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Configuring a SAP Business Network
(SBN) Account



Configuring a SAP Business Network Account for PunchOut

Login to your Business Supplier Account (https://supplier.ariba.com)

SAP Business Network ~ 5 ®
Supplier Login SAP Business Network Administrator Guide
| In this session, we shall cover the role of the
SAP Business Network Administrator and their
User Name role to keep your business working effectively
on the Network. This session will cover items
relevant mainly to the account Administrator
role.
Password
Forgot Username or Password
New to SAP Business Network?
Register Now or Learn More
Supported browsers and plugins
E-E D4 £ 2022 SAP SE or an SAP affiliate company. All rights reserved. Privacy Statement ~ Security Disclosure  Terms of Use

Assistance from your IT Manager may be needed for the following slides.

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners
reserved.



Configuring a SAP Business Network Account for PunchOut

Switch to your Test Account
Your Network Account needs to be set up in both your Test and Production environments

Find your initials in the upper right corner and click for the pull down menu, then click “Switch To Test
Account”

SAP  Business Network v Enterprise Account

Orders ~  Fulfilment ¥ Invoices ~  Payments v  Catalogs  Reports ¥ More v Catalog Mgr

If you don’t see a “Switch to Test Account” link,

i Enablement Workbench » 2 'm Catalog Manager@supplier.com
your Test account has not yet been set up. | pr— e - By oo
Contact your SAP Business Network L, Vo Uy

Administrator 0

Overview Getting started

Contact Administrator

O O O O O I Switch to Test Account

New orders Changed orders Orders to invoice Rejected invoices Orders

You will get a warning.
“Y.ou are about to SWItCh to TeSt MOdel” Last 31 days Last 31 days Last 31 days Last 31 days Last 31 days ANID: AN99999999999
Click “OK”

Company Profile

Supplier Company

My widgets  TestBuyer v % Customize
Marketing Profile
Purchase orders Last 3 months v nvoice aging Activity feed | All v

Service Subscriptions
$ O $ O Settings >
AUD AUD
Logout
© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners 5

reserved.



Configuring a SAP Business Network Account for PunchOut

Business Network v Enterprise Account TEST MODE

Go to Catalog tab,
choose Customer
Catalogs, and click |
PunchOut Configuration. l S Selaciel”

ers and Releases Vv All customers Vv Exact| Network Catalog

Vo

—— ]

This area allows you to
create your default
PunchOut connection as well
as a unigue connection with Catalogs

your customer (if applicable). SN [Er—

E ® o™

Home Enablement Workbench Orders ~ Fulfillment -~ nvoices Payments ~ Catalogs Reports Mare ~ Create ~ 202

Manage your PunchOut configurations for all your customers or specific customers.

Please note the next steps
need to be completed in your

Test and Production

environments. .

Name Customer Name URL Created By Date Created |

No PunchOut Configuration

reate | Name‘ | [ Search

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners
reserved.



Configuring a SAP Business Network Account for PunchOut

To create your default PunchOut Catalog:
Click on Create

In the Name field, write “Default URL” as
seen in the image.

Add your company’s complete
PunchOut Request URL within the
PunchOut URL field.

» This is the default URL that will be used for all of

your customers, each time they initiate a
PunchOut session.

Note: Refer to the section

to use a unique URL.

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners
reserved.

PunchOut Configuration

Wanage your PunchOut configurations for all your customers or specific customers.

Level 1 Index File Template m

Name Customer Name URL

. I N (]

Create PunchOut Configuration

Fill out the following information to configure your PunchOut URL.

PunchQut URL *| https:/hww. nchoutrequesturl.com |

Name:* | Default URL |

Authe

ntic

sibility: (@) Public - The URL is applicable for all your customers

Private - Choose the customer who will be directed to the URL below

ation Default Authentication

@) Customized Authentication

recommended to leave this field blank if you support ProfileRequest documents.



Configuring a SAP Business Network Account for PunchOut

SeleCt Pu b I | C V| S | b | | |ty as th |S Create PunchOut Configuration “ ‘.7{:8”09[
d efau It U R L Wi | I be u Sed to rece ived Fill out the following information to configure your PunchOut URL.

the PunchOutSetUpRequest.
This link can be used to connect with s e

Enter your website’s URL for receiving PunchOutSetupRequest documents. It is recommended to leave this field blank if yvou support ProfileRequest documents.

al I Cu Sto m e rS . Visibility: . Public - The URL is applicable for all your customers

() Private - Choose the customer who will be directed to the URL below

¢ Note 1: ThiS Setting Wi” not impact Authentication: i.i.'DefaultAuthentication

{ . | Customized Authentication

WhICh CUStc_)merS Can access the Select an authentication method:
punchout site.

l\.—:""e:*‘ Default URL ‘

‘ @

d N Ote 2 : TO CO nfi g u re a Custo mer Confirm Shared Secret:* ‘
S peCIfI C p u n C h O Ut CO n n eCtI O n ! u SI n g a e st updates for catalogs, specify the URL where customers can obtain the updated pricing lists. The URL can either be & custom URL or the same as the PunchOut Request
specific URL link, please refer to

Shared Secret: *

URL.

Server name indication: |:| @

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners
reserved.



Configuring a SAP Business Network Account for PunchOut

Next, select an Authentication

option. The Preferred method is

Shared Secret.

If using the customized option, type in
your Shared Secret, and confirm it.

© 2019-2023 SAP SE or an SAP affiliate company. All rights

Customized Authentication: This shared secret is
used purely for PunchOut catalog connectivity.
These credentials will be sent to your PunchOut site

to authenticate requests from ALL Buyers.

Default Authentication: This Account Level

authentication is used for all cXML transactional
documents and is maintained in another section of
your Supplier account. More detail regarding this

topic and setup is covered in section

reserved.

INTERNAL — SAP Buyers, Suppliers and Partners

Create PunchOut Configuration
Fill out the following information to configure your PunchOut URL.

MName:* | Default URL

Punchout URL:* | https:/www.supplierpunchoutreguesturl.com

tomers to perform shopping and product selection directly on your Website
L for receiving PunchOutSetupRequest documents. It is recommended to leave this field blank if you support ProfileRequest documents
Visibility: (@) Public - The URL is applicable for all your customers
Private - Choose the customer who will be directed to the URL below
Authentication: Default Authentication
@) Customized Authentication
Select an authentication method: Shared Secret ~
Shared Secret:*
Confirm Shared Secret: *
Pricing Updates: Select... W

If you support pricing list updates for catalogs, specify the URL where customers can obtain the updated pricing lists. The URL can either be a custom URL or the same as the PunchOut Request
URL.

Server name indication:



Configuring a SAP Business

Uncheck if your URL is not
Server Name Indication (SNI)

enabled.

Click OK

© 2019-2023 SAP SE or an SAP affiliate company. All rights
reserved.

INTERNAL — SAP Buyers, Suppliers and Partners

Network Account for PunchQut

Create PunchOut Configuration

Fill out the following information to canfigure your PunchOut URL.

Name:* | Default URL ‘

PunchOut URL:* | https:/fwww.supplierpunchoutrequesturl.com

PunchOut allows customers to perform shopping and product selection dire your Website.

Enter your website’s URL for receiving PunchOutSetupReguest

Visibility: ) Public - The URL is applicable for all your customers

) Private - Choose the customer who will be directed to the URL below

Authentication: ) Default Authentication

\ . ) Customized Authentication

Select an authentication method: Shared Secret ~

Shared Secret:*

cuments. Itis recommended to leave this field blank if you support ProfileRequest documents.

Confirm Shared Secret:* ‘
Pricing Updates: Selec
If you suppeort pricing list updates for catalogs, specify the URL where customers can obtain the updated pricing lists. The URL can either be a custom URL or the same as the PunchOut Request

URL.

Server name indication: I:‘ ®

10
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Native cXML transaction setup

This option refers to the account level
Default Authentication. This option
would be used for all cXML transactional
documents across all customers.

To access this authentication setup:
= Click your initials

» Select Settings

= Click Electronic Order Routing

© 2019-2023 SAP SE or an SAP affiliate company. All rights
reserved.

INTERNAL — SAP Buyers, Suppliers and Partners

SAP

Business Network v Enterprise Account TEST MODE

Home Enabl Workbench Orders v

Fulfillment v Invoices v

Orders and Releases 2

A
i -
Overview Getting sta:tede
< O O
New orders Items to confirm
Last 31 days Last31d
My widgets Al customer #% Customize
Purchase orders Last 3 months v Invoice aging

$0 . $0 e

08 0

$0.6 6

0.4 0.4

50.2 02

50 . . )
A Jun

All customers

Reports v

0

Orders Orders to invoice
Last 31 days
Activity feed | All v

Messages

@ in 20, 2022 | 11:32 A

40000001M

More v

Account Settings
Customer Relationships
Users

Notifications

Application Subscriptions
Account Registration

Network Settings

Electronic Invoice Routing

Accelerated Payments
Remittances

Data Deletion Criteria
Network Notifications

Audit Logs

[ Catalog Mgr

test-c

alog.mai supplier.com
My Account

Link User IDs

Contact Administrator

Switch to Production

Supplier Company

>

ANID: A

Premiul

Packag

Company Profile

Marketing Profile

Settings >

Logout

$1.00 AUD

12



@

Native cXML transaction setup

GAP  Business Network Enterprise Account  TesT

Network Settings

Click Configure cXML (native) Integration -

* Indicates a required field

Accelerated Payments Settlement Data Deletion Criteria

External System Integration

Configure cXML (native) integration
Configure SAP Integration Suite, managed gateway for spend management and SAP Business Network (non-native integration)

Select your Authentication Method. The
Preferred method is Shared Secret. B

CXML Setup

The PunchOut URL and Pricing Updates sections have been moved to Catalogs listings. On the Catalogs page, click PunchOut

Type in your Shared Secret credentials. B .

cXML is an electronic format for sending and receiving business documents.

* Indicates a required field

» This Shared Secret will be sent to your
systems to authenticate requests.

XML documents it validates.

Select an authentication method. This selection will refresh the page content

Current Shared Secret:*

Confirm Shared Secret:*

nse. If you need to reset

and caches the

ML

Click OK

Enter your Website's URL for receiving ProfileRequest documents.

tion o retrieve a li organization.
cument,

click Reset Profile

Reset Profile

Profile URL:

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners

reserved.



Configuring your Customer Specific



Configuring your Customer Specific PunchOut URL connection

In some cases, you may wish to use a
unique PunchOut URL, that is different to

your Default URL, for a specific customer.

To configure your customer specific
PunchOut URL connection, please follow
these steps.

Login to your SAP Business Network
Supplier Account
(https://supplier.ariba.com)

SAP~ Business Network ~ = @

Supplier Login SAP Business Network Administrator Guide

In this session, we shall cover the role of the
SAP Business Network Administrator and their
role to keep your business working effectively
P on the Network. This session will cover items

I relevant mainly to the account Administrator
role.

o
o
o
£9
]
@

Forgot Username or Password

New to SAP Business Network?
Register Now or Learn More

Supported browsers and plugins

Assistance from your IT Manager may be needed for the following slides.

© 2019-2023 SAP SE or an SAP affiliate company. All rights
reserved.

INTERNAL — SAP Buyers, Suppliers and Partners
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Configuring your Customer Specific PunchOut URL connection

Switch to your Test Account
Your Network Account needs to be set up in both your Test and Production environments

Find your initials in the upper right corner and click for the pull down menu, then click “Switch To Test
Account”

iness Network v Enterprise Account

If you don’t see a “Switch to Test Account” link,
your Test account has not yet been set up_ R e s e, O T e
Contact your SAP Business Network
Administrator

Convert to Standard account

My Account

Link User IDs

You Wi” get a Warning- O O O O O |CC‘Jl.WtaCtAdminstrator
“You are about to switch to Test Mode.” : ’

Premium Package

Company Profile

My widgets — Testsuyer v
Marketing Profile

Purchase orders Last 3 months v nvoice aging Activity feed | All v L
Service Subscriptions

$0 e $0.... - ;

Logout

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners 16
reserved.



