Ariba Network Guide for Suppliers Working with
the City of Edmonton
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Section 1: Ariba Network Overview
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What is Ariba
Network?

Supplier Value

City of Edmonton
on Ariba Network

What is Ariba Network?
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What is Ariba Network?

>
OgT
City of Edmonton has selected Ariba Network as their electronic transaction provider. As an active supplier, you have been invited by 3 >
your customer to join Ariba Network and start transacting electronically with them. § %
Customer Supplier
él?i;?r?::t Invoices
Notices F“—
Purchase Eatalogs v

Order
Confirmations
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Ariba >_ —

- usigess
LOEDWARDS %-i P> Purchase M
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Orders

Discovery
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Ariba Network S

Open. Smart. Simple. .

ORACLE PeopleSoft

Trading Partners In Annual  Global 2000 use the Network
Commerce
Annual Invoices Countries Annual Purchase Orders
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Introduction to Ariba Network, Enterprise Account

City of Edmonton is pleased to announce a new initiative to streamline their procurement and accounts payable
processes. By partnering with SAP Ariba® and implementing Ariba Network, Enterprise Accounts

this initiative indicates a shift to paperless and automated business transactions. Since 1996, Ariba has
been transforming the global procurement landscape for businesses of all sizes, and we are excited to provide you
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with thisopportunity.

What is an Enterprise Account?
Enterprise Account on Ariba Network gives you a fast way to receive and manage Orders and Invoices
from the City of Edmonton in your Ariba Network Account.

What are the benefits?
Transacting on Ariba Network via an Enterprise Account will allow you to meet City of Edmonton’s

requirements to join them on Ariba Network. It will also allow you to:

» Skip the emails. Get and manage orders and invoices all on Ariba Network.

« Publish catalogs that detail your products and services

 Integrate with your backend systems through CXML or EDI

« Access to long-term invoice archiving

» Get reports to track transactions and sales activities

» Help Center, phone, chat, and web form

* You will not incur the standard Enterprise Account fees when transacting with the City
of Edmonton

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.




.
SAP Ariba Helps You...
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Lower costs Q Y 4 Stay organized
Reduce time and paper usage Consolidate Network relationships under one account
Eliminate postage costs Enjoy a simple way to store POs and invoices
Reduce costs associated with Resources used Get better visibility into customers' spend and
to generate/ rework the invoices Satisfy your customer payments

Support your customer’s strategic
business plan

({0

Become a preferred supplier

=&
Simplify the communication process

| |
Increase your revenue Receive faster payments
Become searchable customers using the AN Help your invoice reach the correct contact in the
worldwide approval flow
Establish new customer relationships via Ariba No need to confirm the orders via email/phone
Discovery Feel confident all order information is complete and
Publish your Catalogs in front of thousand buyers accurate

Prevent errors through system checks
© 2019 SAP SE or an SAP affiliate Company. All rights reserved.



N
No Supplier Fees When Transacting with City of Edmonton On Ariba Network

As part of the City of Edmonton program, you will NOT incur any fees when
transacting with City of Edmonton on Ariba Network
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Suppliers who have been identified for Integration will be automatically
placed in an Enterprise Account giving the ability to setup integration with at

L NO Charge
T~ &5
Q E] If you are already on Ariba Network transacting with other customers,
adding the relationship with City of Edmonton to your existing account WILL
5 { H : ’~ NOT add any additional charges.
‘0
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City of Edmonton on the Ariba Network

Documents Supported when Transacting with the City of Edmonton

City of Edmonton project specifics:
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Tax data is accepted at the line item level of the invoice ONLY.

Shipping data is accepted at the line item level.

Service Invoices

Purchase Order Confirmations Invoices that require service line item details

Apply against a whole PO or line items Line Level Credit Invoices/Credit Memos

Advance Shipment Notices Item level credits; price/quantity adjustments

Apply against PO when items are shipped Service Entry Sheets

Detail Invoices Apply against a single purchase order

Apply against a single purchase order referencing a line referencing a line item
item
Partial Invoices

Apply against specific line items from a single purchase
order

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.



City of Edmonton on the Ariba Network
Documents NOT Supported when Transacting with the City of Edmonton
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Summary or Consolidated Invoices
Apply against multiple purchase orders; not accepted by City of Edmonton

Invoicing for Purchasing Cards (P-Cards)
An invoice for an order placed using a purchasing card; not accepted by City of Edmonton

Duplicate Invoices

A new and unique invoice number must be provided for each invoice; City of Edmonton will reject duplicate invoice nhumbers unless
re-submitting a corrected invoice that previously had a failed status on Ariba Network

Paper Invoices

City of Edmonton requires invoices to be submitted electronically through Ariba Network; City of Edmonton will no longer accept paper
invoices

Contract Invoices
Invoicing directly against a Contract without a Release Order is not accepted by City of Edmonton

Non-PO Invoices
Apply against a PO not received through Ariba Network. Existing PO number from outside of the Ariba Network must be entered.

Header Level Credit Memos
Credit Memos applied against whole invoices

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.



Section 2: Set Up Your Account
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Basic Account Enablement

Configurations Tasks

Accept Invitation Enablement Tasks

Profile Completion Tax Detail

Email Notifications Purchase Order Routing
Notifications

Remittances Information

@

Advanced Account
Configuration

Customer Relationships

Roles and Users

Enhanced User Account

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.
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Test Accounts
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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.

dnies

SAP Ariba /2~

To SMO Supplier 1,

ACTION REQUIRED

Your customer, SMO Buyer, is changing the way they do business with their valued suppliers. The
goal is to make the process by which your company receives purchase orders and/or gets paid as

efficient as possible.

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 click theé MMk abovewhethorornot-ypou-heveamexistng account on the Ariba Network.)

If this invitation did not reach the appropriate person in your 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 Ariba Network, such as:

e Accelerate the sales cycle and lower the cost of sales

e Find new customers who are actively looking for what you sell

e Drive more business with current customers

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.



Select One...

First Time Existing
User User

Welcome to Ariba® Network

dnies

SMO Buyer has invited you to join Ariba Network.

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 username and password and click Confirm to log in to the
you will establish a trading relationship with your requesting customer. Your Ariba Network.

new account will also be visible to other buying organizations on the Ariba

Network Username ’ |

Register Now Password

| have further questions for my requesting customer

Forgot Password?

Confirm

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.

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.



Register as a New User

Click Register Now.

New User

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

Enter Company Information fields marked
required with an asterisk (*) including: A g s e Sl kg

new account will also be visible to other buying organizations on the Ariba

Company Name Network
Country

Ariba Network

Add ress Register I have further questions for my requesting customer a &
C
. . Company information
Enter User Account information marked o ©
required with an asterisk (*) including: :
Name
Email Address @
Username (if not the same as email i
address)
Password User account information
Accept the Terms of Use by checking the @ =
box. f—
Click Register to proceed to your home
Screen - Enter more information f:r"kp‘(;ten?jhcustomers > V

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.



Accept Relationship as an Existing User

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 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

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.
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Complete Your Profile

Select Company Profile from the
Company Settings icon.

Complete all suggested fields within the
tabs to best represent your company.

Fill the Public Profile Completeness
meter to 100% by filling in the
information listed below it.

Note: The more complete a profile, the higher

the likelihood of increasing business with
existing and prospective customers.

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.
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Overview
100
Addr
1150 Sreet N

‘‘‘‘‘‘‘‘‘‘
Additional Company Addresses
Product and S Categories, Ship-to or Service Locations, and Industries
Product and Service Categories £ oee

e v

FITSupplier4QA NETWORK SETTINGS
ANID: AN0O1458807003-T
Electronic Order Routing

Company Profile
Electronic |nvoice Routing

Accelerated Payments

Domittancac
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City of Edmonton Specific Account Configuration

VAT ID / TAX ID — select Company Settings icon in the top right corner, go to Company Profile and select tab Business. In the
section Financial Information enter your Vat ID / Tax ID (this is your GST number.)
Note: This should be a 9 digit numeric only value, containing no alpha or special characters.

