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Account Access and Configuration

http://supplier.ariba.com

Ariba Login
’%9 Join Ariba Network!
Enter yo u r Usern am e & Bl B A° Reaqister your company on Ariba Netwark, the
. . leading supplier netwark with over $100 billion USD
Password and CIle Log | n . ' in annual business across industries, products, and
] SErvices.
to access yo u r e Login Forgot Username Reaqister as a Mew Supplier ==

Forgot Password

Production account.

TIEAD>  “EAPOSALS | CONTRACTS = ORDERS & INVOICES EA Test Suppliert v Feedback Help v Legout
NETWORK
A A A g ARI B A -
Click Administration Test Supplier 1~
1 EAS9003097559, Basic Pack;
NaVI g a-tor tab e Inbox Outbox Catalogs Enablement Tasks Reports e Aﬁmjiijf i{i 1

Company Profile

Proflle Conﬁguration =nding Tasks Learn how to accelerate payment ) Account Settings

N =

WIndOW Opens' L.ﬁ}iﬁl-rr?lﬁz comelste Customer: Usars b
. Purchase Orders Matifications 7
Crder Confirmatiens Account Hierarchy
. e Completeness ) . Order Number:
CIICk On the area you Want i e 1= Network Settings (=
359, Invoices Date Range: Electronic Order Routing
to update_ Payments Last 14 days Electronic Invoice Routing
:'s:?::i?at?::ﬁTo reach n Accelerated Payments
5% > ore. [] Exact Match Remittances
MNetwork Notifications
‘Links -
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Company Profile Configuration

Company Profile Test Supplier 1 ~

Basic (3} Business (2] Marlketing (3] Contacts Certifications (1) EA00009037559, Basic Package

T

Company Profile

Complete or update all required fields listed by an asterisks in Basic

Company Profile section. Click Add button to classify your Company by e e
Commodities, Sales Territory and Industries.

Notifications

Account Hierarchy

In tab Business, enter additional Information for your company, such as Tax
OI’ VAT IDS Metwork Settings

Electronic Order Routing
Electronic Invoice Routing
In tab Marketing you can add Company Description and Company Logo, or | Acslerated Payments

. . . Remittances

links to your social media channels. If necessary add also your D-U-N-S

number in section Credit and Risk Information from D&B.

Network Notifications

The main company contacts can be added to Contacts section. Additional contacts (role- or customer-
specific) can also be setup.

Enter and upload certificates and their expiration date in tab Certifications, if applicable.
Make sure that all changes you made are saved.

The more information you provide, the more relevant business opportunities you may receive.
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Notifications and Network Notifications

Network Notifications indicate which system notifications you would like to Test Supplier 1 =
receive along with which email address you would like to send them to.

EAS2009037553, Basic Package
[ ]

T

Click on Notifications at Account Settings Company Profile
Administrator Navigator. : Account Settings
Network Notifications can Customer Relstionships

Users

be accessed from here as Notifications

We", or yOU may SWitCh to Account Hierarchy
tab NetWOI‘k When |n NET::T.r;ie;:t_:;g!i:mirg
Notifications. Feation when ders are s

Electronic Invoice Routing

Accelerated Payments
You canenterup to 3 | oo Send » notcats ot srenct| |Network Notifications
E-Mail addresses per
notification type. You must
separate each address with —~P—— et sl o e o et et sends s
a comma with NO spaces s codtes o
between emails

Erregics SEBtUS Change Sand o notfcatnn whan invoics sistuses changs.
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Electronic Order Routing
Methods

The way how you would like to transact business with your customers on the
networkcan be set up in Electronic Order Routing section.

The methods available include Online (portal),
cXML, Email, EDI or Fax.

“Online” means that the PO is sent to your
Inbox, without additional copies. Select other
methods to send an additional copy to the routing
selected (recommended - Email).

For e-mail routing check box Include document
in the email message. Use a non-
personalized/distribution list email in Emalil
Address line.

When Ariba Network sends purchase
orders to mailboxes that respond automatically
with “Out of Office” messages, it does not fail the
orders and indicates it received the auto-reply in
the order history log.

Refer to Account Management Guide to find all
possible options.

© 2015 Ariba - an SAP company. All rights reserved.

