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Overview




Introduction to Ariba Network, Standard Account

What is ARIBA Network ?
SAP Ariba® is a SAP solution that enables you to conduct paperless and automated business transactions with your clients.

Who is this solution for ?

Since 1996, Ariba has been transforming the global procurement landscape for businesses of all sizes, and we are excited to
provide you with this opportunity.

What is a standard account?

Thanks to interactive emails, a standard account on Ariba Network gives you a fast way to do business with your customer
(purchase order, order confirmation, invoicing, etc.)

What does this mean for you?

Transacting on Ariba Network via a standard account will allow you to meet your client’s requirements by joining them on Ariba
Network

What are the User accounts?

standard account provides access to quickly transact with your customers that operate on Ariba Network, improves customer
retention, and allows you to get paid faster.

What is the cost of transacting business on Ariba Network?
Transacting on ARIBA Network with a standard Account is free of charge.

© 2017 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC
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https://support.ariba.com/ariba-network-light-account

Onboarding process within <Buyer> project

M3INIBAQ

( ........................................................ 1 tO 2 monthS )

First interactive
email and Go Live

© 2017 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC



Account setup




Account setup

Receive
interactive email

from your customer
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Sign up for
standard
account

Configure account,
accept terms of use,
and register

Transact with a
customer using
standard account
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1. Recelive Interactive Email Order from Customer

When you customer will make his first order, you'll receive an email from ARIBA
Click the button in the PO notification (interactive email) received in your email box

dnjas
UN022Y

Buyer ABC sent a new order

Your customer sends their orders through Ariba Network. You'll get a FREE Anba Network, light account to process this order. If
you have an account, you can use it and log in now.

Process order

This purchase order was delivered by Ariba Network. For more infarmation about Ariba and Ariba Network, visit http://www.ariba.com.

. To: Purchase Order

’:""“t' ACME-VV001 Inc (New)
ustomer
Buyer ABC (S) fgggﬂsgsjtijac PO2017-06-05VW001ID01
Soldte Str. 50 Amount: 450.00 EUR
30001 Muenchen Spain
Phone:

Germany Fax:
Email: (Contact) soldte de@buverabec.com Email:
Phone: +1 (610) 4816648 vinoth.visvanathan@sap.com

Address ID: soldTo123

Next step
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2. Sign up for standard Account

Select the option to create a new standard account
-OR- use your existing standard account by clicking on

Ar| ba N etwork Help Center

Join your customer on Ariba Network!

Already have an account

e i~ ¥

dnjas
1UN022Y

Strengthen relationships Connect faster Reach more customers worldwide
Collaborate with your customer on the Exchange documents electronically Sign up with Ariba Discovery and
same secure network. and streamline communications increase sales leads.

Ariba Network standard account is Free
Learn more

Next step
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3. Configure Account, Accept Terms of Use, and Register

@ Review your Company information @ Enter your User account information

| User account information |

ICompany information |

USRS BACME-Company Ind *  First Name Last Name
o &
iry* | Singapore [SGP] v 2 8
| S 5
' 2000 Street ABC J Use my email as my username =1
Line 2
Line 4
*  Singapore
anguage English v
* 14000
e JS@SAP.COM
@Accept and click on

have read and agree to the Terms of Use and the Ariba Privacy Statement
-

Please, note that after your Standard Account is registered, future Pos will be sent to your designated user account email

Next step o
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4. Transact with a customer using standard account

@ Click on Create Order Confirmation, Create Ship Notice, or Create Invoice to get started.

@ If you need assistance, please refer to the articles in the Help Center (right-hand side).

dnjas
1UN022Y

(_
Purchase Order: 0170102_MEG_PO1 @ “
Po invoice

Results for Po invoice
jer Confirmation & Create Ship Notice = Create Invoice Hide | Print Download PDF Export cXML | Download CSV | Resend

B About FO-based invoices

Orer Detol Order History | How to create a PO-based invoice
4
From: To: Purchase Order How do | add a new customer
Customer Test supplier SMO 01-TEST (New)
BuyerA USA Radlicka 14 0170102 MEG PO1 How do | add an attachment to my
5 - $400 D invoice?
Jebenstrasse 7 150 00 Prague Amount: $400.00 USD invoice