Configuring your Customer Specific PunchOut URL connection

SAP  Business Network v Enterprise Account TEST MODE ® cM

GO to Catal O g tab, Home Enablement Workbench Orders v Fulfillment v Invoices v Payments v Reports v More ~ Create \/ | ooo

choose Customer =
Catalogs, and click | T
PunchOut Configuration. SE—

0 0 | 0 0 | 0 .0

—— ]

Please note the next steps

need to be completed in your
Test and Production
environments. Catalogs

GAP Business Network ~ Enterprise Account  TEST MODE =] @) CM

Files PunchOut Configuration |

Manage your PunchOut configurations for all your customers or specific customers.

Level 1 Index File Template View/Edit

Name Customer Name URL Created By Date Created |

No PunchOut Configuration

Create | Name‘ | [ Search

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners
reserved.



Configuring your Customer Specific PunchOut URL connection

Files PunchOut Configuration

To create your customer specific

P u n C h O ut C atal O g CO n n e Cti O n : Manage your PunchOut configurations for all your custamers or specific customers.
Level 1 Index File Template m

Click on Create

Name Custormer Name URL

In the Name field, write your
customer’s company name.

. I | - oo

Add your company’s complete unique
PunchOut Request URL within the _
PunChOUt URL fleld ThlS iS the Create PunchQut Configuration “ ‘ Cancel
location where your customer’s Fil outthe ellowng niormtion o confiere your Punchout URe
specific PunchOut requests will be

sent to. This field is checked, Punchout UL+ | hepsivn suplimpunchoutequestrl comicustomer
and its value used each time your Err o1 et UL s PhOnS0peset documenes. k£ roceamero! vt ik Bk iy i Profio et s
customer punches out to your site.

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners 18
reserved.



Configuring your Customer Specific PunchOut URL connection

Select Private visibility as this
URL is applicable to only your

specific customer.

* Note: A table will appear and show
all existing customer relationships.

Next, select Customized
Authentication option. The

Preferred method is Shared Secret.

This Shared Secret will be sent to
you to authenticate requests from
your Buyers. Type in your Shared
Secret, and confirm it.

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners

reserved.

Create PunchQut Configuration

Fill out the following infermation to configure your PunchOut URL.

Name:* | CustomerMame ‘

PunchOut URL:* ‘ https:/fwww.suplierpunchoutrequesturl.com/customer ‘

hOut allows customers to perform shopping and product selection directly on your Website
Enter your website’s URL for receivir to leave this field blank if you support ProfileRequest documents.

ng PunchOutSetupRequest documents. [t is recommended

Visibility: Public - The URL is applicable for all your customers

@ | Private - Choose the customer who will be directed to the URL below

I:l Customers 1

Authentication: Default Authentication

@ | Customized Authentication I

Select an authentication method: Shared Secret

Shared Secret:*

Confirm Shared Secret:*

Pricing Updates: Select... A%
ogs, specify the URL where customers can obtain the updated pricing lists. The URL can either be a custom URL or the

If you support pricing list updates for catalo,
same as the PunchOut Request URL.

PP )
Server name indication: w

19



Configuring your Customer Specific PunchOut URL connection

U ncheck |f you r U R L is not Server Create PunchOut Configuration [nl | Cancel ‘
N am e I n d I C at I O n (S N I) e nabled . Fill out the following information to configure your PunchOut URL.

CustomerName ‘

Name:*

CI ICk O K PunchOut URL:*

https:/iwww.suplierpunchoutrequesturl.com/customer ‘

PunchOut allows

customers to perform shopping and product selection directly on your Website.
Enter your website

o receiving PunchOutSetupReguest documents. It is recommended to leave this field blank if you support ProfileRequest documents.

Visibility: | | Public - The URL is applicable for all your customers

. ) Private - Choose the customer who will be directed to the URL below

I:‘ Customers 1

Authentication: | ) Default Authentication

| . ) Customized Authentication

Select an authentication method: Shared Secret ~

Shared Secret:*

‘ ®

Confirm Shared Secret:*

Pricing Updates: m

support pricing list updates for catalogs, specify the URL where customers can obtain the updated pricing lists. The URL can either be a custom URL or the
same as the PunchOut Request LRL.

Server name indication: D f_l:il

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners
reserved.
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Setting up Default Level 1 Index File Template Details
In Level 1 PunchOut, the catalog file is a simple, one line Index file. This is because a Level 1
Catalog appears on the catalog interface just as a link to the Supplier’s website.

The PunchOut icon tells the User that this is an external
catalog, as well as the “Buy From Supplier” button.

@ [Z]Supplier ABC - PunchOut >
Supplier: Test Supplier Buy from Supplier

Add to Favoritesw”

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners 22
reserved.



Setting up Default Level 1 Index File Template Details

Enter default PunchOut details
by specifying standard
Information and company logos
to be applied to all future
PunchOut Level 1 catalog
templates.

Go to Catalogs tab, choose
Customer Catalogs, and then
click the PunchOut
Configuration tab.

Click View/Edit to start
populating your default Level 1
Index File Template Form
details.

© 2019-2023 SAP SE or an SAP affiliate company. All rights
reserved.

INTERNAL — SAP Buyers, Suppliers and Partners

Business Network v Enterprise Account TEST MODE

ers and Releases Vv All customers

AN
\E -

Vv Exact| Network Catalog

0 0 | .0

SAP Business Network ~ Enterprise Account

Home Enablement Workbench Orders ~ Fulfillment ~ Invoices Payments ~ Catalogs Reports ~ Assessments
Catalogs
Files PunchOut Configuration
Manage your PunchOut configurations for all your customers or specific customers.
Level 1 Index File Template View/Edit
Name Customer Name URL Created By Date Created |
No PunchOut Configuration
Create | Name| | ‘ l Search

23



Setting up Default Level 1 Index File Template Details

This is where
default information can be
specified.

This information will be visible to
any customers when you use
the PunchOut Level 1
Template.

Information about each field is
captured on the next page.

Once populated you can click
the OK button to save your
changes.

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners

reserved.

Supplier ID:*

Keywords: *

Short name: *

Image:

Thumbnail:

Level 1 PunchOut Index Template

ANID R

Enter a URL

Enter a URL

-

-

SAP Business Network Enterprise Account

24



Setting up Default Level 1 Index File Template Details

SAP~ Business Network Enterprise Account

Level 1 PunchOut Index Template

Supplier ID:*

ANID ~ H

Keywords:*

Category Name, Product Categories, Alternative Names, etc.

Short name:* | Supplier Name PunchOut

Image: ‘ https:/fwww.supplier.com/branding/images/irg_logo.jpg

Thumbnail: ‘ https:/fwww.supplier.com/branding/images/sml_lego_thumbnail

gl

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners

reserved.

Supplier ID - Required
Description: This will default to your ANID or can be changed to your DUNS, if it is maintained in your
supplier profile.

Note: If you publish the Catalog in your test account, add a suffix —T to your ANID or DUNS number like
this: AN99999999999-T

Keywords - Required

Description: Additional keywords to help users find items, this information will also populate the ltem
Description field when creating a customer catalog online.
Type of data: String

Maximum length: 255
Example: Pens, Pencils, Paper, Copier

Short Name - Required

Description: In L1 PunchOut, this is what will actually display to the User on the Ul
Type of data: String

Example: <SupplierName> PunchOut

Maximum length: 50 characters

Image -

Description: In L1 PunchOut, this can be your company logo that will display to the User on the Ul
Type of data: URL that begins with https://, as required by SAP.

Example: https.//www.supplier.com/branding/images/Irg_logo.jpg

Thumbnail - Optional
Description: In L1 PunchOut, this can be your company logo that will display to the User on the Ul
Type of data: URL that begins with https://, as required by SAP

Example: https.//www.supplier.com/branding/images/sml_logo_thumbnail jog .



Creating and Publishing

*Within your SAP Business Network Account, not using the Excel file.



Creating and Publishing PunchOut Level 1 Catalogs Online

Login to Ariba Network
= GO to: https://supplier.ariba.com

» Log in with your Username and Password

© 2019-2023 SAP SE or an SAP affiliate company. All rights
reserved.

AP~ Business Network ~

Supplier Login

User Name

Password

Forgot Username or Password

New to SAP Business Network?
Register Now or Learn More

Supported browsers and plugins

E-E" © 2022 SAP SE or an SAP affiliate company. All rights reserved.

INTERNAL — SAP Buyers, Suppliers and Partners

SAP Business Network Administrator Guide

In this session, we shall cover the role of the
SAP Business Network Administrator and their
role to keep your business working effectively
on the Network. This session will cover items
relevant mainly to the account Administrator
role.

Learn More

Privacy Statement  Security Disclosure  Terms of Use

27
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Creating and Publishing PunchOut Level 1 Catalogs Online

Switch to your Test Account

= Your Catalog should be loaded and tested in your Test Account prior to loading the catalog in Production. (Note: If you

are instructed to load a Catalog to a Production account, just skip this step)

» Find your initials in the upper right corner and click for the pull-down menu, then click “Switch To Test Account”

= |[f you don’t see a “Switch to Test Account” link, your Test account has not yet been set up. Contact your SAP Business

Network Administrator

SAP  Business Network v Enterprise Account

Home Enablement  Workbench Orders v Fulfil - Payment Catalogs Reports v More v
r | -
YO u Wi I I g et a Warn i n g . ‘ Orders and Releas :\ Test Buyer v Exact match v Order numbei
“You are about to switch to Test Mode.” h \ LT
H 1] 7 Overview  Getting S{avte(zo
Click “OK
0 0 0 0
New ord Changed orders Orders t d
My widgets — TestBuyer v éf Customize
Purchase orders Last 3 months v Invoice aging Activity feed | All v
0 $0 ..

© 2019-2023 SAP SE or an SAP affiliate company. All rights
reserved.

INTERNAL — SAP Buyers, Suppliers and Partners

rders

Catalog Mgr

er@supplier.com
Convert to Standard account
My Account

Link User IDs

Contact Administrator

Switch to Test Account |

Supplier Company
ANID: AN99999999999
Premium Package

Company Profile

Marketing Profile

Service Subscriptions
Settings >

Logout

28



Creating and Publishing PunchOut Level 1 Catalogs Online

SAP  Business Network v Enterprise Account TEST MODE

N aVIgate tO the Catalogs Tab and Home Enablement Workbench érders & 'mmsment ~ \"»vvoices ~ 2:;5\/- Repovts. - More ~
click “Customer Catalogs” tab. -‘ e =

Orders and Releases All customers Vv Exact] Network Catalog

> <

X

\

)

e

Overview Getting started

c + o o + 0O0 0

GAP Business Network ~  Enterprise Account  TesTmoDE

Home Enablement Workbench Orders -~ Fulfillment + Invoices Payments Catalogs Re
Catalogs
Files PunchOut Configuration

Click “Files” tab.

Manage catalogs for your customers using the catalog dashboard. Catalog files must be CIF, cXML, or Excel files (.cif, .xml, .xls or .zip).

Customer Name T Catalog Mame Version File Mame Type Size Visibility

On the Catalogs screen, click the
“Create” button.

Mone TestFunchOut 1 4355094 Punchout.cif CIF3.0 577B

| cegrns]

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners
reserved.