Remittance Address — The Remit ID and address will be prepopulated in your account by City of Edmonton. If this
needs to be changed, follow the steps below:
Select Company Settings icon in the top right corner and go to Remittances. In the EFT/Cheque Remittances section
select Create and complete all required fields marked by an asterisk.
Contact the City of Edmonton Contract Manager to ensure that the address is also updated in the City of Edmonton’s
system and invoices will continue to be paid in a timely manner.

dnies

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

Important: To avoid delays in invoice processing, Suppliers must inform the City of Edmonton through updating the
Supplier Registration Form of any changes to the Suppliers Tax ID, Remittance Address or Banking Information.

For instructions, reference Page 14 Updating the Supplier Registration Form

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.



- N
Updating the Supplier Registration Form

The Supplier Registration Form is used to notify the City of Edmonton of changes to the Supplier’s Information and is used by the City of
Edmonton to update their Supplier Records.

W Ariba Net K v Reg»strauon Questionnaires
. Home |nbox v O Supplier Registration Questionnaire @233'423‘25 4/3/2022 3:13 PM Registered
From the Ariba Network dropdown menu, s s
select Ariba Sourcing. - ¢
C
Scroll down to Supplier Registration ©
. . . All Content = | v
Questionnaire and open the previously —
submitted questionnaire. ¥ 1 Suppler Information
Select Revise Response. FEE—
Update the Registration Form with the new -
information and select Submit Entire
Response
Compose Message | @
© 2019 SAP SE or an SAP affiliate Company. All rights reserved.




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.

FITSupplier4QA NETWORK SETTINGS R

Electronic Order Routing

Company Profile

Click on Notifications under Company " sccounrsermwcs S =
Settings icon.

Customer Relationships

Users

Networl otifications
Notifications @ Audit Logs

Network Notifications can be accessed 1l St Biteii

dnies

from here as well, or you may switch to et Rgaraion

the Network tab when in Notifications.

You can enter up to 3 email addresses

per notification type. You must separate | econic oerrommg

each address with a comma but include | o/ Sen 3 otcaion henrders —

\/ Send a notification when a new collaboration request against an existing order is received.

NO spaces between the emails.

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.

\/ Send a notification when purchase order inquiries are received.
Purchase Order Inquiry «fitsupplierd.coe@outlook.c
/| send a notification when purchase order inquiries are undeliverable
Simeithost Send a notification when time sheets are undeliverable. . [-ssvppiera:cos@oimtionice
Pending Queue Send a notification when items delivered through pending queue are not acknowledged. . | ftsuppliera.coe@otiook.o
Send a notification when order confirmations are undeliverable.
Order Confirmation Failure + fitsupplier4.coe@outlook.q
Collaboration Request \/ Send a notification when collaboration requests are received. | fitsuppliers.coe@outiook.c

Service Sheet

new purchase orders to suppliers.

)




Setting up your Account
VAT ID / Tax Id

VAT ID / TAX ID — select Company Settings icon in the top right corner, go to Company Profile and select tab Business. In the
section Financial Information enter your Vat ID / Tax ID (this is your GST number.)
Note: This should be a 9 digit numeric only value, containing no alpha or special characters.

Tax Information

dnies

City of Edmonton requires
only the 9 digit business ¥
number to be included on @ = s
invoices S
l —itale = ] -
’ ‘ Regional Tax ID
Business number Reference number
123456789/ RP| 0002

Program identifier

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.



Configure Your Enablement Tasks

From home screen, select the Enablement Tab.

Click on the Enablement Tasks are pending link. T

Select necessary pending tasks for completion. @

dnies

Update Profile Information

Enablement Tasks

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

Note: There may be times you see a pending task for your customer. (3)
This will not go away until your customer co Activity Name Total Tasks "My Pending Ta
» Account 26 Feb 2016 4 0
»  Purchase Order 1 Apr 2016 2 0

Network Settings

Electronic Order Routing ~ Electronic Invoice Routing ~ Accelerated Payments ~ Settlement

General Tax Invoicing and Archiving
Capabilities & Preferences

Sending Method

Online

outing Metho ions
Online @ Return to this site to create invoices
Customer Invoices ) v ine inbox
XML

Notifications

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.



N
Select Electronic Order Routing Method

Network Settings “ g
C I ick On the Enablement TaSkS |in k to Configu re you r Electronic Order Routing Electronic Invoice Routing Accelerated Payments Settiement
account. LT r—

Capabilities Preferences

Choose one of the following routing methods:

External System Integration

Online Configure cXML (native) integration
Non-Catalog Orders with Part Numbers
cXML © "
Process non-catalog orders as catalog orders if part numbers are entered manually o)
~—
E D I New Orders -g
Email

Fax @ L

Attach cXML document in the email message
Catalog Orders without

Attachments Eran M /| Include document in the email message

CXML pending queue e o
(available for Order routing only)

"Same as new catalog orders without attachments"

Configure e-mail notifications.

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 CityOfEdmonton Supplier Enablement Inquiry to be connected with a Seller Integrator who will provide more information on
configuration.

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.


https://connectsupport.ariba.com/sites/Company?ANID=AN01394774623NAM&h=RdojsIzD1tgKV1RkiUKjvA#Enablement-Inquiry

N
Select Electronic Order Routing Method

Notifications

Select “Same as new catalog orders without

attachments” for Change Orders and Other = @ -
Document Types to automatically have the
settings duplicated or you may set according to

you r prefe rence. ”nﬁ::]r';:q‘:‘:“:t‘f Orders without f Same as new catalog orders without attachments

Same as new catalog orders without attachments

dnies

Non-Catalog Orders with

Specify a method and a user for Sending Order Aachonenis i Same as new catalog orders without attachments

Response Documents (Confirmations and Ship Other Document Types

Notices).

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 notification when orders are undeliverable

Order

Send a notification when a new collaboration request against an existing order is received

Senda

ication when purchase order inquirie

Purchase Order Inquiry

Send a notification when purchase order inquirie

Send a notification when time sheets are undeliverable.

Time Sheet

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.



Select Electronic Invoice Routing Method

Methods and Tax Details

Select Electronic Invoice Routing. EITSupplierdOn NEEMORIC SE LTS
ANID: AN01458807003-T
Choose one of the following methods for Electronic T e ]
. . . . Cor ¢ Profil
Invoice Routing: Online; cXML; EDI. It is recommended to i ot @ Electronic Invoice Routing
configure Notifications to email (the same way as in ACCOURTL SEFHNGS Accelerated Payments "
Order ROUtIng) Electronic Order Routing Electronic Invoice Routing Accelerated Payments Customer Relationships Remittances %
°
Click on Tax Invoicing for Tax Information and Archiving | = ceea | ax imoicing and Archiing @ Users ol aions
sub-tab to enter Tax Id, VAT Id and other supporting data|. capaviities & Preferences Notifications Rl g
Sending Method
Application Subscriptions View All
Document Type Routing Method VAL
Invoices Online Account Registration
Online
Customer Invoices e View All
EDI

Tax Classification:

Taxation Type: v

( :) Tax Id: i) Do not enter dashes
State Tax Id: Do not ent heig

Regional Tax Id:

vatid: ||

VAT Registered

VAT Registration Document: <No document>

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.



Configure Your Remittance Information

Note: The Remit ID will be pre-loaded by City of
Edmonton. Contact the City of Edmonton to
discuss any changes prior to updating this
information.

These steps would allow you to change or add
new details after the City Representative has
approved the changes.

From the Company Settings icon, select
Remittances.

Click Create to create new company
remittance information, or Edit, if you need to
change existing information.

Complete all required fields marked by an
asterisk in the EFT/Cheque Remittances
section.

Select one of your Remittance Addresses as a
default if you have more than one. If needed,
assign Remittance IDs for this address for
each of your customers. Customer may ask
you to assign IDs to your addresses so they
can refer to the addresses uniquely. Each
customer can assign different IDs.

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.

FITSupplier4QA

ANID: AN01458807003-T

Company Profile
ACCOUNT SETTINGS
Customer Relationships
Users

Notifications

Application Subscriptions
Account Registration

View All

NETWORK SETTINGS

Electronic Order Routing

Electronic Invoice Routing

Accelerated Payments

Remittances

Network Notifications

Audit Logs

View All

Network Settings

Electronic Order Routing Electronic Invoice Routing Accelerated Payments Settlement
Indicates a required field

EFT/Check Remittances

Address t City State

@

5

Create Remittance Address / Payment Info

itto sei
» Do not enter personal bank account information. Enter only corporate bank details

Indicstes a required field

Remittance Address @

*| United Kingdom [GBR]

Contact Select contact

@ Make this address default

ttance address. Indicate your preferred payment method for the new address. Then, enter information

dnies




Review Your Relationships
Current and Potential

Click on the Customer
Relationships link in the Company
Settings icon.