10623 Berlin

Next step
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.
Select Electronic Order Routing Method (optional)

Customize the way you are notified of received POs

Company Setingsv  Tom Whitev  Help Cel Network Settings “

SupplierTest CH- Test
ANID: AN01395117826-T

Electronic Order Routing Electronic Invoice Routing Accelerated Payments Settliement

Indicates a required field
Company Profile
Capabilities Preferences

Account Settings External System Integration

Configure cXML (native) integration >
Customer Relationships % (]
= 8
Non-Catalog Orders with Part Numbers c
Users - £
Process non-catalog orders as catalog orders if part numbers are entered manually ;!-
Notifications

New Orders

Application Subscriptions
Document Type Routing Method Options
View All

Email address

Metwork Settings

Aftach cXML document in the email message
Catalog Orders without

Attachments Emall ™ J Include document in the email message
Electronic Order Routing @ Leave attachments online and do not Include them with emall message
C C g

This applies to all orders with attachments that have the routing method
"Same as new catalog orders without attachments”

Electronic Invoice Routing
Accelerated Payments

Remittances Log into your standard account via https://supplier.ariba.com

Network Notifications

Go to “Company settings” and then “Electronic order routing”

Audit Logs

View Al Leave Email : send a copy of the PO via email.

You can enter up to 5 email addresses per purchase order type. You must separate each address with a
comma but include NO spaces between the emails. Please tick “include document in the email message”
as showed above.

Next step

© 2017 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC
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Set up User Accounts
Admin vs users

The administrator can create different user accounts to allow other people in his company to submit documents.

Role

A role will allow or restrict access to different areas of the Ariba account. The administrator is the only one having access to all functionalities
of the account.

Administrator

There can only be one administrator per ANID A few steps to create users (see following slides) :

Automatically linked to the username and login entered during registration . o
Create a Role if not existing

Responsible for account set-up/configuration and management,

sSjunodde

Create a personal username with personal email address

Primary point of contact for users

. . Assign a role to this person
Creates users and assigns roles/permissions to users of the account 9 P

Send an invitation to this user

User (Up to 250 user accounts can exist per ANID)
Can have different roles/permissions, which correspond to the user’s actual job responsibilities

Users will have access to the Ariba account but users are not automatically notified of new documents. For notifications, please
review the electronic order routing section.

Next step

14
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Set up User Accounts
1. Create Roles

Click on the Users tab on the
Company Settings menu.

Click on the Create Role button

Type in the Name and a Description for the
Role.

Add Permissions to the Role by checking
the proper boxes and click save to create
the role.

© 2017 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC

Company Settingsv %W

jUnitOrg - LV8b8fbit...
ANID: AN02003380348
Standard Package

Company Profile

Semnvice Subscriptions
Account Settings

Customer Relationships
Users @
Notifications

Account Hierarchy
View All

Network Settings

Electronic Order Routing
Electronic Invoice Routing
Accelerated Payments
Remittances

Network Notifications

Customer Relationships Users Motifications Account Hierarchy

Manage Users

ge users for your Ariba acoount. If you enter an email slias, specify the alias owner's name and phone numbe

Users
Usemame f Email Address First Name LastMame Ariba Discovery Contact
rebecca.novotny@sap.com rebecca.novotny@sap.com Rebecca MNovotny No
Ly Edit | | Delete | | Addto Contact List | | Remove from Contact List | | B ‘ ||
Manage User Roles
ge roles for your account. You can view or edit the detsils of 2 role. The Administrator role can be viewed, but cannot be modified or sssigned to another use
Role
Name Actions
Administrator Details

All Access

Details Edit Delete

New Role Information

@ Name: * Logistics

Users sending ship notices|

Description

@

1 v P

Permission
Confract Access

Inbox and Order Access
Folio Management
Invoice Generation
Logistics Access

Outbox Access

Next step
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Set up User Accounts
Roles and Permission Details

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. You can assign the same role to multiple users.

