customer 100000005952
. . . () ABC Learning us20 LINKED_ACCOUNT  CHILD ?gc%booosaal AND1013941 Australia Login S50
Relationships and perform tasks as required.
() ABC Unicom Inc Us20 LINKED_ACCOUNT  CHILD ?gét))boom%' AND1713334 Australia Login S50
This means that if a user only has Inbox and Outbox access,
w Business Network v  Enterprise Account L < Back to parent account
they will have no other access in the Child Account.
Home Enablement Discovery v Workbench Orders v Fulfillment v Invoices v Payments v Catalogs v Reports v More v
. e e " e
A user will be able to identify if they are in a Child Account e e r—— e pr— a i
> ' | olumns
by the Back to parent account at the top of the screen ‘v . o 44 M — et
‘ Overview  Getting siartece l lgearch Q ] Hide (All) Unselected (E) |
. . . ; () Ccolumns (11/12)
To Unlink Accounts — select the linked account and click Company tame
on Unlink Account, read the pop-up and then click on :f Cenfirmation W I Edit Profile Settings Y| o :
] Type |
U nlink Account Are you sure you want to unlink with this account? ; Profile Discoverabiity © Hierarchy
After your accounts are unlinked, the administrators for the parent @ When Discoverability is enabled, the child company profile BNOID =
account can no longer manage company profiles and services for il becomes visible to the public.
. . . X 1 the child account. | ANID il
To Edit Profile Settings - select the account and click on | Profile Linking S Country  Region |
. . . _ @ When Profile Linking is disabled, the Company Profile c_:f wour Profile Linking )
Edit Profile Settings, read the pop-up and proceed as CZ2D) o o b Tt e I
hild account can edit the Company Profile as needed. |
required ¢ ' e Company® s Hierarchy Info =
m Cancel Action
. . () Duns Number
To change the column/s displayed — Click ol [§3 and
select or deselect the columns available e
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Settings — Transactions

Language and Region




W Accessing Language and Region

Suppliers with the applicable permissions can access S———————c o

Jane Doe Home Enablement Store Discovery v Workbench Orders v Fulfillme

Settings

User Preferences Account Administration Transactions Integrations Compliance

Customer Relationships. All Buyers that you are

unicomsleaming@sap.com

connected to or have sent a relationship request to are

Unicorn Learning Systems

accessed here. . AN11275007132

BNO-100000166454800
User Preferences

Basic

To access Language and Region p—— |e

User Account
Settings User Notifications & Preferences e
1. Sign in to the SBN, click on your initials Service Subscrptions /
Switch Account > Account Administration

2- SeleCt Settings Contact Administrator

Convert to Standard Ac , Jnt

Customer Relationships

b
<

Home Enablement Store Discovery v Workbench Orders ~ Fulfillment

Manage Users

3. Either scroll to locate Account Administration or sign Out Manage Roles Settings
4 G User Preferences || Account istration Tr: i Compliance
click on the Account Administration tab (you will Account Security
pam Qo™ tiommapeein b 4. | Account Administration

know it is selected as a blue line will encompass

Customer Relationships

the section) Manage Users

Manage Roles

4. Select Language and Region 0 S
Recommended Accounts
5. The Language and Region screen is displayed S

Connected Accounts

Generative Al

Language and Region

PP WP SR N N WP W W PR VR T

e, P A B o Ay s ol g w“} —————_
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w Language and Region Information

System administrators should be aware that the preferred language —

w Business Network + 1 0 B @ Jb
+ |Is set at the company level _

Home Store Yy v Catalogs ~ More ~ E -

< Back

% Affects system text and notifications I— .
Language and Region o E e

+ It can only be managed by the system administrator

@ These settings apply to your crganizations. X

Preferred Language:

The Data Centre selected affects data residency, not transactional 7 =
Capablllty Pl Tumames. uubopyive © | The language used when SAP

Preferred Currency=*  Australian Dollar 10 Business Network sends your
configurable notifications. This is
. | different than your web browser's
To change the Language and Region — language setting, which controls
the user interface and actions you
initiate there. If you are the

. . dmini . then th
1. Access Manage Roles — Refer to Accessing Language and Language and Region oreferred anguage seting also
Region. The Language and Region screen is displayed e s on purchace orcers
3 . @ These settings apply to your organizations. X routed through Email or Fax.
2. Click on Edit _ | I e
Preferred Language: | English olo = . - The time zone used for dates and
3 Click on th tting r ired g | tilanes displayed in the account for
. ICKO e se g required - Preferred Timezone: | AustraiafSydney 3 olo 2 all account users.
o3 Preferred Language Preferred Currency:*  Australian Dollar O] (6]
,:, Preferred Timezone ’ ) —p The currency used for monetary
@ Cancel :géuoisn?r&f;fsd and viewed for all
< Preferred Currency ' ' o
Search Q il Search Q
Note: Click on the {I:I for information about each option nibic N == ° o N
AcT - Afghan Afghani
i . . AET AFN
4. Click on the corresponding drop-down list to search and Basaue | aricantidon |
select the required language, time zone or currency “ | Afgverisian Aghani
AfricalAddis_Ababa AFA
Brazilian Portuguese 7 Africalalgiers
“pt:iFi‘ T | — Albanian Lek
i)  AfricalAsmera T ALL
Dutch .
nt AfticalConakry Algerian Dinar
Africa/Dakar pzD
English MVore
o N [20/633] v Andorra
Cancel [ (] Cancel ,».m.ﬁp_-‘”.q—-m‘*‘
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Settings - Transactions -

Document Routing




W 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
% Upto 5 email addresses can be entered into each field separated by a comma only, do not include spaces or use other separators

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

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

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

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

% 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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W Accessing Default Document Routing

Only the System Administrator will have the routing options on the Eeprise | 1 0 Hy ®o

Jane Doe

Home page
unicomnsleaming@sap.com sEtti ngs

To access Purchase Order ROUtII‘Ig via Settmgs - Unicorn Learning Systerms User Preferences Account Administration Transactions Integrations Compliance
AN11275007132

BMNO-100000166454800

Account Administration

1. Signin to the SBN, click on your Initials Basic
) Generative Al
Company Profile
2. Select Settings Settings g Language and Region
Service Subscriptions
3. Either scroll down to Transactions or click on the e Acount ,
Transactions tab Contact Administrator Tra nSEICtIOﬂS
Convert to Standard Ac ., Jnt o
. . Document Routin
4. Select Document Routing, and the Default Document Routing Sign Out ¢
. S
screen is displayed : :
. w Business Network « 1 0 2 @& Jb
To access Purchase Order Routing from the Homepage-
Home Ee Store Discovery ~ ‘Workbench More ~ B v

5. While signed in to the SBN from the Homepage, Default Document Routing

Welcome to SAP

v | By Product

Business Network

6. Select Configure order preferences Default Routing

Overview
7' The Defau"t Document ROUtlng screenis dlspl'ayed ‘Open postings Enablement Tasks Matched Leads Invited Leads
Standard Standard Standard Standard
0 0 0 0
Setup Actions

I Configure order preferences I ee payment preferences configure notifications Add roles and users
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w Default Document Routing Screen

Overview

Default routing displays the pre-configured routing method settings.

System Administrators and those with the applicable permissions Default Document Routing  saved verson - @
can override routing, allowing suppliers to customise default routing
behaviour. Default Routing
Online means that suppliers are not notified of new documents, but Override Default Rgigding Method (10) Sezag a @
purchase orders are pre-configured to Email with a PDF attachment Document Type 0 Bocument Sub Group e Document sub Type e Routing Method
a nd the Ad min email add ress Order New Orders Catalog Orders without Attachments Email T
Order MNew Orders Non-catalog orders with attachments Email >
Default document routing provides information on the: order New Orders Gatalog orders with attachments Email .
Order Change/Cancel Orders Non-catalog orders with attachments. Email >
Document Type Order Others Scheduling Agreement/Release Email >
Order Change/Cancel Orders Non-catalog orders without attachments Email >
Document Sub-Grou p Order Others Blanket Purchase Orders Email >
Order New Orders Non-catalog orders without attachments Email >
Document SU b Type Order Change/Cancel Orders Catalog Orders without Attachments Email >
Order Change/Cancel Orders Catalog orders with attachments Email >
Routing Method —
Default Routing Method
Default Routing Method o

Non- Catalog Order Routing Preferences
© select the default routing method for routing all document types. To override default routing method for specific document types, please create a configuration in the *Override Default Routing Method'
section below.

'CI'ICk on [gz to view Settlngs and Change the Ordel’ CO[U mns appear There is no section below to override the settings . The override option is available above and also from Settings -> Individual customer doc routing settings
In

4 Routing Method: ~ Online
View Settings

Columns Sort Filter Group Save to my online inbox

Search Q Hide (All) Unselected G)

Columns (4/4) Non-Catalog Order Routing Preferences e

Document Type

Document Sub Group Route non-catalog orders as catalog orders with Reject all non-catalog orders:
Document Sub Type part numbers No
No

Routing Method a oA

a Cancel P
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SADA

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
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Default Document Routing osiﬂn v

Default Routing

Override Default Routing Method (10)

Document Type Document Sub Group
Order New Orders
Order New Orders

Default Document Routing Ie

Reviewing Default Routing

@ v
Search Q ]
Document Sub Type Routing Method
Catalog Orders without Attachments Email »
Non-catalog orders with attachments Email »

Document Routing Configuration e

Document Type Configure Routing Method Attributes

Document Type

Document Type:
Order New Orders

Configure Routing Method Attributes

Email:

Attach cXML document:

Include order document:

Attach a PDF copy of the document:

Do not send attachments with the documents:

Include the inquiry information in the email:

Document Sub Group:

janedoe@abccompany.com
No
No
Yes
No
No

Routing Document Code:
Catalog Orders without Attachments

&~

Routing Method:
Email



SADA

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. Signinto 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

R/

< 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

€ > C [

EJ‘ D4 Business Network v
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Default Docume outing Saved Version

9 Default Routing

Purchase Orders — Edit Routing

Draft Override Default Routing Method (10) Create g
Default Routlng Saved Version ‘ Document Type Document Sub Group Document Sub Type
: () Order New Orders Catalog orders with attachments >
Roug thod: Email
EOr Change/Cancel Orders Non-catalog orders with attachments
RoUN od: Email
@ Discard Draft
Default Document Routing / A
. " . - .
Document Routing Configuration Delete Routing Method:
[ Email v
Document Type Configure Routing Method Attributes.
—_— CXML Pending Queue
Document Type XML Post
Document Type: Routing Document Code: XML Profile
Order Non-catalog orders with attachments. » X
v Email
Document Sub Group: Routing Method:
Change/Cancel Orders Email i | Online
Configure Routing Method Att e
3 — i Draft 7
Fmats jane.dee@abcoompany.com john.doe@abocompany.com Default Document ROI.ItII‘Ig v G~
Attach cXML document: O .
Default Routing
Include order document:
O Override Default Routing Method (10) Search Q Create o0
Attach a PDF copy of the document: Document Type
Do not send attachments with the () Order >
documents: -
. L Document Sub Group: New Orders
Include the inquiry information in the )
email: O Document Sub Type: Mon-catalog orders with attachments

Routing Method: Email

) Order >

Document Sub Group: Change/Cancel Orders
Document Sub Type: Mon-catalog orders with attachments.

Routing Method: Email

Order

Cinsussant Cok Ceame Cthoare

a’J




SADA

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. Signinto the SBN and access Default Document Routing
— Refer to Accessing Default Document Routing

2. Select Draft from the drop-down
3. Clickon 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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Default Docume

Default Routing

outing

Saved Version ~

Draft

Saved Version

Document Type

Document Type

Configure Routing Method Attributes.

Document Type:*

Document Type

Document Type

Document Type:*

Order

Order Confirmation

Ci Ship Notice

Routing Document Code:*

Non-catalog without attachments.

Docu°p
Order

v

Purchase Order Routing — Adding a

new Override setting

Document Type

Document Type:*

~

Document Sub Group:

Routing Document Code

Routing Method:

Configure Routing Method Attributes

Rol Lmede
| v

Document Sub Group: *

Configure Routing Method Att

Method: *
iting Method

XML Pending Queue
XML Post
XML Profile

Email

Online

‘Change/Cancel Orders

New Orders

Others |

Draft updated |m|o

Routing Document Code:*

(1

Ship Notice

Configure Routing Method Attributes

@ Select a routing method above to enable configuration of corresponding routing method attributes.

Attach cXML do

Attach a PDF copy of the do

Do not send attachments with the document

Email:*

sment:  —
o O

cument:  —

Draft updated Ia OJraﬂ |




Proposals and Questionnaires

Sourcing




w SAP Ariba Proposals & Questionnaires
(Sourcing) Flow

Did you receive a Are you the business resource . o Enter your credentials and
Questionnaire or an Event responsible for bidding, Cl.lck.tor:.the link in tthe complete the questionnaires
invitation? surveys, or RFX processes? Invitation or even or access the event/s
4 o 4 A

Invitations for Ariba .Sourcing can not If you are the System Administrator, you
be forwarded; you will need to contact will need to ensure a role is created
the Buyer who sent the invitation to re- and users are managed to form part of

send to the correct resource the Response Team
A o

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

-
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SADA

R . @ Business Network ~ 1 0 B @& Jo
« Proposals & Contracts are accessed via a tab on the SBN
Home Enablement Store Discovery « Workbench Catalogs ~ B~

Welcome to SAP Business Network ~ | By Product

% Proposals and Questionnaires are where Suppliers access Events (RFXs, Surveys or Questionnaires) and will appear in Proposals & Contracts
% ATransacting 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
% Aninvitation 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)
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w Information cont.

% 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 | 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

e

*

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
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w 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: Complete the .
_The buyer has sent an t_p o (if Determine whether you
% Suppliers receive an invitation invitation to complete a questionnaire (i want to participate in the
questionnaire or required) P IE(D
% Upon opening the invitation, they should either use participate in an event e

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
Your Quote has been

< Ensure that if further information is required, it is accepted a Purchase

Complete requirements

provided and submitted Order will be created and Submit the event for the event (upload the
% Once you have completed an event and are selected, sent to your transacting quote)

you will receive a Purchase Order in your transacting account

account
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SADA

Ensure that when you are in Proposals and Questionnairesto:

9.

Respond to a Questionnaire/s
Respond to an Event

Provide a Buyer with information or certification/s

SAP Ariba Proposals & Contracts screen
List of available Sourcing Customers
Proposals and Questionnaires tab

Events include: Surveys, Auctions, RFls, RFPs, and RFQs.
Some Buyers only send events and do not require
suppliers to complete questionnaire/s

Risk Assessments — some customers require
assessments

Registration Questionnaires — some buyers may use
questionnaires to build their master data and need this
to be responded to first, prior to any events

Qualification Questionnaires — usually a secondary
questionnaire where further information is required by a
buyer

Questionnaires - this may include responding to
industry items such as worker

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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Proposals and Contracts o

SAP Ariba Proposals and

Questionnaires - Main Screen

T VEV ELEICEL LY (O Customer requested fields

Welcome to the Ariba Spend Management site. This site assists in identifying world class suppliers who are market leaders in quality, service, and cost. Ariba, Inc. administers this site in an effort

to ensure market integrity.

Customers (1) o

Search Q r
Raman Pty Ltd. >

Proposals and Questionnaires 015

Home

Events o

Title D End Time }

Risk Assessments

Title ID End Time }
Registration Questionnaires e
Title D

¥ Status: Completed (1)

Supplier Registration Questionnaire Doc5619655113 3/27/2026 8:40 AM Pending Approval
Qualification Questionnaires o

Title 1D End Time |
Questionnaires e

Title 1D End Time 1
Certificates

Cenificate Info Effective Expiration
Tasks @

Name SEws Due Date

Event Type Participated
Mo items
]
Event Type
Mo items
o=
End Time } Status

Commodity Regions Status
No items
Commodity Regions Status
No items
Anachment Questionnaire Status
No items
Completion Date Alert
No items

»




Company Profile -

Increasing your Visibility




increase Visibility

W Setting up your Company Profile to

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.