Choose to accept customer
relationships either automatically or
manually.

In the Pending Section, you can AECOpRT EETINGS Accelerated Payments i
Approve or Reject pending Customer Relationships e
. . L p e Reject
relationship requests. In the Current Users @ o = | |
Network Notifications @

Section, you can review your current e oS current

otifications Audit Logs S P
customers’ profiles and information

. . Application Subscriptions View All 3 i‘
portals. You can also review rejected L
. . . A t Registrati

customers in the Rejected Section. PR A Rejected

Find potential customers in
Potential Relationships tab.

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.

FITSupplierdQA

ANID: AN01458807003-T

Company Profile

View All

Electronic Order Routing

Electronic Invoice Routing

Account Settings

Customer Relationships Users Notifications

Current Relationships
| prefer to receive relationship requests as follows

@® Automatically accept all relationship requests

Potential Relationships

Account Hierarchy

@

Manually review all relationship requests

dnies




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

dnies

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

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.
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Set Up User Accounts

FITSupplier4QA NETWORK SETTINGS

Create Roles and Users (Administrator Only)

ANID: AN01458807003-T

Electronic Order Routing

Company Profile

Click on the Users tab on the R e
Company Settings icon menu. SRR R Accelerated Payments
The Users page will load. Customer Relationships Remittances
Click on the Create Role button in the Manage Roles Users @ Network Notifications o
section and type in the Name and a Description for Notifications Audit Logs s
the Role. Application Subscriptions View All
Add Permissions to the Role Account Registration
that correspond to the user’s Gowiii
actual job responsibilities by
checking the proper boxes and
click save to create the role.
To Create a User Click on Create User button and — S e
add all relevant information about the user including e e e e T i) @
name and contact info. (B . ' '
g

Select a role in the Role Assignment section and
Role
Click on Done. @

Administrator

All Access Details Edit Delete

@

L, | CreateR

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.



Set Up User Accounts
Modifying User Accounts (Administrator Only)

Click on the Users tab.

Account Settings

Click on Edit for the selected user.

Customer Relationships Users Notifications Account Hierarch
Click on the Reset Password Button to reset —
the password of the user. o
(0]
. Users
Other options: S
Username 1 Email Address First Name Last Name riba Discovery Contact Role Assigned
Delete User r'ESED:ar'w@accm @ rebecca.novotny@sap.com Rebecca Novotny No All Access
Add to Contact List
Edit User

Remove from Contact List

Make Administrator
Selected User Information

rebecca.novotny@sap.com
rebecca.novotny@sap.com
Rebecca

Novotny

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.



Enhanced User Account Functionality ¢ ® g
FIT Supplier4
Click on your initials in top right corner, to access the User Account testqa-fitsupplier4.coe@outiook.com
Navigator. It enables you to: wy hccoun (@)
Quickly access your personal user account information and settings Ky oy Promis
Link your multiple user accounts My Account Link User IDs
. wn
SWItCh tO your teSt aCCOUnt Account Settings Contact Administrator %
el ¥ ©
Note: After your multiple user accounts are linked, the User Account Logout
Navigator displays the multiple accounts. Account Information
Click on My Account to view your user settings. e e @
Click Complete or update all required fields Ensiaess X ikautei e
marked by an astensk First Name:* | jU-LV8b8fot565589df1009590921
Note: If you change username or password, remember to use it at your ssthiame: | lasame
H Business Role Business Owner
next login. -
Hide personal information if necessary by checking the box in the Sectt Queston: | Winat th astname of our st s
Contact Information Preferences section. S | (v @

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.



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.

Click your initials 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.

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

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.

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 1D
(ANID).

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.

FIT Supplier4

testga-fitsupplier4.coe@outlook.com

My Account

My Community Profile
Link User IDs

Contact Administrator
Switch Account
Switch To Test ID

Logout

Create Test Account

You are aboutto create a new accountin the Ti Mode. The trading relationship with the
mame:*  test-Aribasup@s.c

==z Company Settings

9"

CSV Documents v

dnies




Section 3: Purchase Order Management

View Purchase Purchase Order Create PDF of -
Orders Detail Purchase Order 23

Create PDF of Purchase
Order

Purchase Order Detail
ERS Purchase Orders

View Purchase Orders

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.
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Manage POs

View Purchase Orders

SAP Ariba Network ~  Enterprise Account TEST MODE

Click on Inbox tab and select Orders and Releases

to manage your Purchase Orders. Home Inbox Outbox v Catalogs Reports Messages

Inbox is presented as a list of the Purchase Orders Ordersand | Orders and Releases @ Order Number n
received from the City of Edmonton. Collaboration Requests

Click the link on the Order Number column to view i e

Orders and Releases

the purchase order details.

] . . rders and Releases Items to Confirm items to Ship -

Search filters allows you to search using multiple e @ O
» Search Filters o

criteria. CG) &2

Orders and Releases (100+) Page 1 v o» = (0]

Click the arrow next to Search Filters to display the

Order 000500302 Not Specified $847.00 CAD 5 Nov 2019 New  Invoice $0.00 CAD Original Actions
query fields. Enter your criteria and click Search.

Order 0005003025 1 Not Specified $45.24 CAD 5 Nov 2019 New  Invoice $0.00 CAD Original Actions
Tog g I e th e Ta b I e O pti 0 n S M e n u to Vi eW WayS of Order 0005003013 1 Not Specified $4524CAD 5 Nov 2019 New Invoice $0.00 CAD  Original Actions

organizing your Inbox.

v Search Filters
Show / Hide Columns

us: All N J Ty'pe

View: | All except hidden orders v

@ Partial number Exact number

v Order Number

Search only blanket purchase orders

@ Creation Date Inquiry Date Searcl ly scheduling agreement releases

Search only pinned orders Ver

Number of Results: | 100 - N v Customer

e | Llast1ddays v
4 Jan 2017 - 17 Jan 2017

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.



- N
Manage POs

Purchase Order Detall

Purchase Order: PO72547

View the details of your order. @

The Order header inCIUdeS the Order date and information te Order Confirmation v ||®i Create Ship Notice || =l Create Invoice v| Hide | Print Download PDF Export cXML | Download CSV | Resend
about the buying organization and supplier.
Note: You can always Resend a PO which was not sent to
Line ltems
your email address, cXML or EDI properly clicking Resend

Pro Mechanical Pencil Black Barrel, 0.5mm Line Width (package 12 each)

Additional options: Export cXML to save a copy of the cXML
source information Order History for diagnosing problems
and for aUdItIng tOtaI Value ¥ Create O firmation v || &l Create Ship Notice || & Create e v| Hide | Print - | Download PDF | Export cXML | Download CSV | Resend

sI8pIO

o
[
=
o
0
Q
[7]
(0]

Line Iltems section describes the ordered items. Each line
describes a quantity of items City of Edmonton wants to
purchase. Set the status of each line item by sending order
confirmations clicking Create Order Confirmation. The
sub-total is located at the bottom of the purchase order.

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.



Manage POs |
ERS POS Purchase Order: 2200000866 “

ERS POs are not
invoiceable. oo @
Invoices wil be B
automatically created Edmonon A8 T8/ 287
when the goods/service are A
received by CoE.
P.!yn:un[ Terms '/
These are identified on the | c
PO by the Create Invoice | Bod The above orer / aorsement umbec st apesar o alivaces. pacha

s18pIO

button greyed out (1) or the
note advising that “Invoicing
not possible” (2).

)
c
=
o
=
Q
[2}
(0]

Invoicing is not possible for one or more line items. Click on the line item’s warning icon to find out why.

il

Line Items

Note: ERS POs are paid upon pr— @
receipt of goods, without
submission of an invoice.

The City of Edmonton will notify _— — |
any supplier that will be using : : ' - i Dorrioad POF | Export XML | Donrioad SV | Resend
ERS POs. | ome |

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.



