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1. Account Configuration

SAP Ariba



Accept Your Invitation

The invitation is also referred to as the Trading Relationship Request, or TRR. This e-mail contains
information about transacting electronically with your customer.

Click the link in the emailed letter to proceed to the landing page.

dnises

SAP Ariba /NN, |

To SMO Supplier 1,

If you received a Trading Relationship
Request (TRR) from Baker Hughes, we
Vour customer, SHO Buyer s hanging the way they do business with teir valued supplies, T are offering you an Enterpri se account.

goal is to make the process by which your company receives purchase orders and/or gets paid as

If you did not receive a TRR we are

To enable your company to process orders or invoices with SMO Buyer, click the link below to get
started.

eAth?[iEvl9ur customer's trading relation_sh'lo requgst . Offerl ng you a Standard aCCOU nt. (If y OU
(Pleadsemlialathe link above whether or not you have an existing aseews 8T the Ariba Network.) al read v h ave an En ter p r i S e aC C O u nt fo r

S e At M rOR other customers you can choose to

Dusimess processes with your customers through the Aribs Network, such ast, e oo en 2nd utilize that account for Baker Hu g hes ’

*  Accelerate the sales cycle and lower the cost of sales

+  Find new customers who are actively looking for what you sell AI’I b a Fees m | q ht ap p Iv)

s  Drive more business with current customers

If this invitation did not reach the appropriate person in your company, please forward as needed.

Public
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Select One...

First Time
User

Ariba Network

Welcome to Ariba® Network

SMO Buyer has invited you to join Ariba Network.

New User

Are you new to the Ariba Network? If you do not have an account and would
like to participate, click Register Now. By signing up with the Ariba Network.
you will establish a trading relationship with your requesting customer. Your
new account will also be visible to other buying erganizations on the Ariba
Network.

| have further questions for my requesting customer

Existing
User

Help Center >

Existing User

If you already have an Ariba Commerce Cloud or Ariba Discovery account
enter your existing username and password and click Confirm to log in to the
Ariba Network

Username |

Password.
Forgot Password?

When you confirm your existing username and password, Ariba will send a
notification to your requesting customer, informing them that you already have
an Ariba Network account and that you have accepted their trading relationship
request

© 2016 SAP SE or an SAP affiliate company. All rights reserved.
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Register as a New User

Click Register Now.

Enter Company Information fields
marked required with an asterisk (*)
including:

New User

Are you new to the Ariba Network? If you do not have an account and would
like to participate, click Register Now. By signing up with the Ariba Network
you will establish a trading relationship with your requesting customer. Your
new account will also be visible to other buying organizations on the Ariba

Netwark.

Company Name Ariba Network >
Country | have fuither questions for my requesting customer == L3
Address cg

s 3

Enter User Account information marked
required with an asterisk (*) including:
Name @
Email Address
Username (if not the same as email

address)
Password

Accept the Terms of Use by checking
the box.

Click Register to proceed to your home
screen. :

Public
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Accept Relationship as an Existing User

Log in using your current Ariba username and password in order to accept the relationship with your
customer.
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Existing User

If you already have an Ariba Commerce Cloud or Ariba Discovery account, enter your existing username and
password and click Confirm to 1og in to the Ariba Network.

Username |

Password Forgot Password?

When you confirm your existing username and password, Ariba will send a notification to your requesting customer,
informing them that you already have an Ariba Network account and that you have accepted their trading relationship
request.

Public
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Account Access and Configuration

Feedback Help

Go to http://supplier.ariba.com SAFANRELN Droes S NVOIES v

Enter Username & Password and
. . Supplier Loain Technology and Millennials: A New
CIICk Logln to access yOUf' PP g Generation Rocks Your World!

Production aCCOu nt. feiiia e u: ‘What motivates Millennial customers? Short

answer: not much. Check out the latest edition
7 from SAP Radio to learn how to manage, market
H H to, and convince Millennials to buy.
Click the Company Settings tab to
ea e

Login

open the menu. Het

New to Ari

Click Company Profile and then
click on the area you want to
update.