List of the roles recommended for users:

Recommended list of
Permissions Additional recommendation permissions for users working

on documents on the portal

Inbox and Order Access for users who need to access documents you have received
Outbox Access for users who need to access documents you have sent
. : For users who need to work on ship notices and in a later stage, on
Invoice Generation L
invoices. 2
Customer Administration For administrator only. Users should not manage customer relationships 8
Company Information For administrator only. Users should not manage company profile %
Account Hierarchy Admin Applicable only if you have multiple Ariba accounts linked by a parent/child
hierarchy (see account configuration guide: account hierarchy). For
Child Account Access administrator only.
© 2017 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC NeXt Step
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Set up User Accounts
2. Create User

Manage Users
To Create a User Click on the “Create User” button
Add all relevant information about the user. Choose a e —
Username In emall format (for example Same aS user rebecca novoiny@sap.com rebecca.novotny@sap.com Rebecca MNovotny Mo
email address). L Edit H Delete H Add to Contact List H Remove from Contact List H ake Administrato ‘|| Z(;)- |
M M M 1L Llser Pole: 1
Write down the valid email address of the user (to - :
] ] ew User Information
receive a password reset email). @
Username:* LogTeam@supplierl.com
Fill in his name and leave the rest blank. @Ema“ Address:+ | mary@sap.com
. . . . QD
Select a role for this person in the Role Assignment First Name-* | Mary S
Sectlon Last Name:* White %
. . @ This user is the Ariba Discovery Contact a"
You can also select a specific customer if you have Limited access
more than one customer transacting via this account. Offce Phone: s
Click on Done. _
Role Assignment
The user receives 2 notifications to set up his - S
password (1 email with a link and 1 email with a Al rights
paSSWO rd) s/ Logistics @ Users sending ship notices
Customer Assignment
Assign to Customer | @ All Customers @
Select Customers

© 2017 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC N eXt S t e p 17






Standard Account vs. Enterprise Account on Ariba Network

Features

Standard Account

Enterprise Account

Access

Through email notifications

Online dashboard

Company Profile

Purchase Order, Order confirmation (full & partial),
Ship Notice, Service Entry Sheet, (Non-PO) Invoice,
Credit Memo

Electronic Catalogs

X

Invoice status

Email notifications

Outbox with easy access from any browser

Legal Archive

Email notification and online
download

» Long-term invoice archiving for global compliance (Regional
restrictions apply)
» Capability to mass download invoices for local archiving

Ariba Support

Online Help Center

» Support via phone, chat, or emalil

* Direct access to enablement experts for onboarding assistance
» Technical support for configuration and integration assistance

* Online educational training courses

apeibdn

Integration X

Reporting X

Multiple customer relationships

Multi users

Mobile App

Fees for documents exchange FREE Fees may apply, See complete detalls.

© 2017 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC
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http://www.ariba.com/suppliers/ariba-network-fulfillment/pricing
https://support.ariba.com/ariba-network-overview

How to upgrade to an Enterprise Account to realize the full value of Ariba Network

On your Home Page:

y
Ariba Network Upgrade from st RS Upgrade to realize the full value of Ariba Network!
STANDARD ACCOUNT ENTERPRISE ACCOUNT

External Document v 0 ents
CESHESS Your current account
FULFILLMENT

+ Respond to emailed orders using

features that your customer + Skip the emails. Get and manage
requests, like order confirmations, orders and invoices all on Ariba
‘ P— ship notices and invoices Network.
Orders, Invoices and Payments All Customers Last 14 days Now we're mobile. " % Orders and invoices P o ’
+ Check invoice status and create + Use CSV uploads to manage large
Check it out non-PO invoices, if supported by documents.
1 1 0 0 eckitout. your customer
New Purchase Orders to Confirm Orders that Need Pinned Documents N : .
Orders Attention ppioe ] + Publish catalogs that detail your
= Catalegs products and services
® Int ) < Integrate with your backend systems
= Integration through CXML or EDI
6009722981 2 ﬁé;"”s du groupe Richemont - New $1400000USD 12 Feb 2019 $000 USD Tasks J

- < Access to long-term invoice

Undate Profile Information (4 Legal Archive archiving ,:reg?nna| restrictions apply)
- . « Get reports to track transactions and
8 Reporting sales activities

« Help Center, phone, chat, and web
% Support Help Center Tren
%, Fees Free Based on usage
By the way, you can use these with any account.