Manage POs
Create PDF of PO

[11 bR

Select “Download PDF” as shown. Purchase Order: 20150415_PO2

v e v } ®) Create S e oice v| Hide Print Download PDF Export cXML Download CSV | Resend

/& Save As @

@l\‘/v‘! Desktop » vltfll Search Desktop o
File name: 20150415_PO2.pdf v -
Save as type: lAdobe Acrobat Document (*.pdf) v I CC-;
a =
T >
D

¥ Browse Folders Save ’ l Cancel
Do you want to open or save 20150415_P02.pdf from service.ariba.com? Open Save |¥

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.



Section 4: Other Documents

C

Order Confirmations

(OC)

Advanced Ship
Notices (ASN)

Service Entry Sheet
(SES)

Confirm Entire Order
Reject Entire Order
Update Line Items

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.

Create Ship Notice

Delivery Terms and
Transportation Details

Submit Ship Notice and

Status

Locate a Service PO

Auto-Generate Service

Sheet
Create Service Sheet

Submit Service Sheet

Check Status
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Create Order Confirmation
Confirm Entire Order

Confirming PO | SN

This slide explains how to Confirm Entire Order. @

Confirm Entire
rder

Enter Confirmation Number which is any
number you use to identify the order O i @

stomer:  Ariba, Inc. - TEST

! ¥ Order Confirmation Header

om o

confirmation.

SHIPPING AND TAX INFORMATION

If you specify Est. Shipping Date or Est. B B @
Delivery Date information, it is applied for all line Oy D g
items.

You can group related line items or kit goods so
that they can be processed as a unit.

Click Next when finished.
Once the order confirmation is submitted,

Review the order confirmation and click Submit. the Order Status will display as Confirmed.
When viewing documents online, links to all
Edmonton. related documents are displayed.

Click Done to return to the Inbox.

O
o
o
c
3
@
>
=
»

Your order confirmation is sent to City of

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.



Create Order Confirmation
Reject Entire Order

Ariba Network

From the PO view, click the Create Order Purchase Order: 20150415_PO2

Confirmation button and select to Confirm Entire

Order, Update Line Items for individual line items or ’, ’ _—a
ReJeCt Entlre Order Confirm Entire Order
. 2r History

. . . Update Line ltems ‘

Enter a reason for rejecting the order in case your E—— @
. From:
buyer requires. Sandbox Buyer - Test
Radlicka

15000 Praha

This example demonstrates the Reject Entire Order option. s
(Updating with Different Statuses will be explained on the
next few slides.)

Confirmation # ‘ |

@ REJECT ENTIRE ORDER @
Rejection Reason Please Select
Order Confirn nbe

Please Select

Duplicate Order

Incorrect Delivery Date

O
o
o
c
3
@
>
=
»

Incorrect Description

Incorrect Price Comments

Incorrect Quantity

Incorrect Stock/Part Number

Incorrect Supplier Code Used
Incorrect UOM
Not our Product Line

Unable to Supply ltem(s) Reject Order ‘ Sancel

Other

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.



Create Order Confirmation
Update Line Items

Select Update Line Items, to set the status of each line item. Purchase Order: 20150415_PO2
Fill in the requested information (the same as for Confirm All M
v/ Create Order Confirmation w [|®l Create Ship Notice | [ Create Invoice
. | = | L
Optlon) Confirm Entire Order
. . . . Update Line ltems @H\Story
Scroll down to view the line items and choose among possible et ertre O
ejec ntire Urder
values: From:
Sandbox Buyer - Test
. ) Radlicka
Confirm — You received the PO and will send the ordered 15000 Praha
ItemS Czech Republic
i . Confirming PO
Backorder — Items are backordered. Once they available in @
stock, generate another order confirmation to set them to L) RN % AT e
confirm. U P 9
e @m: -TEST 8 9
Reject — Enter a reason why these items are rejected in the 32
=}
Comments field by clicking the Details button. @
Note: Order Confirmations are optional for the City of Edmonton, ]
unless your Contract Manager requests these documents. T

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.



Confirm Order
Update Line Iltems - Backorder

Enter the quantity backordered in the Backorder Line ems
data entry field' ‘1“ » ;O‘O‘l‘:)s;m‘; ' 1‘0AEA‘ 1;!‘10?2015 AE;J:E‘}UR iierJOELVJR
Click Details to enter Comments and Estimated coeoren sy @ @
Shipping and Delivery Dates for the backordered ree [ T
items on the Status Details page. ' —
Click OK when done.
Note: If using several statuses for a line item, the I
sum of the quantities for the statuses should equal - s
the line item quantity.
Click Next. p— o
©
Bl -

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.



Confirm Order
Update Line Iltems - Reject

Enter the quantity in the Reject data entry Line Htems

f' Id t H t 't Line Par Desc n Qty (Unit Need B Unit Price Subtotal
Ie o reJeC I em. 1 GOODS_01 10 (EA) 18 Nov 2015 450 EUR 45.00 EUR
Copy Paper White, A3, 80gsm (ream 500 sheets)

Click the Details button to enter a reason
for the rejection in the Comments field on @ 0tneontmes ) @ @

. Confirm Backorder Reject ‘71|
the Status Details page. -

Click OK when done.

1 GOODS_01 10 EA 18 Nov 2015 4.50 EUR 45.00 EUR

er Status: 1 Rejected

Please Select

o
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=
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.
Create Ship Notice

Create Ship Notice using your Ariba account once items Ariba Network
were shipped.

Multiple ship notices per purchase order might be sent. Click Purchase Order: 20150415_PO2

the Create Ship Notice button. @

Fill out the requested information on the Shipping PO form. % Croali Orier Conliimiahon: & : Create Invoice v| Hide | Print

The Packing Slip ID is any number you use to identify the | Create a ship notice for the purchase order
. . . . Order Detail Order History

Ship Notice. Choose Carrier Name and then Tracking # and '

Shipping Method will appear.

Enter Ship From information by Create Ship Notice

clicking on Update Address. Any

: . L : o
field with an asterisk is required. SHIP FROM @ 8 o

) ) . ) ) Ariba_TestSuppiler - TEST Update Address ('BD CSD:
Check if Deliver to information is Prana s 2
correct. Click OK. Czech Republic

aaaaaaaaa

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.



Create Ship Notice

Delivery Terms and Transportation Details

Delivery terms and other transportation details can be included on
all advance ship notices to support a broader range of shipping

information collaboration.

Name Manage Carrier

Service Leve Preferred Carriers

Default Carriers

Airborne Express
DHL
@ FedEx
uPsS
US Postal Service

Other

v DELIVERY AND TRANSPORT INFORMATION

Delivered at Terminal

Collected By Customer
Delivery Condition
Despatch Condition

Transport Condition
Incoterms

Ex Works

Free Carrier

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.
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Create Ship Notice

Details

Scroll down to view line item
information and update the quantity
shipped for each line item.

Click Next to proceed to review your
Ship Notice.

20150415_P02

GOODS_02

)
[y}

o
Q
Q

Pro Mechanical Penci
Shipment Status

Total Item Due Quantity: 10 BX

Confirmation Status

Total Confirmed Quantity: 0 BX

Total Backordered Quantity. 0 BX

Ship Qty

@
m

Line

20150415_P0O2 2 GOODS_02 10 BX 18 Nov 2015 25.00 EUR 250.00 EUR Remove

Shipment Status

Total Item Due Quantity: 10 BX

Confirmation Status

Total Confirmed Quantity: 0 BX Total Backordered Quantity: 0 BX

Ship Qty hiD Production Date Expiry Date

10 = =] Details

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.
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.
Submit Ship Notice

After reviewing your Ship Notice, click Submit to send Ship Notice to City
of Edmonton. Ship Notices provide improved communications to help avoid
unnecessary calls to order support department.

After submitting your Ship Notice, the Order Status will be updated to
Shipped. Submitted Ship Notices can be viewed from Outbox and selecting
Ship Notices or by clicking the link under the Related Documents from the C Purchase Order

| (Shipped)
50 View 20150415 PO2

Amount: 295.00 EUR

Click Done to return to the Home page.

uting Status: Acknowledged
Related Documents: & Ship_TEST

v 312

i
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Create a Service Entry Sheet
Locate a Service PO

Locate your Service PO within your Inbox.
Note: Utilize the Advanced Search Filters at
the top of your inbox to narrow your view to Onders and Rolsasss | T s it
Service POs only by checking the Search Only O @

Service Purchase Orders box and click Search.

