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How to get into contact with SAP support if needed

How to Configure your account for Remittances

How to Configure your account for Purchase orders 

and Invoices

How to Accept the Trading relationship email and 

register you account

Agenda
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How to Accept the Trading relationship email and register you account

How to Accept the Trading relationship email and 
register you account
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How to Accept the Trading relationship email and register you account

Step 1: After receiving the Trading relationship email from Lilly make sure you click Get Started. 
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How to Accept the Trading relationship email and register you account

Step 2: You will then be asked to provide your email address and consent to it receiving emails. (The system 

will then send you a Password to populate into the second screen. You can then put that password in and click 

continue.
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How to Accept the Trading relationship email and register you account
Step 3: The next step is for you to choose your Data center.  Or where in the world you are 

at.  So if you are in the USA or North America you will click USA.  Choose the one that is the 

closest to your location.
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How to Accept the Trading relationship email and register you account
Step 3: The next step is for you to choose your Data center.  Or where in the world you are 

at.  So, if you are in the USA or North America you will click USA.  Choose the one that is the 

closest to your location.
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How to Accept the Trading relationship email and register you account
Step 4: You can then fill in your companies information.  Legal Name Etc.  Make sure you fill 

out everything that has a red asterisk.
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How to Accept the Trading relationship email and register you account
Step 5:One Note when filling out this information make sure you read the terms of use.  Also

when filling out the email and password that will be the administrator of your account.



10Public

How to Accept the Trading relationship email and register you account
Step 6: The next would be to either review accounts in case your company has a network ID 

or if you know that you do not you can click Continue account Creation.
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How to Accept the Trading relationship email and register you account
Step 7: You will receive an email confirming your registration.  The next step is to update the 

company profile.  Click Update.
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How to Accept the Trading relationship email and register you account

Step 8: You will first be asked to update your products and services.  For instance what 

service or material do you provide.  (Try and get as close as possible to what you do/provide)

Then you will click Ship-to or Service locations.
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How to Accept the Trading relationship email and register you account
Step 9: Then you will choose where in the world you do business.  If you are Global, you can 

just click the Global button.  Or if you are North America, you can choose where in North 

America.  Once you have chosen your location you can then click Save at the bottom Right 

and proceed to the next page. 
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How to Accept the Trading relationship email and register you account
Step 10: You have completed the steps in registering your account.
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How to Configure your account for Purchase orders and Invoices

How to Configure your account for Purchase 
orders and Invoices
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How to Configure your account for Purchase orders and Invoices

Step 1: Login to your account and on the home page click your initials at the top right side of 

the page and then click Settings. Or you can also click Enablement Tasks and then follow the 

tasks assigned to you.
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How to Configure your account for Purchase orders and Invoices

Step 2: Then in the settings page click Document Routing.
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How to Configure your account for Purchase orders and Invoices

Step 3: This page shows you all the routing methods for particular documents.  In order to edit 

you are going to have to click where it says Saved Version and then click Draft.



19Public

How to Configure your account for Purchase orders and Invoices

Step 4: Once you click Draft it will then allow you to edit the fields below or Create new fields for 

documents.  The ones we are going to focus on are for New Pos and Failed invoices.

Note: you may see several rows with other document types but for this walkthrough we are going 

to focus on the new PO and invoice sections listed below. 
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How to Configure your account for Purchase orders and Invoices

Step 5: Just to know that you can add more Routing sections or delete ones you are not using in 

this stage as well.  To Add new just click Create.  If you wanted to delete make sure you click the 

orbital button next to the document type and then Delete will be available to click.
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How to Configure your account for Purchase orders and Invoices
Step 6: To edit one of the lines just click the line and the screen below will appear.  You can 

update the email address and choose to include documents and or PDFs when you receive the 

notification that a PO is in your account. Then Click Apply at the bottom right to save it.



22Public

How to Configure your account for Purchase orders and Invoices
Step 6: Once you have updated all the routing methods make sure you click Save at the bottom 

right of the page. This will update your Purchase order and invoice routing.
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How to Configure your account for Remittances

How to Configure your account for Remittances
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How to Configure your account for Remittances

Step 1: Login to your account and on the home page go to your initials at the top right of the 

page and click Company profile
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Step 2: On the company profile page you will need to go to Additional Entities. 

How to Configure your account for Remittances
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Step 3: Under Additional Entities you will then click Create. 

How to Configure your account for Remittances
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Step 4: When the screen refreshes you will then see where you can update your Remit address.  Also 

in the Functions field you will need to choose Remit To. Then click Create at the bottom right.

How to Configure your account for Remittances
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Step 5: Once you see your address below you can then click Go to Remittances

How to Configure your account for Remittances
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Step 6: On the Remittance Page you will then click the button next to the address you just put 

in and click Edit Bank Details.

How to Configure your account for Remittances



30Public

Step 8: Make sure you click to include the Bank Account information in invoice and then choose the 

preferred Payment method. (ACH or Wire) Once you have filled out the fields click Ok at the top.

How to Configure your account for Remittances
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Step 8: Then on the Remittance screen click Save then Close. This will then take you back to 

the Home screen.

How to Configure your account for Remittances
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How to get into contact with SAP support if needed

How to get into contact with SAP support if 
needed
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What would you use the Help center/SAP Support for?

• Register for the Ariba Network

• Changing your administrator

• Forgot your username

• Need a password reset

Please follow these few steps on how to use/access the Help Center/SAP Support.



34Public

Step 1: Go to your internet browser and go to supplier.ariba.com

Step 2: Open the help center/SAP Support by clicking the question mark at the top right side

How to use the Help Center
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Step 3: Once the Help center/SAP Support is open you will need to click Support at the top right side 

of the help center and another screen will open up.
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Step 4: Click the Contact support at the top left side of the page.
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Step 5: This will then refresh the page.  Make sure you put in why you are contacting support.  For 

example if you wanted an admin change or update and the admin has left the company.



Contact information:

© 2023 SAP SE or an SAP affiliate company. All rights reserved. See Legal Notice on www.sap.com/legal-notice for use terms, disclaimers, disclosures, or restrictions related to this material.

Thank you.
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