NeWvork Settings

Accelerated P

s nY-catalog orders as catalog orders if part numbers are en

Test Supplier 1 «

EAS2009037553, Basic Package
[ ]

Embme = bk oo

b b

Company Profile

Account Settings
Customer Relationships
Users
Notifications

Account Hierarchy

Network Settings
Electronic Order Routing
Electronic Invaoice Routing
Accelerated Payments
Remittances
Network Notifications

uting Method

without Email ~
Attachments onlin
4EXML ..............
E
Fax
Catalog Orders Same as new catalog orders without attachments

with Attachments

Options
Email address: |dgarda@ariba.com
Attach cXML document in the email message

email me

V| Include do:

Leave atta e and de 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’.

Current Routing method for new orders: Email
A attachments vill be included in the order.

Configure your e-mail inboxes so that the Ariba
Network notifications do not fall in the junk or spam

mail box
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Electronic Order Routing
Notifications

Change/Cancel Orders

For Change Orders and Other
Document Types select “Same
as new catalog orders without
attachments” or set according
to your preference.

Document Type

Catalog Orders
without
Attachments

Catalog Orders
with Attachments

Non-Catalog
Orders without
Attachments

Non-Catalog
Crders with
Attachments

Specify a method for sending
Order Response Documents
(Confirmations and Ship Notices)

Document Type

Blanket Purchase
Crders

Time Sheets

Specify a User to receive
notifications.

Order Response
Documents

Payment
Remittances

Notifications

Type

Order

Time Sheet

Collaboration
Request

© 2015 Ariba - an SAP company. All rights reserved.

Routing Method Options

s S new = s v .
ame as new catalog orders without attachments Current Routing method for new orders: Email

Current Routing method for new orders: Email
& attachments will be included in the order,

Same as new catalog orders without attachments

3 " wil .
Same as new catalog orders without attachments Current Routing method for new orders: Email

Current Routing method for new orders: Email
& attachments vill be included in the order.

Same as new catalog orders without attachments

Other Document Types

Routing Method Options

s " Y .
Same as new catalog orders without attachments |+ Current Routing method for new orders: Email

Online w Save in my online inbox
Online Return to this site to respond to POs

Email address: |diegarcia@ariba.com,akumar@ariba.com
Email F Attach XML document in the email message

Send notifications when... To email addresses (one required)

Send a notification when orders are undeliverable. * test@ariba.com

Send a notification when change order requests are updated.

[] Send a notification when time sheets are undeliverable. * test@ariba.com

Send a notification when collaboration requests are received. * test@ariba.com
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Electronic Invoice Routing
Methods and Invoice Archival

Electronic Order Routing Electronic Inwoice Routing Accelerated Payments Settlement

General Tax Invoice

For Electronic Invoice Routing choose one of the following methods:

Test Supplier 1 +

EA99009097559, Basic Package
[

S T I

Company Profile

Account Settings
Customer Relationships
Users

Motifications

Online Sending Method
cXML Document Type Routing Method
EDl Invoices online [«

Account Hierarchy

Configure Notifications to emails (the same way as in Order Routing).

Metwork Settings
Electronic Order Routing
Electronic Invoice Routing
Accelerated Payments
Remittances
Metwork Notifications

For Invoice Archival click on Configure Invoice Archival link under the subsection Tax Invoice to

export invoices to your system for legal compliance:

Invoice Archival

Weekly
@ Biweekly
Monthly

Y| Archive Immediately
Start

Archive Delivery URL: i ' Save Delivery URL

After Archive Immediately started you can
either Stop it or Update Frequency any time.

© 2015 Ariba - an SAP company. All rights reserved.

Select frequency (Weekly, Biweekly or Monthly),
choose Archive Immediately to archive without
waiting 30 days, and click Start.

If you want Ariba to deliver automatically archived
zip files to you, also enter an Archive Delivery
URL (otherwise you can download invoices from
your Outbox, section Archived Invoices).
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Remittances

Click Create to create new company remittance information, or Edit, if you

need to change existing information.