® cM

Create v

1

OOOE

000

29



Creating and Publishing PunchOut Level 1 Catalogs Online

When creating a Catalog within your SAP Business Network account, there are four steps you
will follow:

1. Populate—During this step, you enter specific information related to your catalog, such as the Catalog
name (this becomes the “Subscription Name” in the Buyer’s local Catalog) descriptive text, and classify
it so that buying organizations that are looking for specific products and services can find your Catalog.

2. Setting Visibility—Allows you to specify whether the Catalog version is “Public” or “Private” and
determines which of your Customers can access it

3. Validating—The Network checks the Catalog for errors, checks for zero price values and does a high-
level validation of UNSPSC codes and Units of Measure

(Note: Customer-specific validation rules for UNSPSC and UOM codes, and zero price values can be more detailed and much more
strict than the high-level Network validations, therefore your Catalog may pass the Network validations but fail the Customer-specific

validations for these same items)

4. Publishing—Freezes the current version and notifies your Customer of the Catalog’s availability

30
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Creating and Publishing PunchOut Level 1 Catalogs Online

You are now on the Create a New
Catalog screen

To create the Catalog, there is a 3-step
Wizard:

Details—General information about the
Catalog

Subscriptions—Who you are publishing
the Catalog to

Content—Uploading the actual Catalog file

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners
reserved.

Create a New Catalog

Enter a ¢

Catalog Name: *

PunchOut Level 1:

Your index file settings will be used to fill the details on the Content page at step 3. You can add/ed

reated By Catalog Manager

Date Created:  Thursday 3 Nov 2022 6:08 PM GMT+10:00

The maximum number of characters allowed is 1000, including spaces.

Commedities: (i)

atalog name and descriptive text. Customers can search using this information. Add commaodity codes to your catalog

A
Characters left: 1000

31



Creating and Publishing PunchOut Level 1 Catalogs Online

Details

Catalog Name: This becomes the “Subscription Name” for this Catalog that will not change. The format
for this Name is set by your customer. Use this format (no special characters are allowed, you can use a

dash (-) or underscore( )):

Create a New Catalog “

P u n C h O u t L evel 1 : C h eCk th iS bOX tO ap p Iy th e | @ . Enter a catalog name and descriptive text. Customers can search using this information. Add commodity codes to your catalog.  * indicates required field
H stalls Catalog Name: * | SupplierName_PunchOut_EXT
default template details. e g
. . . . . . @ Subscriptions F - . . . . . »
D eS C r' I pt I O n : (O ptl O n al) Brlef d eSCrI ptl 0 n Of th e S Y?;-rq:i:;le settings will be used to fill the details on the Content page at step 3. You can add/edit your index file settings here.
Content Of your Catalog @ Content [::OIT;I Thursday 22 Jun 2023 3:11 PM GMT+10:00
Commodities: (Optional) The UNSPSC code(s)
that Corresponds to the items family/ group Of your The maximum number of characters allowed is 1000, including spaces .

Catalog. Use the “Add” button to find the code
When you complete this screen, click “Next”

32
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Creating and Publishing PunchOut Level 1 Catalogs Online

Subscriptions
Populate the fields which will be used to help generate the catalog index file.

© 2019-2023 SAP SE or an SAP affiliate company. All rights

reserved.

Supplier Part ID - Required

Description: This can be a default value such as AAA, or a customer specific value
if your PunchOut solution validates on additional information.

Note: If you provide more than one catalog for the same customer, please see the Appendix — Template
and Catalog File Creation section.

Maximum length: 255

Catalog Code - Required

Description: Classification of the main product or service you sell. Itis
recommended to use a high level commodity code that best represents the overall
category of products/services sold to your customer. This will determine where your
Supplier link appears in the catalog hierarchy—not what the actual items are.

Note: The domain can be changed to; UNSPSC, ECLASS, and Custom. Consult with your
customer specific materials for their accepted commodity codes.

Item Description - Required

Description: In L1 PunchOut, use keywords from product categories and services
available on the Supplier’s site. These keywords are searched and display the
Supplier's PunchOut link when matched.

Along with the prepropulated keywords, you will have an additional 745 characters to
add additional information about the content you provide.

Maximum length: 1000

INTERNAL — SAP Buyers, Suppliers and Partners

Create a New Catalog

@ Details
@ Subscriptions
@ Content

m

Add customers and set the catalog visibility for customers. Click the customer's name to view validation rules on your customer's site.

You can receive status updates on catalogs. including catalog errors from your customer through email. To receive emails, click Manage Profile and enter the email
address in the Email notification section.

Keyword filter(Supplier Part ID):*

This value is often used to filter your webshep catalog views

Catalog code: *

UNSPSC ~ ||

Item description: *

A
Characters left: 1000

The maximum number of characters allowed is 1000, including spaces.

Visibility. . ) Private - Only the selected customers that have a trading relationship with you can view and receive the catalog

|__) Public - All customers can view the catalog. Customers that have a trading relationship with you can also receive the published catalog

Page -1 V| P

Validation Status for Version 1

Customers

Buyer System ID (optional) (i) Catalog Validation Rules

Customers t
Customer 1 Pending Validation

Customer 2 Pending Validation
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Creating and Publishing PunchOut Level 1 Catalogs Online

Subscriptions

You determine which Customers subscribe to your Catalog—specific Customer(s) or to all Customers on

the Network

Set the Visibility to “Private”. You can select a single customer.

To select your Customer, click the radio Create a New Catalog
button next to their name in the
"Customers" list. @ pesis

If the Customer does not appear, it means @ soscion
that your company has not established a (@ conen
relationship with your Customer vyet.

This is required prior to publishing a

Catalog to them.

When you complete this screen, click
“Next”.

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners
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og code:* | UNSPSC ~

The maximum number of characters allowed is 1000, including spaces.

Public - All customers can view the catalog. Customers that have a trading re

sibility: (@) Private - Only the selected customers that have a trading relationship with you can view an
lation:

d receive the catalog

ship with you can also receive the published catalog

Customers

Customers 1 Buyer System ID (optional) (i)

®  Customert

Customer 2

Catalog Validation Rules

Page | 1

Validation Status for Version

N

y
Characters left: 1000

1

>
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Content

The system will display a brief summary of the contents.
If everything is correct click the “Validate and Publish” button.

The catalog will then be validated by the system, and then published to selected customers.
You will be able to see the catalog subscription under the Catalog Files tab.

Create a New Catalog ‘ Previous | | Exit

&) Punchout enabled

@ Details Short Name:  Supplier Name PunchOut
Keywords:  Category Mame, Product Categories, Alternative Mames, etc.
@ Subscriptions
mage URL:  https:/fwww. supplier.com/branding/imagesilrg_logo jpg
@ Content Thumbnail URL:  https:/ivww.supplier.com/branding/images/sml_logo_thumbnail.jpg

| After you click. Validate and Publish, the created catalog will be displayed on the catalog files listing page.

Validate and Publish

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners
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Creating and Publishing PunchOut Level 1 Catalogs Online

Network Catalog Validation

After the Network completes validation, it changes the Catalog status from “Validating” to one of the
following statuses:

» Validated, Published or Pending Buyer Validation—your Catalog is error-free.

» Errors Found by SAP Business Network—the Network detected Catalog content that violates validation rules.

» Bad Format—your Catalog failed the file validation check. Audit the file for problems in format.

A Catalog with an error status means you need to review the error results and correct them before going on.

Catalogs
Files PunchOut Configuration

Manage catalogs for your customers using the catalog dashboard. Catalog files must be CIF, cXML, or Excel files (.cif, .xml, xls or .zip). Some customers might have defined specific catalog validation rules, which  Mare

Customer Name 1 Catalog Name Version File Name Type Size Visibility Created By Date Created Status Date Status Received
e . 577 Catalog
es g 09. t. . 7 Jan 2 .
Mone TestPunchOut 1 4355094Punchout.cif CIF3.0 o Mer 27 Jan 2021 validated
82 Emors
- ntn

() Customer 1 SupplierName_PunchQut_Ext 1 PunchQut_L1.cif CIF3.0 éﬁo Private ?;t:lcg 22 Jun 2023 E?L!Prﬁy
Mgl y Ariba

Network

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners
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Creating and Publishing PunchOut Level 1 Catalogs Online

Correcting Validation Errors

To see the error detail, click on the “Errors Found” hyperlink:

Catalogs

Files

Manage catalogs for your customers using the catalog dashboard. Catalog files must be CIF, oML, or Excel files (.cif, saml, xls or .zip). Some customers might have de

© 2019-2023 SAP SE or an SAP affiliate company. All rights

reserved.

PunchOut Configuration

Customer Name 1

None

Customer 1

Catalog Name

TestPunchOut

SupplierMame_PunchOut_Ext

Version

1

1

Create

INTERNAL — SAP Buyers, Suppliers and Partners

File Mame

4355094Punchout. cif

PunchOut_LA1.cif

Type

CIF3.0

CIF3.0

Size

577

658

Visibility

Private

Created By

Catalog
Mgr
Catalog
Mar

Date Creaied

27 Jan 2021

9 Aug 2023

Status

Validated

& 1 validation Errors
Found by Customer

Search Catalog

ed specific catalog validation rules, which you can view on the  More

Date Status Received

9 Aug 2023
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Viewing Validation Errors
The Network displays Description, Field and Line Number for each error

The catalog file contains errors. To fix the error, upload a new catalog file or click the item in the Error Description column, or the Line Number in Your Catalog File and edit the content.

@ Details Upload new catalog file.

@ Content Catalog Validation Errors =

Description 1 Field Line Number in Your Catalog File Customer
@ Errors

Classification code UNSPSC 9019 is not known. Classification Code 13 Customer 1

In this case, the Network is telling us that the Commodity Code is not found.

To correct any issues that didn’t pop up during the process described in slides 51-54, a new version of the
catalog will need to be created either online or through a catalog template.

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners
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Customer Approval

When your Catalog passes the Network upload validation, your Customer is then notified to audit, validate
and approve your Catalog. The Network may show any of these statuses: “Published”, “Validated by
Customer” or “Pending Buyer Validation”—note that these are all valid statuses

Each Customer may have specific validation rules—and these rules may be more strict than the standard

Network rules. This means that your Catalog could pass the Network validation, but fail the Customer-
specific rules and be returned to you

If your Customer finds anything in your Catalog file that requires your attention, you will be notified by e-Mail

» Each Catalog must pass both the Network validation, and the Customer audit before it can be loaded into the Customer’s buying
application and be available for their Users.

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners
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PunchOut L1 Template

A PunchOut Template is a special CIF Template that creates a PunchQOut Index file. There is an
addition field which changes a CIF file to a PunchOut Index file called PunchOut Enabled.

Here is a sample L1 PunchOut Template in Excel format.

CIF_I_V3.0 b

CHARSET h UTF-8
LOADMODE: b F
CODEFORMAT: h UNSPSC
CURRENCY: b UsD
SUPPLERD_DOMAIN: Y NetworkD
ITEMCOUNT: hd

Il 1
TIMESTAMP: h 12/1/2088
UNUOM: b TRUE

Al
ENDOFDATA

The Template is color coded and has Tool Tips that provide information about how to treat each
field.

Each Template includes specific instructions, including custom fields or other requirements set by
your Customer.
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Templates and Catalog Creation — L1 PunchOut
In Level 1 PunchOut, the catalog file is a simple, one line Index file. This is because a L1 Catalog
appears on the catalog interface just as a link to the Supplier’s website.

The PunchOut icon tells the User that this is an external
catalog, as well as the “Buy From Supplier” button.

