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Ariba Network Standard Account
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What is an Ariba Network, Standard Account?

Basic Account that gives you access to Ariba Network
Receive interactive email purchase orders
Invoice through the Ariba network

No fees

Intended for low volume suppliers
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What You Get With Your Standard Account
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* Receive high quality sales leads matched to your business capabilities
« Attract potential customers with your profile and get invited to sourcing events

* Free access to SAP Ariba’s contract management module and collaborate with buyers during the
contract preparation phase
« Set up your profile in the SAP Ariba Supplier Lifecycle and Performance solution

* Respond easily to e-mailed orders with electronic order confirmations, service entry sheets, or
advance ship notices

* Create electronic invoices and credit notes in just a few steps

» Check invoice status, payment proposals (i.e. early payment discounts), and remittance details

» Send invoice notifications with cXML and PDF invoices to be used for local archiving

» Access the SAP Ariba Supplier mobile app at no charge

* No limitations on number of purchase orders or invoices transacted on Ariba Network
 Unlimited Ariba Network relationships can be maintained

* Access to SAP Ariba’s help center for technical issues directly from your account



Account and Dashboard
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Accesing your account without the Interactive Purchase Order Email

To access your account — type In your browser
Enter your username and password

Click on tolog in

SAP~ Ariba Metwork =

SAP Ariba

Supplier Login
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Understanding your Homepage — Ariba Network

Once in your account you will be able to see the following

Upgrade option
| Your account type
Home ‘ l Me SSaEEs

|

IGreyed out features- only available if account is upgraded (fees associated)

All Customers

Amount Invoiced

— Orders, Invoices and Payments
5 2 0 7
Orders to Invoice Orders that Need Orders with Purchase Orders M
Attention Service Lines are...
Order Mumber Customer Status Amount Date 1
Account
y Customer Name . .
dashboard PO U r Changed 1.00 AED 19 Jan 2021 0,00
PO- Customer Name Changed B.00 AED 19 Jan 2021 0.00
PQ- Customer Name MNew 4,345.00 AED 18 Jan 2021 Q.00
PO- Customer Name Mew 4,345.00 AED 18 Jan 2021 0.00
PO- Customer Name Mew 4,345.00 AED 18 Jan 2021 0.00

=: i "..I 2019 SAP SE or an SAP affiliaste company, &ll rights resened
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AED

AED

AED

AED

AED

/ View selection

Last 14 days

Select

Select

Select

Select

Select

SAP A

Documents

Mow we're mobile.

Check it out.

". App Stome

Help Button and your
settings menu

Create ~
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Trends Rifresh

Tasks
Update Prafile Informatian Changeble tiles
b Privacy Statement  Security Disclosure  Terms of Lise



Changing your view

Click on the drop-down button and choose the view you prefer- you can view up to last 200

documents

Click to select view

Orders, Invoices and Payments

5 2 0
Orders to Invoice Orders that Need Orders with
Attention Service Lines
Order Number Customer
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Purchase Orders

Status

Amount

L L T}
Mare...

Date |

All Customers

Amount Invoiced

©

Last 14 days v Now we're
Last 24 hours

Last 7 days
v Last 14 days
Last 31 days

Last 200 Documents




Changing your view

You may also play with the to create a view as per your preference

Click on the button to select the tiles

Choose tile to change view

Orders, Invoices and Payments

All Customers

Last 14 days

Now we're mobile.

Check it out.
5 2 0 7 iee
Orders to Invoice Orders that Need Orders with Purchase Orders Mor & Jion Store
Attention Service Lines e sbbinaied
Order Number Customer Status £
0 0 0 0
PO- Customer Name Changed 1 New Early Payment Invoices Invoices Pending Invoices Rejected
Offers Payment
PO- Customer Name Changed 8.
PO- Customer Name New 4,345
' 0 3 0 0
' Invoices Pending New Purchase Orders Payments that Need Payments Received
Approval Attention
A
0 5 5
Pinned Documents Orders to Confirm Orders to Ship
==-| ',' © 2019 SAP SE or an SAP affiliate company. All rights reserved
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Sending a copy of the Purchase Order(PO) to action
If you have lost the original Purchase Order email that was sent to your email inbox, you may send a copy
of the PO back to yourself from the dashboard
Click on the button