Test Supplier 1 «

EAS2009037553, Basic Package

Network Settings

Electronic Order

Routing

* Indicates a required field
EFT/Check Remittances

EFT/Check Remittances
Address
TEST3

Edit Delete Create

Electronic Invoice Routing

City
TEST3

Accelerated Payments

Settlement

Embme = bk oo

b b

Company Profile

Account Settings
Customer Relationships
Users
Notifications
Account Hierarchy

State

Metwork Settings
Electronic Order Routing

Electronic Invoice Routing

Create Remittance Address / Payment Info

ance add
ustomers use it to send you payments

uired field

Add a re
caref

Remittance Address

Address 1; *
Address 2:
Address 3:
City: *
State: *
Zip: *
Country: *

Contact:

Default?:

Remittance ID Assignment

Customer T

Ariba, Inc. - TEST

Indicate your preferred payment method for the new address

Alabama -

United States [USA]

Select contact =

‘fes @ No

Remittance ID

Then, enter

information for cust

© 2015 Ariba - an SAP company. All rights reserved.

Accelerated Payments
Remittances
Network Notifications

In the EFT/Check Remittances section complete all
required fields marked by an asterisk.

Select one of your Remittance Addresses as a default if you
have more than one.

Assign Remittance IDs for this address for each of your
customers. They might ask you to assign IDs to your
addresses so they can refer to them uniquely. You can
assign different IDs for each customer.
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Remittances
Payment Methods

Select Preferred Payment Method
from a drop-down box: ACH, Check,
Credit card or Wire.

Complete the details for ACH or Wire
transfers.

Mention if you accept or not Credit
cards.

Click OK when finished.

© 2015 Ariba - an SAP company. All rights reserved.

Payment Met

noas

Preferred Payment Method: Select

i ACH

Check
Credit

Account Name: | |Wire

Account #:

method [=]

Card

WIRE TRANSFER

Beneficiary Bank

Account Name:
Account #:
Confirm Account #:
Account Type:
Select bank id [=]:
Confirm Bank Id:
Bank Name:
Branch Name:
Address 1:
Address 2:
Address 3:

City:

State:

Zip:

Country:

Bank Phone:

Credit Card

Corresponding Bank

Account Name:

Account #:

Confirm Account #:

Select account type [« Account Type:
Select bank id [=]:
Confirm Bank Id:

Bank Name:

Branch Name:

Address 1:

Address 2:

Address 3:

City:

=] State:
Zip:

United States [USA] [=] Country:

ntr arez

Cou
usai [«

Bank Phane:

Accept credit card: Yes No

Select account type [+

=

United States [USA]

Cancel
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Remove if not applicable

Accelerated Payments

Use the links in the Actions column to view, accept, or reject early payment Test Supplier 1 ~
terms.

EAS2009037553, Basic Package
II:-\.J-H- - bk A e b

You can also configure the notifications Ariba Network sends you when Company Profile

customers propose early payment offers and standing early payment terms Account Settings
Custemer Relationships
offers.

Users

Notifications

Account Hierarchy

Network Settings )
Metwork Settings

Electronic Order Routing Electronic Invoice Routing Accelerated Payments Settlement Electronic Order Routing
* Indicates a required field Electronic Invaoice Routing
Accelerated Payments
Standing Early Payment Terms Remittances

Network Notifications
Show : @ All Offers (7 Proposed Offers () Accepted Offers

Customer Proposed Payment Terms
Last Modified Discount Rate(%) Discount Term(Days) Net Term(Days) Pro-Rated Pre-Accepted Status Actions

No items

Notifications

Type Send notifications when... To email addresses (one required)

Early Payment Offers [7] send a notification when an early payment offer is received. *

Standing Early Payment Terms Offers [7] send a notification when my customer proposes a new standing early payment term.

Ariba - an SAP company. All rights reserved. Public




Current and Potential Relationships

Click on the Customer est Supplier

Relationships ||nk in the IEAQ~:-J|:|0~;|:|~:-J?559r Basic Package |
Administration Navigator. Account Settings ooy o
Custarner Relationships Users Motifications
You can choose to accept customer Current R TCRETTE® Account Settings
. . o . ustemer Relationships
relat|0nSh|pS elther automatlcal Iy Or I prefer to receive relationship requests as follows: ::_:ﬂl':"; : -
II @ Automatically accept all relationship requests l'-J;tir'i-caticrc
manua y' Manually review all relationship requests Account Hir:_'a rchy
. Update ) !
Set up Automatically Network Settings
o o Pending . _ .
accept all relationship requests — s e £ ecronie raer foutng
. = - - - ectronic Inwvalice Routing
as default not to miss any useful to tems Accelerated Payments

Approve | Reject Remittances

Buyers requests.

