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INTRODUCTION

= A guide that provides information
about the SAP Business Network
how to navigate, setup, edit and
access the information that you

require.
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LOGGING INTO THE SAP BUSINESS NETWORK

» Go to https://supplier.ariba.com

To Login:
1. Enter Username
2. Enter your Password
3. Click on Login
4. If you have forgotten your User name or
password, click on Forgot Username or
Password
Forgot Username or Password
1) Enter your email OR username
2) Click Submit

3) An email from Cloud will be sent to
the registered email address

Ariba

Supplier Login

G
e Forgot Username or Password

New to SAP Business Network?
Register Now or Learn More

Recover your username

Enter the email address you used to register with Ariba Network.

Email address

|
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Co

System Administrator when

+ You need permissions to access a

CONTACT THE SYSTEM ADMINISTRATOR

The System Administrator creates users, applies permissions and should be contacted when there is questions, updates or changes to your log in profile

ntact the Business

tab required for your role

+ You need to have your password reset

1.

2. Select Contact Administrator

* There are different options to
contact the System Administrator,

Click on your user Initials

from the dropdown list

use the option wanted

3. Click on Done to Return to the

Ariba

page you accessed the
dropdown list from

T~

|

T armmang nrafila

- :

Maore

User's Name

Users Login

My Account

Link User IDs

" Contact Administrator e

Back to Classic View

’ Business Name

AMID: Business ANID number
Premium Package

-
Contact Your Account Administrator (

The account administrator role is assigned to the individual at your organization who is responsible for distrator also serves as your primary
point of contact if you need help resetting your password, changing your permissions, or if you have any v

Account Administrator Information

Name:

Email Address:
Office Phone:
Fax:

. W T PR
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ACCESSING “MY ACCOUNT”

Accessing “My Account” allows users to make
updates to their SAP Business Network Account

Note: Only change information that requires updates

Changes in My Account should only be completed when
required, for example:

A name Change

* Business Role Change

« Changing your Password
Note: All changes will trigger and email to confirm that
you have requested the changes
1. Click on your user Initials
2. Click on My Account

> The My Account screen is displayed

Note: that your System Administrator has entered the
information while creating your account

+ Update the required fields
3. Click on Save, a green ribbon indicates the changes

have been saved successfully a red ribbon indicates
that information is missing or incorrect

Ariba

®@ Bs [ 1
User's Name

' Users Login

n My Account e

Link User IDs
| ¥

Account Settings Mobile Settings

* Indicates a required field

Account Information

Username: *

7
Your User Name will be displayed ‘ "l)

Change Password

Email Address: *

Your Business Address ‘

First Mame:*

Your First Name ‘

Middle Name:

Last Mame:*

Your Last name ‘

Personal Information Change Log

!
Business Role: ‘ Information Technology ~ |

Preferences

Preferred Language: @®

-
CET v ‘ ®

Preferred Timezone: *

-~
Default Currency:* Euro Select Currency ®

IZI Allow Me to Save Filter Preferences in the Inbox/Outbox

Accounts Receivables
Business Qwner
Customer Service
E-Commerce

Field Services
Finance

Information Technology
Manager

Marketing

Order Management
Sales

Service Administrator
Shipping

Treasury

Other
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SELLER DASHBOARD/HOME PAGE

Screen Overview

Heading example

1. Access to Help

2. User Name Initials — a drop down provides
applicable accesses

3. ... (More) — a drop down provides access to
track, CSV upload and CSV download
options-can also be accessed from other
screens