Home Inbox v Outbox v Catalogs Reports Messages Documents v/ Create v

Orders and Releases

Orders and Releases (100+) Page | 1 vo» =

Select the radio button next to the desired

The City Roadways

PO and CIle Create SerVice Sheet OR CIle Order 0005003022 1 ‘E’;momoﬂ Ede::;a”g:“i\s Not Specified $847.00CAD 5 Nov 2019 New Invoice $0.00 CAD  Original Actions
the Order Number Hyperlink to view the @

of Central Yard

. Order 0005003025 1 it oo =ity Not Specified $4524 CAD 5 Nov 2019 New Invoice $0.00 CAD  Original Actions
Service PO.
The City Roadways
Order 0005003013 1 e Cenue i Not Specified $4524CAD 5 Nov 2019 New Invoice $0.00 CAD  Original Actions
Edmonton Edmonton, AB
-TEST Canada

Note: Manual Creation of Service Entry ——
Sheets can only be submitted for City
of Edmonton Suppliers set up for ERS. \

® Partial number Exact number Order Status: All v

S u p p I ie rs h ave be e n n Ot i fi e d if th ey Buyer Location Code View: | All except hidden orders
have been set up for ERS. To confirm e TeETE L,

if you are ERS, please contact - S st oo S
suppliermanagement@Edmonton.ca @

O
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24 N ]

End Date:* = 4 Apr2017

All other suppliers should reference
page 47 Auto Generate a Service
Entry Sheet

©QAAEIPRERPLAI AR afflial . SRTRRDY /N Hghis esenied. | NBRRRMAkTIAL
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Auto-Generate a Service Entry Sheet
Create a Service Sheet from an Invoice

The City of Edmonton allows automatically generated service sheets, meaning that when you create service invoices for each
service line on a service order, the corresponding service sheets are automatically generated and sent to the City.

To create an auto-generated Service Sheet

X
Within your INBOX, locate the PO to WARNING!

invoice against and select Create , , , , o
. . #/ This customer requires service sheets for service orders. When you create an invoice without first
InVO|ce and SeleCt Standard InVOICe. creating a service sheet, Ariba creates a service sheet for you. The invoice is sent after the

customer approves the service sheet.

Review the Pop-Up message on your
screen, alerting you of the auto-generation
(see right).

Click the X to proceed with invoice

Don't show me this message again

creation and submission. Note: If clicking the box to not show the warning message again,

Once the invoice is approved, the service please be aware that service sheets will continue to g o

sheet will automatically generate and be auto-generate % =)

g‘r’]a”atble in your Outbox under Service for customers with this option enabled during invoice creation. -
eets.

Note: Approver is a required field. Enter the name and email address of the City of Edmonton approver.

An attachment is also required to submit a Service Entry Sheet or Service Invoice with the City of Edmonton.
Suppliers are requested to provide proof the work has been completed, or a breakdown of the services performed
(ie. Deliverable Acceptance, Timesheet etc.)

©2018 SAP SE or an SAP affiliate company. All rights reserved. | INTERNAL



Create a Service Entry Sheet
Review Service PO

Purchase Order: ServicePO1 m

After reviewing your PO for
accuracy, click Create

4 Create Service Sheet || = Create Invoice v| Hide | Print Download PDF Export cXML | Download CSV | Resend
|

e Order Confirmation v

. Order Detail Order History
Service Sheet at the top of
bottom Of your PO_ From: To: Purchase Order
SMO Buyer SMO Supplier 1 (New)
123 Fake Street 21 Jump Street ServicePO1
Pittsburgh, PA 15222 Cleveland, OH 44114 Amount: $20,000.00 USD
. 1 1 1 1 1 i United States
Note: Services will be indicated with Lo Fhoe:
. . Fax
the Service Icon next to the Line Email: m bohart@sap. com
Type' Payment Terms '/ Routing Status: Sent
0.000% 45
Contract #
4610029650
Line Items Show ltem Details m
Ship 4
Line # Part # / Description Type Qty (Unit) Need By Price Subtotal
SMO > >
;,th’sg 1 4| )Service 1.0 (DAY) 9 Apr 2017 $20,000.00 USD $20,000.00 USD Details g
United Q
Test services-ltem 1 %
[¢]
Order submitted on: Friday 7 Apr 2017 8:00 AM GMT-04:00 ‘k Service Sheet Required. ':_5_
Received by Ariba Network on: Friday 7 Apr 20 21 PM GMT-04:00 %)
This Purchase Order was sent by SMO Buyer 025123159 and delivered by Ariba Network Sub-total: $20,000.00 USD

@

Xl Create Servic

v Create Order Confirmation v

e v}‘ Hide | Print Download PDF Export cXML | Download CSV | Resend

©2018 SAP SE or an SAP affiliate company. All rights reserved. | INTERNAL



Create a Service Entry Sheet
Header Information

] i Create Service Sheet ‘ Update ‘ ‘ Save ‘ ‘ Exit I “
Complete any required fields that have an
asterisk (*) v Service Sheet Header * Indicates required field
Note: Service Sheet numbers cannot exceed 10 Summary
Purchase Order: ServicePO1 Subtotal: $0.00 USD
CharaCterS @ Service Sheet #: * Service Start Date f
Enter additional fields as requested by the City Seivice SRR D] AU = SenEa I =
of Edmonton. @
Additional Fields

To: SMOB
Supplier Reference [} uyer
123 Fake Street

NOte! Approver iS s | I'equil'ed field. Erom:: SMO Swpplior ] Pittsburgh, PA 15222
Enter the name and email address of Gt G e
the City of Edmonton approver.

o
An attachment is also required to 8
submit a Service Entry Sheet or Service SR T | LB 3
Invoice with the City of Edmonton. ’

Suppliers are requested to provide
proof the work has been completed, or
a breakdown of the services performed
(ie. ;Deliverable Acceptance, Timesheet
etc.

Phone USA1 ~

@ 2019 SAP SE ar an SAP affiliate comparny. All rights resarved. | CONFIDENTIAL



Create a Service Entry Sheet
Line Item Section

Service Entry Sheet Lines

Update quantltles Of Ilne Line # Part # / Description Contract #
items. Y1 'ié’lﬁvaé'?é'gpms @ 7 oty
Enter Service Start and End | T e : = i
. A nclude Part# / Description Type Qty / Unit Price Subtotal
Dates if available, as well as any
additional comments as needed @ 000000000003015848 Service v 1,000 KGM $2.57 USD $2,570.00 USD  Delete
. . MAT CONSTR MATERIAL IT005 k
Click Next to proceed to review
screen. SERVICE PERIOD
Start Date = End Date =)
PRICING DETAILS
Price Unitt KGM Price Unit Quantity: 1
Description

Unit Conversion: 1

COMMENTS

Add Comments

O
@]
o
c
3
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Hide/Show XML

Turn on Error Dump (i @
[ 1 !
da 2
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.
Submit a Service Entry Sheet

From the Review Screen,
check your Service Sheet for
aCCUracy If there are errOrS, Confirm and submit this document.
click Previous to return to the ,

) Service Sheet Subtotal: $2,570.00 USD
Create Service Sheet screen. Jesbsensts
To submit to your customer, e oy Oxaaple
click the Submit Button.