A new account has been
created or needs to be
updated

Complete the Mandatory

Access the Company Profile Fields

Add Additional Entities —
Sold From and Remit to
locations

Add all relevant Products

] Gareee [T aia Confirm the Contact Details
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W Company Profile - Information

s Al 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
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https://portal.us.bn.cloud.ariba.com/dashboard/appext/comsapsbncbillingportal

Accessing the Company Profile

Screen

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
y P pag # o B @] N Business Network v Enterprise 54 Q0 By & ID
2. Select Company Profile ,
Jane Doe Home Enablement Store Discovery v Workbench Catalogs More E s
3. The Company Profile is displayed unicomsleaming(@sap.com . s
Unicorn Learning Systems || view My Pubic Profic | | Goto Catatog | - |
4. There are several sections in the company profile: Unicorn Learning Systems BNO ID: BNO-100000166454800 | AMID: AN11275007132 | DUNS:—
% Overview AN11275007132
o Certifications BNO-100000166454800 2% Unlock our data-backed suggestions to improve your business.
y Basic Optimize your visibility to grow your business on the network by adding the promote subscription.

% Sustainability Ratings

% Organisation Structure Company Profile e

% Additional Entities Settings

Certifications Sustainability Ratings

20 ®o

«»  Business Information ) o
Service Subscriptions v
%  Country Configuration P R S Overview | ¥ Centifications  Sustainability Ratings ~ Organization Structure  Additional Entities ~ Business Information | v e +5 v

<  Contacts

o Settings About Us Edit

% Additional Documents
< Customer Requested

fa Employee = Founded O Company Aliases
As the System Administrator, the level of information provided is based on z 2026 -
your business's needs and the level of exposure you have to potential
buvers Business Type @ Revenue Address
Yy : Government/Public Agency +1 Contact company for information Victoria, Australia View Details

5. There are other options:

. . Legel Form Stock Symbal Website URL
RS il ¥
% View my Profile il Sole Trader - - ® -
“ Goto Catalog
< E Member Since El Regisiration Type E
2026 Walk-Up B
w

6. Wherea +2v isdisplayed, it indicates the number of other menu
options not displayed along the selections pane that are not
displayed

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



w Selection Pane information

With the Company Profile Page Displayed:

1. Overview drop-down

< About Us

< Products and Services

o5 Company Showcase w Business Network ¥  Enterprise Account A L3

< Assessments Home Enablement Store Discovery v orkbench Orders v Fulfillment v Invoices Payments v Catalofs v Reports v Messages More ¥ Create v | ==

A

« Company Keywords

o m pa ny View My Public Profile | | Go to Catalog | =**

< Social Media DUNS: —

ENO 1D v

Overview |

Certifications Sustainability Ratings Organizati e Additional Entities Country Configuration Contacts. Settings | v siness Information Additional Documents Customer Requested

About Us |i \ \ \ || Profie Visibility | I

2. Certifications

3. Sustainability Ratings Froducts and | ‘ SemnRe Ry o
° Services Extended Profile Visibility
. . Contact i
4. Organisation Structure Company Showcase B Founded e Lenpony aunses
Assessments | - N

5. Additional Entities
Company Keywords L Iy W ¥ )

6. Country Configuration Sacial Media !

pateny VUL S "V JM‘_’_"“”"E.E‘_ ““"”HL.J_‘- ol

7. Contacts

8. Settings drop-down-

Profile Visibility
Search Results Visibility =y

AR i v i
Extended Profile VISIbIlIty [SAR Business Network Enterprise Account

Contact My Company

Home Enablement Store Discovery Workbench Orders ~ Fulfillment ~ Invoices + Payments v More *

9. Business Information ABC CO y

10. Additional Documents BHO 1D BNG-100%0

Certifications Sustainability Ratings
11. Customer Requested =23 g0

%

12. Certification and Sustainability Ratings as a total @
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SADA

Sign in to the SAP Business Network:

1. Click on the initials on the top right of the screen
Select Company Profile
Click on View my Public Profile

A w N

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. Toopenthe ... options clickon...

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

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

T Business Network v (

Caralog
4

Enterprise 1 Q1 (3 JD o

Jane Doe

Home Enablement Discovery v Workbench

unicomsleaming@sap.com

Unicorn Leaming Systems

Welcome to SAP Business Network

AN11275007132
BNO-100000166454800

Basic

. 19
Overview Company Profile
.:
Open postings Matched Leads Settings
s

Standard Standard
Service Subscriptions

O par O,

} Switch Account
o ——

Unicorn Learning Systems

BNO ID: BNO- ANID: DUNS:

Certifications  Sustainability Ratings
UL &0 g0
AR
Overview | v Centifi inabil ” o Structure
About Us
Empl s Foun .
ol
8 2 C’ 2026 E>
; T Revenue Addre
B
@ G Contact company for infarmation . Victaria, Australia View Details
Legal Form Stock Symbel Website URL
il
!E Sole Trader = — @ -
Membe: R ¥
8 2026 8 Walk-Up
Products and Services
Product and Service Categories Ship-to or Service Locations Industries
- Logistics base services - Austialia g
FT¥  Business Network v o Enterprise 99 0 (B JD
Home Enablement Discovery v Py‘ B v

Unicorn Learning Systems <

BNO ID: BNO-100000166454800 | ANID: Al\lll2?5%

View My Public Profile | | Go to Catalog E o

P na o g s o B g

View my Public Profileand...

Selections

FT¥  Business Network v o

p Enterprise 59 L & JD

Home Enablement

Discovery \“P‘ Bv

View My Public Profile e'alog

Unicorn Learning Systems "

BNO ID: BNO-100000166454800 | ANID: Ar-mz?sg

smc.mue v 7 SAP Business Network x 7 SAP Business Network X e

< C Mm@ 25 portal.us.bn.cloud.ariba.com/dashboard,

Unicorn Learning Systems

BNO ID: BNO-100000166454800 ANID: AN11275007132 | DUNS:—

Certifications

yL ®0 80

Sustainability Ratings

s Y et

View My Public Profile Go to Catalog

SAP Business Metwork Badges

Copy Public Profile URL

’ 0
https:/ipartal.us. bn.cloud ariba.co

m/dashboard/public/appext’comp ~ Copy
any-profiles ?bnold=BMO-
100000166454800

Support Humanitarian &id (%) a




w Settings Drop-Down — Profile Visibility

Search Results Visibility allows suppliers to identify what level of

information their Trading Partners/Buyers can see when they Certifications  Sustainability Ratings
perform a search l ®0 o
AR
. . . . . +5 v Business Information | v Country Configuration Contacts onal Documents Customer Requested
Please be aware that by default the business profile information is -
available to other users on the SAP Business Network. Manage your Profile Visibility Search Resuits Vistilty ‘ © Edn
. R . . . . Basit Inf: Extended Profile Visibility
profile visibility settings to choose which information you want to e Contact My Company rotte Vit @ e
share and who can search for and contact you. T U
Show Show
. . . . . Product and Service Categories: Company Showcase:
1. With the Company Profile displayed, click on the Settings to show show
Ship-to or Service Locations: Social Media:
open the drop-down Snow Show
Industries: Company Keywords:
N e on ope Show Hide
2- Sel-eCt PrOflle VISIblllty Certifications and Sustainability Ratings: Contacts:
Show Hide ]
3. To edit your Profile Visibility, click on Edit Organization Structure: :
Y Y, Profile Visibility o ® e Show
Note: Greyed-out options cannot be changed as they are part of the Basic Info IAM |
Show W
defau"t settl ngs Product and Service Categories: Comparny Showcase; Assessments:
Shiow W
. . . . . - o - o Show
The drop-down will either display Show/Hide or Show/Show to my Shprto or Service Locations: Social iedia
Hide
trading pal’tnel’s Onl.y Industries: Comparty Keywords:
. . o _ep_eype Certifications and Sustainability Ratings: Contacts:
4. Use the drop-down options to determine the level of visibility = -
and select it. The selection will appear in the field Orgarization Structure: EE—
I Show VI C-'ganlz aton Structure:
Show v
5. Click on Save o

Certifications and Sustainability Ratings: Show to miy trading partners only
Show w

Show

Hide

Show to my trading partners only
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w Update Logo

With the Company Profile Page Displayed:

S
. ABC Company Uptoad Commpany Loge | Remove Background
1. Clickonthe ﬁ BNO ID: BNO-10000( | DUNS:- p ove.. \E
ificati Sustainability Rati @ Lo 20000 =
The Upload company logo pop-up box is displayed pications - ustainebiTly Fatngs M widhheigh: oon e
p p y g p p p p y AC O @ D ABC COMMMNY ;&movguggkgw @
2. Click on See example & &3
Overview | v Certifications Sustainability Ratings Organization Structure v X

Examples of how the logo should be positioned for
maximum effect

. f Upload Company Logo
3. Click on Browse
Browse...

(

Your file system will open, locate and select the logo @ Use g file format
. . . Less than 200kb

you wish to use, select it and click on Open

Max width/height: 250px

ARG COMPANY Remaove background, See example

Logos must be less than 200KB F [ sae M

4. Click on Save

ABC Company
5. The Screen Returns to the Company Profile, and BN 1D: BNO-10000K | DUNS:—
the logo Wlll be dlsplayed Certifications Sustainability Ratings
¢ le -
REMEMBER: aac counflly
% 250 maximum pixels (SO use reSize) Overview | v Certifications Sustainability Ratings Organization Structure

« Less than 200KB size

«» Must be a GIF file extension
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Settings Drop-Down - Search
w Results/ Extended Profile Visibility

and Contact My Company

Selections that are grey-out cannot be changed.

v

+5 W Business Information | v Country Configuration Contacts Settings | v Customer Requested

The supplier can determine from the setting drop-down:
Profile Visibiliy

< Search Results Visibility Search Results Visibility Search Resuits Visitiity o @ e

Extended Profile Visibility

®,

o EXtended PI’Ofile V|S|b||.|ty Show my profile in search results:

Contact My Company

« Contact My Company

Suppliers can either scroll down to Search Results Visibility

or select it from the Settings drop-down menu Search Results Visibility @ |[save] cancel _ ~ B
nac’ stomer R
. . o ey ey Manage whether your company appears in search
1. Click on Settings and select Search Results Visibility, Show my profile in search results: restits on SAP Business Network. Enable "Show my
Extended Profile Visibility or Contact My Compan — Gicoverabl for now busines oppor.tic.
y y y Replicate to global regions of SAP Business Network: “Replicate to global regions of SAP Business ( ®

MNetwork” is enabled, your profile data will be
available across global data centers and visible in

2. (orscroll to the required section) those regions.

3. Review and to edit, click on Edit

For Search Results Visibility
Extended Profile Visibility @) =l
3. Toggle from atickto adashto (—B disable
4. Cl.ICk on Save Make my extended profile available to all SAP Business Metwork buying organizations Choose whether your extended profile is available to
Make my extended profile available OMLY to current and pending SAP Business Network customers

with an existing or pending relationship with your

company. Your extended profile includes details ®
such as invoicing capabilities, payment options, [

order processing capabilities, and catalog

capabilities, which buyers can download for

5. Only one selection can be made. Review and select reference.
the required level of visibility L —

6. Click on Save Contact My Company @] E e

‘ all buyers on SAP Business Network or only to those

For Extended Profile Visibility

For Contact My Compan
y p y Da not allow buyers to contact my company using the Trading Partner Sear:r'
| Manage how buyers and suppliers can reach out to |
i _ Al s ; - R P ) y on SAP Business Network. Ch
7. Usethe toggle to enable (.2) or disable O the Allow other suppliers to contact my account administrator: -I Whether buyers can sen;?il?':glsmgst?:ges ihrough { ®
Trading Partmer Search and whether suppliers can [
Options contact your account administrator during

registration.

8. Click on Save
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Completing Mandatory Company

Profile Fields

Information provided in the Company Profile should reflect actual information
¥ Q JD
about your business.
Jane Doe ABC Company View My Public Profile | | Go to Catalog
All fields highlighted with an asterisk indicate it is a mandatory field Janedoe@abceompan.com B hoenes
My Account p Certifications Sustainability Ratings
All errors are highlighted in red - 9 @ @0 @o
Link User IDs nac counff)
" . . ~
Note: Where fields do not have an asterisk, such as the DUNS Number in the Contact Administrator Overview 1% Gerifications inabiliy Rangs  Organization Sirucure  AdefonalEnciles  Country Conflgwation  Conacts  Sewings v Business Information v

ANID: AN01013799774

example, they are NOT mandatory. Resce Pry Lid s e

To add/update or complete mandatory company information:
Employee = Founded Company Aliases
. g Company Profile 8 G _ o _
1. Click on your Initials at the top of the screen
Service Subscriptions usiness Type evenue ddress
H @ ? ? é E ;:mmaﬁusuatia View Details
2. Select Company Profile | Settings I
. . . . .. gl; Legal Form alil Stock Symbol @ Website URL
3. The Company Profile is displayed, click on Edit in the About Us Logout - -
. . . B8 Member Since Registration Type
information field —_— s = |
[0 Broker
4. The Edit Company Information screen is displayed O ContectonConsutart
. . L . . o e I Edit About Your Company I
5. Enter or select information from the drop-down list in the fields with an O GovemmendPuiie Agercy
O Manufacturer
aster]sk N [ Producer Basic Information Address Information
0 fester C N UNS Numis Ci
. . ompany Mame:* DUNS Number: Country/Region: * ity *
1. Select the Business Type from the dropdown list ([ setes Agencianufecurers Represeriatie ABC Company & | Austslia[aUs] v | Southbank
o Sz What is DUNS Number? Address Line 1:* State*

) senvice Provider

2. Enter the Number of Employees P Short Description: |23 28 Freshwater Pl Victoria [ AUMVIC | v
) Utilites Address Line 2: Postal Code [ Zip:*
3. Enter the yeal‘ Founded (0 Value Added Reseller Long Description: 3008
[ oOther
4. Select the Revenue from the dropdown list. There is an option ——— e
wired | \
“To contact company for information” if you do not wish to | Less en $50€ UsD | c Busincss Typee* T oo
. . $50K to S100K USD - v
disclose this $100K 10 $1M USD Number of Employees:* Stock Symbol: \ Required Field
5. Select at least Legal Form from the available options in th s 2 =
. Select at least Legal Form from the available options in the o 200 %D _ P Company Al -1 I
drOdeWn list S10M o 350M USD Company
Revenue:* Company Alias - 2:
F50M to $100M USD . Partnership
6. Enter information in all asterisk fields in the Address Information section $100M to:$500M USD R '
. . . £500M to 516 USD :
7. Once all asterisk fields have been completed, click on Save Over $18 USD
Contact company for information m X

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



w 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 AEE; gf;'}]f?g:‘}’u i
1. Click Overview to display the drop-down list @ z:‘a‘"“*’““v""’“"gs
. . . 20 0
2. The Product and Service Information to edit, update or add )
Products and Services click on Edit overvien 1 v o inabilhy Ratings _ Organization Structure Additionsl Enties

About Us

There are 3 tabs: “
] . Products and Services e -
Product and Service Categories ——— =1

