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Atmus Specific Account Configuration

« «VATID [/ TAXID - 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 - select Company Settings in the top right corner and go to Remittances. In the
EFT/Check Remittances section select Create and complete all required fields marked by an asterisk.

+ Payment Methods — select Company Settings in the top right corner and go to Remittances. In the
EFT/Check Remittances section select Create/Edit. In the Payment methods section choose one of the
following options: ACH, Check, Credit card or Wire. Complete the details. The Remittance ID will be
communicated to you by your buyer.

- 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.

oy Atmus



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.

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

SAP Ariba /N

Ta SH0 Supplar 1,

ALTION REUIRELD
Your customer, SMO Buyer, s changing the way they do buseness with their valued suppliers. The
geaal it make the propess by which your company icsrdes purchase arders and/or gets paid ag

gfficient as possible.

To emable yowr company bo process orders or imveosces with SMO Buyer, oick the link below to get
started.

+ Accept your customer's trading relationship request

[Plesms click TRE MMCEbovre-whothor-ge-poteppu-have-orredE0NG sccount on the Aribs Network.)

If this smvitation did not reach the aporooriate person in your comoany. oless=s forward as neede=d

WHAT IS THE ARTEBA NETWORK?
Ariba, an SAP company, alfers selubiong and sarvicad that anable you 1o eagdy aharg anfermatsn &

business processes with your customers through the Arba Network, such as;

8 Accelerate the sales cydle and lower the cost of sales
L] Fimd new customens who ane stlraaly laokng Tar what you sell

" AWUS"‘ #  Drve mord business wlh cerrent customens
@
LN ]




Select One...
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Walcome to Ariba® Nabwaork

SWCy Buyer has mebad you §a join Ariba Hebeoek

MNew Liser

Ara i N 1 thi Ariba Nebatek? IF you do nol hive an acosunt asd would
T b participata, Cick Register Mow. By Signing up with Ba Arita Matwsi
i il icilabksh & irading nadatonship sith wour regquesiing cestonmsr. ow
o Aacisnil il aled b vinihe 10 ofhar buying ciganizalian & B Ak
Mt

| hevew Furtheer questions lor iy requesing ousinme

Existing Liser

H o aligaidy hasva s Adiba Commmsios Clowsd of Arba Discovery aoooe
i T eEaEng W eaTaiTer and passwond and oick Confiem o kg in 1o thi
Adiba Network

Llssmame |

Passaoed
Foiget Passward™

| Confrm |

When yow confirm your eseting usemame and passsoed, Arit wil send &
restFicafion fo yow sequesang cusieme:, iramming them that you abeady have
an Ariba Mebsoek acooent and that you haee accepied Sisn rading Ealonship
oS




Register as a New User

+ 1. Click Register Now.

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

« Company Name
e Country
* Address

» 3. Enter User Account information marked
required with an asterisk (*) including:
e Name
« Email Address
« Username (if not the same as email address)
 Password
1. Accept the Terms of Use by checking the box.
2. Click Register to proceed to your home screen
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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

Register | have further questions for my requesting customer

Company information

Enter more information for potential customers »




Accept Relationship as an Existing
User

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

Existing User

If you already have an Anba Commerce Clowd or Ariba Discovery accound, enter your exisling username and
password and click Senfirm to log in o the Ariba Network

AWhen you confirm youwr existing usemame and password, Ariba will send a notification to your regueasiing cusbomer
nsorming them 1hal vou aready have an Ana Network aocount and that you have acoepied hair radng relabanship

resquest
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Complete Your Profile

Company Settings v 2 John Doev H;

SMO Supplier 1
1. Select Company Profile from the ANID: ANO10

Standard Package
Company Settings dropdown menu.

Company Profile

o« 9. Comp'ete G” Suggested flelds Service Subscriptions

ithin the tabs to best reprosont T T

Company Profile
your company. e =

Basic Business Marketing Contacts Ceriiications. {1 Additional Documents

Pubbc Profile Completeness

Overview

« 3. Fill the Public Profile Completeness
meter to 100% by filling in the RN =-rerer SonDesaen

Annual Revenue

information listed below it. e

D-L-N-5 Numbier

Business Type

« Note: The more complete a profile, i [
the higher the likelihood of . o —
IncreGSIng bUSIheSS W|th eX|St|ng Gnd Public Profle. b ifdscovary arba com/proflalaN01022404640 | Customiza LRI Share Your Public Profile

prospective customers. Addresa

View Public Profile

bt O n
o Cleveland Profile Visibility Seftings

*  Ohia w
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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.