Create Service Sheet

]

From To

SMO Supplier 1 SMO Buyer

21 Jump Street

Cleveland, OH 44114 123 Fake Street
United States Pittsburgh, PA 15222

Phone United States
Fax

Service Entry Sheet Lines Show Item Details =

Line # Type Service # / Description Contract # Qty (Unit) Unit Price Subtotal

vi1 Not Available
TESTINGSERVICECHG

O
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o
c
3
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5
—
»

1 Service 000000000003015848 1000 (KGM) $2.57 USD $2,570.00 USD Details
MAT CONSTR MATERIAL IT005 KG

Service Entry Summary
@ Subtotal: $2,570.00 USD

©2018 SAP SE or an SAP affiliate company. All rights reserved. | INTERNAL



Check Service Sheet Status

Click Outbox and select MR AR SRR SN B WeSeR e
Service Sheets Tab. Service Sheets

Routing and Approval Status ot

will be visible on each line. > Search Filters) =" @

If a Service Sheet is rejected Service Sheets ( Drafts Page 1 v » =

or failed, view the reason by @

opening the Service Sheet and A e The Chy of Edmanton - TEST 2200000113 5 Aug 2019 $10000 CAD Acknowiedged Rejected
clicking the History Tab. “ e Sy o o T FI0000 AP Opseletes e

®

Service Sheet:

Print Export-cXML

O
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Detail History

Service Sheet

(Rejected)

4511207465-SES3

Date: 7 Mar 2017

Purchase Order: || 4511207465
Subtotal: £15.00 GBP

©2018 SAP SE or an SAP affiliate company. All rights reserved. | INTERNAL



Section 5: Invoice Methods

%

—

Invoice Invoice Methods Invoice
Information Management
City of Edmonton PO Flip Search for Invoice
Specifications Credit Memo Check Invoice Status

City of Edmonton Invoice
Rules

Copy Invoices Invoice History

Modifying Invoices

Invoice Reports

Invoice Archival
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City of Edmonton Invoice Requirements

Suppliers are required to include one Remit To address on invoice
Suppliers are allowed to back date invoices

Suppliers must include Tax ID on invoices (9 digit number only)

Suppliers must enter taxes at the Line Iltem Level

Suppliers can submit Credit Memos at Line Item Level (include attachment)

Invoice IDs must be alphanumeric and not contain any special characters

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.



Review City of Edmonton Invoice Rules

FITSupplier4dQA NETWORK SETTINGS
ANID: AN01458807003-T

These rules determine what you can enter when you create invoices. G e

Company Profile
Electronic Invoice Routing

Login to your Ariba Network account via supplier.ariba.com ST Accelerated Payments

Customer Relationships

Select the Company Settings dropdown menu and under Account Users @

Remittances

Network Notifications

Settings, click Customer Relationships. N Audit Logs

Application Subscriptions View All

A list of your Customers is displayed. Click the name of your customer
(City of Edmonton). L [ poprove ] |

Current @

Scroll down to the Invoice Setup section and view the General Invoice o

jUnitOrg - 5\WQzy9VD565589b21009590920

Rules.

Click Done when finished.

Invoice Setup @
ral Invoice Rules

Allow suppliers to send invoices to this account. Yes —_
=)

Ignore country-based invoice rules. Vi é

Allow suppliers to send invoices with service information. G No g

Allow suppliers to send invoice attachments. No z

Allow suppliers to send non-PO invoices. Yes '('_D._
>

Allow suppliers to send invoices with a contract reference Yes 8_

Require suppliers to create an order confirmation for the PO before creating an invoice. No ’

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.



Invoice via PO Flip

To create a PO-Flip invoice (or an invoice derived from a PO that you received

via Ariba Network):

From the home screen within your Ariba Network account, select the

Create dropdown menu and select PO Invoice.
For PO Invoice select a PO number.
Click on the Create Invoice button and then choose Standard Invoice.

Invoice is automatically pre-populated with the PO data. Complete all
fields marked with an asterisk and add tax as applicable. Review your

invoice for accuracy on the Review page. If no changes are needed, click

CSV Documents »

Q

PO Invoice @

Non-PO Invoice

Orders and Releases

Order

L J Order

Time & Expense Sheets Early Payments Scheduled Payments

Orders and Releases

Orders and Releases ltems to Ship

» Search Filters

Orders and Releases (2)

20151016_KPBPO1 Ariba, Inc. - TEST

20150415_PO1 Aviba, Inc. - TEST

Sandb)|
Praha
Czech|
Sandb)|
Praha
Czech|

L

Submit to send the invoice to City of Edmonton.

Orders and Releases (2)

Order 20151016_KPBPO1

[ J Order 20150415_PO1

Sandbox Buyer
Ariba, Inc. - TEST Praha

Czech Republic|

Sandbox Buyer
Ariba, Inc. - TEST Praha

Czech Republic

L

Create Invoice v

Standard Invoice
Credit Memo

Line-ltem Credit Memo

Create Invoice

1Please correct the following errors and resubmit

v Invoice Header

Summary

Purchase Order:  20150415_PO1

Invoice #:*
@ 1 Required field
nvoice Date

ate:* 17 Apr 2016 ==

To: Ariba_TestSuppiler - TEST

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.
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Invoice via PO Flip
Header v Invoice Header

Summary

Purchase Order: 2200000814

Invoice is automatically pre-populated with the PO data. Complete all fields ot @ .
marked with an asterisk and add tax as applicable.

Invoice Date 4 Oct 2019 =
Enter an Invoice # which is your unique number for invoice identification. G o @
The Invoice Date will auto-populate. | Wt o i
Edmonton AB
Select Remit-To address from the drop down box if you have entered s R
more than one.
NOTE: City of Edmonton REQUIRES that suppliers provide Shipping ©
Remit-To Address and Tax ID for all invoices ® Hoadot level shipping @ R

You can also add some additional information to the Header of the
invoice such as: Comment, Attachment.

* Indicates required field Add to Header v

Scroll down to the Line items section to select the line items being Tax @
invoiced.
Note: Attachment file size should not exceed 40MB. sl

Allowance
Charge

Additional Reference Documents and Dates

>
<
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Comment

Attachment

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.



Invoice via PO Flip
Line ltems

Line Items section shows the line items from the Purchase Order.
Review or update Quantity for each line item you are invoicing.

If you wish to exclude a line item from the invoice, click on the line item’s
green slider. You can also exclude the line item by clicking the check box to
the left and clicking ‘Delete’.

NOTE: You can generate another invoice later to bill for the
excluded item.

Select the line item to which tax is to be applied using the Line Item #
checkbox. To apply the same tax to multiple line items, select those line
items to be taxed at the desired rate.

NOTE: Taxes must be entered at Line Item Level for all invoices
To configure additional Tax Options within the Tax Category tool, use the
Configure Tax Menu option.

Check Tax Category and use the drop down to select from the displayed
options. Click Add to Included Lines.

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.

~‘Zzuantﬁy® Unit

10 BX

25.00 EUR

Unit Price

No. Include

@

Pricing Details

Type

MATERIAL

Part #

GOODS_02

Type

MATERIAL

GOODS_02

& ne io
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Invoice via PO Flip
Detall Line ltems

Additional information can be viewed at the Line Item Level by editing a Line Item.

Tine ltems, 2 Included, 0 Previously Invoiced
Line Items
Insert Line Item Options Line Item Actions v Delete Add v
Tax Cate Shipping Documents Special Handling Discount ‘ Edit 1
o . . Destipton Customer Part# Quanti it UnitP Add
1 v 1 @ MATERIAL ~ GOODS_01  Copy Paper White, A3, 80gsm (ream 500 sheets 5 EA 050 EUR 250 EUR Turnon £
Hide/Shc Shipping Documents

Create Invoice { l

v Invoice ltem * Inoicales reduired eld

Auisingit Part# GOODS_01
Quanti 5
EA
1.00 EUR
Subtotal: 5.00 EUR
~___. . CopyPaperWhite, A3, 80gsm (ream 500 sheets)
Description Description
Pricing Details Price Unit PCE Price Unit Quantit 5
2
- 1 De On: This field specifies that 1 Box is equivaler S
Q
D
n Date = Z
= [0
—
0
S ? - o
Ship From:  Ariba_TestSuppiler - TEST Ship To:  Sandbox Buyer - Test o
Praha )
Shipping Praha 5

Czech Republic
Cristian Mihalache
2nd Floor, Sl Team

Czech Republic

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.



Invoice via PO Flip
Line Item Comments

To add comments at the line items select Line Iltems, then click at Line ltem Actions >Add >
Comments.

Upon refresh or Update, the Comments field will display. Enter applicable Comments in this field.

Click Next.
R
|
Edit
Turn on gac
Hide/Shi

Shipping Documents

Special Handling ‘ ‘ Save =it ‘
Pricing Details
Discount
Allowance
SAP.  Charge

Comments @
Dsta Pc

Attachment

Remove

Comments @
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Invoice via PO Flip
Add Service Lines to Invoices

Select the Add/Update .

dropdown menu and select Add e .
General Service OR Add = — w w8
Labor Service. 7 ’

Enter details for General or
Labor Service. General Service
lines ask for limited details,

including Service Start and End
dates. Labor Service contains ‘ @

additional fields includes rate,
term, and contractor information.