@ [Z]Supplier ABC - PunchOut >
Supplier: Test Supplier Buy from Supplier

Add to Favoritesw”

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners 42
reserved.



Creating a L1 PunchOut Catalog

A B

1 |CIE | V3.0 h

2 CHARSET: h UTF-8

3 |LOADMODE: b F

4 |CODEFORMAT: b UNSPSC V135
5 |CURRENCY: b UsD

6 |SUPPLIERID DOMAIN:™ MetworklD

7 |[TEMCOUNT: h g

8 | TIMESTAMP: b /1512005

g |UNUOM: h TRUE

10 |COMMENTS: " Any comments can go here.

Note: The only fields that Suppliers should modify in the
Template are indicated in red: CURRENCY,
ITEMCOUNT, TIMESTAMP and COMMENTS. All the
other fields are predefined in the Template for the
Customer and should not be modified, unless instructed
by a Catalog Expert.

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners
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= CIF_l_V3.0—Specifies the Catalog format (CIF 3.0). Do not change this value

= CHARSET—UTF-8 Specifies the data coding type. Do not change this value, unless instructed by your
Catalog Expert

= LOADMODE—F (Full) or I (Incremental)

= CODEFORMAT—Specifies the commodity coding (UNSPSC: United Nations Standard Products and
Services Code) in the field “SPSC Code”

= CURRENCY—Specifies the currency used for the prices. The value “USD” (United States Dollar) is
here by default and can be changed to a difference currency

= SUPPLIERID_DOMAIN—Specifies the Domain used. The preferred value is the Supplier’'s Business
Network ID Number—‘NetworkID”. Other values include “DUNS’, “internalsupplierid” or other custom
values

= [ITEMCOUNT—Specifies the number of items of the Catalog. Enter the total number of all items
between the DATA and ENDOFDATA markers

= TIMESTAMP—Enter the date you created your Catalog.

= UNUOM—If set to “TRUE’, the Unit Of Measure is set to UNUOM (United Nations Unit of Measure); if
set to “FALSE”, the value is set to ANSI. (Ariba recommends UNUOM)

COMMENTS—This field is optional, but can be used for comments related to your Catalog. It is a good
place to enter the Supplier Name, the Customer Name and Catalog Name
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Creating a L1 PunchOut Catalog

Supplier ID Supplier Part ID Manufacturer Part ID

AN99999999999 PurchGrp500

FIELD COLOR CODES

. Required
. Optional

Optional, but preferred

. Do not use

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners
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= Supplier ID - Required

Description: If the Header is set to “NetworkID”, then enter the Supplier’s Business Network ID,
otherwise the appropriate value for the Domain used—DUNS, internalsystem, etc. Ask your
Catalog Expert if you have questions. For PunchOut, be sure the Supplier can accept the Domain
and value in their system for authentication

Type of data: String
Maximum length: 255
Example: AN99999999999

Note: If you publish the Catalog in your test account, add a suffix —T to your ANID or DUNS
number like this: AN99999999999-T

Supplier Part ID - Required

Description: In L1 PunchOut this can be any value. It is required to be populated. You could set
a keyword for your PunchOut system to evaluate here if you wish

NOTE: If you provide more than one catalog for the same customer, make sure the items
across these catalogs do not share the same Part ID + Part Auxiliary ID as this duplicates
will cause erratic behavior in the application.

Type of data: String
Maximum length: 255
Example: 2772882

Manufacturer Part ID - Optional

Description: In L1 PunchOut this can be any value. It is not required to be populated, but the
field must remain. You could set a keyword for the Supplier to evaluate here if you wish

Type of data: String
Maximum length: 255
Example: TTSIBM412CID 44



Creating a L1 PunchOut Catalog

Description: In L1 PunchOut, use keywords from product categories and services available on the

Pen, Sharpie, staple, tape, folder, post-it, scissors, 4412 1.00 Supplier’s site. These keywords are searched and display the Supplier's PunchOut link when matched

Mouse Note: To use a special character as a literal value, you need to “escape” it by putting a backslash (\) in
front of it. For example, \" lets a double quote be seen as a quote instead of a delimiter for an entry. To
escape a quote (") within a quoted field, use two quotes (")

Type of data: String
Maximum length: 2000
Example: Printer, Laser, Inkjet, laptop, tablet, mouse, HP, Apple, Microsoft, Software

= SPSC Code - Required
Description: Classification of the main product or service you sell. It is recommended to use a high
level (Level 1 or 2) commodity code that best represents the overall category of products/services sold
to your customer. For L1 PunchOut, this commodity code will only determine where the Supplier link
appears in the catalog hierarchy—not what the actual items are.
Type of data: String
Maximum length: 40
Example: 440000 (level 1) and 44120000 (level 2)
Note: Ariba supports UNSPSC Version 13.5. A code list is available in your Customer’s Supplier
Information Portal

= Unit Price - Required
Description: In Level 1 PunchOut, the price is not used, but must be populated. It is suggested that
you set the value to 1.00
Type of data: Decimal
Example: 1.00

Note: To separate the integer from the decimal, you must use a ‘dot’ and not a comma. Also, do not use
a comma to indicate ‘thousands’. Do not include any currency symbols such as $, £ or ¥.
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Creating a L1 PunchOut Catalog

Unit of Measure Manufacturer Name

EA

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners
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= Unit of Measure - Required

Description: For L1 PunchOut, this is just populated to meet the system
requirement—UOM is not used. It is suggested that you use EA

Type of data: String
Maximum length: 32
Example: EA

Lead Time - Do Not Use

Description: For L1 PunchOut, this is not used, but the field must remain
Type of data: Integer

Maximum length: 40

Example: 1

Manufacturer Name - Do Not Use

Description: For L1 PunchOut, this is not used, but the field must remain
Type of data: String

Maximum length: 255

Example: Epson
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Supplier URL

Manufacturer URL Market Price

© 2019-2023 SAP SE or an SAP affiliate company. All rights
reserved.
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= Supplier URL - Do Not Use

Description: For L1 PunchOut, this is not used, but the field must remain
Type of data: String

Maximum length: 255

Example: https://www.supply.com/Catalog/product18.htm

Manufacturer URL - Do Not Use

Description: For L1 PunchOut, this is not used, but the field must remain
Type of data: String

Maximum length: 255

Example: https://www.manu.com/Catalog/product18.htm

Market Price - Do Not Use

Description: For L1 PunchOut, this is not used, but the field must remain
Type of data: Decimal

Example: 4.32 or 1234.78
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Creating a L1 PunchOut Catalog

_ " = Supplier Part Auxiliary ID - Optional
Supplier Part Auxiliary 1D Short Name Description: In L1 PunchOut, this can be used to convey a value for the Supplier to process, and
send back the appropriate catalog URL

Seattle SupplierABC PunchOut NOTE: If you provide more than one catalog for the same customer, make sure the items
across these catalogs do not share the same Part ID + Part Auxiliary ID as this duplicates
will cause erratic behavior in the application.

Type of data: String
Maximum length: 255
Example: 1234 French

Note: If any items have the same reference (Supplier Part ID column), this column allows you to
differentiate them

= Short Name - Required
Description: In L1 PunchOut, this is what will actually display to the User on the Ul
Type of data: String
Example: <SupplierName> PunchOut
Maximum length: 50 characters

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners 48
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Creating a L1 PunchOut Catalog

IT, communication, paper, TRUE

https://www.mylogo12354.jpg pens

© 2019-2023 SAP SE or an SAP affiliate company. All rights
reserved.
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» Image - Required

Description: URL of the item’s image (preferred and in https: format as required by SAP), or
filename of the image (sent in a zip file)
Supported image formats: JPG, JPEG, GIF, PNG, BMP—(JPG preferred)

Type of data: String
Maximum length: 255
Recommended Size: 250 x 250 pixels

Keywords - Required

Description: Additional keywords to help users find items
Type of data: String

Maximum length: 255
Example: Pens, Pencils, Paper, Copier

PunchOut Enabled - Required

Description: Tells the system that this file is a PunchOut Index file. Must be set to TRUE for the
system to see this as a PunchOut item

Type of data: Boolean
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Special Notes for Images
In the Catalog file, you can refer to a Remote Image—using a URL—or you can refer to a Local Image,
and send that image to your Customer to store
Using Remote Images is preferred
» Be sure the URL in the Template is complete (including https:// as required by SAP)
Example: https://server/directory/imagefilename.jpg
 Point to the image itself—not a program that serves up images

If you use Local Images

» Be sure the filename in the Template is exact—including upper and lower case
Example: FileName.jpg -or- lowercasename.jpg

» Load images in a zip file format with the Customer Name and Supplier Name on the SBN Account

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners
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PunchOut L2 Template

A PunchOut L2 Template is a special CIF Template that creates a PunchOut Index file. The
addition of two fields changes a CIF file to a PunchOut Index file. The fields are:
PunchOut Enabled and

PunchOutLevel
Here is a sample L2 PunchOut Template in Excel format.

A J B c D E F G H J K L M N 0 P Q R ] T
1 CIF_I_V3.0
2 CHARSET: h UTF-8
3 LOADMODE: h F
4 CODEFORMAT: Y UNSPSC
5 CURRENCY: h AUD
6 SUPPLIERID DOMAIN:  *  NetworkiD
7_ITEMCOUNT: h 5
8 TIMESTAMP: Y 1211/2099
9 | UNUOM: h TRUE
10  COMMENTS: " You may add comments here Required

il
12 | DATA

Detailed Description of the
product or service.

13 ANS8TEA432100-T 2772882 TTSIBM412CID  Jabra Evolve 65 Headset, Stereo, Blustooth AType:  String 1 Jabra http:ffwww idg com/2772967 en US AUD Headset, Bluetooth https:/fimages2.in https:/fimages2.i TRUE Product

14 AN98765432100-T 2772967 IDG076450049X  Adobe Acrobat for Dummies, Book dlength: 2000 1 IDG Books Wor http:/iwww.idg.com/2772967 en US AUD Acrobat PDF for Dummies https:/fimages2.im https:/fimages2.i TRUE Product

15 ANI8765432100-T 2772276 IDG076458722 Ballpoint Pens, PaperMate, Medium Point. Blue Ink, 4 1 Paperiate http:/fwaw.idg.com/2772967 en US AUD Pens, Ballpoint Image/Logo.jpg TRUE Product

16 ANI8765432100-T 2772981 IDG076450052X  Mead File Folders, Tabbed 3 Position, Box of 100 4 1 Mead http:/fwaw.idg.com/2772981 en US AUD File Folders, 8-1/2 x 11, Manilla TRUE Product

7 AMN98765432100-T 2772985 IDGO7645762 Stapler, Swingline 405, Black 44120000 7.95 EA 1 Swingline http:/fwww.idg.com/2772981 en US AUD Stapler, Standard desk

18 ENDOFDATA

The Template is color coded and has Tool Tips that provide information about how to treat each field.

Each Template includes specific instructions, including custom fields or other requirements set by your
Customer.
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Creating a L2 PunchOut Catalog

In Level 2 PunchOut, the catalog file is a combination of static catalog information (this is used to
search) and it also contains the PunchOut Enabled and PunchOut Level fields, to tell the system
that this is a PunchOut catalog, and the User will be taken to the Supplier’'s website to add items to
their cart as they shop.

L2 PunchOut items appear on the Catalog interface just as a static item does, but has the “Buy
from Supplier” button instead of “Add to Cart”.

N

© 2019-2023 SAP SE or an SAP affiliate company. All rights
reserved.

The PunchOut icon tells you that this is an external
catalog, as well as the “Buy From Supplier” button.