« Click on Notifications under Company Settings.

« 2. Network Notifications can be accessed
from here as well, or you may switch to
the Network tab when in Notifications.

« 3. Youcan enter up to 3 email addresses
per notification type. You must separate
each address with a comma but include
NO spaces between the emaiils.
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Account Settings

@

Customer Relationships Users Motifications Account Heerarchy
I
General Netwaork Discovery Sourcing & Contracts
omma-separaled email addresses per field
n& Frenemed LANJUage conngured oy the SCCOUN: SOMNISTEIDr Conines né BrRguage used in nesE noohcang
Electronic Order Routing
J Sand a natification when orders are undeliverat]
Ownder

Purchase Order Inguary

Time Sheet

Pending Quewe

Send a notification when a new collaboration rd

Sand a natification when purchase order inquan

Send a notfication when purchase order inguan

Send a notification when time sheets are undel

Company Settings »

junitOrg - L\8béfbt...
ANID: ANO2003380348
Standard Package
Company Profile
Semnice Subscriptions

Account Settings

Customer Relationships

Users

Motifications @

Account Hierarchy

View All

Metwork Settings

[

Send a natification when items deliverad thraugh panding queue are nat acknowleged

©,

* | junki@phoenix_anba comn

*  junki@phoenix anba com

* | junkg@phosanix_anta. com

* | jJunk@phasnix anba. com




Configure Your Enablement Tasks

1. From home screen, select the Enablement Tab.
2. Click on the Enablement Tasks are pending link.
3. Select necessary pending tasks for completion.

4. Choose one of the following routing methods for Electronic Order
Routing and Electronic

Invoice Routing: Online, cXML, EDI, Email, Fax or cXML pending quet
(available for Order routing only) and configure e -mail

Tasks

@

1 Enablement Tasks are pending

Update Profile Information 85%

Enablement Tasks

View details of all pending tasks and complete them. Click the associated link to complete a task

notifications. Activity Name

Note: There may be times you see a

W
{(3)
Date Due Total Tasks \"'fj Pending Tasks
»  Account 26 Feb 2016 4 0
»  Purchase Order 1 Apr 2016 2 0

pending task for your customer.
This will not go away until your customer completes it.
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Metwark Settings

General Tex irvoicing and Amchnang
Capabllities & Preferances

Sending Method

:::::::

MNotifications




Select Electronic Order Routing
Method

« 1. Click on the Tasks link to configure your account.

« 2.Choose one of the following routing methods:

° Online Metwark Settings “
e cXML

* EDI

e Email

* Fax

* cXML pending queue
(available for Order routing only)

Electranic Order Routing eciranic Invoice Rouling Acceieraled Payments Setliement

Capabilities Preferences

External System Integration

MNon-Catalog Orders with Part Numbers

Frooess nan-catalog oroers as calalog oroers i pan numbers ane entened mansalky

« 3. Configure e -mail notifications.

New Orders

@ Emall address

AACh cXML docusmient in 1he efmal Message

Email e

ARachmenls

‘,’ Mclude docisment i he emal Message

Leave alldchiments onbfe Snd do nol inchide Hem with email message
This applies to all proers with astachments that have the routing method

ih.' Tie a5 P Calakag arders willoul altachmenis
™ -
‘ f . Us
L N J
e o o



Route Your Purchase Orders
Method Details

-+ 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/EDLI: Allows you to integrate your ERP system directly with Ariba Network for transacting with your
customer. Please contact <Enablement Email> to be connected with a Seller Integrator who will provide
more information on configuration.
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Select Electronic Order Routing Method
Notifications

+ 1. Select “Same as new catalog orders e Tip @ :

without attachments” for Change Orders and Smscnmants DRl 1 cublog avduts vilion achnir
Other Document Types to automatically have Catalog Orders with Attachments Game 6 rew Catelop oriers WtV allathnécis
the settings duplicated or you may set

according to your preference.