Sh|p_to or SerV|Ce Locat|on fsggmer: . FE Product and Service Categories Ship-to or Service Locations Industries
. ompany Keywords . . .
Industries Served Social Mecia s Type " Compeund e " Vieore " Aareutire &hinne
3. Clickor Ifl-j in Products and Services Categories to browse all
Categories or enter the Product or Service Category Edit Products And Services
Browse All Categories
4' You have Cl‘iCked On ﬂ - Product and Service Categories I Ship-to or Service Locations Industries IG [ LS\E:m-II‘ o m

Either enter a term in search then & or select a Category
. . . . Enter your company’s products and services. Postings made by buyers will be m;
When you click on a category and a list of sub-categories is ay‘:d‘;”;g - s mase by by

Select categories

to you based on the product and service categories . . "
¥ P & L Agricultural & Fishing Machinery

Agro industry vocational training

displayed a ‘ *  Agricultural & Fishing Services I
> Apparel, Luggage & Personal Care
Continue to drill down into other categories until there are Selected categories (1) > Buiding and Facilty Construction and Maintenance Senices
check boxes, then select the subcategory/subcategories compomnatees > Chemicals
. v > Cleaning Supplies
Cl.le On Save P —— * Computer Hardware, Software & Telecom
[Tralmrg (el B * Construction Materials
5. You have entered a term into the Products and Service Agieutrsl madnery $nd saupment raining > Consumer Electronics & Appliances
. . riculture vocational training services
Categorles fleld ‘e N I » Creative Services

w

Alrcraft fixed wing training Distribution & Conditioning Systems

Enter the product or services your business performs

:ammim: :uman xn:aqfum::; rm:c::al education mmininge Selected categories (1)
. . . atomical human els for lical education or training ~ Apparel, Luggage & Personal Care
A drop-down list appears; select the most _swted category, gt ol twaiing resuconel macerss ~ hoparel, Lugaags & Parsondl Care * comng x
press Enter, and the Product or service will be added Al raining cy T > Amieticwear
] ] . . Avionics training ~ Clothing accessories Eo
6. Repeat until all products or services your business provides have Biclogy vocston raining sevies b REm=m .—‘j —
been entered > Luggage, Handbags, Packs & Cases 8 o s

) Bandannas
> Personal Care Products

7. If you have completed all edits, click on Save or select Ship-to or Seuing Suppis & Accessoris (0 Bets orsuspenders
Service locations or Industries O 8o

-
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w 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 ABC Company
BNO ID: BNO-100000005819998 | DUNS: -
1. Click Overview to display the drop-down list ’ ertfications  Sustainabilty Ratings
Q@ 20 @0
2. The Product and Service Information to edit, update or add
. Overview | v Cel inability Ratin; [o) ization Structure iti Entities
Products and Services e ®
About Us
3. Click on Edit = |o |
| p— Products and Services
There are 3 ta bs' . . Assessments r Product and Service Categories Ship-to or Service Locations Industries
.:‘ PrOdUCt and Ser\nce Categorles Gompany Keyworas « Compound feed » Victoria + Agriculture & Mining
. . . Social Media En
¢+ Ship-to or Service Location £
% Industries Served
4. Click on Ship-to or Services Locations Edit Products And Services
If you are a global organisation, use the toggle to select or deselect Productana sevics Categores | _snipo r seice Locaions | 0
Serve Globally Browse All Locations ﬂ
. '1 . . . . . Add the locations your company ships to of serves. Euygm and their postings are matched to you based on the locations in your profile. .
6' CIICk On D In Shlp-to or SerVIce Locatlons fleld :f:::rha:j\:ggﬂj:igf;,acbl:lcnlleﬂs:gflﬁtljr?g\csnin; E:iag;adons with & physical presence. The icon will be highlighted when selected. i a a
7. YOU have C|ICked on ﬂ-'l - @D serve Glovally Select locations (Max 10) o
Either enter a Location 10 o7 Senice Locatons:* =i > Nort Ameica
* Central America
Click on a location/s required, select the location from the list > South America

Add the locations your company §* 8 R

Continue until there are check boxes, then select the Ship-to If you have giobel capabilites, t
or Service Location on Save After adding locations, click th

The Caribbean
Morthermn Europe

he locations your company ships to or serves. Buyers and their postings are matched to you based on
have global capabilities. toggle on “Serve globally™.

* \Westem Europe

@ Serve Globally adding locations, click the building icon to mark locations with a physical presence. The icon will be jfigh
» Eastemn Europe
. . . . . @) serve Globally
8. You have entered a term into the Ship-to or Service Location field > Central Europe
E nter the IOcatlon Ship-to or Service Locations: * * Southem Asia
Britishj[@aeTe 51] o » Southeast Asia
A drop-down list appears; select the location/s, press Enter, RDDOTord-Mission - British Columbia —
and the Product or service will be added British Colurtia e a - The Caribbesn
) i i . . . British Indian Ocean Territory ) o
9. Repeat until all ship-to or service locations your business delivers or British Virgin lslands 0 Anguitia *
CaterS fOl' Campbell River {Comax-Strathcona D) - British Columbia (O] Antigua and Barbuda @
Chilliwack - British Columbia
10. If you have completed all edits, click on Save or select Products Courtenay (Comex, Comas Veley B) - Biish Columbia 815
and Services or Industries Cranbrook (East Kaatenay C) - British Columbia > [ Bahamas
Duncan (North Cowichan) - British Columbia C] Barbados

Fort St. John (Peace River C) - British Columbia
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Company Profile — Overview Drop

SADA

Note that Industries is not a mandatory requirement;

down - Industries

ABC Company

BNO ID: BNO-100000005819998 | DUNS: -

- Certifications  Sustainability Ratings
@ ®0 @go

understanding of the Industries your business provides e o

however, it provides potential customers with an

Owverview | ¥

ility Ratings [o) ization Structure iti Entities

e ———
About Us

Products and Services

To add or edit your Company Information, access and display |e

Comparny Showcase

0=
the Com pany PrOfile' Refer tO AcceSSinq the Companv Assessments FE Product and Service Categories Ship-to or Service Locations Industries

Company Keywords

= Compound feed = Victoria + Agriculture & Mining

Profile Screen Csoonveis e

1. Click Overview to display the drop-down list Edit Products And Services

Product and Service Categories Ship-to or Service Localions o

Select the industries your compary serves.

3. Click on Edit -

() Aerospace & Defense

2. The Product and Service Information to edit, update

or add Products and Services

(O Agriculrure & Mining

e [ Aerospace & Defense

I Agriculture & Mining I

There are 3 tabs:

[ Automotive

[ Building Materials, Clay & Glass

¢ Product and Service Categories

%+ Ship-to or Service Location

% Industries Served

4. Select Industries

5. Place atick in each industry your company serves

6. Click on Save
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) Chemicals

() cConsumer Products

() Engineering & Construction
[ Financial Services & Banking
() Forest Products & Paper

O Furniture

[ Healthcare

[ High Tech & Electronics

() Higher Education & Research
[ Hospitality

[ Industrial Machinery & Components
O Insurance

O Media

[ Metal Products

O Automative
[0 Building Materials, Clay & Glass

Chemicals

) consumer Products
[ Engineering & Construction

I Financial Services & Banking I

Feedback

o
©



w Company Profile Credentials -

Certifications

To add or edit your Company Information, access and display the
Company Profile. Refer to Accessing the Company Profile Overview 1 v g criics oy Contrmion  Gonacs S 1 ustomer et td New Cortiication

Screen
Certifications Certification:=
l =

1. CliCk on Certifications 1 [0 My certification is not in the list o

Certification Document:

2. Click on Add or Add Certification || Croo==ere Bronse..

One single .png, .jpg, .jpeg. or .PDF, 10 ME maximum

3. The Add New Certification form is displayed, click on the 2 Ffecive dete Eepreien deie

eg 12/31/25 B eg 123125 =

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

l.i St Certified By: e

Certified Location:

4. Select your certification

. . . . o Search location =]
5. Theform may change, either increasing or decreasing the fields — ———
based on the Certification type selected ceitcaton
Note: Remember that fields with an asterisk are mandatory, so S ———— = : —
. pecify Certification Name: * entering or uploading your certification details, you authorize to make this information
Complete those fll’St; the Others can be left blank, or you can add the I I 9 available on your SAP Business Network public profile. This information may contain sensitive

personal data. Please also note that you are solely responsible for the accuracy and integrity of this

information based on the field description el Ceen T e =

1 —_—_——
‘ pp—— p—— u Add New Certification
. . . . upplier Diversity - Small Business -
6. Once the information is entered, read the Authority and then ot e S ﬂ
clickon Add s 4
Security SME Smail Medium Enterprise Supplier Diversity
Energy People and Planet Frst Verified Social Enterprise
=g - . - - . . Er tal SAB000 ial Enterprise
My Certification is not in the list option: . o
Other 1S0 45001 Sodial Enterprise
. -gn . - - - 150 8000 Certified (Quality Management - Fundamentals and Vocabulary) Quality
Tick the My certification is not in the list Cerication Number 09 Coop oo pet®  ppnann, P o,
v s SO ety ey vt - o
Enter the name of the certification into the Spec|fy Certified By: HACCP Certified Business (Food Safe Management and Hygiene) Quality
1S 17025 Certified (Competence Of Testing and Calibration Laboratories) Security
certification N ame fie I d Cersfied Location I’\.‘;(a)n::glaoe%mﬁed {Information Technology - Radio Frequency Identification For ltem ety
Search location a 150 18000-1 Certified (Information Technology - Globally Accepted Radio Frequency
) . . . Identification) Security
Use the drop-down to select the certification type in the Specify Ackioe formaio: 150 20000 Certes (et Tehrology - e Managemen ey
g - . 150 27001 Certified (Information Technology - Security Technigues) Security
Certlflcatlon Type fi e Id 150 22301 Certified (Security and resilience - Business continuity management systems)
Security
. . . . 150 50001 Certified (E; M it E ¢
Complete the fields with an asterisk, read the Authority, then By etenn o pioaingyourGericeon eta, o Adhrze SAP S 0 ke 1 fomton e arsgenen e
H ’
available on your SAP Business Netwark public profile. This information may contain sensitive 150 14000 Certified (Environmental Management) Environmental
personal data. Please also note that you are solely responsible for the accuracy and integrity of . .
. } 1SO 14001 Certified (Erwironmental Management) Environmental
click on Add A ot P
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SADA

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:
Select Import from Ecovadis
Enter your Ecovadis EVID

Click on Continue and respond to the questions

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

Select Add Ratings option:
Select Enter Ratings
Select the Source from the dropdown arrow

Click on Continue and respond to the questions

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

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

Overview | ¥ Certifications

Sustainability Ratings

Company Profile - Sustainability

Ratings

Sustainability Ratings

Add Sustainability Rating

Source:*

A

No ratings added yet
Add sustainability ratings to showcase how you marggfe risks. Learn more
o

Import from EcoVadis

Rating:

Additional Information:

|ssue date: Expiration date:
eg 1231425 B eg 123125 =]
Reference Document:
Choose a file Browse...
— Ss

You can upload a single PDF reference document with a maximum size of 10 MB to support your

rating.

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

v
o Structure Additional Entities Country Configuration Contacts +4 w

Enter rating

Impart from EcoVadis

Import from EcoVadis

EVID:*

All companies rated by EcoVadis are assigned a unique 1D {EVID), which begins with two letters and is

followed by six digits. To find yours, log in to the EcoVadis website.

[

Morgan Stanley Capital International (MSCI)
Sustainalytics’Mormingstar

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

S&P Global Inc.

CDP (formerty the Carban Disclosure Project)

Bloemberg LP

Moody's Corporation

Dun & Bradstreet (D&B)

Integrity Next

Other

[=][




SADA

Additional entities in the company profile allows suppliers to

add:

<+ Sold From
< RemitTo

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

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

Unicorn Learning Systems

BNO 1D: BNO-10000016

Certifications Sustainability Ratings
‘9 CIEY

| ANID: AN112750 DUNS: —

Company Profile — Create Additional

Entities — Sold From

Unicorn Learning Systems Go 1o Remitiances

ANID: AN112750 DUNS: - Location: Melbourme, Austialia

Additional Entities (0)
Company Name Defouit Address Location BNOID TAXID

Overview | v Centificati inability Ratings O

Unicorn Learning Systems

ANID: AN112750 DUNS: - Location: Melboume, Australia

Create New Additional Entity

Company and location information

Company (Legal) Name:~
Tipe here

Country/Region: *

Address Line 1:+

Type here

Address Line 2

PSSP,
olmmﬂﬂo" -

No addition.
Start by adding ack
count

mmmmmmm

Netwrk collall e,

ghncrions: = A e g

| v
—
— -

Identification i,

Unicorn Learning Systems |

Type here ANID: AN11275007132 DUNS: -  Location: Melboumne, Australia
City:*
Type here Create New Additional Entity Network collaboration information

Company and location information

Company (Legal) Name: *

Unicorn Leaming Global

Functions: *

| v

Network collaboration information

Country/Region:*

Australia

Remit To

Functions:* - E __Sold From

=)

Address Line 1=
Type here

I Identification information

intemal 1D

Address Line 2:

Type here

City:=

Type here

State:*

Type here

Postal Code:*

Unicorn Learning Systems

ANID: AN11275( DUNS: - Location: Melboume, Australia

Additional Entities (1)
Company Name Defaulr Address Location ENO ID
— w— —

Go to Remittances

Create &

I ) Unicom Leaming Global  No

Somewhere, Australa  BNO-100000.

TaX 1D Collaboration Function
e
Sold From B |




w Company Profile — Create Additional

Entities — Remit To

Additional entities in the company profile allows suppliers to
add: Unicorn Learning Systems

Unicorn Learning Systems Go 1o Remitiances
BNO ID: BNO-10000016 | ANID: AN112750 DUNS: — ANID: AN112750 DUNS: - Location: Melboume, Austraiia

<+ Sold From

Certifications Sustainability Ratings
. Additional Entities (0) Greate ElE}
< RemitTo =0 &0 Crytors et or o 4.8V

Giving Suppliers the ability to identify with their Buyer where overien | v centicat iy Faings Orgonizat ommﬂow [j

goods are sold from and when invoicing should be remitted

No addition,
i H Uni Learning S Sombrodingd
to. To access and display the Company Profile - Refer to Jmicom teaming yems
| —1) |
AcceSSing the Companv PrOfile screen Create New Additional Entity ””‘ 1
1. Click on Additional Entities compny st oo wflad .

Company (Legal) Name:~ Mctions s o g ey |
H Type here [ [
2. Click on Create [
United States %) Ar"r'n
— h

Address Line 1:+ Identification i

3. Enter the Company and Location Information { o |
e s Unicorn Learning Systems | —
4. Enter the Country/Region using the drop_down list, the CI?’D’PHP'G ANID: AN11275007132 DUNS: -  Location: Melboumne, Australia
. . . Type here Create New Additional Entity Nemwork collaboration information
country selected will determine the address lines I
. Company and location information Network collaboration information [ | v
dlsplayed Company (Legal) Name:* Functions:* Sold From

Unicorn Learning Global ‘ 6 h
. A Remit To
5. Complete the Address details

Australia [
Note: All asterisk fields must be completed -

Address Line 2:

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

Type here

State:*

7. Confirm all asterisks and red fields have been ]
completed, and clickon Create Unicorn Learning Systems =l 7

ANID: AN112750 DUNS: - Location: Melboumne, Australia

8. The created Additional Entity is added in the list
Additional Entities (2) Create 2

Company Name Default Address Location BNOID TAX ID Collaboration Function
) Unicorn Learning - Eurape  No. Prague, Czech Republic  BNO-1000001 RemitTo >
| ) Unicorn Leaming Global  No Somewhere, Australia BNO-1000001 Sold From > | e
© 2026 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC




SADA

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
s 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. Onceyou have added or updated information, click on
OK

8. Screen returns to Network Settings, click on SAVE

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

Unicorn Learning Systems

BNO ID: BNO-10000016

4,

Owverview | ¥

| AMNID: AN112750

DUNS: —
Certifications

@0

Sustainability Ratings

&o

Certifications

ity Ratings O

-
(1 S

Network Settings

Electronic Order Routing Electronic Invoice Routing Settlement Data Deletion Criteria
* Indicates a required field
Set up early payments auto-acceptance rule
EFT/Check Remittances
Address t City State Country/Region Default
I ( i_.‘ e Street Prague 52 Czech Republic No
L Edit Bank Details I om Additional Entities Find and manage all Remit To Addresses under Additional Entities.
I
I Edit Remittance Address / Payment Info I e “ Cancel

Edit your remittance address. Indicate your preferred payment method for the new address. Then, update information for customers about payment methods you support. Review
your information carefully, since customers use it to send you payments.