Company Settings v

Ariba Network

jUnitOrg - LV8b&fbt...

INBOX OUTBOX CATALOGS REPORTS ANID: AN02003380348
Standard Package

Company Profile @

Senice Subscriptions

Account Settings

Customer Relationships
Users
MNotifications

Account Hierarchy

View All
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http://supplier.ariba.com/

Company Profile Configuration

Company Profile

Easc: Busi'wess: Warketing (3] : Contacts : Certifications : Additional Documents : :

Basic: Complete or update all required fields marked by an asterisk in the Basic Company Profile tab.
Click the Add button to classify your Company by Commodities, Sales Territory and Industries.

Business: Enter additional information for your company, such as Tax or VAT IDs

Marketing: Add a company description, company logo, and/or links to your social media. If applicable,
you can also add your D-U-N-S number in the section marked “Credit and Risk Information from D&B”.
*The more information you provide, the more relevant business opportunities you may receive. (These
are accessed through the “LEADS” tab at the top of your screen.

Contacts: Add the main company contacts. Additional contacts (role- or customer-specific) can also be
setup.

Certifications: Enter and upload certificates along with their expiration date if applicable
Additional Documents: Any attachments you cannot assign to the categories above.

Save / Close: Make sure that you save all changes that have been made.
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Notifications and Network Notifications

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

Click on Notifications under Account Settings e
. jUnitOrg - L\V8b8fbt...
Company Settings. AND: ANO2003360348
Customer Relationships Users Motifications Account Hierarchy Standard Package
NetWOI’k NOtIfIC&tIOI’lS can be @_ Company Profile
accessed from here as We" or General Network iscovery Sourcing & Contracts
) Senvice Subscriptions
yOU ma.y SW|tCh tO the NetWOI’k T anauage st Account Settings
tab When |n NOtIfIC&tIOﬂS Electronic Order Routing Customer Relationships
. Users
You can enter up to 3 email J Send s st shn e ] @ @
end a notihcation wnen orders are undelivera ‘otifications
add resses per nOtIflcatIO n e Send a notification when a new collaboration rd  Account Hierarchy ived. | nke@phoentc ata com
type You must separate eaCh Send a natification when purchase order inquir| 7o Al
. Purchase Order Inquiry # | junk@phoenix.ariba.com
addreSS W|th a comma but Send a notification when purchase order inquiri Network Settings
. ) Send a notification when time sheets are unde . o
|nclude NO Spaces between Time Sheet # | junk@phoenix.ariba.com
the em al IS . Sending Queu Send a notification when items deliverad through pending queue are not acknowleged. .. junk@phosrix aiba cond
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Electronic Order Routing

Methods Required

Go to Electronic Order Routing: The method that you would like to transact business with your
customers on the network can be found here. Online (portal), cXML, Email, EDI or Fax is included.

Online Routing: This means that the PO is sent to your Ariba Inbox without additional copies being
sent elsewhere. If you select any of the other methods, you can choose to send
additional copies to the routing method selected (We recommend email routing).

Email Routing: Select the check box
Include document in the email message 10 | v oo comimme oo
include a complete copy of the PO in the | ———=

Network Settings Company Settingsv %
jUnitOrg - LV8b8fbt...
ANID: AN02003380348
Standard Package

email. It is recommended that you use a | Ccowbiie e o i
non- personalized/distribution list email. After | ™™

Non-Catalog Orders with Part Numbers

purchase orders are sent to mailboxes that

respond with “O0O0” messages, the orders
will not fail and the network will indicate that
it received the auto-reply in the order history
log. Note: Make sure that Ariba Network
notes do not fall into the junk or spam malil
box.

cXML/EDI Routing: If you prefer to Integrate
your ERP system with your account and
need assistance, please contact us at:
CommerceAssistance@ariba.com

© 2016 SAP SE or an SAP affiliate company. All rights reserved.