12 in. Tongue and Groove Pliers $17.00 USD *

Supplier: Test Supplier
Supplier Part #: 78218451 » Buy from Supplier

Ywvailable in: 0 Day(s)

o Add to Favorites™
Service Flag:

Ergonomic rubberized grip and handle are designed for better fit and added comfort. 11,000 OPM for increased efficiency and smooth finish sanding. Built-in
counterbalance system is engineered to reduce vibration. Large 2-finger trigger switch with convenient lock-on button for continuous use. Through-the-pad dust
collection system. Large rubberized clamping lever for quick and easy paper installation. Aluminum cast shoe base. High capacity dust bag with built-in vacuum
adapter. Double insulated.

INTERNAL — SAP Buyers, Suppliers and Partners
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Creating a L2 PunchOut Catalog

A B
1 |CIE | V3.0 h

2 CHARSET: h UTF-8

3 |LOADMODE: b F

4 |CODEFORMAT: b UNSPSC V135

5 |CURRENCY: b UsD

6 |SUPPLIERID DOMAIN:™ MetworklD

7 |[TEMCOUNT: h g

8 | TIMESTAMP: b /1512005

g |UNUOM: h TRUE

10 |COMMENTS: " Any comments can go here.

Note: The only fields that Suppliers should modify in the
Template are indicated in red: CURRENCY,
ITEMCOUNT, TIMESTAMP and COMMENTS. All the
other fields are predefined in the Template for the
Customer and should not be modified, unless instructed
by a Catalog Expert.

FIELD COLOR CODES

. Required
. Optional

Optional, but preferred

. Do not use
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= CIF_l_V3.0—Specifies the Catalog format (CIF 3.0). Do not change this value

= CHARSET—UTF-8 Specifies the data coding type. Do not change this value, unless instructed by your
Catalog Expert

= LOADMODE—F (Full) or I (Incremental)

= CODEFORMAT—Specifies the commodity coding (UNSPSC: United Nations Standard Products and
Services Code) in the field “SPSC Code”

= CURRENCY—Specifies the currency used for the prices. The value “USD” (United States Dollar) is
here by default and can be changed to a difference currency

= SUPPLIERID_DOMAIN—Specifies the Domain used. The preferred value is the Supplier’'s Business
Network ID Number—‘NetworkID”. Other values include “DUNS’, “internalsupplierid” or other custom
values

= [ITEMCOUNT—Specifies the number of items of the Catalog. Enter the total number of all items
between the DATA and ENDOFDATA markers

= TIMESTAMP—Enter the date you created your Catalog.

= UNUOM—If set to “TRUE’, the Unit Of Measure is set to UNUOM (United Nations Unit of Measure); if
set to “FALSE”, the value is set to ANSI. (Ariba recommends UNUOM)

COMMENTS—This field is optional, but can be used for comments related to your Catalog. It is a good
place to enter the Supplier Name, the Customer Name and Catalog Name
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Business Network — File Size Limits

CIF Format : When using the catalog wizard, the catalog file can't exceed 95 MB or 400,000
lines.

Excel Format : The maximum size of zipped Excel file that you can upload is 1 MB
(uncompressed). If your Excel files exceed these size, you can convert them to CIF manually and
upload the CIF files. Business Network uploads the file, unzips it if necessary, converts it to CIF
format, and starts validation. Conversion from Excel to CIF can take several minutes depending
on the catalog size. As Excel files convert, their status is Validating.

cXML Format: If you use the cXML CatalogUploadRequest transaction, the zipped catalog file
cannot exceed 10 MB, and the unzipped CIF file cannot exceed 95 MB (approximately 400,000
line items). To have this default size limit increased to 200 MB, contact SAP Ariba Customer

Support.
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Creating a L2 PunchOut Catalog

: : = Supplier ID - Required
=i 1o Supplier Part ID Manufacturer Part 1B Description: If the Header is set to “NetworkID”, then enter the Supplier’s Business Network ID,

AN99999999999 12345 CEG 11562 otherwise the appropriate value for the Domain used—DUNS, internalsystem, etc. Ask your

AN99999999999 87690 87690-12 Catalog Expert if you have questions. For PunchOut, be sure the Supplier can accept the Domain
and value in their system for authentication

AN99999999999 479-56 A100-BLK

Type of data: String
Maximum length: 255
Example: AN99999999999

Note: If you publish the Catalog in your test account, add a suffix —T to your ANID or DUNS
number like this: AN99999999999-T

= Supplier Part ID - Required

Description: Part Number used by the Supplier. The Part Number must be unique for each item
in the Catalog.

NOTE: If you provide more than one catalog for the same customer, make sure the items
across these catalogs do not share the same Part ID + Part Auxiliary ID as this duplicates
will cause erratic behavior in the application.

Type of data: String
Maximum length: 255
Example: 2772882

= Manufacturer Part ID - Optional
Description: A Part Number that a Manufacturer uses
Type of data: String
Maximum length: 255
Example: TTSIBM412CID
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Creating a L2 PunchOut Catalog

Item Description SPSC Code

Pens, Bic, Ballpoint, Blue, 1 dozen 43191504 3.48
Stapler, Swingline, Black 55010125 18.72
Post-1t, Yellow, 1"x2”, pad of 100 15874236 6.49
Folders, Letter, Manilla, 100 89745125 12.98
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= |tem Description - Required

Description: Description of the product or service. Make your descriptions as clear and complete
as possible (Item type, brand, model, color, etc.)

Note: To use a special character as a literal value, you need to “escape” it by putting a backslash
(\) in front of it. For example, \" lets a double quote be seen as a quote instead of a delimiter for
an entry. To escape a quote (") within a quoted field, use two quotes (")

Type of data: String
Maximum length: 2000
Example: Printer, Laser, A4, Epson Stylus Color 740

SPSC Code - Required

Description: Classification of the product or service. Use a UNSPSC code if the Header specifies
‘UNSPSC” as the CODEFORMAT

Type of data: String
Maximum length: 40
Example: 45678900 (level 3) and 45678923 (level 4)

Note: Ariba supports UNSPSC Version 13.5. A code list is available in your Customer’s Supplier
Information Portal

Unit Price - Optional

Description: Customer-specific price. For L2 PunchOuts the price can be left blank if the Buyer
agrees

Type of data: Decimal

Example: 4.32 or 1234.78

Note: To separate the integer from the decimal, you must use a ‘dot’ and not a comma. Also, do
not use a comma to indicate ‘thousands’. Do not include any currency symbols such as $, £ or ¥.
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Unit of Measure Manufacturer Name

EA 1 Intelidata

EA 1 IDG Book
DZN 3 Bic

EA 1 Swingline

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners
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= Unit of Measure - Required

Description: Unit of measure related to the Unit Price. Use a United Nations UOM if the UNUOM
in the Header is set to “True”

Type of data: String

Maximum length: 32

Example: BX

Note: Afile containing the Units of Measure is available in your Customer’s Supplier Information
Portal

= Lead Time - Optional
Description: Number of working days for the product to be shipped from the date you receive the
Purchase Order

Type of data: Integer
Maximum length: 40
Example: 1

= Manufacturer Name - Optional
Description: Name of the manufacturer
Type of data: String
Maximum length: 255
Example: Epson
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. _ = Supplier URL - Optional
Supplier URL Manufact URL Market P
Description: A URL that links to a Supplier static page about the item (could be a MSDS,

https://www.supplier.com https://www.manu.com 12.95 construction info, packaging info, etc.), in https: format as required by SAP.
https://www.supplier.com 2296.56 Type of data: String

https://www.supplier.com 4.86 Maximum length: 255

https://www.supplier.com 12.86 Example: https://www.supply.com/Catalog/product18.htm

= Manufacturer URL - Optional

Description: A URL that links to a Manufacturer’s static page about the item (could be a MSDS,
construction info, packaging info, etc.), in https: format as required by SAP.

Type of data: String
Maximum length: 255
Example: https://www.manu.com/Catalog/product18.htm

= Market Price - Do Not Use
Description: List or retail price.
Note: Does not show on the Ariba Ul—this is an informational-only field for Suppliers
Type of data: Decimal
Example: 4.32 or 1234.78

Note: To separate the integer from the decimal, you must use a ‘dot’ and not a comma. Also, do
not use a comma to indicate ‘thousands’. Do not include any currency symbols such as $, £ or ¥.
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" Desaipton:Unqusy et gl o
°P . SHeS 4 Description: Uniquely identifies a single item. For example, items in multiple languages or

1234-75 en_US usD available in multiple units of measure
en_US usb NOTE: If you provide more than one catalog for the same customer, make sure the items across
en_US UsD these catalogs do not share the same Part ID + Part Auxiliary ID as this duplicates will cause
en_US uUsD erratic behavior in the application.

Type of data: String
Maximum length: 255
Example: 1234 French

Note: If any items have the same reference (Supplier Part ID column), this column allows you to
differentiate them

= Language - Optional (If blank, defaults to ‘en_US’)
Description: Specifies the language used to describe the item.
Type of data: String
Maximum length: 255
Example: en_US
Note: A listing of language codes is in your Customer’s Supplier Information Portal

= Currency - Optional (Setin Header)
Description: Specifies the currency used for the prices
Type of data: String
Maximum length: 32
Example: USD, CAD (Canadian Dollar)
Note: Alisting of currency codes is in your Customer’s Supplier Information Portal
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* Short Namo - Optional
Description: Short description of the item. The Short Name is displayed first in the Ul, and is in a

Soft Drink, Soda, Dr Pepper 12354.jpg larger type face and blue color. You can use the Short Name to describe a category or ltem type,
Dairy, Milk, 1% milkfat https://www.1.com/34.jpg then give the specifics in the Item Description.

Coffee, Dark Roast, Starbucks 587.Jpg Type of data: String

Soft Drink, Juice, Minute Maid https://www.1.36.jpg Example: Nylon Glove, Blue

Maximum length: 50 characters

Note: If the “Short Name” field is left blank, the first 50 characters of the ltem Description column
will automatically fill the “Short Name” field.

* |mage -
Description: URL of the item’s image (preferred), or filename of the image (sent in a zip file)
Supported image formats: JPG, JPEG, GIF, PNG, BMP—(JPG preferred)
Type of data: String
Maximum length: 255
Recommended Size: 250 x 250 pixels
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Creating a L2 PunchOut Catalog

Special Notes for Images
In the Catalog file, you can refer to a Remote Image—using a URL—or you can refer to a Local Image,
and send that image to to store
Using Remote Images is preferred
» Be sure the URL in the Template is complete (including https:// as required by SAP)
Example: https://server/directory/imagefilename.jpg
 Point to the image itself—not a program that serves up images

If you use Local Images

» Be sure the filename in the Template is exact—including upper and lower case
Example: FileName.jpg -or- lowercasename.jpg

» Load images in a zip file format with the Customer Name and Supplier Name on the SBN Account
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Description: Tells the system that this file is a PunchOut Index file. Must be set to TRUE for the

TRUE Product system to see this as a PunchOut item
Type of data: Boolean

= PunchOutLevel - Required
Description: Tells the system that this item is a L2 PunchOut item that will take the User to the
Supplier’s site at the Store Level (like a L1), the Aisle level (a category, that requires then to
further refine the search on the Supplier’s site), the Shelf level (a refined category that results in
only a few items that will all be displayed in the PunchOut) or the Product level (this takes the
User to the exact item on the Supplier’s site that they searched for in Ariba). Product is the most
common level
Values: Store, Aisle, Shelf, Product
Type of data: Boolean
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Uploading and Publishing PunchOut Catalogs

Login to Ariba Network

= GO to: https://supplier.ariba.com

= Log in with your Username and Password

© 2019-2023 SAP SE or an SAP affiliate company. All rights
reserved.