Do not enter personal bank account information. Enter only corporate bank details.

* Indicates a required field
Remittance Address

233 Main Street
288873 Prague

52
Czech Republic

Contact: Select contact v

D Make this address defautt

D Factoring Service (1)

Network Settings

—. s}

Electronic Order Routing Electronic Invoice Routing Settlement Data Deletion Criteria

ANID: AN112750

Company Name

J Unicom Learning - Europe Mo

Close

O

Company Profile — Create Additional

Entities — Remittance Information

DUNS: -

Additional Entities (2)

) Unicorn Learning Global

_—

Unicorn Learning Systems

Location: Melbourne, Australia

Create
Default Address Location BNOID TAXID
Prague, Czech Republic BNO-1000001 Remit To
No Somewhere, Australia BNO-1000001 Sold From
ACH

Confirm Account # |:|
Account Type
ABA: |:| US Bank Only
Confirm ABA: l:l US Bank Only

WIRE TRANSFER

Banaficiary Bank Comesponding Bank

ot yps: | Select account typs Account Type: | Select account type

Setect bank i

fim Bank Id

i Select State ~ Select State
i
v Saliect Cou
Bark Pho usAL Bark Pf usAL v
Credit Card
ot credit car Yes ™

9

(CE-

Collaboration Function

»

>



SADA

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

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

Tax Information
Required

Your tax information is critical for billing,
Update your tax information within 7 days.
Failure in updating information will lead to
account suspension.

Enter missing Tax/VAT ID

How do | find out my Tax/VAT ID?

I Edit Financial & Tax Information I e

Unicorn Learning Systems

BNO |D: BNO-10000

Certifications
8-

Overview | v Certifications

Financial & Tax Information

| ANID: AN11275

DUNS: —

Company Profile — Business

Information — Financial & Tax
Information

‘View My Public Profile | | Go to Catalog | ==

AR
ion Structure Additional Entities Businesslnfurmaliun onnﬁguration Contacts 43w
I
e Financial&Tax\mormmianI
I

Shareholders ‘
Executive Board

Bank Information

=3

Financial Information

Commercial Register Court

Penalty Information:

Tax Information

Tax Classification

Taxation Type

ABN Numbser:

Supplier GST Registration Number:

State Tax 1D:

Supplier Company Capital:

Discount Information:

Regional Tax ID:

VAT IDx

VAT Registered

O

VAT Registration Document:

No file uploaded Upload

Global Location Number:

Tax Clearance:

O

Tax Clearance Number:

Tax Clearance Document:

No file uploaded Upload

Tax Clearance Expiry Date:

g 1213126




w Company Profile — Business

Information — Shareholders

Suppliers may add the names of Shareholders or Edit the
shareholder information.

. . Unicorn Learning Systems View My Public Profie | | Goto Catalog | =
To access and display the Company Profile. Refer to
Accessing the Company Profile Screen

Certifications  Sustainability Ratings
. . . @0 @0
1. Click on Business Information t

AR
Overview | v Certifications inability Ratings  Organization Structure itional Entities Businesslnfurma(inn oqnﬁgur«m‘on Contacts +3v

Financial & Tax Information

BNO 1D: BNO-10000 | AMID: AN11275 DUNS: —

2. Select or scroll to Shareholders

3. Toadd or update information, click on Create 9 Exeautve Boara ‘ | create snarenoter
e Shereholder Neme:~ Red indicates a required field
4. Enter the Shareholder Name [
Shareholders 9 eIOw"Er:"mPeltsmége Ownership Percentage:
5. Enter the Ownership Percentage the Shareholder has; S —— Ounestis pecerage —— R
although this field does not show an asterisk, it is required o cea |

6. Click on Create, and the name entered will be displayed.
The screen will return to the Business Information

Shareholders Create  Edit Shareholders Create e

Ed it sh areholder /S Shareholder Name Ownership Percentage Shareholder Type Shareholder Name Owinership Percentage Shareholder Type
Ronald Duck 1 Individual } Duck 1 Individusl
7. To edit Shareholders’ information, select the name of O Mchoel Moo : ~é 2
the shareholder
8. Cl.iCk On Edit Edit Shareholder
9. Update the shareholder/shareholders, then click on Name Qumersip Percentage Starcnoide Type
Save. The screen returns to Business Information Renald uck : inchacel
Michael Mouse 2 [Registered
Delete Shareholder/s

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

the shareholder Shareholders Create  Edit @nnmwm | 4 Warning | N
11‘ Click On Delete Shareholder Name Ownership Percentage Shareholder Type Sharcholider Name AT YOU SUTE Yol Want 1o delete this shareho e
O Ro " 1 Individual () Ronald Duck
12. A warning message is displayed, click on Delete . 2 ®  Nichoel Mouse
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SADA

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

2.

Click on Business Information
Select or scroll to Executive Board
To add or update information, click on Create

Enter the Member Name; no other information is
mandatory

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

Click on Edit

Update the names of the Executive Board, then click on
Save. The screen returns to Business Information

Delete Executive Board

9.

10.
11.

To delete the Executive Board information, select the
name of the Executive Board Member

Click on Delete

A warning message is displayed, click on Delete

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

Unicorn Learning Systems

BNO ID: BNO-10000

Certifications
ac

| AMID: AN11275

Sustainability Ratings

Company Profile — Business

Information — Executive Board

View My Public Profile Go to Catalog | =*=

DUNS: —

O

Creale o

Business Title End of Term

| Create  Edit Delete

Rts
Overview | »  Cenifications ity Ratings ion Structure  Additional Entities  Business Information . conﬁ‘sumﬂon Contacts +3v
Financial & Tax Information
| Shareholders
| Create Executive Board Member
Executive Board
|
Bank Information Member Name:*
Company Name:
Member Name Company Name Business Title End of Term Business Title:
No data
End of Term
eg 123126 =]
- e
Executive Board Create  Edit
Member Name Company Name Business Tide End of Term Executive Board
Monica Mourse Member Mame Company Name
Jane Doe
) Mor E ‘im.rse
J
Edit Executive Board Member
Member Name Company Name Business Title End of Term
Manica Mourse ez 1213126 =]
Jane Doe &g 12/31/26 =]
ae
Executive Board Create  Edit @
Membaahlame ‘Company Name Business Title End of Term
Executive Board A Warning
af 9 »
c Member Name
Jane L0

(®  Morica Mourse

() JaneDoe

Co Are you sure you want to delete this executive board memi:. End of Term




w Company Profile — Business

Information — Bank Information

Suppliers may add Bank Information. Use edit or delete entered
executive board members as required

Unicorn Learning Systems View My Public Profle | [ Goto Catalog | =+
To access and display the Company Profile. Refer to ENO ID: ENO-10000 | ANID: ANLL27S DUNS: -
AcceSSing the Company PrOfiI‘e Screen Certifications  Sustainability Ratings
t ®0 80
1. Click on Business Information G
Overview | v Centifications inability Ratings [ ization Structure Additional Entities  Business Information . conﬁ‘gumu‘on Comacts +3v
2. Select or scroll to Bank Information Fnancat & T Informaton
| Shareholders
3. Toadd or update information, click on Create Frcouive Board

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

on Save Bank Information e

Account Type Bank Institution Mame Account Holder Number Branch Name Branch Code
5. Click on Create, and the information entered will be No cia
displayed. The screen will return to the Business
Information

Create Bank Information

Edit Bank Information o

General Information
To edit Bank Information, select the bank information Accou Ales: Accouns Type ) ;L Fhone Bariing ndicear
you WISh to Change/u pdate Bank Institution Name: Account Holder Number: Internet Banking Indicator:
. . ]
Click on Edit .
Branch Code: elephone Number: Bank Document:
Update the shareholder/shareholders, then click on ’ et e
. . Branch Name: Fax Number:
Save. The screen returns to Business Information v
Delete Bank Information Fcese nformation
Country/Region Address Line3: Postal Code:
To delete Bank Information, select the name of the a
Shareholder Address Linel: City
Click On Delete Address Line2: State: 5
A warning message is displayed, click on Delete M
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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

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

Unicorn Learning Systems

BNO ID: BNO-10000016

Certifications  Sustainability Ratings
20 @0

Overview | v

| ANID: AN1127 DUNS: —

IRt

Certifications Sustainability Ratings Organization Structure Additional Entities Business Information | v

Contacts

Maintain up-to-date contact information to facilitate effective communication with trading parmers

Contacts

Maintain up-to-date contact informatigaga facilitate effective communication with trading parmers.

Company Contact Informatiol eemunnel Customer-Specific Assignments

Company Contact Information

I CnmpanyCnntacllnfﬂrmaﬂnnI

Email.*
Phone:*

Faxc

Contacts

Maintain up-to-date contact information to facilitate effective communication with trading partmers.

Company Contact Information Contact Personnel Customer-Specific Assignments

W,mﬁmﬁmo satssosocmem (55

Company Profile — Contacts —

Company Contact Information

View My Public Profile | | Goto Catlog |+

Company Contact Information

Company Contact Information

Email:
v Ares Number

Phone:*

AW 297 v Area Nurnber

=]

AF O3
| a0 244
a1

AL355
4 apave
AE 971
AR 54
AM 374
As1
A0 672
i TFa2e2
AG1
AU 61

AT 43

| Bi257
BE 32
. BJ229
BO 588
BF 226
9 BD&30
BG 358
BH 973

B31

AW 257

»
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SADA

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

To create a contact, click on Create
Enter the Contact Name

Enter the Email

o 0 M w

Enter the Phone number, select the correct country code
first

7. Click on Save

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

Unicorn Learning Systems

BNO ID: BNO-10000016 | ANID: AN1127 DUNS: —
Certifications  Sustainability Ratings
@0 go
AL
Overview | ¥ Cenificati inability Ratings ~ Organization Structure itional Entities  Business Information | v
Contacts
Maintain up-to-date contact information to facilitate effective communication with trading parners.
Contacts
Maintain up-to-date contact information to facilitate effective communication with trading partners.
Contact Personnel Customer-Specific Assignments
Contact Personnel
Contact Personnel with Companywide Assignments
Contact Name Business Title Email

Company Profile — Contacts — Create

Contact Personnel

View My Public Profile | | Goto Catalog | »=»

oy Cortprn 0 et (55

e o

MNo companywide contact yet

Create New Contact with Companywide Assignment

Basic Information

I Contact Mame:*

Business Title:

Company Assignment:

Address

Address Line 1:

City:

Postal Code:

Phone Company Assignment
I o I Email:* e
Phaox %
hone: Usl w Area Number Extension e
R W Area Number Extension

Address Line 2:

State:

Country/Region:




w Company Profile - Contacts — Add

Customer-Specific Assighments

Customer-specific contacts provide a more personalised

Unicorn Learning Systems View My Public Profile | | Goto Catalog |+
touch and are visible Onl.y to the Spec:|f|ed Customer. BNO ID: BNO-10000015 | ANID: AN1127 DUNS: —
More Certifications  Sustainability Ratings
(102¢) | Indicates the number of records displayed out of a t @0 80

. ~LR
tOtal number Of transaCtlng CUStomel‘S Overview | v Certifications inability Ratings ~ Organization Structure iitional Entities  Business Information | v Oounlryconﬁauration So Adgiitional Documents v

These contacts are exclusively available for customers with Contacts

Maintain up-to-date contact information to facilitate effective communication with trading parmers.

established trading relationships who consider them as their

primary point of contact. Contacts
Maintsin up-to-date contact information to facilitate effective communication with trading partners
If there are no Buyers shown in the Contact Assignment for camosny o oo corctpegg | oo s e |

I Customer-Specific Assignments

Existing Customers section, then there is no transacting
A . Contact Assignment for Existing Customers. e Soles Represemintive:
relatlonShlp On the account Customer Name Network [D Sales Represemative Technical Contact Other Assignment FIEs ReprEsAnEE
) Mame of Buyer ANDL01565
To access and display the Company Profile. Refer to PRSP st R e Sumeay D S | Technical Contact:
Accessing the Company Profile Screen '3 - o
() Name of Buyer ANO157T7 Other Assignment:
1. Click on Contacts More
[10/24]
2. Select the tab or scroll to Customer-Specific
Assignments
Contacts
Select the Customer Name Meintan up-to-dete: contac informatin t el efective communication with rding pariners
. . . . . . - . Contact Assignment for Existing Customers
4.  Click on Edit, the 3 roles available will be displayed Edit Customer-Specific Assignment Comtomer Name - .
Click on the down arrow next to the role you wish to add Customer Assignment (0 Name of Buyer Anowonses Jane bos

To assign a contact for the selected customer, choose the personnel from the drop-down list. The contact is specifically asociated with and visible only to the chosen customer.

to a specific customer, repeat for all roles for that S ;:3)“"19"* Buyer Ao PR VL

I v
CUStomer Jane Doe () Name of Buyer ANO146619 Toem Jones
6. Select the name from the drop-down T e © Neme of Buyer S
Note: The names are drawn from the list added in the Contact v

Personnel section

7. Click on Save
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Accessing the Help Centre and how

to get Support




w Get Support when Signed in — Contact
Support

The Help Center allows Suppliers to view self-help content
before taking the Supplier to complete the Webform for EI7  Business Nework v o + DJo ¥ e 0ewp Help Topics

aSS|Stance Home Enablement Store Discovery ~ Waorkbench Orders ~ Fulfillment ~ Invoices ~ More ~ Create v | == Eemzw § =
Workb h I x . SAP Community
orkbenc| 32 Customi
To Contact Support: e —
1. Signinto the SAP Business Network = T Help Center ’ , e
. . . . = D tali
2. Click on (2), the side pane, and it will open | @ Home e
Q Search W l H l C PN (T) What is SAP Business Netw...
3. Click on Support. You may need to wait a few seconds as it © Get support . elcome to Help Center ” (@) Introducing the new help oo
OpenS o Search our knowledge base to get the answers you need [=) Finding orders, invoices, an...
Case Management [2) Common browser issues
. Search
4. Click on Contact Support U0 Documentation How do | create an invoice?
B tewe View all iz Paid invoices widget
5_ The ContaCt Support Screen OpenS £ Cloud Status N Topics we recommend for you Billing and subscriptions Parchase orders widget
& Error: "Could not complete yo... > © HowCan | Follow Up or

6. Enter the details of your query into the How can we support e e o P S P v p—

you?

7. Click on Next

@swp:  How can we support you?

Provide a full description o

@step1  How can we support you? e
8. What do you need help with? Bubbles are displayed, and Coniracinveices

review the information in the bubbles
-@0

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

2983 characters remaining

Contact Support

?
Oseps  Confirm the details ©sep1 How can we support you?

Get Support when Signed in — Contact Support cont.