4.  Create — a drop down that provides short
cuts to processes, can be accessed from
other screen

5. Accessible Tabs — the tabs that you have
permissions to access

6. Quick search options — Allows searching
for selected parameters from the Seller
Dashboard /Home page

7. Overview Bar — helps to focus on important
tasks related to orders and Invoices

8. More - indicates there are more tiles

9. My Widgets — Allows users to change the
identify what widget they want to see on the
Seller Dashboard /Home page

10. Customize — Shows the available options
for My Widgets

Ariba

SAP

Enablement Workbench

Home

Overview

79

ltems to confirm

Last 24 Hours

9 My Wldgets All customers Vv 414 Customize °

Purchase orders

Getting started

Business Network ¥ Enterprise Account

Planning v

Orders v

Fulfillment v

Quality v Invoices v Payments v Catalogs Reports v Messages
-—
Vv Exact match Vv | Order number n

e Orders and Releases Vv All customers

-

\ R -

11

New orders

Last 3 months v

last 24 hrs

Invoice aging

’ lla’

152

Orders

Last 24 hrs

UV

132

ltems to ship

91

ltems to confirm

Last 31 days Last 31 days

Al v

Activity feed

1) @ BS

Create

More

Viewall {G}
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SELLER DASHBOARD/HOME PAGE

Screen Tabs

- Only the tabs that your Businesses
System Administrator has assigned to
you will appear, contact your System
Administrator if you require other tabs
to access required processes

When working with tabs, remember:

*  The Tabs that each User can see is
based on the permissions assigned
by your Businesses System
Administrator and the required
processes determined from the Buyer

*  Not all tabs have drop down lists

*  Not all shown down list selections
may be available

+  Some functions can only be
performed by the System
Administrator

*  The order of the tabs cannot be
changed

+  Refer to the Supplier Information
Portal for your Buyer for more
information about the processes
required

Ariba

Home

- asls Early Payments
Ariba Discovery
Ariba Proposals & Questionnaires Orders and Releases Inspection Scheduled Payments
Ariba Contract Management i i .
e Order Inquiries Notification Remittances
SAP Business Network
Settings

Business Network ~ Enterprise Account

Enablement Workbench Planning Orders ~ Fulfillment ~ Quality Invoices ~ Payments ~ Catalogs Reports Messages

Forecast Order Confirmations Invoices Reports

Service Sheets

Planning Collaboration Credit Memos
Time and Expense Sheets )
Capacity Collaboration Debit Memos
Ship Notices
Sales Report Timestamp Verification

Transport Requests
Drafts
Transport Confirmations
Goods Receipts
Extended Collaboration
Product Replenishment

Sales Orders

Drafts - CONFIDENTIAL -



SELLER DASHBOARD/HOME PAGE

Tile Bar Overview

The overview bar help suppliers focus on specific
tasks related to orders and invoices, tiles can be
customized, each tile takes the user to the
Workbench

*  The Overview tile bar can be personalized so
that a user can keep track of order and/or
invoices as part of their job

. Where there is a number in the indicates
that there are more tiles to display in
Overview

A number indicates that there are more tiles to
view, click on More and the tiles will be
displayed

Overview Getting started

*  The time frames (hours & days) shown on the

tiles can be changed based on the user’s . . . . .
requirements 5 0 7 2 1 2 .. 0

. You can access each tile by clicking onit New orders ltems to confirm Orders ltems to confirm Items to ship More

Last 24 hours orders Last 24 Hours Last 24 hrs Last 31 days Last 31 days

*  The name of each tile can be adjusted to
reflect the needs to the user

«  Tiles can be added or removed 19 0 l 0

< Personalisation enables suppliers to prioritise Orderstoinvoice | Orderswith service line | Enablement Tasks
and keep track or order and invoices ' '
Ariba

90 Days of Invoices Last 31 days
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SELLER DASHBOARD/HOME PAGE

My Widgets

- Widgets that show insights such as invoice
aging, leads, purchase order volume and more
can be selected, use widgets to gain insights into
your Buyer

- The My widgets section can be customized by: My widgets At cusomers ) it customize

* Buyer
+ Tile Type Purchase orders Last 3 months v Invoice aging Download app Company profile
. . K €O
« All Items in Blue can be clicked on to: €1 55 EUR EUR We are now
- Provide more information mobile. SRCE
+ Change time frame of the information s . - l S TR 40%
* Update parts of the Ariba Network erae e0s DN T A e
100K - . ompleted
i : €80K £€0.6
* To Display Customers that you work with: .
1. Click on All Customers drop down and o / o
make yOUr SeIeCtlon £20K {/ o2 Complete your company profile to increase
€0. = your chances of being discovered by new
¢ To Customize: Feb Mar 030 31-60 £1-90 Learn more — buyers.
2- CIICk on CUStomlse and make your B 41l Customers B sent B Rejected @ Approved Complete profile =
selection, refer to Customising My
Widgets