Choose
The PO will now be sent to the emails set up to receive Purchase Orders

SAP Ariba Network ~  Standard Account = Upgrade = TESTMoCE

Home Messages Dot
Orders, Invoices and Payments All Customers »  Last 14 days Now we're mot
Check it out.
5 2 0 7 ves
Orders to Invoice Orders that Need Orders with Purchase Orders M 8 oo Store
Attention Service Lines ... kil
Order Number Customer Status Amount Date | Amount Invoiced Action
Tasks
PO- Customer Name ' Changed 1.00 AED 19 Jan 2021 0.00 AED Select»
PO- Customer Name * Changed 8.00 AED 19 Jan 2021 0.00 AED Send me a copy to take action

11
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Configuring vour Artba Account
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Complete Your Profile

1. Select Company Profile from the Account Setting dropdown menu.

2. Complete all suggested fields within the tabs to best represent your company.

3. Fill the Public Profile Completeness meter as much as possible

4. Note: The more complete a profile, the higher the likelihood of increasing

. . - . My Account
business with existing and prospective customers.

NOV  Link User IDs

-
SAP™ Ariba Network Standard Account | Upgrade @ "‘hE B L L L TR r P
Company Profile Save -E B
Switch To Test ID
Basic (3) Business (2) Marketing (3) Contacts Centifications (1 Customer Reguested Additional Documents
* Indicates a required field Public Profile VGUSET .ﬂ.lbUda lmDEr‘l iﬁt. v
Completeness
Overview = AMID:
Short Description
ompany Name: * [ Website 1 Standard account
as

| Annual Revenue

Certifications
| D-U-N-5 Number
G

]| Company Profile

Business Type

Upd

Industries

Short Description: Company Description SEWiCE SUbSC”ptiDnE

Company Logo

Characters left: 100

webste: | Settings >

Share Your Public Profile

Public Profile: http:fidiscovery.ariba.com/profile/AN01400490948 | Customize URL

Privacy Statement: | SAP Ariba Privacy Statement v Click here to get your Ariba badge

Adress EEYN

Logout
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Configure Your Email Notifications

The Network Notifications section indicates which system notifications you
would like to receive and allows you to designate which email addresses you
would like to send them to.

1. Under Account Settings click on Settings then Notifications.

My Account

2. Youcan enter up to 5 email addresses per notification type. You must M AccounT seTTivs Link User [0z !

Contact Administrator

separate each address with a comma but include NO spaces between the Customer Relationships

Users Switch To Test ID

emails. I

Notifications

Account Hierarchy Standard account

Company Profile
Application Subscriptions

-

Service Subscriptions
Account Registration

Customer Relationships ~ Users  Notfications  Account Hierarchy  Application Subscriptions  Account Regisration  API management

|| Settings >

NETWORK SETTINGS

General | Network  Discovery  Sourcing & Contracts  Messeging

Logout
Electronic Order Routing

Enter up to three comma-separated email addresses per field. Ensure that you have any required user consents before adding email addresses for sending notifications
The Preferred Language configured by the sccount administrator controls the language used in these notifications

Electronic Order Routing Electronic Invoice Routing

Type Send notifications when To emai addresses (one required)

Accelerated Payments
[of] 40 8 necaton when orcers are nelverasie

[7] Sena s nouficasion when a new coliborarion request guinst an exising order s received. Remittances

D Send novification for new purchase orders to suppliers.

@ Send a notification when purchase order inquiries are received MNetwork Notifications

Purchase Order Inuiey : I:l
s able.

[f] Send = notifcation when purchase order n

£ Messares
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Configure Your Order Routing

1. Under Account Settings click on Settings then Electronic Order

Routing. o]

2. You can enter up to 5 email addresses per notification type. You s
. . ACCOUNT SETTINGS _
must separate each address with a comma but include NO spaces

. Customer Relationships My Account
between the emails.

A Users Link User IDs
Notifications Contact Administrator
Application Subscriptions U5 test Supplier fo...

| Account Registration Company Profile

Am
NETWORK SETTINGS Settings N
New Orders

Electronic Order Routing Logout
Document Type Routing Method Options
® Electronic Invoice Routing

Attach cXML document in the email message Accelerated Payments

Catalog Orders without - M Include document in the email message .
Attachments Remittances

Leave attachments online and do not include them with email message. This
applies to all orders with attachments that have the routing method "Same as new
catalog orders without attachments”.

