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Basic Account Configurations



Account Configuration

. AT ID / TAX ID — select Company Settings in the top right corner, go to Company Profile and select tab Business. In
the section Financial Information enter your Vat ID / Tax ID.

. Remittance Address — to manage this information you should follow the current process.

. Payment Methods — The preferred Payment method for AES is ACH to only one Bank Account, to manage this
Information you should follow the current process

. Test Account Creation (testing is required for integrated and catalog suppliers) — To create a test account, select your
name in top right corner and choose “Switch to Test ID.”

. Currency — The currency that Ariba Network uses in the service subscription area of your account is controlled by your
organization’s location, which you specify in User Account Navigator > My Account > Preferences.

€9 AEs

United States




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.

To SMO Supplier 1,

ACTION REQUIRED
Your customer, SMO Buyer, is changing the way they do business with their valued suppliers. The

C“Ck the Ilnk |n the emalled Ietter tO proceed tO the Iand|ng goal i1s to make the process by which yvour company receives purchase orders and/or gets paid as

efficient as possible.

page.

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

> Accept your customer's trading relationship request

(Please chck the link above whether or not vou have an existing account on the Anba Network.)

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

WHAT IS THE ARIBA NETWORK?

Ariba, an SAP company, offers solutions and services that enable you to easily share information and
business processes with your customers through the Anba Network, such as:

o Accelerate the sales cycle and lower the cost of sales
* Find new customers who are actively looking for what vou sell
* Dnve more business with current customers
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Select One...

First Time Existing
User User

A r| ba N ET‘WD I’k Help Center >

Welcome to Ariba® Network

SMO Buyer has invited you to join Ariba Metwork.

New User Existing User

Are you new to the Ariba Network? If you do not have an account and would

If you already have an Ariba Commerce Cloud or Ariba Discovery account,
like to participate, click Register Now. By signing up with the Ariba Network,

enter your existing usermname and password and click Confirm to log in to the

you will establish a trading relationship with your requesting customer. Your Ariba Metwaork.
new account will also be visible to other buying organizations on the Ariba
Metwork. Username: |

Forgot Password?
I have further questions for my requesting customer

Confirm

When you confirm your existing usermame and password, Ariba will send a
notification to your requesting customer, informing them that you already have

an Ariba Metwork account and that you have accepted their trading relationship
request.
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Register as a New User

Click Register Now. New User

Are you mew 1o the Adba Networky H you do not have an account and would

Enter Company Information fields marked required with ke o paricipate, cick Register Now. By signing up with the Ariba Network

you will establesh a trading relationshap with your requesting customer, ' owr
alsod

- - - . naw account will 3 diblba to othar buying organizations on the Afiba
an aStenSk (*) |nC|Ud|ng h:::r;.;;:w ke to other buying organizations on the

Register Mow

— Company Name
— Country
— Address

| have further guestions for my requesting customer

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

Add extra information (TAX ID)

Accept the Terms of Use by checking the box. oo -’ “ .
C“Ck Reglster to proceed to your home Screen. ."j_":“j'-”'al:Z:’"ﬁi“"w,nm."m?“i‘a-“f‘f”a“u"”m”t.' e reea e e mveirs bom o] oot e reres o & et
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Accept Relationship as an Existing User

Log in using your current Ariba username and
password to accept the relationship with your

customer. 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.
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Complete Your Profile

abc inc
1. Select Company Profile from the account
dropdown menu. A
\ Ariba Network
. ; ) Link User IDs ‘ .
2. Complete all suggested fields within the (| companypotie S -
tabs to best represent your company. TS A T
Switch To Test ID P N
3. Fill the Public Profile Completeness ABC Inc e 94 g
meter to 100% by filling in the S
. . . . Premium Package DS Mumber
Information listed below it. — | e w s ype
Company Profile o " 'F'ﬁn“m”rr
Service Subscriptions B o
Settlngs Elic P I " Shane Vour Pubic Prodil
Logout __ Addieas 1% 21 Jump Streed m