My leads Paid invoices Last 12 months Benchmarking: On-time Payment Rate Last 12 months +

« My Widgets provides users the options to display
information relevant to their function

All industries ~

Note: Not all widgets are the same size, some are
larger, also some widgets provide bar graphs, pie
graphs, line graphs or information only

Ariba
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SELLER DASHBOARD/HOME PAGE

Customize My Widgets —
HOW to Add Or Remove My W|dget5 All customers ™ 8% Customize o
Ti Iessu b heading* Purchase orders ast 3 months Invoice aging

Widgets can be customized to . .
provide information on the Seller Customize my WIdgEtS

Dashboard/Home page Add, remove, and rearrange widgets to personalize your home page.

1. Click On Customize

+  All customers

The Customize my widgets screen is Best Run Buyer - Aust... Purchase orders Last 3 months w Invoice aging Download app
displayed:
. BP SCC Buyer - TEST T s TNy . S I P T T Y ST e e
* Hover over the Available e AN - TEST BUY .
widgets name to display a ' oox / \ €0.2
Preview of the widget and what SCC Delivery Team - = o
H €0 €0
data it shows Feb Mar Apr 0-30 3160 61-90 Learn more —
2. Select the W|dgetls required from B Al Customers B sent @ Rejected @ Approved
Available widgets
Paid invoices Last 12 months ~
3. Click on Save 540 @
o $540... Available widgets @)
* The widget is now added to the PO N
Seller Dashboard/ Home Page o 1\, , o
AW A\ o\ On-time payment rate + Feeds + Application gateway =+
. . 40 ,’\}'./ ‘e /
Note: Clicking on All Customers and / \ "\\ 4 :
selecting a customer from the drop 50 AN v ) . .
down list the information on the Grrwawiiazos Paid invoices -+ My leads -+ Benchmarking: On-time Payment Rate ==
widget is displayed. S Sneeg
Paid invoices +

+  Widgets cannot be customised by
customer

Ariba
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SELLER DASHBOARD/HOME PAGE

Create Selection — Overview

The Create enables suppliers to create
the available options from the
Dashboard/Home page

* The options available are based on
the documents that are transacted
with your Buyer, however, using this
selection is general rather than
specific to a document

* To create documents such as Order
Confirmations, Ship Notices and
Invoices refer to the applicable
training documents on the relevant
business Supplier Information Portal
(SIP)

1. Click on Create to display the
dropdown list

Ariba

SAP Business Network ~ Enterprise Account

Home Enablement Workbench Planning ~ Orders ~

r

Fulfillment ~

* Orders and Releases ~ Al customers

Qverview Getting started

5 0

New orders | ltems to confirm

Last 24 hours orders. Last 24 Hours

My W|dget5 All customers ™ 4% Customize

Purchase orders

€155&.

Last 3 months v Download app

We are now
mobile.

f F
[ "’A'Q

7

Orders

Last 24 hrs.

Quality ~

B

Invoices ~ Payments ~ Catalogs Reports ~ Messages

Exact match ~ | Order number Q

Non-PO Invoice

Service Entry Sheet

LY

ey

21 2 i

ltems to confirm Items to ship

Last 31 days Last 31 days

Company profile
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TRANSACTIONAL WORKBENCH

Workbench Information

The Transaction Workbench provides
one location for users to find documents
that relate to their role

Home Enablement Workbench Planning ~ Orders ~ Fulfillment ~ Quality ~

- Tiles provide filtered views of
information and are customizable, tiles
can be created and saved with the
ability to name the tile and determine