Contract Invoices

What do you need help with? o
Create invoice / issue or error creating invoice Create credit memo Pagtial Invoice Invoice was rejected
Edit and resubmit invoice Receive payment Something else

Oswps  Contact options
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Get Support when Signed in — Contact

Support cont.

Continued from the previous page-
Contact Support

Create invoice / issue or error creating invoice Create credit memo Partial Invoice Invoice was rejected

Edit and resubmit invoice Receive payment Something else

an option Or' something Else. Hyperlinks are displayed in blue Remember to check with your customer about rejected invoices, and i ding the status of a document you've submitted.

SAP Support cannot answer questions about these topics.

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

‘You can contact your customer in two ways:

11. Click on Next Step .

2. By the contact information provided by the customer:
1. In the upper-right corner of the application, click [user initials] > Settings and select Customer Relationships.
2. Click the customer’s name in the Current section to see their Supplier information portal and contact details.

12. The Resources tab opens with Al -ge nerated Sugg estions. If you do not have access to the Customer Relationships page, contact your administrator by clicking [user initials] > Contact Administrator.
If you've submitted an invoice and it is in Queued status, please allow 72 hours before contacting SAP product support. See Invoice stuck in Queued

ReV|eW the Su ggeStlonS status and stays in pending queue in SAP Business Network buyer account for additional information about queued invoices.

Next Step

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

©@swepz  Resources

14. The Confirm the details screen (Step 3) opens, go to How do! creste  contract i 0D

How do | create a contract invoice? Click Create > Contract Invoice from the upper-right corner of the application. Select the customer for which you
want to create a contract-based invoice and click Next . You are now punc

Completing the Confirm the details screen form — Click Here

How do I restorelreinstate/unsuspend my account?
Why is my SAP Business Network account and how do | i A SAP Business Network supplier
account can be suspended for one of the following reasons: Failure to remit payment for network transac

How do | contact my buyer in SAP Business Network?
How do | contact my buyer? You can contact your customer in two ways: 1. By instant message . 2. By the contact information they have provided in
the application. If you are the account administrator or a non-administrator user with t

Error: "Cannot access customer's site”
Error: Cannot access customer's site. Your buying organization must approve your access to their syste
again later. Users may receive this error message when creating a contract invoice when

Contact Support

How do | pay my SAP Business Network bill?
How do | pay my SAP Business Network bill? In order to pay your supplier fees, you must be the admi
and Services ission. You can use the following methods to pa

I @ steps  Confirm the details I
Created by Al.

@ Subject: *
[ ]

Describe your issue or question and steps to reproduce: *

Contract Invoices

2983 characters remaining

Top Recommendations:

How do | create a contract invoice?

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



w Completing the Confirm the details

screen form

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 Contact Support

required fields.

. @ steps  Confirm the details
1. Enter the Subject of your query

Subject: * | o
2. Confirm your issue by selecting the relevant option from the [ l
Confirm your issue: *
drop_down IISt Describe your issue or question and steps to reproduce: *
. . Contract Invoices Administration
Note: - the options in the drop-down may change based on our et
AribaPay
quel"y 2983 characters remaining Catalogs
Integration
. . . TopR dati E nvoice or Service Shee
3. Select an issue area by selecting the relevant option from the opFecommendations o

® How do | create a contract invoice?
Purchase Orders or Change Orders

drop-down list

Subscription fees
. . Confirm your issue: * } )
Note: - the options in the drop-down may change based on our g Supply Chain Colldboration
\' Trading or customer relationships
query Select an issue area: * | - e
elect an issue area:*
4. Whilst not mandatory, suppliers can add attachments or provide ?
ange administrator
document numbers © The combined size of attachments must not exceed 20MB. Company profile
— Create or remove users
. i .. Choose a file for upload (] - )
5. Provide the applicable response to How does this impact your = e Bocument narification or routing
Document number(s): Expire account
business by selecting the relevant response from the drop-down Link accounts
I|St How does this impact your business: * Frivacyrequest
Shared Secret
. - Unsubscribe
6. Click on Next \
pr—
ext G How d. this i t busi
- . = - his impact your business: *
7. The Contact Options are displayed. Refer to Get Support — .
Contact Support OptiOI’IS - Click Hel'e Little or none: how-to or information request

Affected: business tasks are impacted due to system functionality or process

Seriously affected: required tasks cannot be completed due to technical error
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w Get Support - Contact Support
Options Information

The Contact Options are determined by :

» Support team member availability

Contact Support Example of contact options
» Type of account
@ s=p1  How can we support you? ra
» Type of assistance required
@swpz Resources
Select the option that best suits your needs and has been displayed as @5t Confirm the details P
an option: @ses Contact options .
Contact Support Example of contact options
Request a Call - This option is a callback option, as there is no direct phone % = (2]
o Remtacall ) chat — @ sep1 How can we support you? 7
number to contact support. The waiting time is displayed as an estimation. )
@ sepz  Resources
The relevant support person will call you back based on the information,
@ sep:  Confirm the details e
including the phone number entered when completing the form for a call
. Contact Support Example of contact options ©sess  Contact options
back. — Refer to Request a Call — Click Here
@ sep1 How can we support you? 8
Note: - Suppliers can not use a 1800 or 1300 number; only mobile and SR Resources Webform
landline numbers can be used ens Confirm the details
Chat—This option requires further information prior to opening a chat box @sers Contact options
. . . . m -
on your screen, where you can provide the information, you require and s [;C»] Req&uu Contact Support Example of contact options
receive a response. This option also has an estimated wait time. Refer to a5t How can we support you? .
Complete a Chat Form — Click Here S
o % sep2  Resources
Webform - This option requires further information to be entered into a
@ sep:  Confirm the details V4

Webform. Refer to Complete a Webform — Click Here

@ sweps  Contact options

Ask an Expert Peer — This option allows customers to submit support-related R CQ Q
questions via a chat widget. e Exinstod o e 2 it

Refer to Ask an Expert Peer — Click Here
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w Get Support - Completing the
Webform

Contact Support

©seps Contact options

Where the Webform is the only option and recommended, you will be

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

Recommended

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

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

. . . _ Contact Support
you will not be able to proceed until you have entered the information.
Completing the Webform: © s Contact options o
1. Click on the Webform tile Q Q S
. . . . . . R t u
2. Ensure that — itsm-notification-service@sap.com is on the email allow E timated wait tme: 2 mintes . cha Webform
— Estimated wait time: 3 minutes
list
3 Enter your Flrst Name e © To receive communications, add this email in your allow list itsm.notification-service@sap.com ®
First 1 *
4. Enter your Last name o | e
5. Enter yOUI’ Emall addreSS Last name:* |o

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

User name:
number
7. Ifyou have logged in, the ANID (Ariba Network Identification ID) will e e
be displayed; if you have not logged in, you will need to provide an your phone number: Extension:
Account ID:*
Note: To locate the ANID, sign into your network, click on your initials, o

and the ANID will appear around halfway down the drop-down list Help us help you faster:

H ee to share data with an SAP Support Engineer to view logs. Consenting to share this data will help us fix
8. Read the Help us help y0U faSter, C“Ck on I ag ree ;ﬁrjr issue faster. Some account andpgystem%ﬁormation will %Z sent to SA& SE and support calls andpchals
may be recorded.
9. Click on Submit

=0
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SADA

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
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Contact Support

@sep4  Contact options

S

Request a call
Estimated wait time: 2 minutes

Recommended

Get Support - Completing the

Request a Call

Contact Support

@sweps  Contact options

S o Q

Request a call
Estimated wait time: 2 minutes

Chat

Estimated wait time: 3 minutes
Recommended

|Flf3t name: * |

Last name: *

User name:

Email:*

Your phone number:* Extension:
I - +1 E01-555-0123 I

s
Confirm phone number: *

Account ID:*

Q0 0 00

Help us help you faster:

Agree to share data with an SAP Support Engineer to view logs. Consenting to share this data will help us fix
your issue faster. Some account and system information will be sent to SAP SE and support calls and chats
may be recorded.

I ] 1 agree=* I e
() Do not record my phone call.

Note: We use the information collected to improve support quality and training, to help address technical
issues, and to improve our products and services, subject to our Privacy Policy and Terms of Use.

Translation services may be used in support calls, chats, and email communications.



SADA

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:

Click on the Ask an Expert Peer tile
Enter your First Name
Enter your Last name

Confirm or enter your Email

o A W NP

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 | agree

8. Click on Submit
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Get Support - Ask an Expert Peer

@seps  Contact options

2 i \J

Ask an Expert Peer e [ T ——

Recommended Estimat«

@se=ps Contact options

o 5. 0 =

Ask an Expert Peer Chat

Recommended Estimated wait time: 3 minutes

&

Webform

First name: *

Last name:*

User name:

&

Request a call
Estimated wait time: 2 minutes

24
3

| Email: *

@

Your phone number: * xtension
B8 - +1 201-555-0123

|11CCDUT’\[ ID:*

Help us help you faster:
Agree to share data with an SAP Support Engineer to view logs. Consenting to share this data will help us fix

your issue faster. Some account and system information will be sent to SAP SE and support calls and chats
may be recorded.

Note: We ustation collected to improve support quality and training, to help address technical

issues, and to improve our products and services, subject to our Privacy Policy and Terms of Use.

Translation services may be used in support calls, chats, and email communications.



w Get Support — Chat

When Chat is the only option and is recommended, you will be

required to provide more information. Where there are multiple ©seps Contact options
options, select the Request a call tile. @seps Contact options
Remember that all fields with an asterisk are mandatory, and you IChat Lg o
. . . Estimated wait time: 2 minut Chat
cannot proceed until you have entered the information. = e
Recommended

Completing the Chat Webform:

First name: *
1. Click on the Chat tile o
2. Enter your First Name — e
3. Enter your Last name User name:
4.  Confirm or enter your Email —
5. Check that the Country code is correct, then enter your phone o
number (add extension if needed) ely‘;’_"hf:e;m;:;m B
6. Enter the name of your Company r—
7. Read the Help us help you faster, click on | agree e
Account ID:

8. Click on Chat with Us

Help us help you faster:

Agree to share data with an SAP Support Engineer to view logs.
Consenting to share this data will help us fix your issue faster.

Some account and system information will be sent to SAP SE and
support calls and chats may be recorded.
pr—
e
L —

Note: We use the information collected to improve support quality
and training, to help address technical issues, and to improve our
products and services, subject to our Privacy Policy and

Terms of Use.

Translation services may be used in support calls, chats, and email
communications.
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Get Support without Signing in

Suppliers can access support without signing into the SAP Business —— o

Network.
Supplier sign-in Showcase your success

Share with us how you've realized value through
network commerce and collaboration and you

Accessing Support without Sign-in Process:

x

Help Topics
Search Help Topics ]

Support ‘

‘ Username

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

Documentation

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

=

. = ET7 Help Center Disclaimer: Use of this Support Portal is | Support
for the Help Topics pane to appear outside of the SAP EU and SAP NS2 scurity
| @ Home — boundaries; it is your sole responsibility for How do | update admin informat...
Q, Search compliance with any security requirements.

Welcome to Help Center
2' Se"eCt Support 6) Get suj P How to change the admin for an___
Virtual on Ocig
— i

3. Select Support from the Disclaimer message £ Documentaion (e . WG gt

How to reset/change my passw._.

L News
O cloud Status -2
4. The Welcome to Help Center screen OpenS Topics we recommend for you Billing and subscriptions Managing purchase orders
= w Help Center Search Q a
5. Click on Contact Support @ tome Contact Support
Q. search
€3 Get Support v

©sep1  HOW can we support you?

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

g Documentation

Field 2 Ot

—
& Cloud Status - 3000 characters remaining

Provide a full description of your question or issue with document numbers and all necessary information

7. Review the responses provided by Al in Resources G5 Resources BESD Resources

How do | create a contract invoice?
How do | create a contract invoice? Click Create > Contract Invoice from the upper-right comer of the application. Select the customer for which you
want to create a contract-based invoice and click Next . You are now punc

Go to Get Support without Signing in to the SAP Business Osw3 Confirm the detalls _

N etwo r k Co nt Why is my SAP Business Network account suspended and how do | restoreireinstate/unsuspend it? A chargeable SAP Business Network supplier
. . account can be suspended for one of the following reasons: Failure to remit payment for network transac
Oseps  Contact options

™ Legal How do | contact my buyer in SAP Business Network?
How do I contact my buyer? You can contact your customer in two ways: 1. By instant message . 2. By the contact information they have provided in
the application. If you are the account administrator or a non-administrator user with t

Error: "Cannot access customer's site”
Error: Cannot tomer's site. Your buying organization must approve your access to their system before you proceed with this action. Please try
again Later. Users may receive this error message when creating a contract invoice when

How do | pay my SAP Business Network bill?
How do I pay my SAP Business Network bill? In order to pay your supplier fees, you must be the administrator for your account or have the Premium
Membership and Services Management permission. You can use the following methods to pa

Created by Al
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https://service.ariba.com/SCMSupplier.aw

w Get Support without Signing into the
SAP Business Network cont.

Continued from the previous page- —

@ step3  Confirm the details o

8. Complete the Confirm Details Form — Refer to Complete Subject:*

Confirm the details

Describe your issue or question and steps to reproduce: *

9. Click on Next

How do | change my account details

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: — e
Next

2966 characters remaining

« Completing the Webform @ stp4  Contact options @
+ Request a call Q
«» Ask an Expert Peer Chat
Estimated wait time: 3 minutes
.:. C h at Recommended
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w Solution not found Message

There may be instances where a solution is not available based on

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

) Contact Support
due to time zones or account level.
% step1 How can we support you? o
Use the pencil at the end of either Step 1 to change the How can we
support you? or to review the Al help provided. @sp2  Resources V4
There is no way to move to Contact options when this message @sps  Confirm the details

appears. -
e

1. Click onthe (£])and edit the question to adjust responses

Did you find a solution

If a solution was not provided, edit Step 1
and adjust your responses.

Osteps  Contact options
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w Buyer Announcements

Some Buyers may have Buyer Announcements activated in the o Mo o @ = o o @
Buyer SAP Business Network. This will allow buyers to send Hamey AnnetncRments e
ayment Catalogs More Create ‘ l
. . . Corporate
timely announcements to their Suppliers. , ‘ — Qo
. . m ' i Aug 20, 2022 1 ‘»"‘ o . ‘ ‘
Suppliers can filter on Unread/Total announcements. Blue N s e —_—
Carrier ABC
Dots show unread announcements, and to open a Suppliers, l Q g&B s S o S
hange of address i abore et dolor iqus ) .0 4
click on the announcement, and it will change from unread to n L} ‘ 2 sk bt Al s U s . R
EL’-Y SAP Business Network
read ' Supplier Center of Excellence Live - Sourcing Best Practic
1. New Announcements will be highlighted by a Red F
Laralogs 10 approve more D I N f' ISR Sy [ P N S e
circle, which may contain a number indicating the
number of new messages that are unread - Click on the Announcementa
Announcement icon on the side bar to view all
48total « 1unread Y
announcements
. . o A&B Corporate I
2. Click on View Details to see a specific announcement, ok
3. If there is more than 1 announcement, they will appear g 20,202 1200w

Change of address

in a drop-down list G JO%) carrier aBC ABB Corporate + Aug 1, 2022 12:00pm
New customer service contact...