Non-Catalog Orders without
Aftachments

Non-Catalog Orders with

: Same as new catalog orders without attachments
Attachments

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

ther Document Types

Blanket Purchase Orders Same as new catalog orders without attachments
Time Sheets Online
Order Status Request @ Online
Order Response Documents Online
Notifications

J Send a notfication when orders are undeliveradle

Send a notiication when a new collaborabon request against an exising orcer is receved

Send a notfication when purchase order inquiries are received

™ Purchase Order inquiry
'.‘ U s Send a notification when purchase order inquiries are undeliverable
D0
e o o
%

Send a notdication when time sheats are undeliveradle
Time Sheet




Select Electronic Invoice Routing Method

Methods and Tax Details

+ 1. Select Electronic Invoice Routing.

« 2.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).

+ 3. Click on Tax Invoicing for Tax Information and
Archiving sub -tab to enter Tax Id, VAT Id and other
supporting data.

« 4.NOTE: Electronic invoicing is not available for Brazil,
China or India.
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Elecironic Order Routing

General

Sending Method

Document Type

Elecironic Invoice Routing

Tax Invoicing and Archiving @

Capabilities & Preferences

Routing Method

Accelerated Payments

Invoices Cinline
Online
Customer Invoices -
XML
EDI
Tax Classification:
Taxation Type: [iams]

®

Regional Tax 1d:
Vat 1d:

VAT Registrabion Document:

Tax Id:

State Tax Id:

VAT Registered

<No document>

pload

Company Settings b

jUnitOrg - LVEb8fbt...
ANID: ANO2003380348
Standard Package

Company Profile
Semvice Subscriptions

Account Settings

Customer Relationships
Users

Notifications

Account Hierarchy

1'.-"I£-.'I Al
MNetwork Settings

Electronic Order Routing

)Elcctrmlz Imvoice Routing

Accelerated Payments




Configure Your Remittance
Information T

« 1. From the Company Settings dropdown - T e || o Aezo0s08034
menu, select click on Remittances. R P
Address 1 City State Semnvice Subscriptions
« 2. Click Create to create new company @
. . . s ® Account Settings
remittance information, or Edit, if you need to ks

Customer Relationships

Create Remittance Address / Payment Info

change existing information.

° 3. complete G” reqUired fields mO rked by Gn » Do not enter personal bank account information. Enler only corporate bank delails Notiications
asterisk in the EFT/Check Remittances section. o © ey
Remittance Address View All
+ 4.Select one of your Remittance Addresses as L Network Settings

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 addresses
so they can refer to the addresses uniquely.

Electronic Order Routing
Electronic Invoice Routing
Accelerated Payments

Re"‘:ttanazes@

Network Notifications

Each client can assign different IDs.
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Configure Your Remittance

+ Payment Methods ACH

o Payment Methods
I l o I I I la IOI l entMethod | Select method @
eeeeeeeeee ol
HEH
heck

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

« 2. Complete the details for ACH or Wire transfers.

« 3.Selectif you do or do not accept credit cards and click OK @
when finished.

* Note: This does not change the method of payment from your
customer, unless specified.
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Review Your Relationships
Current and Potential

+ 1. Click on the Customer Account Seftings R
Relationships link in the Company Settings I g g jUnitOrg - LV8bSfbt...
e e — ANID- AN02003380348
menu. Current Relationships Potential Relationships Standard Package
e 2 Choose to Occept customer relOtiOnShipS | prefer to receive relationship requests as follows Company Profile
® Automatically accept ail relaionship requests Manually review all relationship requests Qindee Guboi ofions
either automatically or manually. @ Senice Subscnptior
: Account Settings
+ 3.Inthe Pending Section, you can Approve or Pending

. . . . Customer Requested Date Customer Relationships
Reject pending relationship requests. In the M | v — CD

Current Section, you can review your current L | j o
customers’ profiles and information portals. @ e
You can also review rejected customers in the SEEE —— e
Rejected Section. B | s
Network Settings
4. Find potential customers in Potential —— 9

Relationships tab. Rejected =

Rejectsd Date | Electronic Invoice Routing

Accelerated Payments
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Set Up User Accounts
Roles and Permission Details

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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Set Up User Accounts

Create Roles and Users (Admlnlstrqtor Onlv)

« 1. Click on the Users tab on the e
Company Settings menu. The Users page will load. Manago User

- 2.Click on the Create Role button in the Manage Roles | ...,
section and type in the Name and a Description for e
the ROle- Manage User Rolcs@

« 3. Add Permissions to the Role
that correspond to the user’s actual job
responsibilities by checking the proper N,

Rebecca

boxes and click save to create the role.