Process non-catalog orders as catalog orders if part numbers are entered manually

New Orders

Document Type Routing Method
Catalog Orders without

Atachments E=

Catalog Orders with Attachments

Non-Catalog Orders without EDI
Attachments

Network Settings @

Electronic Order Routing

Options

Email address: ‘ dgarda@ariba.com ‘

Email address:

dgarda(@ariba.com |

Attach cXML document in the email message
\/ Include document in the email message
Leave attachments online and do notinclude them with email

orders with attachments that have the routing method "Same a
attachments”.

Non-Catalog Orders with

cXML Pending Queue
Attachments Y Fax a

ut attachments

Current Routing method for new orders: Email

Aniachments wil be included in the order.
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Electronic Order Routing

Notifications Required

Select “Same as new catalog orders Change/Cancel Orders

without attachments” for Change Sl @ 2

Orders and Other Document Types atachments Same as new calalog orders wilhout attachmens
to automatically have the settings
duplicated or you may set according

to your preference. Atachments ot G

Catalog Orders with Attachments Same as new catalog orders without attachments

Non-Catalog Orders with

Specify a method and a user for pachments

sending Order Response Other Document Types
Documents (Confirmations and Ship
NOticeS) . Blanket Purchase Orders Same as new catalog orders without attachments

Same as new catalog orders without attachments

Time Sheets Online
Order Status Request @ Online
Order Response Documents Online
Notifications

J Send a notification when orders are undeliverable.
Order
Send a nofification when a new collaboration request against an existing order is received
Send a notification when purchase order inquiries are received
Purchase Order Inquiry
Send a notification when purchase order inquiries are undeliverable.

Send a notification when time sheets are undeliverable
Time Sheet
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Electronic Invoice Routing
Methods and Tax Details

Go to Electronic Invoice Routing

Choose one of the following methods for
Electronic Invoice Routing: Online; cXML,;
EDI. It is recommended to configure
Notifications to email (the same way as in
Order Routing).

Click on Tax Invoicing for Tax Information
and Archiving sub-tab to enter Tax Id, VAT

|d and other supporting data. Recommended
but not required

Electronic Order Routing Electronic Invoice Routing Accelerated Payments

General Tax Invoicing and Archiving @

Capabilities & Preferences

Sending Method

Document Type Routing Method
Invoices Online

Online
Customer Invoices

XML

EDI

Tax Classification:
Taxation Type: v @
Tax Id: 1) Do not enter dashes
State Tax Id:
Regional Tax Id:

vatid: ||

VAT Registered

VAT Registration Document: <No document> O ptl O n al

Company Settingsw ¥
jUnitOrg - L\VV8b&fbt...

ANID: ANO2003380348
Standard Package

Company Profile

Senice Subscriptions

Account Settings

Customer Relationships
Users

Notifications

Account Hierarchy

View All

Network Settings @

Electronic Order Routing
Electronic Invoice Routing

Accelerated Payments

Public
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Invoice Archival Recommended invoice Archival
bUt nOt reqUIred Ariba Metwork can archive your invoices in zip format. The 3

day period, then additionally select the Archive Immediately

Configuring invoice archiving allows you to specify the
frequency, immediacy, and delivery of zipped invoice archives. Cenfigure Invoice Archival @
If you wish to utilize it, please follow these steps:

From the Company Settings dropdown menu, select Invoice Archival

“Electronic Invoice Routing”

Select the tab “Tax Invoicing and Archiving” Twice Daily
Scroll down to “Invoice Archival” and select the link for e @

. . . @ Weekly
“Configure Invoice Archival” BM:H_
Select frequency (Twice Daily, Daily, Weekly, Biweekly or Monihiy _

Archiving Start Time: X AN L] Y c/GN .