4. Clicking on an announcement will take Suppliers to the

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Interdum molestie duis hac velit quisque cursus pharetra. Viverra tempus
o0 semper nec tincidunt dui eget quisque. Lectus augue augue phasellus vel, magna eu sem sem. In tincidunt aliquam elit purus eget

An nou ncements Detall Page maecenas id nisi. Vestibulum egestas orci aliquam vel ut augue risus rhoncus nisi. Lectus amet imperdiet et laoreet leo, ornare vel,

L__,:-" SAP Business Network viverra. Vitae dui etiam ac mauris vel Interdum molestie duis hac velit quisque cursus pharetra. Viverra tempus semper nec
. . Supplier Center of Excellence... tincidunt dui eget quisque. Lectus augue augue phasellus vel, magna eu sem sem. In tincidunt aliquam elit purus eget maecenas id
5. View, All will take you to the announcements page Lo i o

ur adipiscing elit, sed do

All items with a Blue Dot indicate an unread message
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w Unsubscribe from Communications
from SAP

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

Click Here to Unsubscribe

, . Unsubscribe from communications
(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 We're sorry to see you leave

Complete the form below to remove your e-mail address and phone number from

includes: our mailing and contact lists

% Security Updates

Before you unsubscribe, please note that you will no longer receive news about SAP's products and services or SAP

< Event Registration notices newsletters you are subscribed to.
Unsubscribing will not affect your receipt of important business communications related to your current relationship with SAP,
< Account Ma nagement Messages such as security updates, event registration notices, account management messages, and support and service communications.

% Support and Service Communications

If you have an active public profile and wish to stop sharing your e o

profile information on SAP sites, update the privacy settings in profile me

settings

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

into your browser You've been successfully unsubscribed based on the preference you selected.

1. Enter your Business Email Address o o _ _
Your reguest is being processed. In the interim you may continue to receive e-mails from

2. Click on Unsubscribe us as we update our systems with your request. Opting out of promotional e-mails from
SAP doesn't affect your receipt of important business communications related to your
current business relationship with SAP, such as security updates and support
communications.

3. You will see a Thank You Pop up message
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Sign In - Users
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w 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
. . , . w Business Network
information is sent to the user’s email address for whom the System e iecs Notwork Sien |

o . gn In
Administrator has created a new username. I

jto vour company’s SAP Business Network account (SAP internal Supplier Pvt Ltd, BNOID:BNO-100000135493764) with the user name

. . SAP Business Network S
. . ) jane doe@abccompanycom  [Please keep your credentials confidential.
1. Locate and open the email from SAP Business Network SAP Business Network Sign In o 26/02/2026 meassmscanaanicon Jeasek dentils confidential

. . . . — —
2. Accessthe SBN on BTP sign-in screen by clicking on the link in <TOpS 7 eur03 Sarenis protection outiook com/2url=https%3A... et o f oo el g AP Bsin Nesork ot llopcons aply iy e s which st pion o s cone o
. account administrator.
the email

Procedure to sign on to SAP Business Network:

Sign in with local authentication:

Select Supplier SAP Business Network - Achieve frictionless, real-time business L - | \ vt signin.
collaboration 2. Enter your SAP Business Network user name and choose Next.
. . . . . 3. Choose Forgot Password to create a new password.
4. The Suppllel’ S|gn'|n page IS d|splayed. Enter the Username SAP Business Network enables customers and trading partners to actively collaborate 4. Access the SAP Business Network sign-in page again to sign in.

and gain gre

r

shown in the email
5. Click on Next

visibility across all supply chain processes to build a more resilient and sustainable
business £ jane.doe@abccompany.com

\ Buyer | Supplier e Suprller SIgn-In Password

7. Enter the email associated with the account; this may or may not Jeemame 0

be the same as your username
Y Reset your password “e _
_Forgot password

8. Click on Submit Enter the email address you used to register with SAP Business

Click on Forgot password

. . . . . N K. Forgot
A pop-up message indicating an email has been sent is shown, etwor B
ick on Back ign in, and the sign-in screen wi i Email address
click on Back to Sign in, and the sign-in screen will be displayed | e — Reset your password
10. Locate the email from SAP Business Network Username
Reset your password jane.doe@abccompany.com
11. Click on the Username, to set a password, the Reset your Dear AP Business Network user, New password
password pop-up will appear B e e e e e e T =
12. Enter your password into the New password We have sent an email to you! 2 \@ |ccmmmyour password @
Jane.doe@abccompany.com &
Note: Your Password must be between 8 and 32 characters. As each Check your email address idoe@abccompanycom and follow the
requirement is me the pop-up box turns each requirement from red instructions to reset your password. The link will expire in 24 hours. @
togreen. =10
13. Re-enter your password into Confirm your password Your password has been updated.
. . SAP Business Network You can now login using jane.doe@abccompany.com and new
14' ClICk on Smelt Reset your SAP Business Network password J 12:01 PM password.
R R T RV LT T VT, ogoSArBusinessNetworl @

15. The Your password has been updated pop-up displays, click on
Back to Signin
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SADA

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

2
3.
4

8.

Access the SBN on BTP sign-in - Click Me
Select Supplier
Click on Forgot username

Enter the Email address associated with the account; this may
or may not be the same as your username

Click on Submit,

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

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

Locate the applicable Username

Note: If you have more than 1 username
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EJ! ? Business Network o

SAP Business Network - Achieve frictionless, real-time business
collaboration

SAP Business Network enables customers and trading partners to actively collaborate
and gain greater

visibility across all supply chain processes to build a more resilient and sustainable

business.

\ Buyer | Supplier 9

We have sent an email to you!

Check your email address jenwilliams@sap.com and follow the

instructions to recover your username.

Back to Sign In G
Ariba Commerce Cloud 0
Request for your Ariba Commerce Cloud username
<https://service.ariba.com/an/p/Ariba/Logo_ usinessNetworl
Supplier sign-in
Username e

Forgot username

Forgot Username

Supplier sign-in Recover your username

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

Username ‘ Email address °
Next

Request for your Ariba Commerce Cloud username

Ariba Commerce Cloud <ordersender-prod@ansmtp.ariba.com>
To

@ If there are problems with how this message is displayed, click here to view it in a web browser.

E:‘! 7 Business Network

Request for your Ariba Commerce Cloud username
Dear SAP Business Network User,

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

Note: Ariba Commerce Cloud usernames are in email format. The following Ariba Commerce Cloud
usernames are associated with your email address:

IJaneZB@acbcompany.com I

Jjohn.doe@abccompany.com


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

SADA

After logging in, SAP Business Network will be displayed on the top

left of the screen

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

2. Click on Next

3. Click on Forgot Password

4. Enter your email address

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

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

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

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

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

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

10. Re-enter the New Password

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

12. Click on Back to Signin

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

&« jane.doe@abccompany.com

Forgot Password

Reset your password

Enter the email address you used to register with SAP Business

Username o \Password

Fox rgot Usermame

Forgot password e

We have sent an email to you!

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

Back to Sign In G

w Business Network

Ariba Account Password Reset Information

Dear jen.williams@sap.com,

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

User ID Password reset link

User ID information displayed Click Here

Your password has been
updated.

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

Back to Sign In
,/‘

Network.
10

All  Unread By Date v T
Vv Today

Ariba Commerce Cloud

Ariba Account Password Reset Information 11:56 AM

Reset your password

Username

Username is shown

New password

Confirm your password

| af 10]
=

Supplier sign-in @

‘ Username ‘




SADA

There are specific parameters that must be met when

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

indicates that you have met the criteria

Red indicates that you have not yet met the requirements

of the password

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

what has been entered

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

and a new password created
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® Must be between 8 and 32
characters.

® Must contain at least 1 lowercase
letter(s), 1 uppercase letter(s), 1
numeric character(s), and 1
special character(s). The special
characters permitted are
H#%& () +,- [ <=>2@"_{|}~\1[

® Cannot contain the username

® Repetitive characters and numbers
in sequence are discouraged

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

Reset your password

Usemame

jane.doe@abccompany
New password

Sesssssssnnnee £

case charac

specal characlers)

x

x

X

Creating a Password Information

Must be between 8 and 32
characters.

Must contain at least 1 lowercase
letter(s), 1 uppercase letter(s), 1
numeric character(s), and 1
special character(s). The special
characters permitted are

#3908 (y+,-./<=>?2@"_{}-\"I[
Cannot contain the username
Repetitive characters and numbers
in sequence are discouraged

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



Test Accounts
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SADA

% 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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w Test Account Creation

The System Administrator is the only User with the Option to
Switch to the Test Account w o R @

ssessments More ~ Jane Doe

% The System Administrator will need to create Test Account

unicornslearning@sap.com

User IDs before users can access Test — Refer to Manage

Unicorn Learning Systems

Users
AN11275007132

To Create a Test Account:
Company Profile
1. Click on your initials in the top right corner .
vited Leads Settings
. andard
2. Select Switch Account Service Subscriptions
3. Select SWitCh to Test Mode Switch to Test Mode a Switch Account > Ie
. . . . Link User IDs Contact Administrator
4. The Changing Account Mode message is displayed. Click on
OK E’ Business Network @

Note: A Test Admin Username will be autogenerated. Changing Account Mode “ oml

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

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

Mode will be shown at the top of the screen

To remain in Production Mode and save changes, click Cancel.
To continue logging into your account in Test Mode, click OK.

You will be transferred to your test account. Your Test account

should be configured to match your Production account. This will ST Business Network e @ o D

ensure the testing results are consistent with what will result in
Home Enablement Discovery ~ Workbench Catalogs ~ More E ~ IS

Production.

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

Welcome to SAP Business

. . . . w ¢ Prod
identify that you are working in a Test account Network il
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Linking User ID’s
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SADA

% 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 BT susess enor

®

Link User IDs
‘. All Users have l'in k User IDS in their ACCOU nt Settings by defau"t If you have multiple user accounts, you can link your user IDs together. By linking your user IDs you can:
« Log in to all your accounts using one usemame and password
« Switch between your multiple accounts

53 The re a re tWO o ptiO ns: APPROVAL NEEDED NO APPROVAL NEEDED

Send a link request to another account. After the request is approved by the Gther SCCOUNE, the TWwo accounts willbe  Enter the username and password of another acCount to Which you want to link.
linked

% Approval Needed e I _

% 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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SADA

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. Signin 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

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

@ o= efn o Linking Userld’s

Jane Doe

unicornslearning@sap.com

Unicorn Learning Systems

Settings

Service Subscriptions

Switch Account >

Contact Administrator

AN11275007132 wited Leads
BNO-100000166454800 tandard
Basic
Company Profile ]{ Switch to Test Mode
Settings
Link User IDs
Service Subscriptions
John Doe
Switch Account >
s john.doe@abccompany.com
Contact Administral |
Switch to Test Mode Courtney Doe
Convert to Standar

Convert to Standard Account

[ ]
s Out

.

>

| courtney doe@abccompany.com
Sign Out Link User IDs e |

4 G |

Link User IDs
If you have multiple user accounts, you can link your user 1Ds together. By linking your user 1Ds you can:
Log in to all your accounts using one username and password

Switch between your multiple accounts

APPROVAL NEEDED NO APPROVAL NEEDED

Send a link request to another account. After the request is approved by the other account, Enter the username and password of another account to which you want to link.

Username: *

the two accounts will be linked. o
ﬁ

Send link request

Password: *

60— =3

YOUR USER ID HAS BEEN LINKED.

Now you can switch to the linked account from the drop down menu of your User name in the Upper right comner.

Done

Cancel



Subscription and Transaction Fees

What you heed to know




w 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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w Estimating Subscription and
Transacting Fees

To access the fees calculator: w
Supplier fee calculator

network-for-su ppllers/accounts-and-prlcmg, v [ All products /JSAP Business Network Use this calculator to estimate fees you may be assessed for your SAP Business Network enterprise account
. activity. For purchase orders, invoices, and non-PO invoices, enter an estimate of the number you process
Suppliers v rorpuren ! youp
annually and their total combined value.

1. Click https://www.ariba.com/ariba-network/ariba-

Overview Features Promote subscription

2. Scroll down to the Supplier Fee Calculator, and
display the Provide us with some quick data

) ) o Provide us with some quick data
3. Select the Country you are in using the drop-

down list

_ @ Provide us with some quick data
4. Enter the number of Purchase Orders Received

in Count and the dollar value into the Amount . \
Get your results
m[s © cety

‘ Select Country

5. Enter the number of Invoices Issued in Count
and the dollar value into the Amount

This calculator will help you
determine your:

Purchase Orders Received Invoices Issued
6. If Known - Enter the number of Non-Purchase — —  Subscription level e
Orders Invoices Issued in Count and the dollar _ o + ‘ _ 0 + ‘l We offer five subscription e Get your results
value into the Amount G 6 levels: Premium, Bronze, Silve)
— Amount —— — Amount —— Gold, and Platinum. . .
7. If Known - Enter the number of Service Entry - o + ‘ - o + ‘ s:jj:; Lh::::];:q:z;;;f:of

Sheets yOU WOUld Send tO the Buyer annua”y J Estimated annual fee your SUbSCfip'EiOﬂ and transaction

The data you provide will helg fees:

8. The Estimate Fees will become active, click Non-PO Invoices Issued Service Entry Sheets

. . . you estimate your annual fee.
Estimate Fees at any time to view

'_ioum 0 + How many service entry sheets Go ld
9. The Subscription Level and Estimated Annual fee

L do you send annually?
are shown. — Amount — G ‘_ Count o Subscription Level

— o + o + ‘
Note: These are estimates only and are based on the ' $3800 00

information entered
[ Estimate fees e

Estimated Annual Fee
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Accessing your SAP Business Network

SADA

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

2. Select Service Subscriptions. This screen may take
a few seconds to open

Jane Doe

unicomslearning@sap.com

Unicorn Learning Systems

AN11275007132
BNO-100000166454800
Basic

Company Profile

Settings

Service Subscriptions I 9

Switch Account >

Contact Adminintratar

Convert i ANID: AN1

R07 BP: 3205736 Company Name: Unicorn Learning Systems

3. The Subscription tab information is displayed Sign ot Invoices  Disputes  Contacts
4 o ——
The OptlonS: [ = Al ] & Error A Warning () Information
4. Subscriptions — Refer to the Subscriptions screen No data
information — Click Here
5. Inyou:es — Refer to the Invoices screen information — Total Debits Credite
Click Here -239.50 AUD 0.00 AUD -239.50 AUD
6. Disputes — Refer to the Disputes screen information —
Click Here
Subscriptions [ Active ] Expired
7. Contacts —_ Refer to the Contacts screen information — Subscription Invoicing Frequency Start Date Auto Renewal Status Subscription Fee Action
Click Here Platinum Annual /125 a/1/26 Active 5,500.00 AUD
5 ~ | entries per page n

8. FAQ — Refer to the FAQ screen information — Click Here
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SADA

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. Signin 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
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Jane Doe

unicomslearning@sap.com

Unicorn Learning Systems

AN11275007132
BNO-100000166454800

Basic

Company Profile

Settings

Switch Account >
Contact Administrator
Convert to Standard Account

Sign Out

4 NN

Subscriptions Invoices

Account Balance

Subscriptions

Subscription
Platinum

5 W

IService Subscriptions I e

ANID: AN11275007

Subscription Screen Information

BP: 3205736 Company Name: Unicorn Learning Systems

e Disputes Contacts FAQ

(

Disputes

Invoicing Frequency

Annual

entries per page

= Al ] & Error A Warning (@ Information
No data
Contacts FAQ
currency
18,568.45 curren
18,807.95 “Goae] | -239.50 “oae”
Debits Credits
Start Date Auto Renewal Status Subscription Fee  Action
a/1/24 arz2s Active 5,500.00 ALUD 0]


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

Invoices Screen Information

SADA

The Invoices tab screen provides suppliers with different layers of w o = oo o
information. |
lane Doe
S |_ unicomslearning@sap.com ANID: AN1127500 BP: 3205736 Company Name: Unicorn Learning Systems
uppliers can: aming@sa
Set up Recurrent PO’s Unicomn Learning Systems Subscriptions efe‘i Contacts FAQ
Identify any other subscriptions you are participating in ANILZTS007132
. BNO-100000166454800
Generate an Adjustment Report Basc Total Debits Credits
View Recurring Payments ‘ -239.50 AUD 0.00 AUD -239.50 AUD
Company Profile
View Open and Paid Invoices .
. Settings . " - _}' ) P - ) 2 ,_‘
Create a Dispute — Ie o N el el —~ Y e PP o S S S
Service Subscriptions
View Open and Applied credits ‘
Switch Account >
To Access the Invoice Screen: Gontoct Administrator Recurrem ™ e Updae
] . ) o Convert to Standard Account Recurrent PO:
1. SignInto the SAP Business Network, click on your initials Sign Out End date:
4 G v
2. Select Service Subscriptions. This screen may take a few
seconds to open
Select Invoices
Document Number § PO Posting Date Due Invoice Amount Open Amount
4. Recurrent Purchase Order (PO) — is used to automate the
billing and invoicing process for ongoing subscription-based 6066090578 9110125 10110125 E;’;,?n'emmtﬂemm 17.199.35 AUD 17,199.35 AUD v
services.
5. Invoices “Open” —This section shows all invoices that are
either “Open” or in an “Overdue” status. The posting date is the Invoices Open IE o Search Q
date I‘t Wa‘s |Ssued, along Wlth the due date and the tOtal Of gﬂ:ﬁ:g?m § PO Posting Date Due Payment Method Invoice Amount Paid Amount
each invoice.
6066240462 3/11/26 4/10/26 E;r;f?rEentSJSetﬂements 11,489.65 AUD 11,489.65 AUD e
¢ e Dald? I . L
6. Invoices “Paid : all sulc?scnptlon and transgctlon fee invoices 5056160570 I oms other 11371 44 AUD 11371 24 AUD
that have been paid are listed; you cannot raise a dispute on a y
pa|d invoice 6066090578 9/10/25 10/10i25 gg;r?r:entsmetﬂements 17,199.35 AUD 17,199.35 AUD e
P 6066020954 6/10/25 710/25 E;r;f?rEentSJSetﬂements 18,807.95 AUD 18,807.95 AUD e

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

tab or sub tab you arein
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w Invoices Screen Information cont.