Network Notifications
D Attach PDF document in the email message

Audit Logs

SAFRTIDEFTIVACY Security Disclosure  Terms ¢
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Configure your VAT

This Step much be done once prior to creating your first UAE VAT Invoice( valid only for UAE suppliers)

1- Goto and log in using your Ariba Account credentials

(

2- From top right of your screen, click on

3- Under the Basic tab, go to the

= ——

Additional Company Addresses

Address Name Address 1D VAT ID

” then choose “

Tax ID Address

** This column dispdays your registration status with Ariba’s accredited service prowider

© 2018 SAP SE or an SAP affiliate company. All rights reserved. | CONFIDENTIAL

section and click “Create”

Country

Legal Profile Status®™

”

Jow

~he

as

Up

My Account

Link User IDs

Contact Administrator

Switch To Test ID

AMID:

Standard account

Company Profile

Service Subscriptions

Settings

Logout
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Configure your VAT

This Step much be done once prior to creating your first UAE VAT Invoice( valid only for UAE suppliers)

Fill in Address Name (i.e. ‘UAE’), Address, Postal Code, City, Country
Fill in your VAT ID (15 digit numeric)

Answer YES, for question ‘Are you VAT registered?’

Click Save

Configure Supplier Addresses Served by This Account “

Address Name

— You must answer “YES" and enter your VAT ID

Address

1w |UnRDumimy

« TI630

© 2018 SAP SE or an SAP affiliate company. All rights reserved. | CONFIDENTIAL
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Configure your VAT

This Step much be done once prior to creating your first UAE VAT Invoice( valid only for UAE suppliers)

P Click hare to gat your Ariba badge
Address 1% Uinited Stabes Addres. _
ddress 2
ddress 3

WView Public Profile

" Arkansas Cly Profile Visibdty Settings
Siabe * | Arkansas W
g TI630
Country:* | United States [USA) W
Additional Company Addresses
Addrass Mamea 1 Address ID VAT ID Ta 1D Address Couniry Legal Profibe Status™ UAE Address W|th the
Dubal VAT registration
A - - - United .
UAE Address UAE123 123456T59012345 UAE Addraas N’:'b . number is now
: _ — Eoates updated in your
L . g | | Deee | | | Creae supplier account

© 2018 SAP SE or an SAP affiliate company. All rights reserved. | CONFIDENTIAL



Configure Your Remittance Information

1. From the Home Page go to Account Settings-> Remittances
2. Click Create

3. Enter Remittance Address Information

4. Select ‘Make this address default’

i A e e

My Account
Al Custamers = | act 14 dzwe = Link User |Ds.
ACCOUNT SETTINGS
Contact Administrator

EFT/Check Remittances Customer Relationships

Switch To Test ID
Address t City State Country Default Users

No items

Matifications

‘ ‘ Delete ‘ ‘ ‘ Create Standard account

Account Hierarchy Company Profile

Remittance Address Application Subscriptions

Service Subscriptions

Address 1+ Abu Dhabi-Gorp Office Account Registration Settings 5

Address 2:

METWORK SETTINGS Logout
Postal Code:* 77889

City:*  Abu Dhabi Electronic Order Routing

State:
Electronic Invoice Routing

Remittances

Country:*  United Arab Emirates [ARE] hd

Contact: = Select contact

/| Make this address default

Factoring Service ()

© 2018 SAP SE or an SAP affiliate company. All rights reserved. | CONFIDENTIAL



Configure Your Remittance Information

1. Input the Remittance ID for Expo — THIS ID WILL BE GIVEN TO YOU BY Expo

2. You do not have to enter any bank account or wire transfer information here. This information is already
with the Finance department

Remittance ID Assignment

Customer 1 Remittance ID
Expo2020 13931
Edit Remittance Address / Payment Info Cancel

Edit vour remittance address. Indicate vour nreferred pavment method for the new address. Then. undate information for customers about pavment methods vou supnort. Review vour information

© 2018 SAP SE or an SAP affiliate company. All rights reserved. | CONFIDENTIAL 20



your Ariba Account
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Set Up User Accounts
Roles and Permission Details

Administrator
There can only be one administrator per ANID

Automatically linked to the username and login entered during registration
Responsible for account set-up/configuration and management
Primary point of contact for users with questions or problems

Creates users and assigns roles/permissions to users of the account

Users
Up to 250 user accounts can exist per ANID

Can have different roles/permissions, which correspond to the user’s actual job responsibilities

Can access all or only specific customers assigned by Administrator

© 2018 SAP SE or an SAP affiliate company. All rights reserved. | CONFIDENTIAL
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Users and Roles

1. Click on the Users tab under the Settings option under Account Setting.
The Users page will load.

2. Click on the Create Role button in the Manage Roles section and type in the
Name and a Description for the Role.

ACCOUNT SETTINGS

3. Add Permissions to the Role that correspond to the user’s actual job
responsibilities by checking the proper boxes and click save to create the role.