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

5. Select a role in the Role Assignment section and Click

oy Atmus

Company Settings v -

jUnitOrg - LVEb8fbt...
ANID: AN02003380348
Standard Package

Company Profile

Account Settings




Set Up User Accounts
Modifying User Accounts (Administrator Only)

« 1. Click on the Users tab.

Account Settings

« 2. Click on Edit for the selected user. @

Customer Relatianships Users Molifications Account Hierarchy

« 3. Click on the Reset Password Button to reset Manage Users
the password of the user. )

Users

° 4. other options: Usemarme 1 Email Address First Marmig Last Marmie na Digcovery Conact Rale Aszigned
° Delete User rebecca -n-;@u. com @ rebecca 'I‘.'I'.'l:]['r@Sa.p com Rebecca Hovotny Mo | Al Accase

« Add to Contact List || | |

« Remove from Contact List Edit User
° que AdminiStrOtor View user infermation, revise role assignments, or reset user passwords. Ariba recommends only using the reset password functionality

Password on the Ariba log in page if they forget their password. When you dick Reset Password, Ariba resets the password and sends

Selected User Information

Username rebecca.no‘»‘otny@sap.com

Email Address: rebecca.novotny@sap.com
First N\ame: Rebecca
ast Name: MNovoiny

This useris the Ar @5_;,.3- Contd




Enhanced User Account
Functionality

1. Click on your name in top right corner, to access the User
Account Navigator. It enables you to:

 Quickly access your personal user account information
and settings

« Link your multiple user accounts

« Switch to your test account

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

1. Click on My Account to view your user settings.

2. Click Complete or update all required fields

marked by an asterisk.

Note: If you change username or password, remember to
use it at your next login.

1. Hide personal information if necessary by checking the box in
the Contact Information Preferences section.
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JU-LV8DbBIt565589df... v *

My Account

Account Settings

Account Information

Logout

My Account @

My Community Profile
Switch To
jU-LVEDb8Ibt565589d1100959...

Switch To TestID
Link UseriDs

Contact Administrator

Security

* Abasup@s.c -
Change Password @
e Junt@pnoenn anda.com

¢ JU-LVBbaibtS65589df1009520921

r

* lastName




Consolidate Your Bills Through a Multi-Org

Multi-Org Consolidated Invoice

Branch 1 **Parent Account

Branch 1 + Customer X
Parent Account « Customer?Z

ANID 1 Branch 2 1 Master Anniversary Date
« CustomeryY
- — .
SAP Ariba Br;:ﬂu:;ogwerz 1 service invoice per quarter
« CustomerY for all customers

+« 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.
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Participate in a Multi -Org

Guidelines

« « 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 Transaction Fees
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Structure Your Multi-Org

1. Register all accounts which will be included in the Multi-Org.

2. Create a list of all ANIDs and designate the parent account.

3. Wait until the first ANID becomes chargeable.

4. Contact Customer Support through the Help Center and inform them of your need for the Multi Org.
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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 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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Create an Account Hierarchy

Hierarchy.

oy Atmus

1. From the Company Settings menu, click Account

2. To add child accounts click on Link Accounts.

Account Settings

No Linked Accounts
o company has multiphe accounts

you can fink

3. The Network will detect if there is an existing account with
corresponding information.

4. On the next page either log in as an Administrator or send
a request through an online form as a Not Administrator.

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

jUnitOrg - LVELSIDL
ANID ANO2003380348
Standard Package




Set Up a Test Account

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

2. Click your name in top right corner and then select Switch to Test ID. The Switch
To Test Account button is only available to the account Administrator.

The administrator can create test account usernames for all other users

needing access to the test account.

3. Click OK when the Ariba Network displays a warning indicating You are about to
switch to Test Mode.

4. Create a Username and Password for your test account and
click OK. You will be transferred to your test account.
Your Test account should be configured to match your Production 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 to receive a test purchase
order.
Note: Test account transactions are free of charge.

5. The Network will always display which mode you are logged into, (Production or
Test). Your Test account ID has the suffix “ -T” appended to your Ariba Network ID

"% Atmnus

Create Test Account

LA LRI ]

CSV Documents «
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