Network Notifications

Current
In the Pending Section, Approve or Customer Approved Date Routing Type |
Reject pending relationship sk — —
requests. — - |

EA Buyer 01 9 Apr 2012 Default Actions

In the Current Section, review your Beiect
current customers’ profiles and Rejected
information portals. Find Potential
Review rejected customer in the customers in Potential
Rejected Section. relationships Tab
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Managing Roles and Users
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Administrator

Automatically linked to the username and login entered during registration
Responsible for the account management and configuration

The primary point of contact for users with questions or problems.

Creates roles for the account

User
Created by Administrator

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

Responsible for updating personal user information

© 2015 Ariba - an SAP company. All rights reserved.
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Role and User Creation

Account Settings Test Supplier 1
CIICk On the Users tab at Custamer Relationships Users Hotifications Accoun t Hierarc| h
Administration Navigator Manage Users EA99009097559, Basic Package
. [ ]
Embme = sl oot o o m b
The Users page appearS' U“rs‘ nar First Name Last N Ariba D Company Profile
:l:s f ‘ :: 2 Account Set:ting.s .
1 First Create a role Edit Delete Addto Contact List Remove from Contact List Make Administrator Create User CUEtCITIE’ d‘E|atICPS|-‘IpE
Users
' Manage User Roles Notifications
1. Click on Create Role button | ... Account Hierarchy
in the Manage Roles S Network Settings
t. 2!”’::\‘:”&” ;Z::\i Edit Delete ElECt,CI‘iE C’dE, :‘-CUtiltg
sectuon. AR rale 1 kta”; [ Electronic Inwvoice Routing
Discount Mgmt Detsils Edit Delete Accelerated Payments
2. Type Name and I
Description for the Role. Network Notifications

3. Add Permissions for the
Role that correspond tothe 2 Now create a User.
user’s actual job 1. Click on Create User button.
responsibilities by checking

proper boxes 2. Add all relevant information about the user incl. name and contact

info.
4. Click Save. New Role is

created. 3. Select a role in the Role Assignment section.

4. Click on Done.

You can add up to 250 users to your Ariba Network account.

© 2015 Ariba - an SAP company. All rights reserved. Public 16




Modify User

Account Settings Save Close

1. Click on the
Administration tab.

Customer Relationships Users Motifications Account Hierarchy

Manage Users

2. Click on Edit for the | ...-
Selected user. Username t Email Address First Name Last Name Ariba Discovery Contact Role Assigned Visible To Customer

lagarza@ariba.com agarza@ariba.com Ale Garza No AR role Mo
- tleall@ariba.com tleal@ariba.com Tessie Leal No Discovery (...) No
3. Click on the Reset _ _ -
Edit Delete Addto Contact List Remove from Contact List Make Administrator Create User
Password Button to

Edit User Save Cancel
reset the password View use inormaion o
ba log in pa

Of the user. with instructions to specify a new pa

Select

ed User Information
4. Other OptlonS: Username: carmen userl
Delete User Email Address:

First Name: Carmen
Last Name: Sanchez
Ad d to CO ntact Office Phone:  +1 (412) 2978069
5 7| This user ic the Ariba Discovery Contact £
List

Reset Password

Remove from
Contact List -

Make
Administrator Ao

AP Role PO

Discovery respond to postings on Discovery

Discount Mgmt

© 2015 Ariba - an SAP company. All rights reserved. Public




Enhanced User Account Functionality

John Srnith + S

When clicking on your name in top right corner, you’ll access the
User Account Navigator. It enables you to:

My Account

Switch To

Quickly access your personal user account information and

# John Smith

SettlngS acmesellerz@ariba.com

. . Switch To Test ID
Link your multiple user accounts — .
Switch to your test account (—clerk@arba com

are

s on
Link User IDs

re vo

After your multiple user accounts are linked, the User Account
Navigator displays the multiple user accounts. retaned beyond 18 months, subscribet

Signup For Advantage Package, Subscri

. . . My Account
Click on My Account to view your user settings.
Complete or update all required fields listed by
an asterisks. et Adres:  sicha@arbacom

If you change username or password, Frat ame: +[FE

remember to use it at your next login.
Hide personal information if necessary by
checking the box in Preferences section. B
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