AP~ Business Network ~

Supplier Login

User Name

Password

Forgot Username or Password

New to SAP Business Network?
Register Now or Learn More

Supported browsers and plugins

E-E" © 2022 SAP SE or an SAP affiliate company. All rights reserved.

INTERNAL — SAP Buyers, Suppliers and Partners

SAP Business Network Administrator Guide

In this session, we shall cover the role of the
SAP Business Network Administrator and their
role to keep your business working effectively
on the Network. This session will cover items
relevant mainly to the account Administrator
role.

Learn More

Privacy Statement  Security Disclosure  Terms of Use
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Switch to your Test Account

= Your Catalog should be loaded and tested in your Test Account. (Note: If you are instructed to load a Catalog to a
Production account, just skip this step)

» Find your initials in the upper right corner and click for the pull down menu, then click “Switch To Test Account”

» |f you don’t see a “Switch to Test Account” link, your Test account has not yet been set up. Contact your SAP Business
Network Administrator FEEr"

Contact Administrator

Supplier Company

O O O O O Switch to Test Account
New orders Changed orders rde voice Rejected invoices rders
1 d a a ! ast 31 d

ANID: AN99999999999
Premium Package

My widgets  TestBuyer v §% Customize Company Bronle:
Marketing Profile
Purchase orders Last 3 months v Invoice aging Activity feed | All
Service Subscriptions
$ O $ O Settings >
Logout

ﬂ

You will get a warning. “You are about to switch to Test Mode.” Click “OK”
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When uploading a Catalog on SAP Business Network, there are four steps you will follow:

1. Uploading—Transfers the Catalog file from your local drive to the SAP Business Network. During the
upload process, you enter the Catalog name (this becomes the “Subscription Name” in the Buyer’s
local Catalog) descriptive text, and classify it so that buying organizations that are looking for specific
products and services can find your Catalog

2. Setting Visibility—Allows you to specify whether the Catalog version is “Public” or “Private” and
determines which of your Customers can access it

3. Validating—The Network checks the Catalog for errors, checks for zero price values and does a high-
level validation of UNSPSC codes and Units of Measure

(Note: Customer-specific validation rules for UNSPSC and UOM codes, and zero price values can be more detailed and much more
strict than the high-level Network validations, therefore your Catalog may pass the Network validations but fail the Customer-specific

validations for these same items)

4. Publishing—Freezes the current version and notifies your Customer of the Catalog’s availability
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Uploading and Publishing PunchOut Catalogs

Navigate to the Catalogs Tab and click “Files” tab.

SAP Business Network ~  Enterprise Account

Home Enablement Workbench

_ Catalogs
On the Catalogs screen, click the

“Create” bUtton Files PunchOut Configuration

Orders ~

TEST MODE

Fulfillment -~ Invoices ~ Payments - Catalogs

Re

Manage catalogs for your customers using the catalog dashboard. Catalog files must be CIF, cXML, or Excel files (.cif, .xml, .xls or .zip).

Customer Mame 1

'I:._:I' Mone

Catalog Name

TestPunchOut

Version File Name

Type Size Visibility

1 4355094 FPunchout.cif CIF3.0 577 B

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners
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Refresh | Catalog Name
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You are now on the Create a New Catalog
Screen

Create a New Catalog

To create the Catalog, there is a 3-step o
Wizard: R
Details—General information about the & e Cosecny b

Catalog
Subscriptions—Who you are publishing the

Catal Og tO The maximum number of characters allowed is 1000, including spa

Commodities: ()

Description

Content—Uploading the actual Catalog file

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners
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Enter a catalog name and descriptive text. Customers can search using this information. Add

commodity codes to your catalo

@ Subscriptions
Your index file settings will be used to fill the details on the Content page at step 3. You can add/edit your index file settings here

£
Characters left: 1000
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Details

Catalog Name: This becomes the “Subscription Name” for this Catalog that will not change. The format
for this Name is set by your Customer. Use this format (no special characters are allowed, you can use a

dash (-) or underscore( )):

Description: (Optional) Brief description of the S — - I
CO nte nt Of yo u r Catal Og Enter a catalog name and descriptive text. Customers can search using this information. Add commodity codes to your catalog. * indlcate: red fi
Commodities: (Optional) The UNSPSC code(s) @ e e

that corresponds to the items family/ group of O oy L b e
your Catalog. Use the “Add” button to find the © e

code .
Do not select PunchOut Level 1 unless o e e———— |
requested by your SAP Ariba Catalog o

Specialist. o (o ] [ )

When you complete this screen, click “Next”

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners
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Subscriptions

You determine which Customers subscribe to your Catalog—specific Customer(s) or to all Customers on the Network
Set the Visibility to “Private”. You can select a single customer.

To select your Customer, check the box next to their name in the “Customers” list.

If the Customer does not appear, it means  create a New Catalog . - I
that your company has not established a | - |

_ . ) Add customers and set the catalog visibility for customers. Click the customer's name to view validation rules on your customer's site.
relatlonSh I p Wlth your CUStomer yet' @ Details You can receive status updates on catalogs, including catalog errors from your customer through email. To receive emails, click Manage Profile and enter

. . . . . the email address in the Email notification section.
This is required prior to uploading a
Catal Og to th e m . @ Subscriptions Visibility: (@) Private - Only the selected customers that have a trading relationship with you can view and receive the catalog

Public - All customers can view the catalog. Customers that have a trading relationship with you can also receive the published catalog

When you complete this screen, - Page »
click “Next”

l:‘ Customers 1 Catalog Validation Rules Validation Status for Version 1
Customer 1 View Pending Validation
l:‘ Customer 2 View Pending Validation
Previous ‘ Next ‘ Exit
© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners 71
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Content

Select your , by clicking “Choose File” and navigating to where your file is saved.

= Your Excel file must not exceed 1 Mb, however you can use zip compression.
= |f your Excel file is too large, you will need to convert it to a CIF. See the Appendix—“How to convert an Excel file to CIF”

After you have selected your Catalog file, click the “Validate and Publish” button.
As your Catalog loads, the

status will read “Validating”. | Create a New Catalog [ Provios ||
Click the “Refresh” button

Choose the catalog file for upload. Catalog files must be CIF, cXML, or Excel files (.cif, .xml, xls or .zip).To downlead the Excel catalog template, More
at the bottom of the screen (@) pests

tO see the Status Change UPLOAD YOUR CATALOG FILE

| Choose File |No file chosen

I After you click Validate and Publish, do not use your Web browser until your catalog is finished uploading. Large catalogs can take several minutes to
upload.

Validate and Publish
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Network Catalog Validation

After the Network completes validation, it changes the Catalog status from “Validating” to one of the
following statuses:

» Validated, Published or Pending Buyer Validation—your Catalog is error-free.

» Errors Found by SAP Business Network—the Network detected Catalog content that violates validation rules.

» Bad Format—your Catalog failed the file validation check. Audit the file for problems in format

A Catalog with an error status means you need to review the error results and correct them before going on

Catalogs
Files PunchOut Configuration

Manage catalogs for your customers using the catalog dashboard. Catalog files must be CIF, cXML, or Excel files (.cif, .xml, xls or .zip). Some customers might have defined specific catalog validation rules, which  Mare

Customer Name 1 Catalog Name Version File Name Type Size Visibility Created By Date Created Status Date Status Received
e . 577 Catalog
es g 09. t. . 7 Jan 2 .
Mone TestPunchOut 1 4355094Punchout.cif CIF3.0 o Mer 27 Jan 2021 validated
82 Emors
- ntn

() Customer 1 SupplierName_PunchQut_Ext 1 PunchQut_L1.cif CIF3.0 éﬁo Private ?;t:lcg 22 Jun 2023 E?L!Prﬁy
Mgl y Ariba

Network

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners
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Correcting Validation Errors
To see the error detail, click on the “Errors Found” hyperlink:

Catalogs

Files PunchQut Configuration

Manage catalogs for your customers using the catalog dashboard. Catalog files must be CIF, cXML, or Excel files (.cif, .xml, .xls or .zip). Somedustomers might have defined specific catalog validation rules, which  More

Customer Name T Catalog Name Version File Name Type Size Visibility Created By ate Created Status Date Status Received
g . 577 Catalog
| | 5500
P Mong TestPunchOut 1 4355094Punchout.cif CIF3.0 B Mgr validated
& 2 Errors
'::.::' Customer 1 Supplierame_PunchOut_Ext 1 PunchOut_L1.cif CIF3.0 268 Private Catalog 22 Jun 2023 Fou,m.d
— B Mgr by Ariba
Network
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Viewing Validation Errors
The Network displays Description, Field and Line Number for each error

The catalog file contains errors. To fix the error, upload a new catalog file or click the item in the Error Description column, or the Line Number in Your Catalog File and edit the content.

@ Details Upload new catalog file.

@ Content Catalog Validation Errors

Description 1 Field Line Number in Your Catalog File Customer
@ Errors

The item on line 14 duplicates another item with key supplierid supplierpartid 14 Customer

supplierpartauxiliaryid ABC
@ Subscriptions Missing required field ‘SE)uppUer Part 12 Cu:tangwer

=] - e

In this case, the Network is telling us that the Supplier Part ID / Supplier Part Auxiliary ID combination is
not unique on line 14 and line 12 is missing a Supplier Part ID.

To correct any issues, go back to the original Excel Catalog file, make the corrections, then update the
Catalog file, and upload the new version to replace the existing Catalog
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Customer Approval

When your Catalog passes the Network upload validation, your Customer is then notified to audit, validate
and approve your Catalog. The Network may show any of these statuses: “Published”, “Validated by
Customer” or “Pending Buyer Validation”—note that these are all valid statuses

Each Customer may have specific validation rules—and these rules may be more strict than the standard

Network rules. This means that your Catalog could pass the Network validation, but fail the Customer-
specific rules and be returned to you

If your Customer finds anything in your Catalog file that requires your attention, you will be notified by e-Mail
= Corrections should be made to the original Excel file, then the corrected Catalog file needs to be uploaded to the Network

= Each Catalog must pass both the Network validation, and the Customer audit before it can be loaded into the Customer’s buying
application and be available for their Users
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Replacing Existing PunchOut Catalogs

Due to the nature of L1 PunchOut Index files, it is rare that you would need to update them. Only a
change to the logo, the Description to appear on the Ul or additional keywords would require an
update to a L1 Catalog.

For L2, updating will occur much like a static catalog. Since the Index file is used for searching the
items in the Supplier’s catalog, before punching the User out to their website, it is important that
the data in the L2 Index files be kept current.
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To replace an existing Catalog, the steps are almost the same as uploading a new Catalog for the
Customer.

Log into your SAP Business Network account
Navigate to Catalogs
Update the Catalog—using “View/Edit”

» When replacing an existing Catalog, do not use the “Create” button—it is important to keep the same Catalog Name. The file name

can be different:
Catalogs

Files PunchOut Configuration

Manage catalogs for your customers using the catalog dashboard. Catalog files must be CIF, cXML, or Excel files (.cif, .xml, .xls or .zip). Some customers might have defined spec

Customer Name 1 Catalog Name Version File Name Type Size Visibility Created By Date Created
57 .
None TestPunchOut 1 4355094Punchout.cif CIF3.0 é’? ?:j:lc% 27 Jan 2021
Mg
- ata
[ ) Customer 1 SupplierName_PunchOut_Ext 1 PunchOut_L1.cif CIF3.0 é&: Private E:j:lc% 22 Jun 2023
Mg
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Find the existing Catalog you wish to replace with a new version

» Click on the radio button to select the existing Catalog

Catalogs

Files PunchOut Configuration

Manage catalogs for your customers using the catalog dashboard. Catalog files must be CIF, cXML, or Excel files (.cif, .xml, xls or .zip). Some customers might have defined spec

Customer Name T Catalog Name Version File Name Type Size
— _ , 577
W Mong TestPunchOut 1 4355094Punchout.cif CIF3.0 g
. _ _ 566
'._'!'_.' Customer 1 SupplierName_PunchOut_Ext 1 PunchOut_L1.cif CIF3.0

Click “View/Edit”
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Visibility Created By Date Created
Catalog
Mer 27 Jan 2021
. Catalog
Private Mer 22 Jun 2023
Search
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You are now taken to the Edit a Catalog Screen

You see the same 3 steps as a New Catalog
Details—Most of the fields are pre-populated with the existing information, but you can add a new Description for the

updated Catalog
Edit a Catalog Next

Enter a catalog name and descriptive text. Customers can search using this information. Add commeodity codes to your catalog.