Workbench

':jril:prlggzers of days of information to be 11 O e 2 1 2

Invoices ~

197

Payments ~

Catalogs

1

Reports ~

Messages

o]
474 Customize 0

. New orders Items to confirm Items to ship Orders to invoice Orders with service line

- To access the Workbench, click on the

Workbench tab Save filter Last 31 days Last 31 days 90 Days of Invoices Last 31 days
1. Customize — allows users display the tiles New orders (110)

based on their reqUIrementS > Edit filter | Save filter Last 90 days | |New e
2. Export — allows users to export a specific 9 (e o e

tiles information to an Excel spreadsheet

Order Number Customer Amount Date 4 Order Status Actions

3. Settings — users can change the settings

based on their requirements 4500003641 SCC Delivery Team - Global H13 Client 400 - TEST €100.00 EUR  Apr23, 2021 New
4' ACtionS - aIIOWS users to perform aCtionS 4500003640 SCC Delivery Team - Global H19 Client 400 - TEST £100.00 EUR Apr 23, 2021 N

. . . - - . r ew ooe

without opening the document first N e
5. Active Filters — indicate the active filters 4500003593 SCC Delivery Team - Global H19 Client 400 - TEST €100.00 EUR Apr21, 2021 New a0

for the tile displayed and the filters s B and® P BTN B BN A P .

attached

6. Tiles — allows users to display the
information required

Ariba
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TRANSACTIONAL WORKBENCH

Customize Workbench Tiles

The.tra nsaction Workben'ch a”OWS users to display Home Enablement Waorkbench Planning ~ Orders ~ Fulfillment ~ Quality ~ Invoices ~ Payments ~ Catalogs Reports ~ Messages u
the information they require for faster access and

it can be customized by: Norbon 94 Customize 0
e Customer

*  Type of Document or process 110 21 2 197 l

o Ti me fra me New orders Items to confirm Items to ship Orders to invoice Orders with service line
Save filter Last 31 days ) Last 31 days ) 90 Days of Invoices ' Last 31 days
«  Tiles provide a filtered view, from the newoers (110)  Edit Workbench =
Work ench Screen: > Editfilter | Save filte You can add, delete, re-arange tiles (using drag and drop) and set fitters on your workbench.
X X X * x
Add tle

1. Click on Customize 110 21 2 197 1 + 9
2. TO add a Tile’ CliCk On + MNew orders ® New orders Items to confirm ltems to ship Orders to invoice Orders with service line

... Last2d hours orders ..o lastdldays o lestdidays S 90 Days of Inveices oo lestdidays
A list of all the available tiles appear, Changed orders @ + Items o ship

Pinned Documents can be used in conjunction with the SAP Ariba
Supplier mobile app to follow up on documents you marked

impertant.

Note: Multiple Tiles with the same name, fQI’ Orders to invoice @ + e Early payment offers (@
example, New orders and have them for different
customers or time periods

The Pinned documents tile shows all documents a user has pinned in
the SAP Ariba Supplier mobile app. The Pinned documents list view
displays information such as Customer, Document Type, and Status.
Rejected invoices ® + Invoices pend[ng payment @ From there, users can navigate to the document details page to take
further actions. Users can also unpin documents.

The ? provides further information about the tile

Orders (@ + Invoices pending approval @

3. C(Ijiglk on the + at the end of the tile you wish to
a

. . X
Invoices (@ + Service sheets @ You'll see the actual
1 count on the
The Tile is added Workben»ch page.
Remittances @ - Orders with service line /@ Orders with service line ' Changed orders

Ariba Last 31 days e l@st3ldays

Scheduled payments @ + Pinned documents



TRANSACTIONAL WORKBENCH

When a Tile is added to the Workbench it
appears at the end of the list

. Tiles can be moved, hover over the
when a hand appears holds down the
mouse button and move to the desired tile
position

* The information above the dotted line can
be changed from the default to reflect
something else, for example “Jane’s View”

Note: The pop up box indicates that the
number of Changed Orders does not appear in
the Customize view

Further Tiles can be added by clicking on the
+

To remove tiles, Click on the X

1. Once you have added and removed the
required Tiles, click on Apply

*  Drag and drop any of the workbench tiles
to re-arrange the order in which they
appear and the tile order will appear in the
overview bar of the homepage

Ariba

Edit Workbench - Tiles

Edit Workbench

You can add, delete, re-arrange tiles (using drag and drop) and set filters on your workbench.