Scrolling down the screen display:
% Credits

‘:‘ Adjustment Report Genel’ation Opt|0n @ To apply a credit towards an existing invoice, please visit Open Invoice and create a dispute case by clicking on the dispute icon. x
% Payment Methods e cen [ (@) e
Document Number Valid From Refund Status Amount Available
[:] 6063683512 6/13/24 -21.50 AUD -21.50 AUD e v
7. Credits “Open” — Any credits that have been applied will appear in O coomesis e
this Section_ Credit Val_ues here are not “refunded” unless O 6063683525 81324 @ Toapply a credit towards an existing invoice. please visit Open Invoice and create a dispute case by clicking on the dispute icon. X
requested by the supplier but rather are applied against upcoming —— Credits open | Fopied | e search a
invoices Document Number Valid From Amount Available
6063634015 4/18/24 -0.72 AUD -0.72 AUD e v
8. Credits “Applied” — Credits that have been applied against other +080.42.00m %0 Zg -
invoices are shown with the document number of the impacted Credits [ Select Al Applied Search Q 0 -
Credit |S ShOWn Document Number Valid From Refund Status Amount Available
6063683512 61324 -21.50 AUD -21.50 AUD e W

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 W|Sh to be refunded for and select “Request refund”' Adjustments will correct for Invoicing errors prior to invoice generation and can result in a document level credit or debit. Adjustments are applied automatically

Adjustment Report

to your next invgice, so no action is needed. For your convenience, click Generate to see the details for adjustments that have been applied to your invoicing.
: -
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
oy A\ You have active Subscription(s) missing a Payment Method. Please assign a Payment Method. X -
by SAP Bll'l'lng | want to assign a payment method to Platinum subscription.
D
11. Recurring Payments — this is usually the Subscription Fee as it is a T nveicing . . PoymentMerooGlRY
. . . Subscription Frequency Start Date Auto Renewal Subscription Fee  Payment Method Action Mo data | Add Credit Card |
yearly charge associated to using the Enterprise Account advanced —
functionality Platinum Annual 9/1/25 9/1/26 5,500.00 AUD [©)] Cancel
5 ~ | entries per page l‘ ’

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

identify any options - :
fy y Op Payment Methods @ +

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

12
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SADA

To add a Credit Card as a payment method -

1.

2.

0.

Sign in to the SBN, click on your initials

Select Service Subscriptions. This screen may
take a few seconds to open

Select the Invoices tab
Scroll down and locate Payment Methods
Clickonthe +

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

The Add Credit Card form is displayed

Complete all fields with an asterisk as these are
mandatory

Scroll down to Payment Details

10. Complete all fields

11. Click on Save
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Jane Doe

unicomslearning@sap.com

Unicorn Learning Systems

AN11275007132
BNO-100000166454800

Basic

Company Profile

Settings

IService Subscriptions I

Switch Account >

Contact Administrator

Convert to Standard Account

Sign Out

4 NN

Add Credit Card 0

Billing Information

I First Name:* I

. ANID: AN1127500

Subscriptions ees Contacts FAQ

Total

-239.50 AUD

I Payment Methods Io [L‘.redl't Card]

{ Enter First Name

Last Name:*

Enter Last Name

Email:* )

Enter email

Payment Details 0

Accepted Cards:

Address 1:%

Address 1

e @9 B

,‘—_"’ -\.’ f-" -‘-’-_EL-J >

Adding a Credit Card

BP: 3205736 Company Name: Unicorn Learning Systems

Debits
0.00 AUD

Credits
-239.50 AUD

f““t LW e .-\.c".! — e A Me

10

Cybersource Disclaimer

SAP uses a third party payment processor, Cybersource, to process payments made to us via
credit cards. Cybersource's data centers are located in the USA and Singapore. In connection
with the processing of such payments, we do not retain any personally identifiable information
or any financial information such as credit card account numbers. Rather, all such information

is provided directly by you to Cybersource, whose use of your personal information is
governed by their privacy policy, see [ Ealls e ET TTa=Ree 111 (e

SAP will never receive your card account number, not even in encrypted form. SAP’s
merchant activities are certified annually by a recognized PCI auditor as PCI-DSS compliant.

| =0

Card Number: *

Address 2:
Address 2

1234 1234 1234 1234

Security Code: *

Postal code:*

Enter Postal Code

Security Code

ICiE - I

Ccity

Expiry Month: *

.

Country v

State:
State

Select Expiry Month ~
Expiry Year:*
Select Expiry Year ~




w Paying an Invoice

Fees can only be paid by credit card unless otherwise MRl B o
|nd|cated. Jane Doe
unicomslearning@sap.com :_-,W Business Network v  Enterprise Account
To pay an Invoice:
Unicorn Learning Systems Home Enablement Store Discovery Workbench Catalogs Assessments Insights
. . . . AN11275007132
1 S;%r; {2 to the SAP Business Network, click on your BO100000166454500 cubseriptions | mvoices e* comacs FAO
I I I Basic
n . . . Company Profile
2. Select Service Subscriptions. This screen may take a
few seconds to open e _ . :
IService Subscriptions I e Invoices Paid () select AlL Search Q Pay Invoice(s)
3. Click on Invoices Switch Account N Rﬂfnubr:fm PO Posting Date Due Status Payment Method Invoice Amount Open Amount
. . Contact Administrator 606602 6110125 71025 Open Other 1880785 1Y 1geoyes CEY v
4. Locate the Document Number (Invoice) you wish to o PaymentsiSetlements s s
pay and tick the associated box Convertio Standare fecount 10 v | enmes per poge
Sign Out
Note: A select all is available that can select multiple —_—

invoices

Pay Invoices

5. Click on Pay Invoice(s)

Document Number Posting Date Due Open Payment Amount

6. The Pay Invoices pop-up window appears and 6066020 610125 7110125 18,807.95 Curency Cods 18,807.95 Cumency Cods
displays the invoices selected for payment

Total Open Amount 18,807.95 AUD

7. Ifthere is a Payment Method, confirm and click on

Pay No data
8 If there iS no Payment MethOd Cl.iCk on Add tO add a Review the information showr\ above. Your subscription order is subject to the SAP Ariba Privacy Statement and the Terms of uses. Click on Pay to complete the process.
. k
Credit card or other option if available D e

9. Enter the information, ensuring that all fields with an
asterisks and follow the prompts

Add Credit Card
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SADA

Disputes can only be created on a specific open invoice and
any open disputes will be displayed under the disputes tab

1

10.

11.

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

Select Service Subscriptions, this screen may take a
few seconds to open

Click on Disputes to identify or review any open
disputes

To create a Dispute, click on Invoices

Scroll down and locate Invoices, and confirm the
Open tab information is displayed

Click on the corresponding invoice ==+ *
Select Create Dispute

Click on the Cause down arrow and select the reason
from the drop-down

Add a comment if required
Add Attachments if required
Click on Create

The created dispute will appear in the Disputes tab
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@DQ@JDo

Jane Doe

unicornslearning@sap.com

Unicern Learning Systems

AN11275007132
BNO-100000166454800

Basic

Company Profile

Settings
Service Subscriptions I 9
Switch Account >

Contact Administrator
Convert to Standard Account

Sign Qut

4 NN

Create dispute

Details Dispute Anachments

Dispute

Raising a Dispute

hq-l;’ Business Network v  Enterprise Account

Discovery v

Home Enablement Store

Subscriptions Invoices Disputes

Waorkbench

Catalogs ~ Assessments Insights

Subscriptions Invoices Contacts FAQ

==- ;’ Business Network v  Enterprise Account

Home Enablement Store Discovery Workbench Catalogs ~
Subscriptions Invoices G Contacts FAQ
I Invoices | Open Ipe (C) select All
Document .
Number PO Posting Date Due Status
] 606600 9103533799 52125 6/20/25 Open

Jel
Je

No Disputes Found

Assessments Insights

Search Q

Payment Method  Invoice Amount

Other
Payments/Settlemen 11,186.58 AUD 11,186.58 /
ts

Invoice PDF

Open Amount

6/

TAR Report

Cause*

Create dispute

Comment

B I Y5 x DO @

Fee Dispute

Cause*
o Customer Tax ID/Registration # - To be added to invoice
7997
v Bankruptcy

Update PO Number

United States - Sales Tax Exemption

Attachments

P

@ Please note that the file size should not exceed the maximum limit of 4MB.

Cancel Create
e

11



W Contacts Screen Information

Email notifications for subscription and transaction fees will v omeln
be sent to the contacts displayed in the Contact sub-tab. - BT business Network v  Enterprise Accourt
Jane Doe
Ensure that those in the list have added SAP to receive unicomsleaming@sap.com Home  Enablement  Store  Discovery v+  Workbench  Catalogs v  Assessments  Insights
emails. They will be notified when an invoice is due for _ _ cummcrptons moices Disputes | cortorns e
payment and when an account is overdue. Unicor Learning Systems _—
AN11275007132
The System Administrator is automatically added as a EereonmesEEe Subscriptions  Invoices  Disputes FAQ
Basic
contact.
Company Profile
To access contacts and add Contacts: setings Invoicing Address @
Unicomn Jen PTY LTD
1. SignInto the SAP Business Network, click on your Sevice Subscrptions __| o 42 Unicom Way
initials Switch Account N Cloudwille 3000 AL
Contacts e :I]
2. Select Service Subscriptions, this screen may take ContectAdminstater - — — —
a feW seconds to Open Convert to Standard Account
1 Jen Doe f
Sign Out
3. Select Contracts « — 10 v | entries per poge
4. The Invoicing Address is shown; if this is incorrect,
please update via the Company Profile > Address [
Create Contact
5. Review the contacts listed, to add more contacts G
. . iret - %
(up to 7 can be added), click on @@ or clickon z First Name:
to edit existing contact information Enter First Name
6. Complete all fields with an asterisk in the Create Last Name:*
Contact pop-up box Enter Last Name
7. Click on Confirm Email ID:*
Enter Email 1D
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W FAQ Screen Information
# 0 & @ Jo o

Jane Doe
§~",l Business Network » Enterprise Account

SUbSCI’IptIOﬂ and Tl’ansaCtlon b||.|.|ng. unicornsleamning@sap.com

The FAQ tab provides Suppliers with information about

Home Enablement Store Discovery Workbench Catalogs ~ Assessments Insights

TO access FAQS Unicorn Learning Systems
1. Signin to the SAP Business Network, click on ‘ oo il R 9

BNO-100000166454800
your initials ¢

Company Profile

2. Select Service Subscriptions, this screen may

Settings Subscriptions Invoices Disputes Contacts FAQ

take a few seconds to open e —
Service Subscriptions

ClICk on FAQ Switch Account » FAQ
4- SeleCt the required Option: Contact Administrator Frequently Asked Questions|E o
SAP Business Billing Informartion [
,:. Frequently A$ked Questions Convert to Standard Account
Or

% SAP Business Billing Information

Sign Out

Either option opens a separate “window” and users Frequently Asked Questions SAP Business Network

Billing

need to identify and click on the link associated with

How are Transaction Service fees capped on SAP Business Network?

the apphcable option requ|red, SAP Business Network Faes Payment Muthods Wifoemation Notifications
- Transaction Fee Cap
« Fees Information « Payments Methods + Billing/ Dunning Contacts
Why was my credit card autopayment not processed?
- Transaction Fees « Credit Card Autopayment
« Credit Card Autopayment not processed
« Subscription Fees and Levels « Direct Debit
When | try to pay my SAP Ariba invoice using a credit card, | receive the following error: Cannot authorize credit card. P —
« Credit Card Error
+ Terms of Use
What is an account suspension and how can | avoid it?
- Suspended Accounts
. . . How to do Guides Exemptions Dispute Cases
Where can | access previous versions of the SAP Business Network Terms of Use?
« Download your Invoice or Credit Memo « General Exemptions « Valid Dispute Cases

- Terms Of Use previous versions
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Access Billing Reports

SADA

Reports can be accessed using the Invoices tab.

¥ oo A @f

Jane Doe

Invoices “Open” provides access to: T . i
unicomnslearning@sap.com [SA ¥ Business Network v  Enterprise Account

% Invoice PDF — PDF of the Billing Invoice

. .. Unicorn Learning Systems H Enabls t st Di - Workb h Catalogs v A te Insights
& TAR Repor‘t — Transaction ACtIVIty Report RO ome nablemen ore iscovery 'orkbencl g5 SSESSmen nsigl
Invoices “Paid” provides access to: BNO-100000166454800 Subscriptions Invoices Ioes Contacts FAQ

Basic

% Invoice PDF
Company Profile

0:0 TAR Report Invoices aid C] Select All Search Q
Settings

Posting Date Due Status Payment Method Invoice Amount Open Amount

Document
I 9 Number PO
6/10/25 71025 Open Other 18807.95 o0 1880795 X' e

Credits “Open” provides access to: |5
ervice Subscriptions

% Invoice PDF

g Switch Account > O soesoz0 Payments/Settlements ode od

<+ TAR Report . 10 ~ | enies per page Invoice PDF

Contact Administrator
H «“ H ” H . TAR Report
Credits “Applied” provides access to: Comvert to Standard Account
4
Create df Fpu[e

% Invoice PDF Sign Out

1 CEE—— Update PO Number

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

option required.