Note: The more complete a profile, the Viewr e Proi

Ciy = Zevweland Pr il

higher the likelihood of increasing business
with existing and prospective customers. o [

e v:*  Unied Saanees [ILHE ) wr
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Configure Your Email 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. | o

Select Settings from the account " ABC Inc

dropdown menu. e

Click on Notifications under Account Settings. Customer Rewiorsips  Uses  Nolfcatons  Accoun ety Appicaion suoscrl] e

General Mok Sourcing & Contracts | Electronic Order Routing e
Network Notifications can be accessed from Encer up to three comma-separa SRR eadresses per fiald, Ensure that you have any required 52/ d  gyqcyronic Invoice Routing

here as well, or you may switch to the Network

Electronic Order Routing

tab when in Notifications. — | Remitances

Faly
‘f Send & notilicatman when arders are JIIL‘|E|.'.I'-:'I:||‘J|.E.
‘f Send & notilicalio

. rder o 1 Lags
You can enter up to 3 email addresses per e  new cosboraton red
1Fi 1 Send notification for new purchase orders 1o supplers.
n Otlfl Catl O n type ' YO u m u St Se parate e aC h J Send a netification when purchase order inquinies are received,
I I Purnchams Order Inguns + | TestABCInCE
a'd d reSS Wlth a’ CO m m a b Ut I n Cl u d e N O S paceS S J Send a netification when purchase order inquines are undesliverable,
betwee n th e e m ai |S . S Send a netification wwhen time sheets are undeliverable, | TestABCInci
Pendine Custe send a notificatian when iterms gelivened through pending queue ane not acknowledged TesLABCINCE
Fder Cont o Fail Send a notilication when arder canfirmations are undsliverabla TastABCinci
Dirder Confirmation Failuna ] : i
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Configure Your Enablement Tasks

1. From home screen, select the Enablement Tab. Tasks
2. Click on the Enablement Tasks are pending link. 1 Enablement Tasks are pending
3. Select necessary pending tasks for completion.
. . Update Profile Informati
4. Choose one of the following routing methods for poate Profie Inormation | KN
Electronic Order Routing and Electronic Enablement Tasks
Wiesm delpie of Al perad g fasks and careplele Iham L1E $1e asencass Ink o compdeie 3 saek
Actmity Name Date Due Total Tasks My Pending Tasks
»  Account 26 Feb 2016 4 0

Note: There may be times you see a pending task for
your customer. This will not go away until your
customer completes it. Netwark Setiings

»  Purchase Order 1 Apr 2016 2 0

Gimnami ax vy aned frchiving
Capabilitios & Proferencos

Sending Method

= Inwnices

cKWL

Motfications
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Route Your Purchase Orders

Method Detalls
* Online (Default): Orders are received within your AN account, but notifications are not sent out.

 Email (Recommended): Email notifications are sent out, and can include a copy of the PO, when orders are received
within your AN Account.

* Fax: Notifications of new orders are sent via Facsimile and can include a copy of the PO as well as a cover sheet.

« cXML/EDI: Allows you to integrate your ERP system directly with Ariba Network for transacting with your customer.
Please contact your Ariba enablement team to be connected with a Seller Integrator who will provide more information

on configuration.
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Select Electronic Order Routing Method

-l;'rl:l"-;]-er _ancel Urdaers

Catalog Orders witl |

Notifications i v Catalog Orders WOt afachments
P [ ] >
Catalog Orders with Atachments Same as new catalog orders without attachmenis

Select “Same as new catalog orders without Non-Catalog Orders without
attachments” for Change Orders and Other Document
Types to automatically have the settings duplicated or Aaehments

you may set according to your preference. Other Document Tyoos

Same as new catalog orders without attachments

Blanket Purchase Orders Same as new catalog orders without attachmanis

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

Order Status Reguest Online
Order Response Documents Onling
Motihcations

‘."’ Send a notiication when orders are undeiiverabla

Zend 3 notikcabon when a3 new collaboration request against an edsbng order IS recened