Monthly), choose Archive Immediately to archive without g SeTne 0 o e
waiting 30 days, and click Start. /! Archive mmediately

@ Send archived invoice files to the pending queue for download.

If you want Ariba to deliver automatically archived zip
flles to you’ also enter an ArChlve De“Very URL Send archived invoice files to the Archive Delivery URL.
(otherwise you can download invoices from your Outbox, archive Delivery URL:

section Archived Invoices).

Note: After Archive Immediately started you can either

. . Long-Term Document Archiving
Stop it or Update Frequency any time.
You may navigate back to the “Tax Invoicing and @
Enable long-term inveoice archiving. See the terms and policies for the optional document archiving

Archiving” screen in order to subscribe to Long-Term
Document Archiving for an integrated archiving solution.
(More details within the Terms and Policies link.)
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Remittances Recommended
but not required

From the Company Settings Network Settings

d rO pd OWn m e n U y Se I eCt CI I Ck 0 n Electronic Order Routing Electronic Invoice Routing Accelerated Payments Settlement Jl: I\Il();g:J();;sz)ﬁj'g)}1‘
ANID: £ UV S50V 540
i * Indicstes a required fisld Standard Package
Remittances g
EFT/Check Remittances Company Profile

Click Create to create new
company remittance information, or
Edit, if you need to change existing W[ e ][ oaw || oem @ recolht Setp
information. Customer Relationships

Create Remittance Address / Payment Info
CO m p I ete a" req U i red fl eIdS marked &;:-:J.i”?a'}? a;{;ss Indicate your preferred payment method for the new address. Then, enter information

by an asterlsk in the EFT/CheCk » Do not enter personal bank account information. Enter only corporate bank details
Remittances section. e S

Remittance Address @ View All

Select one of your Remittance s ]
Addresses as a default if you have
more than one. If needed, assign
Remittance IDs for this address for
each of your customers. Clients may

ask you to assign IDs to your g @
addresses so they can refer to the coun | untegrangaom 557 L
addresses uniquely. Each client can
assign different IDs.

Address t City State Senvice Subscriptions

Users

Notifications

Network Settings

Electronic Order Routing

Address 4: Electronic Invoice Routing

Accelerated Payments

View All

Make this address default
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Remittances
Payment Methods

Recommended
but not required

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

Complete the details for ACH or
Wire transfers.

Select if you do or do not accept
credit cards and click OK when
finished.

© 2016 SAP SE or an SAP affiliate company. All rights reserved.

Payment Methods

Preferred Payment Methoc

ACH

@ Account Name
unt #

Confirm Account

int Typ:
ABA
Confirm ABA

Bank Na

Select method
Select method
ACH

Check

Credit Card
Wire

Cash

AribaPay
Credit Transfer
Direct Deposit

Others

®

US Banl

Us Banl

WIRE TRANSFER

Beneficiary Bank

account type

nk ic
Confirm Bank |
Bank Name:

Public




Current and Potential Relationships

Click on the Customer
Relationships link in the
Administration Navigator.

Choose to accept customer
relationships either automatically or
manually.

In the Pending Section, you can
Approve or Reject pending
relationship requests. In the Current
Section, you can review your current
customers’ profiles and information
portals. You can also review rejected
customers in the Rejected Section.

Find Potential customers in
Potential Relationships tab

Account Settings

Customer Relationships Users

Current Relationships Potential Relationships @

| prefer to receive relationship requests as follows:

®  Automatically accept all relationship requests

Pending
Customer
b ||
Current
Customer
junitorg -

SWQzydVD565589b21009590920

Rejected

Customer

Motifications

Account Hierarchy

@

Manually review all relationship requests

Requested Date

Approved Date

25 Nov 2015

Rejected Date 1

Company Settingsv B

jUnitOrg - LV8b8fbt...
ANID: AN02003380348
Standard Package

Company Profile

Service Subscriptions

Account Settings @

Customer Relationships

Network Settings

Electronic Order Routing

Electronic Invoice Routing

Accelerated Payments

Public

© 2016 SAP SE or an SAP affiliate company. All rights reserved.