Customer Relationships

Users

. I‘j Notifications
4. To Create a User Click on Create User button and add all relevant information o | Account ierarny
about the user including name and contact info. o | Appiication Subseriptons
. o . . 0 Account Registration
5. Select arole in the Role Assignment section and Click on Done. You can add up N —
to 250 users to your Ariba Network account 3
0

Electronic Invoice Routing

Accelerated Payments

SAP  Ariba Network Standard Account [Ijporade

Remittances

Account Settings

Customer Relationships Notifications ~ Account Hierarchy ~ Application Subscripions  Account Registration APl management

Manage Roles Manage Users

Roles (1)

Custom tionsh iotificatior
Manage Roles Manage Users

Create and manage roles for your account. You can edit the role and add users to a role. The Administrator role can be viewed, but cannot be modified.

Users(o)
Filters

[ Enatie a H
Permission [] reaure m w0
‘ Select permission assigned v

o
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My Account

Link User IDs

Contact Administrator

Switch To Test ID

Yousef Albudalmoen A...

ANID:

Standard account

Company Profile

Service Subscriptions

Settings

Logout
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Create New Role

on Settings then Users.
to create a role
Enter a name and description.
choose the required permissions by by ticking the checkbox.

click on the “ + “ to choose users from the list.

& 4 [« >

ACCOUNT SETTINGS

Crese e H Account Setfings u Clt Customer Relationships
A
Ve R rhomatce e |
Cutem o U hodcoms A e
| S— | Notifications

Nregefiiss  Marage U

Pemiirs

0 . raw =
i s :I e k.
+
— ey Sors il
(o] [ ram e [
— s ENTY
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Application Subscriptions
Account Registration
NETWORK SETTINGS
Electronic Order Routing
Electronic Invoice Routing
Accelerated Payments
Remittances

Network Notifications

Audit Logs

My Account

Link User IDs

Contact Administrator

U5 test Sul

Company Profile

pplierl fo...

Settings >
Logout
racy Statement  Security Disclosure  Terms of Ut
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Add/ Delete Permissions to User Roles

on “Settings” then “Users”.
as seen below
“Show me all available permissions”
choose the required permissions by ticking and/or unticking the checkbox.

" "
+

click on the to choose users from the list

by selecting the user and deleting it from the role

ACCOUNT SETTINGS

= B Account Setings n e

Customer Relationships My Account
' 1 users Link User IDs
Seberted Rok o ‘
= Notifications Contact Administrator
Maregefiss  Wnage s

Application Subscriptions U5 test Suppliert fo...

' I
= ﬁ. Account Registration Company Profile
Pemisiaes E S B : o Am

e NETWORK SETTINGS Settings >

Electronic Order Routing Logout

Electronic Invoice Routing

i a
o o
o] o L Accelerated Payments
™
Remittances
Network Notifications
- [T [ Pl Audit Logs
— racy Statement  Security Disclosure  Terms of Ut
iH
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Change Admin User Detalils

on “My Account”.

update the 1 common email address you wish to be the admin email for the account - Please
note user id cannot be changed and doesn’t have to be an active email.

Accouns Sottings

Account Information

VP

|

- Vijay Patil
Midda Mo | |
oo |

. My Account
Es P
S— &
Link User IDs
eterned L. -
S N— — N
[ Contact Administrator

— - o @
I:l Allow Ma o Save Filker Pratenences inthe inboe\Owthos:
o -
rrorec- [ 0528 | [ ] [woomazz | [ |

Company Profile

Adcress 1 -| Lniine: 3504 Mazayn Business Senus |

— |

- Settings »
cay- | ousal |
sester + | o pE T - Logout
CountnyRogan | Unitoa Ao Emisatas. [ARE] B
Contact Information Preferences
Picke sl porncord cxarionc ifcrmaticn i i seechionn orn e Crgericetions, mecl Crpderosions [l yons hu o basadio, et el wilh or sy oo horvas il sl £0 oot b wilh s s 12 o b