Send a notification when purchase ofder inquines ane recened
Purchiase Ordar Inguiny
=end a noticanon when purchase onder inqumeas are undelnerable

Send a notibcabon when bme sheets are undedverable
Tirme Shie
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Select Electronic Invoice Routing Method

Methods and Tax Details Eloctronic Order Routing  Electronic Invoica Routing  Accelarated Payments
1. Select Settings from the account dropdown menu. General  Tax Invoicing and Archiving

Capabilities & Preferences

My Bccaunt

- - . EEHding Method Custamer Relstionshin Contact Admimistrater
2. Select Electronic Invoice Routing under the Network o .
Settings - - -
3. Choose one of the following methods for Electronic | | ontne P
Invoice Routing: cusomernveiee e
Online ! Notifications | Account Registration ” eane

CXML - only for MEX :
EDI - Only if you are an integrated supplier. e L R

Accelerated Fayments

State Tax ID: [ nat entar dashies ReEmillancs i

It iIs recommended to configure Notifications to email (the
same way as in Order Routing). At Logs

4. Click on Tax Invoicing for Tax Information and
Archiving sub-tab to enter Tax Id, VAT Id and other
supporting data.
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Remittance Information

Please do not maintain any Remittance information in ARIBA Network since it is not connected with AES systems.
To update/create remittance information, please go follow the current process



Review Your Relationships

Current and Potential

Account Settings Close
Select Settings from the Account oo Fltionninn s Hotimions  Areount trarc Aosiestion St Aeount feraaten AP masemant 1
dropdown menu. Current Relatioriships Podertial Relationships abcinc
Click on the Customer Relationships link in
. My Account
the Account Settings menu.
Choose to accept customer relationships et et m | Customer Retatonsni
either automatically or manually. Swich To Test D
In the Pending Section, you can Approve or cem -
Reject pending relationship requests. In the o ”
. . Application Subscriptions
Current SeCt|On, you Can reVIeW your Current Einter cusicentr Agene o Nehwork 1D i Account Registration Service Subscriptions
customers’ profiles and information portals. Setngs
You can also review rejected customers in
the RejeCted SeCtion' Electronic Invoice Routing
Find potential customers in Potential T
Relationships tab. - ' — | Remicances
L Rt Metwork Motifications
Audn Logs
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Setup User Accounts

Roles and Permission Detalls

Administrator

* There can only be one administrator per ANID

« Automatically linked to the username and login entered during registration
* Responsible for account set-up/configuration and management

* Primary point of contact for users with questions or problems

* Creates users and assigns roles/permissions to users of the account

User

* Up to 250 user accounts can exist per ANID

» Can have different roles/permissions, which correspond to the user’s actual job responsibilities
» Can access all or only specific customers assigned by Administrator
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Setup User Accounts

Create Roles and Users Account Setings En
(Administrator Only)

abc inc

My Account

ACCOUNT SETTINGS Link User IDs

1. Select Settings from the Account
dropdown menu- foles s ot vou _ ol a1 ) S 2 . ) - . ok bam Users Switch To Test 1D

e ABC Inc
Filters Motifications

Account Hierarchy Premium Fackage

2. Click on the Users tab on the : —
Account Settings menu. The e I sceount Regiraton Service Subscrptions
Users page will load.