Line Items

Insert Line Item Options

@ @ SERVICE

Service Period Service Start Date =] Service End Date -

>
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Invoice via PO Flip
Review, Save, or Submit to Customer

Review your invoice for accuracy from the Review
page. Scroll down the page to view all line item
details and invoice totals.

If no changes are needed, click Submit to send the
invoice to City of Edmonton.

If changes are needed, click Previous to return to
previous screens and make corrections before

Y Order: e H H
submitting. il notification in red where
. . . . e information must be
Alternatively, Save your invoice at anytime during ezt corrected
. . . . nvoice* 22 Apr 2016
invoice creation to work on it later. Date ¥ B
Remit To | 333 MAIN ST
You may resume working on the invoice by T
selecting it from Outbox>Drafts on your Home -~ Canada Home  Inbox v  Outbox v  Catalogs  Reports  Messages
page Ht‘”;‘;:\ Drafts Invoices 5
Order Confirmations é
You Can keep draft invoices for up to 7 days- This page displays docum Ship Notices You can edit them and submit them, 1 i
Invoices Ship [ Ea 2ts @
0
Drafts [e)

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.

Create Invoice Update

Create Invoice

IPlease correct the following errors and resubmit

v Invoice Header

Summary

Purchase P0O80001005

Note: In the event of
errors, there will be a

Invoices @




Create a Credit Memo
Line Level Detalil

To create a line level credit memo against an invoice:

Home Inbox v Outbox v Catalogs Reports Messages Documents v Create

Select the OUTBOX tab and click Invoices. e o @

v Search Filters

Select your previously created invoice.

Click the button on the Invoice screen for Create TR
Line-ltem Credit Memo. e -

Complete information in the form of Credit Memo (the|  mwices ) =
amount and taxes will automatically be negative). Qo= 55 mom s mmx o
Make sure that all required fields marked with N e | " : : S T

asterisks (*) are filled in. 3) ‘

CIle Next. Line Items @

Insert Line Item Options

4 Line Items, 4 Included, 0 Previously Fully Invoiced

Review Credit Memo.

wdude  Type Part # Descriptior Customer Part # Quantity

@ MATERIAL JKLO12 WIDGET 4

I - k S b .t 4 1 EA $6.60 USD $-6.60 USD
Ic u m I - 5 @ MATERIAL MNO345 WIDGET 5 3 EA $5.16 USD $-15.48 USD
6 @ MATERIAL PQR678 WIDGET 6 A EA $5.40 USD $-5.40 USD

Subtotal: $-32.64 USD

7 MATERIAL  STUS01 WIDGET 7 A EA  $516USD $-5.16 USD Total Tax:  $-2.28 USD

Total Shipping:  $-12.00 USD

L I Total Gross Amount: $-46.92 USD

Total Net Amount: $-46.92 USD
Amount Due: $-46.92 USD

Tum on Error Dump

Hide/Show XML
| Update Exit ‘ Previous ‘
| v m
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Copy an Existing Invoice

To copy an existing invoice in order to create a new invoice:

Home Inbox v Outbox v Catalogs Reports Messages
Select the OUTBOX Tab and select Invoices. - @
Either Select the radio button for the invoice you want to v Search Fiters oot
copy, and click Copy. OR Open the invoice you want to copy.| " ' ..
- . - - Partial number @ Exact number
On the Detail tab, click Copy This Invoice.
=N
Enter an new invoice number. — =
For VAT lines, make sure the date of supply at the line Ieve(z S %ESC' Sascconis Gl Suppler 1o e RS Sk by Mol S
is correct. b | crtetneton cectionn | | crese oo ot o] | | [ecsenenrormore | |
. | @
Edit the other fields as necessary.

Click Next, review the invoice, and save or submit it.

Invoice: INV_20150415 “

Cancel Print Download PDF  Export cXML
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Search for Invoice
(QU'Ck & Reflned) Home Inbox Outbox v Catalogs Reports Messages

Q)
Quick Search. Invoices v | All Customers @ Invoice Number @ n

From the Home Tab, Select Invoices in the Document

type to search Home Inbox v Outbox Catalogs Reports Messages
Select City of Edmonton from Customer Drop down Invoices e @
menu. Order Confirmations
Enter Document # , if known. Select Date Range, up to > Search Filters " Notices
90 days for Invoices and Click Search. Service Sheets
. . . fgpt i Draft:
Refined Search: Allows a refined search of Invoices within Invoices (S5) e

up to 90 last days.

Search Filters from Outbox (Invoices).

Invoices

Enter the criteria to build the desired search filter. R e

Click Search. > S

@ Partial number Exact number @ External Invoice Numbe
atu

=)
<
Al o
=%
Last 24 hours
Show Only Invoices Submitted from the Customer's System D
17 Apr 2016 - 17 Apr 2016
Show only Invoices with Invoice Addendums. z
0]
—
>
o
Number of Results | 100 ‘ Res ‘ Q
L )
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Check Invoice Status
Routing Status To Your Customer

Check Status:

If you configured your Invoice Notifications as noted earlier in this presentation, you will receive emails regarding invoice status.
You can also check invoice status from the Outbox and selecting Invoices by selecting the invoice link.

Routing Status

Reflects the status of the transmission of the invoice to City of Edmonton via the Ariba Network.
Obsoleted — You canceled the invoice
Failed — Invoice failed City of Edmonton invoicing rules. City of Edmonton will not receive this invoice
Queued — Ariba Network received the invoice but has not processed it

Sent — Ariba Network sent the invoice to a queue. The invoice is awaiting pickup by the customer
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Review Invoice History
Check Status Comments

Access any invoice:
Invoice: INV_20150415

Click on the History tab to view status details i -
and inVOice hIStOI'y _reate Line-ltem Credit Memo ‘ ‘ Copy This Invoice ‘ Cancel Print Download PDF  Export cXML

History and status comments for the invoice Detail | Scheduled Payments  History ()
are displayed.

Standard Invoice

Transaction history can be used in problem
determination for failed or rejected

transactions. Invoice: INV_20150415 [ oo |
When you are done reviewing the history, Create ne-tem Crediemo | | Copy Thisnvoce | Cancel  Download POF  ExportcXhL @
CIle DOne Detail Scheduled Payments History

INV_20150415 L Ariba, Inc. - TEST

n: 15 Apr 2016 2:47:55 PM GMT+02:00
d By: Klaus Pischel

History @ g
Status Comments Changed By Date and Time g
The invoice was successfully received Ariba_TestSuppiler - TEST ;’;Apr 20624101 Z
This document has been digitally signed ?;%ﬂg%%’;%”["wa“he“ ;%Ap' 2016:2.46:01 %
8

»)
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Modify an Existing Invoice
Edit and Resubmit

Home Inbox Outbox v Catalogs Reports Messages Documents v Create v

: nvoices
Invoices
Order Confirmations

v Search Filters ~ Ship Notices

Click the Outbox tab and click Invoices.

In the Invoice # column, click a link to view

details of the invoice. -
Click the Invoice # for the failed or rejected e e
invoice that you want to resubmit and click El
Edit & Resubmit. . @ _
Invoices (1)
Click Submit on the Review page to resend T e ' H
the invoice. | ’ |
L t i ! N
Detail Scheduled Payments History

Rejected Invoice:
Reasons:
INV-38: The invoice was successfully received.

INV-35: The invoice status has been successfully updated to Rejected by The City of Edmonton - TEST. Description:Not Acceptable
DOC-1:

Not Acceptable @
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Download Invoice Reports
Learn About Transacting

Reports help prOV|de additional information Home Inbox Outbox Catalogs  Reports  Messages
and details on transactions on the Network .

) . eports @
in a comprehensive format.

Use CSV reports to track information on account usage, such as purchase orders and invoices. Report files are UTF-8 encoded. If your application does not read UTF-8, it might not display all Asj
Click the Reports tab from the menu
at the top of the page. REROIE Tenipistes

Click Create. -

No items

Invoice reports provide information on invoices you have sent to customers for tracking invoices over time or overall
invoice volume for a period of time.

Failed Invoice reports provide details on failed and rejected invoices. These reports are useful for troubleshooting
invoices that fail to route correctly.

Reports can be created by Administrator or User with appropriate permissions.