2. Select Service Subscriptions, this screen may take a few seconds Invoices Open Seareh Q
Document Number PO Posting Date Due Status Payment Method Invoice Afhount Paid Amount
to open :
606390 31125 410025 Paid g;:ﬁ:enm&mern ents 11,156.9# 11,186.90 hE:\ e
Click on Invoices o
Invoice PDF
4. To access the PDF invoice report, go to the specific Invoice or Credits Applied (J Select All Search Q

TAR Report

Credit sub-tab and select the applicable invoice and click on the Pocument Humber et From Refund Staws  Amount —
. C] 6063683512 613724 1.50 -21.50 s L
drop-down and select Invoice PDF _
Invoice PDF
5. Save to alocation on your computer, this is the same invoice sent 16 Report

from the Billing System Credits Open e a
6. Toaccessthe TAR report, go to the specific Invoice or Credit sub- pocument Number Vatid From Ameunt Available
tab (where available) and select the applicable invoice and click 6063834015 4118124 072 TS om I V.r -
on the drop-down and select TAR, refer to TAR Information — el |
10 v | enties perpage

Click Here
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w The Transaction Activity Report (TAR)

Information

X/
°e

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

X/
°e

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

X/
X4

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

L)

*
°0

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.

X/

% 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.

A1 B C D E F G H | J K L M
Source Exemption  Document Type Ariba Document Choreograph Document
Supplier ANID Supplier Mame  Buyer ANID  Buyer Name ) P 1P Special DocumentID Document Date erapny
Transaction ID Reason Netwaork Number Reference Amount

N 015 p Q R 3 T U @D W X "25

Document Currency Choreography Base  Choreography Relationship Type  Qualifying Actual Fee Actual Fee  Document  Routing Buyer Operation

Currency ConversionRate  Amount Base Currency Ariba Netwaork Volume Currency Status Status LocationID  Type
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Creating an Excel Spreadsheet to view

SADA

Creating an Excel Spreadsheet should be done using the
Choreography line and not the Customer and Document

charges — Using the Transaction
Activity Report and Choreography

ane

. . Home
information. - o N
M table orrange ‘ x 2174922713 0.01
. . . . . Dl:ll Change Order 0.01
The information allows a view to determine which documents have . 07 H Select a table or range PO Invoice o
been ;harged,_which have been credited and chers W!th no charge (pi,.,.otTEmE Er‘lded Table Table/Range: | Docl? Transactionactivityreport/SAST:SYS8763 | % j”“c‘;f::;: order ggi
associated. This document was created to assist suppliers who may BtTables Choose where you want the PivaiTable to be placed PO Invoice o
be unfamiliar with Pivot tables and provides a starting point for SI174925505 o
. . . . F Table/Ranae @ Mew Worksheet PO Invoice of
suppliers to identify what documents attracted fees or credits. rom lable/hang P —— = 175047688 17.39
- Change Order 17.39
. . .. . = From External Data Source LEGETE * PO Invoice 0
With the Transaction Activity Report Displayed: B = 175149019 o
o el PO Invoice ol
=1175150486 -7.08]
H Change Order -7.08]
1. Click onthe Insert tab di] From Power BI (SAP SE) _ PO Invoice o
. S | =1175160522 0|
2. Select Pivot Table R ey ¥ N
3. Select From Table/Range . T o
PivotTable Fields v X% PivotTable Fields M : : L x
4. The Pivot table from the table or range box is displayed, e m i 2 PivotTable Fields
. t t rt: A oose fieldsto a o report: -
Cl.|Ck on OK coeneeEes o e g Choose fields to add te report: @ -
5 B . . Search jo Search jo
5. The PivotTable Fields box is displayed, locate Search £
« ” [] Supplier ANID [ Supplier ANID i
Choreography Reference [] Supplier Name [ Supplier Name ] Document Date [+]

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

7. Nextlocate “Document Type Ariba Network”

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

9. Nextlocate “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
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[] Buyer ANID

[ Buyer Name

[ Source Transaction 1D

[] Exemption Reason

[] Document Type Ariba Network
[] Special

[ Doecument Nurmber

[ Decument ID

[] Buyer ANID
[ Buyer Name
[ Source Transaction 1D

O Exeropii
Document Type Ariba Network
[] Special

[ Document Number
] Document ID
[ Document Date

Choreography Reference
] Document Amount

Choreography Refere.., =

Document Type Ariba... *

Choreography Reference

] Document Amount

[] Document Currency

[] Currency Conversion Rate

[] Choreography Base Amount

[] Choreography Base Currency

[] Relaticnship Type Ariba Network

[ | Suakisag lolu
[/] Actual Fee
[| AcTrerTee Currency
SumofActuaIFeeI &

[ Document Status
M1 Rautinn Static



General Terms and Glossary




SADA

The below shows role permissions, their line of Business usage and a brief description (where available)

The following table provides users with information about the tab, field or selection option:

Account Permissions

Administration

Administration

personnel

Management
Program
Administrator

Administration

Permissions Area Description/Use Permissions Area Description/Use
API Development APl / Integration Access to API development using the SAP URL Purchase Order Reporting Access to Reporting, Purchase Order and Order
Access Business Network developer portal Report Summary report types

Administration
Account Account Manage your accounts to link and signonto a Service Sheet Reporting Access to Reporting and Service Sheet Report types
Hierarchy Administration child account Report
Administration Administration
Child Account Account Sign on to access a child account Tax Book Report Reporting Access to Reporting, and Tax Book Report type
Access Administration Administration
Order Assignment Account User can assign an order to a user with limited Time Sheet Reporting Access to Reporting, and Time Sheet Report type
for Users with Administration access to SAP Business Network Network Report
Limited Access Administration
Contact Account Maintain information for account contact Supplier Discount Account Access to discount program offers and the definition

of early payment requests

Administration

Administration

Administration

Goods Receipt Reporting Access to Reporting, and Goods Receipt report | Archive Access Account View and search archived items
Report type Administration

Administration

Invoice Report Reporting Access to Reporting, and Invoice Report type Customer Account Manage customer relationships
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SADA

Account Permissions cont.

Permissions Area Description/Use Permissions Area Description/Use
Catalog Catalog Set up and manage catalog-related activities DPP_Audit_Logs_
Management View
Catalog Account Catalog Access to manage price file upload and Company Data Account Access to company data configuration
Executive customer specific catalog upload Deletion Administration
Configuration
Catalog Content Catalog Access to manage master content upload, DPP_Data_Deletio
Manager price file upload and customer specific n_Access
catalog upload
Payment Profile Account Configure your payment profile DPP_Delete_Users
Administration
cXML Account Configure account for cXML transactions Transaction Data Account Access for transaction data export for deleted
Configuration Administration Export for Deleted Administration data
Data
Company API / Integration Review and update company profile DPP_Download_A
Information information udit_Logs
PCard Account Configure PCard account and maintain DPP_PII_Data_Ret
Configuration and Administration notification email addresses rieval
Notifications
Transaction Account Configure account for electronic transactions ID Registration Account Register unique identifiers, like email domains
Configuration Administration Access Administration
Customer Account View customer relationships Fulfillment Account Allows the assigned user to transfer a fulfillment

Relationships

Administration

Invitation Account
Merge

Administration

related invitation into his existing SAP Business
Network Account
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SADA

Account Permissions cont.

Permissions Area Description/Use Permissions Area Description/Use
Cloud Integration API / Integration Create, modify, and maintain projects on the Invoice Generation Document Generate invoices, as supported by customers
Gateway Ariba Integration Gateway Processing (requires Inbox and Outbox Access)
Configuration
Cloud Integration APl / Integration View and search projects on the Ariba Logistics Access Document Perform Logistics actions with limited access to
Gateway Access Integration Gateway Processing transactions information
Planning Account Access to planning collaboration visibility Outbox Access Document View and search documents in Outbox and take
Collaboration Administration Processing actions based on your role
Visibility
Create and Discovery Create postings on Ariba Discovery Services Access Document Perform Services actions with limited access to
manage postings Processing transactions information
on Ariba
Discovery
Respond to Discovery Respond to postings on Ariba Discovery Timestamp Document Verify timestamp token on invoices
postings on Ariba verification Processing
Discovery
Contract Access Contracts View contracts and generate invoices, as Payment Activities Payments Manage your payment activities

supported by customers (requires Inbox

Access)
Inbox and Order Document View and search documents in Inbox and take | Premium Account Manage your premium service subscriptions
Access Processing actions based on your role Membership and Administration

Services
Management

Folio Document Create, activate and delete folio ranges used Proof Of Service Document Allows users to create a proof of service
Management Processing for tax invoicing Create Access Processing
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Account Permissions cont.

Permissions Area Description/Use Permissions Area Description/Use
Proof Of Service Document Allows user to create a proof of service on Quality Review Quality Document Access to create quality review documents
Create On Behalf Processing behalf of another user Creation Processing
Access
Proof Of Service Reporting Allows user to create and run Proof Of Service | Receivables Quality Document Select receivables for auction
Report Access reports Upload Processing
Proof Of Service Document Allows users to review and assigna PO to a Access Proposals Contracts View your organization's Ariba Sourcing events and
Review Access Processing proof of service and Contracts Ariba Contract Management contracts, documents,
and tasks. This permission grants access to the
lit litv D : A tovi litv i ction d t Proposals and Contracts properties. Individual
IQua |c)£. A Quapl y Documen ccess to view quality inspection documents users must be approved by Ariba Sourcing buyers
nspection Access rocessing before they can view or participate in events or
contract tasks
Quality Quiality Document Access to create quality inspection Credit Card Supplier Treasury Manage the display of credit card numbers on
Inspection Processing documents Number Access Agent purchase orders
Creation
Quality Quiality Document Allows electronic signature of quality Supplier Treasury Payments View buyer-initiated early payment offers
Inspection Processing inspection results Agent
Signature
Quality Quality Document Access to view quality notification documents Time & Expense Document Review and update Time and Expense sheets
Notification Processing Sheet Processing
Access Management
Quality Quality Document Access to create quality notification Supply Chain Account Access to the Supply Chain Financing provider
Notification Processing documents Financing Provider Administration portal to trade eligible documents.
Creation Portal Access

Quality Review
Access

Quality Document
Processing

Access to view quality review documents
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SADA

General Terms

Name of Item

Description/Use

Name of Item

Description/Use

business processes such as Ordering and Invoicing

Resubmit

ANID The ANID is the SAP Business Network Network Identification number, | Credit Memo A Credit Memo is a credit against a Purchase Order and at header level. For
this number is unique for each SAP Business Network Network example use a Credit Memo when there has been an overcharge on shipping
whether a Buyer or Supplier Network costs or the wrong Tax rate has been selected

ERS Evaluated Recipient Settlement indicates that the Buyer will create Line Item Credit Memo A Line Item Credit memo is a credit against an Invoice and is when a credit is
the Invoice on behalf of the Supplier required for damaged good or return of goods that where not fit for purpose

ERP Enterprise Resource Planning is the integrated management of Rejected Invoice/ Edit & | When an Invoice is rejected by the Buyer it will create a rejection, locate and

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

to display different heading or information

Invoice An invoice is the document used to pay a supplier for goods or SAP Business Network Supplier Lifecycle Performance (SLP) is a process used by Buyers.
services provided based on the Purchase Order Questionnaire and Questionnaires are sent to a supplier from a Buyer and can be a Registration or
Proposals Purchasing Questionnaire based on the Buyers requirements
Table Options Menu Table Options menu allow suppliers to change the view of the screen 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

Buyer with information about the goods arriving to their premises

SAP Business SAP Business Network Sourcing is used as part of Direct Materials Documents A Document is the information sent and received via the SAP Business
Network Sourcing sourcing, it is a solution for managing sourcing and suppliers across all Network Network
spend categories
Active Buttons Active Buttons are blue and can be selected to perform a task or Fulfillment The name of a tab that includes orders, order confirmations, ship notices,
process, greyed out buttons indicate that it is a process not used by a Services entry sheets, extended collaboration, product replenishment, drafts,
Buyer or requires another process to occur prior to activating extended collaboration and receipts
Order Confirmation An Order Confirmation provides a Buyer with confirmation that good Opportunities These represent collaboration requests
or services requested can be delivered or provided based on the
information within the Purchase Orders
Ship Notice A ship notice also known as an Advanced Ship Notice provides the Drafts Documents can be saved as a draft for completion at a later point
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Order Status Descriptions

Name of Item

Description/Use

Name of Item

Description/Use

of services and requirements listed in the Purchase Order

New Initial state. You have not updated the order status. Partially Confirmed The order is in progress and some of the ordered quantities have been
confirmed
Changed Your customer canceled or replaced the order by a sending a Partially Shipped If you partially confirmed an order and then you partially ship either the
subsequent (changed) order. previously confirmed order line or a different order line, the purchase order
status is set to Partially Shipped. You can still continue to confirm order line
items regardless of the shipping status until you have confirmed all order lines.
Confirmed You agreed to ship all line items and/or agree to the pricing, delivery Partially Serviced For service orders, you can continue to create service sheets for unplanned

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

resend failed orders.

Confirmed with The order confirmation has a different Expected Value than the Partially Rejected Some or the ordered quantities have been rejected

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

Shipped Final state. You shipped the entire order Serviced The order is fully serviced. You cannot create any more service sheets for any

more service lines in the order

Invoiced The order is fully invoiced. The Amount Invoiced column shows how | Received Statuses for receipts that are sent by the buyer from their ERP system. The
much money you have invoiced or charged against the purchase purchase order status is updated based on this information
order. For older purchase orders, displays Yes to indicating that you
have submitted invoices

Obsoleted Purchase order that has been replaced by a subsequent (changed) Partially Received Only some of the goods received have been receipted into the Buyers
order ordering system or ERP.

Cancelled A cancelled Purchase Order means it can no longer be used, where a Returned Specific to Supply Chain Customers using returns
Buyer cancels a Purchase Order and then re-instates it the balance
tracking will not carry forward

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

Name of Item Description/Use

Accepted SAP Business Network accepted the purchase order from your customer or from the catalog tester

Order Queued SAP Business Network Queued the purchase order from cXML processing

Sent SAP Business Network successfully converted the purchase order from cXML to EDI and has forwarded it to your VAN in
an interchange

Acknowledged SAP Business Network received a positive functional acknowledgment from you

Failed SAP Business Network could not route the purchase order and it lists the reason for the failure
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No part of this publication may be reproduced or transmitted in any form or for any purpose without the express permission of
SAP SE or an SAP affiliate company.

The information contained herein may be changed without prior notice. Some software products marketed by SAP SE and its
distributors contain proprietary software components of other software vendors. National product specifications may vary.

These materials are provided by SAP SE or an SAP affiliate company for informational purposes only, without representation or
warranty of any kind, and SAP or its affiliated companies shall not be liable for errors or omissions with respect to the materials.
The only warranties for SAP or SAP affiliate company products and services are those that are set forth in the express warranty
statements accompanying such products and services, if any. Nothing herein should be construed as constituting an additional
warranty.

In particular, SAP SE or its affiliated companies have no obligation to pursue any course of business outlined in this document or
any related presentation, or to develop or release any functionality mentioned therein. This document, or any related presentation,
and SAP SE’s or its affiliated companies’ strategy and possible future developments, products, and/or platforms, directions, and
functionality are all subject to change and may be changed by SAP SE or its affiliated companies at any time for any reason
without notice. The information in this document is not a commitment, promise, or legal obligation to deliver any material, code, or
functionality. All forward-looking statements are subject to various risks and uncertainties that could cause actual results to differ
materially from expectations. Readers are cautioned not to place undue reliance on these forward-looking statements, and they
should not be relied upon in making purchasing decisions.

SAP and other SAP products and services mentioned herein as well as their respective logos are trademarks or registered
trademarks of SAP SE (or an SAP affiliate company) in Germany and other countries. All other product and service names
mentioned are the trademarks of their respective companies.

See www.sap.com/copyright for additional trademark information and notices.
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