+ - Logout
Electronic Order Routing

Settings

Electronic Invaice Routing

3_ CliCk On the Plus "+" bUtton in e ] Accelerated Payments
the Manage User Roles section and

Metwork Motifications

. - st Loge
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Setup User Accounts

Create Roles and Users (Administrator Only) I

4. Type in the Name and a Description for the
ROle Mew Role Information

5. Add Permissions to the Role that correspond to
the user’s actual job responsibilities by checking
the proper boxes and click save to create the role.  remissions

Page | 1 w| B
6. Save
FParmiEsnn Dascrip
4,,'1" Condact soaministration Kaintain infommation har accourn t conact persannal
Goons Recept Rapon 4oministration accass by Reparting, and Goads Faceint repart typa
\l'r mvaice Report Adrminstraticn Arcess o Repartng, and Invvsice Reporl type
? Furchaze Order Repart Adminsstratisn ACCess b Reporing, Furchass Order and Drder Summany regort Types
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Setup User Accounts

Create Roles and Users Account Settings |
(Administrator Only)

Customer Relatonshps Users Notficabons Account Hierarchy Appication Subschptions Account RegesLratiol APl management

1. To Create a User Click on Manage G
Users o)
Users button
2. Click on the Plus "+" button A S ARSI 3

Filter

Jsers [(You can only seach on one sttrduie &t & tme)

Username v l + I

Usermame Emad Address Fast Nama Last Name Anba Discovery Contact Role Assgned Authanzation Profies Assgred Customer Assigned

No terms

———————

| S ————
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Setup User Accounts

Create Roles and Users
Create User
(Ad m i n iStrator O n Iy) ':"-_" aie E_|1-_"".".' user acoaunt and ass 4'1'_" a role amnd f needed ass ;;_‘ them o & IJJE-iI'IE'EE I.II'li'.. P.ril.'na Wil E-r_m'. at

emparary password to the address provide
= at any himea

=N

B Mew User gocount. The account

information enterad hara will not be rmodifiable after you click Done, However, you can modify role assignmes

Mew User Information

3. Add all relevant information about the user
Including name and contact info.

4. Select a role in the Role Assignment [ T e———
section as corresponding. ] o e oy orc

Lim
s hi U'S-.':. 1 o -
5. Click on Done.
Role Assignmerb
Mame Dascripbicn
Te=l Rol=
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Setup User Accounts

Account Settings “ [ Close

Modify User Accounts (Administrator Only) == a

Ick on the Manage Users tab.
Ick on the Actions e
ick on Edit for the selected user. e =

Click on the Reset Password Button to
reset the password of the user.

O 0 0

> W e

1 m
n
5 . Ot h e r O p t I O n S . q.f‘ Udasmama Ernaal Addrasa Fird? Hame Lt MName Arba Dndcyery Conbict Rabe Aiaareed HAutheritation Profiled Aiinggned Astiand

°® De I ete l | Se r -.,,u" gabrelcarnilo. 13280882 00w R e L el b e 8 oL MY Tea sy Ho Tesl Fole AR1) ACton

. Ly Agdd o Contact List Remowve from Contact List Exii
* Add to Contact List

I Deere

Make &drminorab =]

* Remove from Contact List
« Make Administrator

Selected User Information

Username: gabriel.carrillo.132@aes.com
Email Address: gabriel.carrillo@aes.com
First Name: Test
Last Name: User
Office Phone:
)]

D Do not allow the user to resend invoices to the buyer's account.

T
D This user is the Ariba Discovery Contact ‘%

f'l"'\l
D Limited access Y/

ﬁeset Password

Role Assignment
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Enhanced User Account Functionality
1. Click on your name in top right corner, to access the -n

User Account Navigator. It enables you to: { abcinc

« Quickly access your personal user account MEANCTRO
Information and settings e fecount
« Link your multiple user accounts , _ .
o . Link Usar |05 |
« Contact Administrator Information N i

Contact Administrator

e Switch to your test account e ——— : E————
After your multiple user accounts are linked, the User FPOPNEL porerrCory
Account Navigator displays the multiple accounts. L ABL-Inc
2. Click on My Account to view your user settings. Mo o Premitam Fackagr
3. Click Complete or update all required fields Company Profie

marked by an asterisk.