@ Details Catalog Name:  SupplierABC_PunchOut_EXT
File Name:  DEMO_PunchOut.cif
Created By:  Catalog Mgr
@ Content Date Created:  Wednesday 5 Apr 2023 10:44 AM GMT+10:00
Version: 1
Size: 758B

@ Errors ltem Count: 3

Type: CIF3.0
Status:  Errors Found

@ Subscriptions Errors: 2

Description: Updated Catalog with new pricing - March 2023

A
Characters left: 1000

The maximum number of characters allowed is 1000, including spaces.

Description

Ly Delete ] [ Add

Click “Next”
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Content—The Network will display the current Catalog (if it is under 4Mb)

Edit a Catalog

@ Details
@ Content

Upload Catalog File

[ Download Catalog File ] [ Update Header Data

View and edit the contents of a catalog. Add or remove items from a catalog. To replace the existing catalog file, click Upload Catalog File.

Content ltems

ltem No. Action
1 Delete
2 Delete
3 Delete

Add Item

Supplier ID

AND1234567891-T

AND1234567891-T

AND1234567891-T

| Upload Catalog File

Supplier Part ID

AAA

AAAL

AAAZ

Manufacturer Part ID Item Description

AAA

AAA

AAA

SupplierABC
Punchout
Catalog 2
SupplierABC
Punchout
Catalog 2
SupplierABC
Punchout
Catalog 2

SPSC Code

12

12

12

[ Download Catalog File ] [ Update Header Data

[ e |
Unit Price
1
1
1
»
[ Exit ]

Click the Upload Catalog File button. This will replace the existing Catalog File with our updated Catalog

© 2019-2023 SAP SE or an SAP affiliate company. All rights
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Select your Catalog file, by clicking the Choose File button and navigating to where your file is saved.

= Your Excel file must not exceed 1 Mb, however you can use zip compression

= If your Excel file is too large, you will need to convert it to a CIF. See the Appendix—“How to convert an Excel file to CIF”
After you have selected your Catalog file, click “Validate and Publish”

Edit a Catalog

Previous | ‘ Exit

Choose the catalog file for upload. Catalog files must be CIF, cXML, or Excel files (.cif, .xml, .xls or .zip).To download the Excel catalog template, click Help at the top of the page.
@ Details

UPLOAD YOUR CATALOG FILE

Choose File | No file chasen

@ | After you click Validate and Publish, do not use your Web browser until your catalog is finished uploading. Large catalogs can take several minutes to upload.
Subscriptions

Validate and Publish

As your Catalog loads, you will be returned to the Catalog Home screen and the status will read “Validating”. Click the
“Refresh” button at the bottom of the screen to see the status change. Be sure to wait for the validation to finish
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When your Catalog passes the Network upload validation, the Network may show any of these statuses: “Published”,
“Validated by Customer” or “Pending Buyer Validation”—note that these are all valid statuses. The upload is
complete.

Catalogs

Files PunchQut Configuration

Manage catalogs for your customers using the catalog dashboard. Catalog files must be CIF, cXML, or Excel files (.cif, .xml, .xls or .zip). Some customers might have defined specific catalog validation rules, which  More

=
Customer Name 1 Catalog Name Version File Name Type Size Visibility Created By Date Created Status Date Status Received
- . 577 Catalog
estPun 09 t. 3.0 = 7 Jan 2 .
Mone TestPunchOut 1 4355094 Punchout.cif CIF3 B Mgr 27 Jan 2021 Validated
) 5 1< i
() Customer 1 SupplierName_PunchOut_Ext 2 PunchOut_CatalogL1.cif CIF3.0 582 Private Caata_oo 22 Jun 2023 Pending
B Mgr Buyer
Validation
§ 2 EITOrs
RAR o A
Customer 1 SupplierName_PunchOut_Ext 1 PunchOut_L1.cif CIF3.0 ;OO Private ﬁegra.oo 22 Jun 2023 ilcltl;:d by
[V L d
Network

Notice that the Catalog Name stayed the same, but the new File Name we loaded is reflected on the Network.

The Network does Catalog version control for you. See that our replacement Catalog is now Version 2, and is active.
Note that the radio button has moved up to our new active version.
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Customer Approval

When your Catalog passes the Network upload validation, your Customer is then notified to audit, validate
and approve your Catalog.

Each Customer may have specific validation rules—and these rules may be more strict than the standard

Network rules. This means that your Catalog could pass the Network validation, but fail the Customer-
specific rules and be returned to you.

If your Customer finds anything in your Catalog file that requires your attention, you will be notified by e-Mail.
= Corrections should be made to the original Excel file, then the corrected Catalog file needs to be uploaded to the Network.

» Each Catalog must pass both the Network validation, and the Customer audit before it can be loaded into the Customer’s buying
application and be available for their Users.
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Creating a CIF from an Excel File

Open your Excel Catalog file.

[I'__{’r: ") (5' @j v | ! V| < Level 1 Punchout Catalog Index Filexls - Compatibility Mode « Last Modified: 20m ago Vv 0

Home Insert Draw Page Layout Formulas Data Review View Help

|jj A Avrial 10 vATA === 2 @ Text . ﬁ @ Ej &l nsert [y

52 Delete v

~

Paste = = = ——= = = Sensitivi .0 .00 Conditional Formatas Cell .

v @ B I U~ v = ==== v v Y $ v % ? %0 -0 Formatting v Table v Styles v HEHFormatV
Clipboard N Font BN Alignment IN|  Sensitivity Number BN Styles Cells
c2 - fx

A B C [B) E
1 CIF_I_V3.0 h
2 |CHARSET: b UTF-8 |
3 LOADMODE: h F
4 CODEFORMAT: h UNSPSC
5 CURRENCY: h usD
6 SUPPLIERID_DOMAIN: " NetworkID
7 ITEMCOUNT: Y 1
8 TIMESTAMP: h 12/1/2099
9 UNUOM: h TRUE

A

10 COMMENTS:

12 DATA
13 AN01999999999 2772882 Acme Supplier PunchOut Catalog 43191609

14 ENDOFDATA
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Creating a CIF from an Excel File

Click on the drop down menu and save it as a “.csv’ file.

© 2019-2023 SAP SE or an SAP affiliate company. All rights

reserved.

https://sap-my.sharepoint.com ~

E’l Save

Page Layout Formulas Data Review View Developer Help PDF-XCH
. {n
|:| E‘F’ Arial ~1o - AT AT = =5 3‘7‘ B EE‘;Wrap Text @ General
&~ —

& B I U Onow A~ Bl = = | = 5= Merge & Center ~ SEHSfIVIt_‘,f $ - 9% ¢
Clipboard [E) Font = Alignment ml Sensitivity Mumb¢
A12 - e DATA @ Retent

CIF Template sample!
A | B (o}
1 [CIF_I_v3.0 h
2 |CHARSET: SUTF-8
3 [LOADMODE: F
4 |CODEFORMAT: ‘UNSF‘SC_V13_5
5 |CURRENCY: “usD Save As
6 |SUPPLIERID_DOMAIN: ¥ buyersystemid
7 |ITEMCOUNT: hE o -
8 | TIMESTAMP: N 2/15/2022 13:30 ELIJ This PC
9 |UNUCM: S TRUE
10 |COMMENTS: ~ Any comments can go here. Share v
LKl FIEL DNAMES: Supplier ID Supplier Part 1D Manufacturer Part ID @ Add a Place
12 [DATA Export
13 | Sid111 2772882 TTSIBEM412CID
14 | Sid111 2772967 IDGO76450049X B Br
15 | Sid111 2772276 IDG076458722
16 | Sid111 2772981 IDGOT6450052X
17 | Sid111 2772985 IDG0T645762
18 ENDOFDATA

INTERNAL — SAP Buyers, Suppliers and Partners

Account

Options
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Creating a CIF from an Excel File

You will get a system warning about saving it as a .csv—<click “Yes” to continue.

Microsoft Excel [ 2|

Catalog.csv may contain features that are not compatible with CSV {Comma delimited). Do you want to keep the workboaok in this format?

'\._.

|« To keep this format, which leaves out any incompatible features, didk Yes.

“  To preserve the features, dick No. Then save a copy in the latest Excel format.
+ To see what might be lost, dick Help.

[‘fes ][ Mo ][Help]

Catalog.csv Catalog.cif

The system will warn you about changing the e
extenSion CIiCk “YeS” to Continue_ | If you change a file name extension, the file might become unusable,

Are you sure you want to change it?

Yes Mo

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners
reserved.



Creating a CIF from an Excel File

Open your CIF Catalog file with Notepad, or your favorite text editor.

Open
. Show how to open this file

Catalog.cif Scan using Spybot-Search&Destroy
Defraggler »

DameWare MRCS 3

Scan for Viruses..,
TextPad |
Share in WebEx Meeting b
Scan with Malwarebytes Anti-Malware

Restore previous versions

Send to 3

Cut
Copy

Create shortcut
Delete

Rename

Properties

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners
reserved.



Creating a CIF from an Excel File

Notice that the file has new, added commas in the Header, and after the DATA and
ENDOFDATA markers.

o

W = O

o

I:IF_I_RFS C'ur|r|r|r|r|r|rr|r|r|r|r|rr|r|r|r|r|r|rr|r|r|r|r|r
I::_]';LRSET: UTF Frrrrrfrrrrrfrrrrrrfrr rrer

LDADHDDE:!'F::|r|r|r|rr|r|r|r|r|rr|r|r|r|r|r|rr|r|r|r|r|r

CODEFORMAT: ,UNSPSC V13.5,,,rrrrrrrrrrrrrrrrrrrrrs

CURRENCY : ,USD, ;v rrrvrrrrevrereererrers

SUPPLIERID DOMATN: , buyersystemid, , srevrrrrrerrrrrrerrrrs

ITEHCDUNT:|r5|rrrrrrrfrrrrrfrrrrrrfrrrr

TIMESTAMP:, 2152022 13:30, s rrrerrrrrvrerererrrere

UNUDH:fTRUErf|r|r|r|rr|r|r|r|r|rr|r|r|r|r|r|rr|r|r|r|r|r

COMMENTS: ,Any comments Can g0 NerXe ., vvrrrrrrererrrerrererer

FIELDNAMES: Supplier ID, Supplier Part ID,Manufacturer Part ID,Item Description, SPS5C Code,Unit Price,

D';L rrrrrrrrrrrrrrrrrrrrrrrrrr

5i e = Line System Phone with Headset and Caller ID,43151504,45.24,EA,10,Inte
5idl11,2772967,IDG0T76450045X, Excel 97 for Dummies Quick Beference Book,55010125,15.%S5,EA,1,IDG Books
5idl11,2772276,IDG0T764583722, "Blue Ballpoint Pens, Disposable™,15874236,5.45,BX,12,Bic,http:// www.idg

5id111,2772581, IDGOT6450052X, "Manilla Folders, Tabbed 3 Position",55745125,15.9%,E4, 3, Mead, http:/ /Wi
S5idlll, 2772585, IDGOT645762, "Stapler, Swingline 405, Black",85745125,4.55,ER,2,S5wingline, bttt/ /www. i

ENDDFDRTAFi'l'i'i'i'i'i'fl'fi’i’i’fl’fi’ffffl’fi’f
rrrrrrrrrrrrrrrrrrrrrrrrrr
rrrrrrrrrrrrrrrrrrrrrrrrrr

rrrrrrrrrrrrrrrrrrrrrrrrrr

rrrrrrrrrrrrrrrrrrrrrrrrrr

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners 92
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Creating a CIF from an Excel File

Remove these extra commas after the Header values and the DATA and ENDOFDATA
markers. Be sure to remove any commas in front of the data in the Header as well.