X X x

21 2

Items to confirm

197

Orders to invoice

110

New orders Items to ship

Last 24 hours orders Last 31 days Last 31 days 90 Days of Invoices

1

Orders with service line

Last 31 days

X

X
You'll see the actual
count on the

Workbench page. +
Changed orders

Last 31 days

o=
X

Workbench
Mew orders Items to confirm | ltems to ship
Save filter Last 31 days Last 31 days

197

Orders to invoice

90 Days of Invoices

1

Orders with service line

Last 31 days

6

Changed orders

Last 31 days
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TRANSACTIONAL WORKBENCH

The information contained within each tile can be
exported into an excel format document

1. Click on the Tile to display the information
2. Click on theicon

The Spreadsheet is shown as an icon at the
bottom of the screen

3. Click to open, the spreadsheet is displayed
Spreadsheets can be used to perform matching

to your ordering system or ERP (for non-
integrated suppliers)

* Note: Only one tile at a time can be
exported

Ariba

Export Data from the Workbench

Workbench 74 Customize
New orders ltems to confirm Items to ship Orders to invoice Orders with service line Changed orders
Save filter Last 31 days Last 31 days 90 Days of Invoices Last 31 days Last 31 days

Items to confirm (21)

> Editfitter | Save filter | [Next90days| (Last31days| [Exclude confirmation notall..., +1| |Exclude fully shipped | |Exclude fully received | |Exclude fully invoiced
©: ~
v Item No. Supplier Part No. Description Need By Ship By Requested Quantity Confirmed Quantity Requested Unit Price Estimated Shipping Est  Actions
v Customer: SCC Delivery Team - Global H19 Client 400 - TEST Order No.: 4500003384
10 Lager Jun 10, 2021 50.00 PCE 50.00 PCE €1.00 EUR
v [ Customer: SCC Delivery Team - Global H19 Client 400 - TEST Order No.: 4500003386
O 10 Lager Jun 10, 2021 50.00 PCE 0.00 PCE €1.00 EUR mm/ddiyyyy E
v O Customer: SCC Delivery Team - Global H19 Client 400 - TEST Order No.: 4500003387
D 10 Lager Jun 17, 2021 50,00 PCFE .00 PCF £1 00 FLIR mm/ddAanns Im n
v o[ Customer: SCC Delivery Team - Global H19 Client 400 - TEST Order No.: 4500003389
O 20 Lager Jun 10, 2021
Order Number Customer Amount Date Order Status Amount Invoiced
74500003641 SCC Delivery Team - Global 100.00 EUR 24 Apr 2021 05:51:30 AM New
4500003620 SCC Delivery Team - Global H19 Client 400 - TEST H19 Client 400 - TEST
3640 SCC Delivery Team - Global 100.00 EUR: 24 Apr 2021 05:44:20 AM New
N H19 Client 400 - TEST
4500003619 SCC Delivery Team - Global H19 Client 400 - TEST e
3631 SCC Delivery Team - Global 140.00 EUR 23 Apr 2021 01:06:14 AM Partially Received
H19 Client 400 - TEST
4500003618 SCC Delivery Team - Global H19 Client 400 - TEST
3620 SCC Delivery Team - Global 33.00 EUR 22 Apr 2021 10:51:41 PM Partially Shipped
1610307420302xlsx A B 1619397407198xsx A B 1619397399732.xsx H18 Client 400 - TEST
3619 SCC Delivery Team - Global 10.00 EUR 22 Apr 2021 08:06:16 PM Partially Shipped

H19 Client 400 - TEST
71500003618 SCC Delivery Team - Global 10.00 EUR 22 Apr 2021 07:51:22 PM Partially Shipped
H19 Client 400 - TEST