SELLING

% Ariba Discovery  Join our business matchmaking service to get high quality sales leads. Fees

may apply
2 Sourcing, Contract  Attract potential customers with your profile and get invited to auctions and
Management other events.

Learn more about all the features of Ariba Network.
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<Buyer> project - Help Resources

GO-LIVE
? PRE - GO LIVE v POST - GO LIVE
Using ARIBA
(<Buyer> context) @
Using ARIBA '
~
(7]

djaH

(technical questions)

22
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.
Generic Help Resources

The Help Center will provide assistance while using your standard Account:
‘.‘ Click the Help Center link at the bottom of your interactive email
- When logged into your standard account, click the Help Center link in the upper right
corner to expand the panel and gain access to relevant help topics

Useful videos from help Centre:
Order confirmation via standard account

Send a ship notice

Add a new user

Send an invoice

- The Ariba Network, standard account support page will provide access to:
A summary of standard account features

The Supplier Success Session Portal to register for an upcoming live demo (Weekly
Live Webinar)

A pre-recorded overview and demo of standard account

djaH
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.
FAQ

Q: What is standard Account capability on Ariba Network?

A: Ariba Network, standard account capability is a new, fast, free way to automate business with any buyer. Support for most transaction types helps
maximize efficiency and meet buyer compliance requirements. There is no need to upgrade, unless you are ready for advanced capabilities such
as support for catalogs, back-end integration or to manage larger document volumes through online access

Q: How can | access this new capability?

A: Your customer must send you a standard account invitation to transact with them using this methodology. Or if you self register on Ariba Network,
SAP Ariba Discovery or you are invited to SAP Ariba Sourcing solutions and do not have or use an existing account (ANID) you can register and
will be started at the Ariba Network, standard account capability level. In the latter case you will not exchange orders and invoices with your

customer unless they establish a relationship with your account first but you can use other functionality.

Q: What document types are supported for this free account?

A: Suppliers transact unlimited documents such as orders, order confirmation (OC), advance ship notices (ASN), and service entry sheets (SES),
PO-invoices using PO-Flip (convert orders into an e-invoice with the simple click of a button), non-PO invoices and credit memos, invoice status
notifications, payment proposals, and remittance details.

Q: What if | have already signed up for Ariba Network? Can | switch to standard Account?
A: If you are already using Ariba Network with a buyer, we recommend that you continue using this transaction method. There is no direct way to
change an Ariba Network subscription (enterprise account) to a standard account.

Q: Am Irequired to register on Ariba Network to use standard Account?

A: Yes. You will be sent an interactive email from your buyer. To respond you must register for a free standard account. This free account is not the
same as an enterprise Ariba Network account. You only need to upgrade to an enterprise account on Ariba Network when you determine that

you desire the additional functionality.

More FAQ
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.
FAQ

Q: How do Il invoice a purchase order if | lose the email notification?
A: If you misplace a purchase order (PO) email notification, you have the following options:

* Resend the PO email: Log in to your Ariba Network standard account. In the PO list on the home dashboard of your account, click
Select > Send me a copy to take action in the Action column next to the PO.

* Reguest a manual copy of the PO from your customer: After you have a copy of the PO, you can create and submit a non-PO invoice.

Q: How do | create documents against purchase orders from my customer?

A: To process a purchase order, you need to click the Process Order button in the purchase order email notification.
After you register or log in to your Ariba Network standard account, you are taken to the purchase order details page, where you can
create documents like order confirmations, ship notices, and invoices against the purchase order.

Q: How do | add purchase orders to my existing Ariba Network Account?
A: If you've previously registered a standard account or enterprise account on Ariba Network to transact with a different customer, you
have the option to add the transactions with your new customer to your existing account.

To add your new purchase orders to your existing account:
1. In the purchase order email notification, click Process order and then click Log in on the standard account landing page.

2. Log in with the administrator username and password for the existing account.

Q: What should | do if my registration confirmation link is expired?
A: If the confirmation link expired immediately after receiving the email, please log in to your account
directly at https://supplier-2.ariba.com

If the confirmation is accepted, you will be able to view your account. If you are unable to access your account, you can request to
resend the confirmation email.

26
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