Bronze (and higher) members may choose Manual or Scheduled report. Set scheduling information if Scheduled report
is selected.
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Invoice Reports

Enter required information. Select an Invoice report Report [ e ]
type — Failed Invoice or Invoice.

C“Ck NeXt 1 ) Report Description
Specify Customer and Created Date in Criteria. @ orer
Click Submit.

You can view and download the report in CSV format G LR .
when its status is Processed. =

Report Type:* | Select b

Enter a title and description for this report. Check the Time Zone and Language settings. You can set the Time Zone and More

Select
Early Payment Detail ) E
Failed Invoice 2

Failed Order

Note: For more detailed instructions on ice
generating reports, refer to the Ariba Network RN,
Transactions Guide found on the HELP page S
of your account. Remitince Advice Detas

SCF Trade Details Reports

Report Previous H Submit Exit | Book

e Sheet
Set the parameters for this report. To save your changes and put the report into the queue to be run,
click Submit. To exit without saving changes or running this report, click Exit

@ Report Description

Customer All Customers Select
er Invoice By

Date Invoice Created v

21 Feb 2017 B2 To  28Feb2017 @“j

2 ) Criteria
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Invoice Archival

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

From the Company Settings dropdown menu, select Electronic Invoice
Routing.

Select the tab Tax Invoicing and Archiving.

Scroll down to Invoice Archival and select the link for Configure
Invoice Archival.

Select frequency (Twice Daily, Daily, Weekly, Biweekly or Monthly),
choose Archive Immediately to archive without waiting 30 days, and click
Start.

If you want Ariba to deliver automatically archived zip files to you, also
enter an Archive Delivery URL (otherwise you can download invoices
from your Outbox, section Archived Invoices).

Note: After Archive Immediately started you can either Stop it or
Update Frequency any time.

You may navigate back to the Tax Invoicing and Archiving screen in
order to subscribe to Long-Term Document Archiving for an integrated
archiving solution. (More details within the Terms and Policies link.)

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.

Invoice Archival

Invoice Archival

Twice Daily
Daily

® Weekly
Biweekly
Monthly

Archiving Start Time: | 11 0 AM ® PM Etc/GMTO
«/ Archive Immediately
@ Send archived invoice files to the pending queue for download

Send archived invoice files to the Archive Delivery URL

Archive Delivery URL:

nd policies for the optional document archiving
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Section 6: Ariba Network Help Resources

Customer Support

Customer Support

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.
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Supplier
Information Portal

Additional
Resources

Training and Resources

Useful Links and
Webinars

Troubleshoot Your
Invoice
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Customer Support

Supplier Support During Deployment Supplier Support Post Go-Live

Ariba Network Registration or Configuration Support SAP Ariba Global Customer Support
Phone, Chat and Webform support

Email SAP Ariba Enablement Team at _
CityOfEdmonton Supplier Enablement Inquiry aval!able through the Help (.:enter
section of your account. Click on the

Registration/ Account Configuration Support button to create a Service
Request with Customer Support.

General Ariba Network Questions

City of Edmonton Enablement Business Process Support

Email City of Edmonton Enablement Team at
SupplierManagement@Edmonton.ca

Business-Related Questions

City of Edmonton Supplier Information Portal
Find your supplier information portal HERE
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https://connectsupport.ariba.com/sites/Company?ANID=AN01394774623NAM&h=RdojsIzD1tgKV1RkiUKjvA#Enablement-Inquiry
mailto:SupplierManagement@Edmonton.ca

Training & Resources
City of Edmonton Supplier Information Portal

Select the Company
Settings icon in the top
right corner and then click
the Customer
Relationships link.

Select the buyer name to
view transactional rules:
The City of Edmonton
Invoice Rules determine
what you can enter when
you create invoices.

Select Supplier
Information Portal to view
documents provided by
your buyer.

Account Settings

Customer Relationships Users Notifications Account Hierarchy

Current Relationships Potential Relationships
| prefer to receive relationship requests as follows:

® Automatically accept all relationship requests Manually review all relationship re

|

=l

Pending
Customer
o I
Current
Customer

Ariba Inc @ @ Supplier Information Portal

Pouliot Industries

FITSupplierdQA

Customer Relationships
Users @
Notifications

Application Subscriptions
Account Registration

View All

NETWORK SETTINGS

Electronic Order Routing

Electronic Invoice Routing

Accelerated Payments

Remittances

Network Notifications

Audit Logs

View All

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.
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Useful Links and Webinars Available

Links

Ariba Network Hot Issues and FAQs Supplier Success Sessions
Ariba Cloud Statistics and Network Notification Created by Ariba Network Customer Support

Detailed information and latest notifications about Example topics: . .
product issues and planned downtime — if any — Introduction to Ariba Network

during a given day Registration
SAP Ariba Discovery Invoicing

Using the help center

Ariba Network Overview
30 on Thursdays

Support Center . . : :
] Information sessions on Supplier best practices
Learning Center Example Sessions:
Uncover Advanced Functionality to Maximize
Value

Introduction to Supplier Electronic Integration
Roadmap to Your Ariba Network Subscription

Live Demonstrations
Understand SAP Ariba’s solutions
Example Demos:
PunchOut for e-Commerce managers
Creating electronic catalogs
Integrating with your customers through cXML

© 2019 SAP SE or an SAP affiliate Company. All rights reserved.
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https://gateway.on24.com/wcc/gateway/elitesaparibacustsupport/1391535
https://my.ariba.com/30-on-Thursdays-Webinar-Series_Registration-Page.html
https://www.ariba.com/resources/live-demos
https://connect.ariba.com/anfaq.htm
http://trust.ariba.com/
https://www.ariba.com/ariba-network/ariba-network-for-suppliers/selling-on-ariba-network/sap-ariba-discovery
https://www.ariba.com/ariba-network/ariba-network-for-suppliers/fulfillment-on-ariba-network
https://uex.ariba.com/?q=external-login&a_fenb=is&a_persona=seller&a_context=transactions&a_domn=aribanetwork&a_lgin=false&a_lang=en&a_redirect=support-center
https://uex.ariba.com/?q=external-login&a_fenb=is&a_persona=seller&a_context=transactions&a_domn=aribanetwork&a_lgin=false&a_lang=en&a_redirect=learning-center

Troubleshoot Your Invoice Issues

\_ AN O\ L y
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https://uex.ariba.com/directnode/1805/SE
https://uex.ariba.com/directnode/1805/SE
https://uex.ariba.com/directnode/1805/SE
https://uex.ariba.com/directnode/1805/SE
https://uex.ariba.com/directnode/1805/SE
https://uex.ariba.com/directnode/1805/SE
https://uex.ariba.com/directnode/1598/SE
https://uex.ariba.com/directnode/1598/SE
https://uex.ariba.com/directnode/1598/SE
https://uex.ariba.com/directnode/1598/SE
https://uex.ariba.com/directnode/1598/SE
https://uex.ariba.com/directnode/3211/SE
https://uex.ariba.com/directnode/3211/SE
https://uex.ariba.com/directnode/3211/SE
https://uex.ariba.com/directnode/3211/SE
https://uex.ariba.com/directnode/3211/SE
https://uex.ariba.com/directnode/1039/SE
https://uex.ariba.com/directnode/1039/SE
https://uex.ariba.com/directnode/1039/SE
https://uex.ariba.com/directnode/1039/SE
https://uex.ariba.com/directnode/1039/SE
https://uex.ariba.com/directnode/1039/SE
https://uex.ariba.com/directnode/815/SE
https://uex.ariba.com/directnode/815/SE
https://uex.ariba.com/directnode/815/SE
https://uex.ariba.com/directnode/815/SE
https://uex.ariba.com/directnode/815/SE
https://uex.ariba.com/directnode/1281/SE
https://uex.ariba.com/directnode/1281/SE
https://uex.ariba.com/directnode/1281/SE
https://uex.ariba.com/directnode/1281/SE
https://uex.ariba.com/directnode/1281/SE
https://uex.ariba.com/directnode/1281/SE
https://uex.ariba.com/directnode/1281/SE
https://uex.ariba.com/directnode/1559/SE
https://uex.ariba.com/directnode/1559/SE
https://uex.ariba.com/directnode/1559/SE
https://uex.ariba.com/directnode/1559/SE
https://uex.ariba.com/directnode/1559/SE

SAP Ariba /\\

Thank you.