. g Samvice Subscriptinns
Contact Information Preferences

Note: If you change username or password, remember to

Sattngs

use it at your next login. e R
: : : : : | Legout
4. Hide personal information if necessary, by checking the o oo Lo oy ntmepeiviartoet ser st aals Loyt el -
box in the Contact Information Preferences section. rganizvion Thscorsen hall b i fet 10 he morent il has been ried 3rd may b evid by i wiien otca (0 Arba. 1 you 3  Rssn Clzen resioeg win e Russan ||
=
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Link Accounts Via an 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

« 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



Create an Account Hierarchy

Select Settings from the Account dropdown menu | abc In

_ _ Account Settings
2. Click Account Hierarchy. o
3. To add child accounts click on Link Accounts.

Customer Relationships Users Notifications Account Hierarchy Al

Customer Relationships Contact Administrator

Users Switch To Test 1D

3 . Th e N etWO r k WI II deteCt |f there IS an eXIStI ng Ariba has found existing accounts that match information in your company profile. Click he|  asifications ABC Inc
account with corresponding information.

o o Company Profile
Account Status:  No Linked Accounts Application Subscriptions

If your company has multiple accounts, you can lif L Service Subscriptions
. Account Registration
help make them easier to manage.

4. On the next page log In if you are the Administrator Link Accounts seing
Of the account. Electronic Order Routing | oeet

Note: If you are not the Administrator of the account, l Link Account
you can send a request as a ‘Non Administrator’ to the
AdminiStrator through an Online form' FOT AN ACCDOUNT ADMINISTRATOR ACDDUNT AIMINISTRATOR

Yau can link yoir comgany's mulliple accciuntE, creatng a gaieni-child accoint hietarchy, Linking yais company’s mulliple accounts San belp make lsm aaies 0 imanags

H wou are niot the account adrimistrador far the accownt you wand ta link with, =end a reguest Ba link 1#vouw are an accourt sdmirsstratar tor the acoount you vaant to link with, enter the username ano
scoaurs. After the regues is spproved, 8 parent-child account hisrachy B creat=d bebses=n e inoed paz=ward for that sooourd be o,
acoaunts, Click Beleyw 1 Begin dearching acoauels you mas aanl e Dnk aitkh

5. Once the request is confirmed by a child account e
administrator, the name of the linked account is
displayed on the Account Hierarchy page.

Note: This functionality is also available for the Ariba
Sourcing Module
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Set Up a Test Account

To set up your Test Account, you need to be on the tabular view of your Ariba

Network Production Account. Changing Account Mode &= B

CIICk your name In top rlght Corner When you switch, Anba Network logs you off of your Production Mode. abc inc
Select Switch to Test ID. The Switch To Test Account button is only available Foidhy 1 Puadkicsion Mode s/l seve changie, cick Cancw
to the account Administrator. The administrator can create test account My Account
usernames for all other users needing access to the test account. = © Link User IDs
Click OK when the Ariba Network displays a warning indicating You are about Cronte Tost A t i Cantact Administrator
. reate |est ACcoun " :
to switch to Test Mode. Switch To Test ID _
. - . : : N | ABC Inc
Create a Username and Password for your test account and Clle OK YOU You are aboutto create a new accountin the Test Mode. The trading relationship with the &
will be transferred to your test account. Usemame:* | testAbasup@s.c Premium Packsgs

Company Profile

Your Test account should be configured to match your Production Password* | esssssesess
account. This will ensure the testing results are consistent with what will
result in Production. Once you have set up your test account, you are ready

Noto: Tost acootnt tanaactions ) -

Note: Test account transactions are free of charge.

sendice Subscriptions

Confirm Password:® | sssssssssss Settings

Home Inbox Outbox Catalogs Reports Messages

The Network will always display which mode you are logged —
Into, (Production or Test). Your Test account ID has the suffix “-T” appended Orclers and Releases v | All Customers Order Number
to your Ariba Network ID (ANID).

€9 AEs

United States