Switching to the Test Account

To set up your Test Account, you need to be on the tabular view JU-LV8DSMI5655890F.. v *
of your Ariba Network Production Account. Logout
Click your name in top right corner and then select Switch to Test ot
ID. The Switch To Test Account button is only available to the Hy communtyFrofie
account Administrator. The administrator can create test account Switch To
usernames for all other users needing access to the test account. jU_L@tssﬁssgmmﬁgm
Click OK when the Ariba Network displays a warning indicating Switch To Test 1D
You are about to switch to Test Mode. Link User D=
Create a Username and Password for your test account and click Contact Administrator
OK. You will be transferred to your test account. Croate Tosl Accou

Your Test account should be configured to match your You re aboutto eate anew acount i h Teslod: The g eatonshiy wi e
Production account. This will ensure the testing results are @ Usemane: | testAbasupg@s
consistent with what will result in Production. Once you have set Passwr+ | sssensssens
up your test account, you are ready to receive a test purchase contim Passworc+| sesssamarn
order.

Company Settings

Note: Test account transactions are free of charge.

The Network will always display which mode you are logged into, © CSV Documents
(Production or Test). Your Test account ID has the suffix “-T”
appended to your Ariba Network ID (ANID).
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2. Managing Roles and Users

SAP Ariba



Administrators and Users

Administrator

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

Primary point of contact for users with questions or problems.
Creates roles for the account

User

Can have different roles, which correspond to the user’s actual job responsibilities
Responsible for updating personal user information

© 2016 SAP SE or an SAP affiliate company. All rights reserved.
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Role and User Creation

CIICk On the Users tab On the Customer Relationships Users Motifications Account Hierarchy

Administration Navigator. Manage Users jUnitOrg - LVBbSIL..

The Users page will load. T Standard Package

Users

Company Profile

Click on the Create Role
button in the Manage Roles reveccanovoin@sap com @
section and tYDe in the Name ; et | [ ooe || scatocomactiist | [ Remowe tomcontactiist || wak aminictator | | | createuser ||| Account Settings

and a DeSCrlptlon fOf the ROIe Manage US@VROWS@ Customer Relationships

Add Permissions to the Role  |... wes @
that correspond to the user’s @
actual job responsibilities by

All Access Details Edit Delete : o
View All

checking the proper boxes and | .
click save to create the role. Network Settings

Service Subscriptions

Electronic Order Routing

To Create a User Click on Create User button and add all relevant information about
the user including name and contact info.

Electronic Invoice Routing

Accelerated Payments

Select a role in the Role Assignment section and Click on Done. You can add up tO | remuances
250 users to your Ariba Network account Network Notifications

View All
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Modify Users

Click on the Administration tab. Account Settings

CI i C k On Edit for the Selected Customer Relationships Users Notifications Account Hierarchy
user. —

Manage Users
Click on the Reset Password
Button to reset the password of | yss

the user. Usemame 1 Email Address Fistame  Lsstame  AibaDiscoverContact  Rol Assigned

rebecca.noy 2 ap.com rebecca novotny@sap.com Rebecca Novotny No All Access

Other options:
L;‘ Edit TT/ Delete \I—r—:z':i:";:t.z' H Remove from Contact List H Make Administrator ‘\| Create Usel

Delete User
Add to Contact List Edit User

fiew user information, revise role assignments, or reset user pesswords. Aribe recommends only

Remove from Contact List S

og in page if they forget their password. When you click Reset Password

Make Administrator Selected User Information

z e rebecca.novotny@sap.com
Email At 5. rebecca.novotny@sap.com
First e. Rebecca
Last Name: MNovotny

Office Phone:
This useris the —ri@s::-:.%r_- Cuontd
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Enhanced User Account Functionality

Click on your name in top right corner, to access the User Account JU-LV8b8MI5655894T v *
Navigator. It enables you to: Logout
. . . . My Account
Quickly access your personal user account information and settings " @

My Community Profile

Link your multiple user accounts

Swi [
My Account Switch To

Switch to your test account
Note: After your multiple user accounts are
linked, the User Account Navigator displays
the multiple accounts.

jU-Lv8befbt565589df100950...