- CIF_I_\FS'CFi'i'i'i'i'i'i'i'i'i'i’i’i’i’i’i’i’i’i’i’fffffI

- I:_].;ERSET Lr Y rFFrFrrFFFFFrFFFFRPFFFFRRFFRRR
E LDADHDD: rFrrFrrrrrrrrrrrrrrrrrrrrrr

_.' I:DDEFD SPSI:_\F-.LS'EFi'i'i'i'i'i’i’i’i’i’i’i’i’i’i’i’i’i’i’i’i’i’i’i’

? I:URRENI:Y: Di’i’i’i’i’ rFrrFrrrrrrrrrrrrrrrrr

i SUPPLIER DD}EIN:&.‘IyeISY‘St’EE‘idFi'i'i'i'i'i’i’i’i’i’i’i’i’i’i’i’i’i’i’i’i’i’fi’

7 ITEHI:DUNT: rFrrFrrrrrrrrrrrrrrrrrrrrrrr

: TII.LESTMIP: -"IrlEJIIrZOZZ lS:SOFi'i'i'i'i'i’i’i’i’i’i’i’i’i’i’i’i’i’i’i’i’i’i’i’

E. UNUDH: R rFrFrrrrrrrrrrrrrrrrrrrrrrr
—: I:D}ﬂ.LEmlli-ﬁ:lycanﬂents cangc‘ nEIE'i’i’i'i'i'i'i'i’i’i’i’i’i’i’i’i’i’i’i’i’fi’fi’f
11 FIELDHN. : Supplier ID,Supplier Part ID,Manufacturer Part ID,Item Description, SPSC Code,Unit Price,
—; DAT rrrrrrrrrrrrrrrrrrrrrrrrrr
13 5idl11,2772882, TTS5IBM412CID, 4-Line System Phone with Headset and Caller ID,43151504,45.24,EA,10,Inte
14 5idill, "““436“ IDGOTe450049%, Excel 97 for Dummies Quick Eeference Book,55010125,19.9%,.ER,1,IDG Books
15 5idlll, T2276, IDGOTE458722, "Blue Ballpoint Pens, Disposakle™,15874236,5.45,BX,12,Bic,http://www.idg
lée 5idlll, 72981, IDG0OTE450052X, "Manilla Folders, Tabbed 3 Position™,8S9745125,19.99,E4, 3, Mead, http://ww
17 5idl111,2772985, IDG07645762, "Stapler, Swingline 405, Black™,85745125,4.85,EA,2,5wingline, http://www
14 ENDDFDAT-qrrrr|r|r|r|r|r|r|r|r|r|r|r|rr|r|r|r|r|r|r|r|rrI

4 rrrrrrrrrrrrrrrrrrrrrrrrrr

- rrrrrrrrrrrrrrrrrrrrrrrrrr

- rrrrrrrrrrrrrrrrrrrrrrrrrr

rrrrrrrrrrrrrrrrrrrrrrrrrr

Be Careful if you use the “Replace” function—you don’t want to replace any of the
commas in the actual Catalog data.

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners
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Creating a CIF from an Excel File

Once the commas are deleted, save the CIF Catalog file. It is now ready to be loaded.

Your completed file should look like this.

1 CIF I V3.0

2 CHARSET :UTF-8

3 LOADMODE : F

4 CODEFORMAT :UNSPSC V13.5

5 CUOREEHCY : USD

& SUPPLIERID DOMATN:buyersystemid

7 ITEMCOUNT : 5

TIMESTAMP:2/15/2022 13:30
UNUCH : TRUE

1C COMMENTS : Any comments can go here.
11 FIELDHMAMES: Supplier ID, Supplier Part ID, Manufacturer Part ID,Item Description,SPSC Code,Unit Price,]

LV e

12 DaTa

13 5id111,2772882, TT5IBM412CTID, 4-Line System Phone with Headset and Caller ID,43151504,45.24,E4,10,Inte
14 51dlll, 2772%967,IDE0Te4500459K, Excel 597 for Dummies Quick Referemce Book,55010125,19,.95%5,ER,1,IDG Books
15 5idl111,2772276,IDG076458722, "Blue Ballpoint Pens, Disposakble™,15874236,5.45,BX,12,Bic,http://www.idg
le 5idlll, 2772981, IDE076450052XK, "Manilla Folders, Tabbed 3 Position",89%745125,19.95%, ER, 3, Mead, hetp://wWw
17 5idl11,2772985,IDG07645762,"5tapler, Swingline 405, Black",89%9745125,4.95,ER,2,Swingline http://www.i
14 ENDOFDATR

T4

© 2019-2023 SAP SE or an SAP affiliate company. All rights INTERNAL — SAP Buyers, Suppliers and Partners
reserved.

94



THE BEST RUN w



	Slide 1: Understanding, Creating and Publishing PunchOut® Catalogs
	Slide 2: Agenda
	Slide 3: Configuring a SAP Business Network (SBN) Account for PunchOut
	Slide 4: Configuring a SAP Business Network Account for PunchOut
	Slide 5: Configuring a SAP Business Network Account for PunchOut
	Slide 6: Configuring a SAP Business Network Account for PunchOut
	Slide 7: Configuring a SAP Business Network Account for PunchOut
	Slide 8: Configuring a SAP Business Network Account for PunchOut
	Slide 9: Configuring a SAP Business Network Account for PunchOut
	Slide 10: Configuring a SAP Business Network Account for PunchOut
	Slide 11: Native cXML transaction setup 
	Slide 12: Native cXML transaction setup
	Slide 13: Native cXML transaction setup
	Slide 14: Configuring your Customer Specific PunchOut URL connection
	Slide 15: Configuring your Customer Specific PunchOut URL connection
	Slide 16: Configuring your Customer Specific PunchOut URL connection
	Slide 17: Configuring your Customer Specific PunchOut URL connection
	Slide 18: Configuring your Customer Specific PunchOut URL connection
	Slide 19: Configuring your Customer Specific PunchOut URL connection
	Slide 20: Configuring your Customer Specific PunchOut URL connection
	Slide 21: Setting up Default Level 1  Index File Template Details 
	Slide 22: Setting up Default Level 1 Index File Template Details
	Slide 23: Setting up Default Level 1 Index File Template Details
	Slide 24: Setting up Default Level 1 Index File Template Details
	Slide 25: Setting up Default Level 1 Index File Template Details
	Slide 26: Creating and Publishing PunchOut Level 1 Catalogs Online
	Slide 27: Creating and Publishing PunchOut Level 1 Catalogs Online
	Slide 28: Creating and Publishing PunchOut Level 1 Catalogs Online
	Slide 29: Creating and Publishing PunchOut Level 1 Catalogs Online
	Slide 30: Creating and Publishing PunchOut Level 1 Catalogs Online
	Slide 31: Creating and Publishing PunchOut Level 1 Catalogs Online
	Slide 32: Creating and Publishing PunchOut Level 1 Catalogs Online
	Slide 33: Creating and Publishing PunchOut Level 1 Catalogs Online
	Slide 34: Creating and Publishing PunchOut Level 1 Catalogs Online
	Slide 35: Creating and Publishing PunchOut Level 1 Catalogs Online
	Slide 36: Creating and Publishing PunchOut Level 1 Catalogs Online
	Slide 37: Creating and Publishing PunchOut Level 1 Catalogs Online
	Slide 38: Creating and Publishing PunchOut Level 1 Catalogs Online
	Slide 39: Creating and Publishing PunchOut Level 1 Catalogs Online
	Slide 40: Template and Catalog File Creation for a Level 1 PunchOut Catalog
	Slide 41: PunchOut L1 Template
	Slide 42: Templates and Catalog Creation – L1 PunchOut
	Slide 43: Creating a L1 PunchOut Catalog
	Slide 44: Creating a L1 PunchOut Catalog
	Slide 45: Creating a L1 PunchOut Catalog
	Slide 46: Creating a L1 PunchOut Catalog
	Slide 47: Creating a L1 PunchOut Catalog
	Slide 48: Creating a L1 PunchOut Catalog
	Slide 49: Creating a L1 PunchOut Catalog
	Slide 50: Creating a L1 PunchOut Catalog
	Slide 51: Template and Catalog File Creation for a Level 2 PunchOut Catalog
	Slide 52: PunchOut L2 Template
	Slide 53: Creating a L2 PunchOut Catalog
	Slide 54: Creating a L2 PunchOut Catalog
	Slide 55: Business Network – File Size Limits
	Slide 56: Creating a L2 PunchOut Catalog
	Slide 57: Creating a L2 PunchOut Catalog
	Slide 58: Creating a L2 PunchOut Catalog
	Slide 59: Creating a L2 PunchOut Catalog
	Slide 60: Creating a L2 PunchOut Catalog
	Slide 61: Creating a L2 PunchOut Catalog
	Slide 62: Creating a L2 PunchOut Catalog
	Slide 63: Creating a L2 PunchOut Catalog
	Slide 64: Uploading and Publishing PunchOut Catalogs
	Slide 65: Uploading and Publishing PunchOut Catalogs
	Slide 66: Uploading and Publishing PunchOut Catalogs
	Slide 67: Uploading and Publishing PunchOut Catalogs
	Slide 68: Uploading and Publishing PunchOut Catalogs
	Slide 69: Uploading and Publishing PunchOut Catalogs
	Slide 70: Uploading and Publishing PunchOut Catalogs
	Slide 71: Uploading and Publishing PunchOut Catalogs
	Slide 72: Uploading and Publishing PunchOut Catalogs
	Slide 73: Uploading and Publishing PunchOut Catalogs
	Slide 74: Uploading and Publishing PunchOut Catalogs
	Slide 75: Uploading and Publishing PunchOut Catalogs
	Slide 76: Uploading and Publishing PunchOut Catalogs
	Slide 77: Replacing Existing Catalogs
	Slide 78: Replacing Existing PunchOut Catalogs
	Slide 79: Replacing Existing PunchOut Catalogs
	Slide 80: Replacing Existing PunchOut Catalogs
	Slide 81: Replacing Existing PunchOut Catalogs
	Slide 82: Replacing Existing PunchOut Catalogs
	Slide 83: Replacing Existing PunchOut Catalogs
	Slide 84: Replacing Existing PunchOut Catalogs
	Slide 85: Replacing Existing PunchOut Catalogs
	Slide 86: Appendix
	Slide 87: Creating a CIF from an Excel Catalog File
	Slide 88: Creating a CIF from an Excel File
	Slide 89: Creating a CIF from an Excel File
	Slide 90: Creating a CIF from an Excel File
	Slide 91: Creating a CIF from an Excel File
	Slide 92: Creating a CIF from an Excel File
	Slide 93: Creating a CIF from an Excel File
	Slide 94: Creating a CIF from an Excel File
	Slide 95