71500003616 SCC Delivery Team - Glabal 10.00EUR 22 Apr 2021 05:34:07 PM Changed
O e R NI, /"2"'- gt

P P N Y| | S



TRANSACTIONAL WORKBENCH
Workbench Table Settings

The Workbench table Settings allow
suppliers to identify the table headings
displayed

The headings provide information
without opening the document

*  Some table headings can be
sorted by clicking on the heading
in the heading ribbon

To change the Table column headings:

1. Click on the icon
Screen opens the Table Settings menu

2. Hover over the = until it turns
into a hand, drag and drop
from one column to the other

To change the table settings Date and
Time information

3. Click on Date and Time in the
side menu

Once all updates have been made

4. Click on Apply
Ariba

Table setting
Table columns

Date and time

Workbench
Rew orders thems to confirm Items to ship
S e Lot 31 ceys Last 31 ey

New orders [110)

> Editfilter | Save fiter | [Last90days| [New

Use drag and drop to configure the table columns to be displayed and their order

Available columns Displayed columns

474 Customize

197 1

Orders 1o involce Orders with senvice line

00 Duryy of Ieoices. Lawt 31 dayn

Order Statis Agtions

Table setting

Table columns

To display timestamps in a date column, turn on the respective toggle.

Date and time: Timestamp

Type Order Number

Version Customer

Inquiries Amount

Ship To Address Date

Ordering Address Order Status

Routing Status. Amount Invoiced

External Document Type

Settlement

Revision

Company Code

Purchasing Organization

+ I

@5)

(Example: Aug 2, 2019, 8:20:50 AM)
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TRANSACTIONAL WORKBENCH
Edit Filter

The Edit Filter allows users to filter tiles by parameters
such as:

. Customer

. Date

. Status

. Customer Locations
. Order Type

. Routing

. Each Tile has its own set of filters, review the filters
and select the ones that are required based on the
Tile and the parameters associated with it.

Theclorocess remains the same irrespective of the tile
used:

1. Click on the Tile you want to customize
2. Click on Edit filter

Note: The available parameters are displayed, some
selections will have a Checkbox while others a
dropdown list

Choose the options from the available filters, once all
parameters have been selected

3. Click on Apply, the filters appear next the Edit Filter
selection

Ariba

Workbench

110

MNew orders

Save filter

21

Last 31 days

New orders (110)

> Edit filter

Order Number

e filter |

Items to confirm

| Last 90 days | |New |

Customer

2

Items to ship

Last 31 days

4500003641 SCC Delivery T - Glob, lient 400 - TEST

Orders to invoice

1970 1

90 Days of Invoices

Amount

€100.00 EUR

r

494 Customize

Orders with service line

Last 31 days

fa 44

Date 4 Order Status Actions

Apr 23, 21

Orders to invoice (197)

v Edit filter

Customers

Order numbers

Creation date

Order status

Company codes

Select or type selections

il | | Type selection

Last 90 days

Purchasing organizations

(®) Partial match

Customer locations

() Exact match

Include ~ |

Select or type ... ! | Select or type selections ! ‘

Last 24 hours

Last 7 days

Select or type selections

i | ‘ Type selection

Last 14 days

Last 31 days

Last 90 days

Routing status.

Min amount Max amount  Currency

‘ All

JL L e ]

Last 365 days

Custom date range

a m | e ‘ Cancel

- CONFIDENTIAL -

g‘ 22})‘ \f::.-w’__\ » " p oz



Save Filter allows users to

save the parameters for a tile,
edit filter only edits the view a

user makes filter changes to,
but is not saved until Save
Filter is performed

Once all parameters have
been set

1. Click on Save Filter

Confirm the description, this
can be changed to reflect a
specific customer or other
description

2. Click on Save

Ariba

TRANSACTIONAL WORKBENCH

Save Filter

Save filter

Before you save this filter, we recommend that you add a
description for easy identification.

0

Changed orders

e lEstildays
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