Account Settings
Switch To TestID

Link User IDs

Account Information -
Contact Administrator

Click on My Account to view your user

Usemame:* Aribasup@s.c

Settlngs. Change Password @
Click Complete or update all required fields o
marked by an aSte”Sk Note |f you Change FirsiName *  jU-LVEb&fbl5a5589dM1009590921
username or password, remember to use it e
. LastMame:*| lastName
at your neXt Iogln. Business Role: Business Owner
Hide personal information if necessary by Security
CheCk|ng the bOX |n the Contact |nf0rmat|0n Secret Question:* | What is the last name of your first boss?
Preferences Sectlon. Secref Answer® | ssssssssss @
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Hierarchy

SAP Ariba



Multi-Org time and invoice consolidation / synchronization

Multi-Org Consolidated Invoice

Branch 1 **Parent Account
Branch 1 Parent « Customer X

Account
ANID 1 e Customer Z

Branch 2 1 Master Anniversary Date

* CustomerY

« Customer Z 1 service invoice per

., Branch 3 guarter for all customers
Network * CustomerY

* Customer Z

Branch 4

* No chargeable relationship

Ariba offers invoice consolidation and synchronization for customers with several accounts

Fees will be invoiced only to the parent account with the payment cycle synchronized for the entire
group.

The parent account will receive one single invoice every three months for all customer relationships and
for all linked accounts.

This consolidation is related only to invoices issued by Ariba to the supplier, the business operations of
each account are still independent.

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Public



What is required to participate in a Multi-Org?

The supplier needs to designate a Parent ANID under which the invoice will be viewed.
The selection of the parent ANID determines the currency of the Multi-org invoice and the billing dates.
The supplier should also have confirmed list of child ANID’s to be included on the invoice.
A Multi-Org is NOT:
A way to merge accounts.
A way to get a discount on Network Transaction Service fees.
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How to create a Multi-Org

Register all accounts which will be included in the Multi-Org.
Create a list of all ANIDs and designate the parent account.

Wait until the first ANID becomes chargeable.
Contact Customer Support through the Help Center and inform them of your need for the Multi Org.

Public

© 2016 SAP SE or an SAP affiliate company. All rights reserved.



Account Hierarchy

Linkage between individual accounts for account management purposes

The administrator of the Parent account can log into the child account and take the following actions:
Change settings on the child account and complete the company profile
Publish catalogs
Check the status of payment for the Ariba invoice and pay the invoice
Upgrade to a higher Subscription package

The administrator of the Parent account cannot take following actions:
View buyers on the Child account
Create any documents (PO confirmations, Ship Notices, Invoices)
Run Reports
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How to create an Account Hierarchy

Open the dropdown menu and go to Account Settings

. jUnitOrg - LV8befbt...
Account Hierarchy. ANID: AN02003380348
Customer Relationships Users Motifications Account Hierarchy

Standard Package

To add child accounts click on Link

Accounts. e

Account Status:  No Linked Accounts Senvice Subscriptions
The Network will detect if there is i ) R | DO
an existing account with Lk Recome '
corresponding information. i
On the next page either log in as an JJ
Administrator or send a request N @
through an online form as a Not T
Administrator.

Network Settings

Once the request is confirmed by a
child account administrator, the
name of the linked account is
displayed on the Account Hierarchy T—

page Network Notifications

View All

Electronic Order Routing
Electronic Invoice Routing

Accelerated Payments
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