Hicda iy persanal contact nformation.
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Raise a global support ticket
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How to Create Global Support Ticket

1. Go to ARIBA Log in page (supplier.ariba.com)

2. On top right side, click on “?” icon

SAP  Ariba MNetwork ~  Enterprise Account

3. Click on the support button at the bottom of the page

© 2018 SAP SE or an SAP affiliate company. All rights reserved. | CONFIDENTIAL

Connecting your ecosystem

Standard Chartered an
collaborated to provide
solutions to businesses
Ariba Network. This is ¢
procure-to-pay process
seamless

1 o i
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How to Create Global Support Ticket

4. Write login issue in the message ( For example: Cant open account)

Support Center

| need helplwth cant open account Iscart

Examples:
Account Reassignment
Login/Password Reset

Becoming a user
Registration

5. Select “No” for all the suggested options until the option to “Get Help by Phone” appears
& click on that

SUppUIL Lerel

I need help with cant open account Update

Yes

Does the message "You must enter the username and password associated with your account”
appear?

Can't find what you are looking for? Let us help you.

A Service Alert

Some SAP Ariba suppliers are experiencing an unexpected error within the "My Subscriptions” tab, This is a known issue and
our techaical tsam is working 10 fix the issue. Ve apologize for the inconvenience. Choose your communication preference:

< 2
v et hel hone Estimated wait in minutes: 3
e Contact SAP Ariba Customer Support &') G p by p

Your responses to these questions wil help us provide you an answer or direct you 1o the appropriate support channels.

X Attend a live webinar

Does the message "User already exists. Please enter a different username” appear?

Does the message "DUNS number already exists" appear?

© 2018 SAP SE or an SAP affiliate company. All rights reserved. | CONFIDENTIAL
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How to Create Global Support Ticket

6. fill in all mandatory fields marked as “*” in below form then press
submit.

Ariba Exchange User Community

User 10

.......

7. You will receive a call after few minutes from ARIBA Support

8. Advise them that you need the access to the account on urgent basis

© 2018 SAP SE or an SAP affiliate company. All rights reserved. | CONFIDENTIAL
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Support Options
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Support Options

Supplier Support During Deployment

(X K

Ariba Network Registration or Configuration Support
* Registration, Supplier Fees, Account configuration

» Ariba Support

Enablement Business Process Support
* Business-Related Questions

* Email: Ariba.Onboarding@exp02020.ae

Supplier Information Portal
» How to Find the Supplier Information Portal

Supplier Support Post Go-Live

©
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Global Customer Support

Use the Help Center directly from your Ariba Network Account.

32


https://connectsupport.ariba.com/sites/Company?ANID=AN01525313825MEN&h=DWEEX9j8nOw2gy0wxLeiw#Enablement-Inquiry
mailto:Ariba.Onboarding@expo2020.ae

Training & Resources
Expo 2020 Supplier Information Portal

Select the Company Settings Menu in the top right

corner and then click the Customer Relationships link.

Select the buyer's name to view transactional rules:
The Customer Invoice Rules determine what you can
enter when you create invoices.

Select Supplier Information Portal to view documents
provided by your buyer.

© 2018 SAP SE or an SAP affiliate company. All rights reserved. | CONFIDENTIAL

Account Settings

Pending

Current
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Useful Links

Useful Links

Ariba Supplier Pricing page - http://www.ariba.com/suppliers/ariba-network-fulfillment/pricing

Ariba Network Hot Issues and FAQs - htips://connect.ariba.com/anfag.htm

Ariba Cloud Statistics — http://trust.ariba.com

Detailed information and latest notifications about product issues and planned downtime
- if any - during a given day

Ariba Discovery - http://www.ariba.com/solutions/discovery-for-suppliers.cfm

Ariba Network Cloud Status - https://www.sap.com/about/trust-center/cloud-service-status.html#sap-

ariba (Information about downtime)

© 2018 SAP SE or an SAP affiliate company. All rights reserved. | CONFIDENTIAL

34


http://www.ariba.com/suppliers/ariba-network-fulfillment/pricing
https://connect.ariba.com/anfaq.htm
http://trust.ariba.com/
http://www.ariba.com/solutions/discovery-for-suppliers.cfm
https://www.sap.com/about/trust-center/cloud-service-status.html#sap-ariba

Thank you for joining the
Ariba Network!

SAP Ariba /\\
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