How to register as a supplier
on the SAP Business Network
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1. Introduction
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How to register as a supplier on the SAP Business Network

This document is intended to help you to create a supplier account on the SAP Business Network.

The first registration always leads to a so-called Standard Account. This account is completely free and will give you the following

opportunities:
= Receive customer specific questionnaires to maintain your company related data

= Receive sourcing events from customers

Receive orders from customers

Send order confirmations

Send delivery confirmations

Send invoices (with or without PO reference) as well as

Create debit and credit memos

Find help on the Supplier Learning Portal here: https://support.ariba.com/SBN_Supplier_Learning_Portal




02. Registration on
SAP Business Network
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Invitation to register as a supplier

You will receive an email for the
registration invitation with the following
subject

Please click on the link Click Here to
get forwarded to the registration page

You will be forwarded to the login /
registration page of SAP Business
Network

Invitation: Register to become a supplier with KNAPP AG-TEST
Q:
een o

ATTENTION! THIS EMAIL ORIGINATES FROM OUTSIDE THE APSOLUT ORGANIZATION.

KNAPP

Register as a supplier with KNAPP AG-TEST

HellolSebastian Krammer has invited you to register to become a supplier with KNAPP AG-TEST. Start by creating an
acco SAP Business Net manage its sourcing an
s an account with SAP Business Network,

procu alrea
sign in with your username and password. Click Here to create account now

SAP Ariba

d

AR

Connect with Knapp AG - TEST on SAP Business
Network to collaborate.

Invited by KNAPP AG-TEST

We found existing accounts based on the information in the
invite. Please review.




Register as a supplier

A2

If you already have an SAP Business

Network Account, please click on Log in Connect with Knapp AG - TEST on SAP Business
Network to collaborate.

If you don‘t have an SAP Business
Network Account, please click on Sign Up

Invited by KNAPP AG-TEST

We found existing accounts based on the information in the

If you don’t have an SAP Business invite. Please review.

Network Account and the network found
an existing account based on your
domain, please click on Review
accounts

]

Create new account 2

Find here a video about the registration

Process.



Login with an existing
SAP Business Network Account

)

=
=
o
=
o]
=
o
Q.
©
=

~



Login to your SAP Business Network Account

N

Connect with Knapp AG - TEST on SAP Business
Network to collaborate.

We found existing accounts based on the information in the

Click on Use existing account

)] @

Type in your credentials and click on ™
Connect
Sign in to connect with Knapp AG - TEST




KNAPP Questionnaire

< EHEFP

When successfully logged in to SAP
Business Network, you will be
automatically forwarded to the
KNAPP questionnaire

If not, please click here to find out of
how to navigate to the KNAPP
questionnaire.



Integrated help center

If you have problems in logging in to
your SAP Business Account, please

contact SAP Support or access the
Help Center.

The help center will support you in the
registration process on SAP Business
Network with typical questions

Please also find a video on how to
register as a supplier here



Register to create a new
SAP Business Network Account
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Register on SAP Business Network

Click on Create new account

Enter your company data. Make sure
that you enter your data according to
the entry in the commercial register or
similar

Enter your head office of your company
— further addresses can be maintained
in the company profile after the
registration

AR

Connect with Knapp AG - TEST on SAP Business
Network to collaborate.

We found existing accounts based on the information in the
invite. Please review.

Review accounts

)] @

N

Create an account to connect and collaborate
with Knapp AG - TEST on SAP Business Network

Company information @

Address line 2

State




Register on SAP Business Network

Enter administrator’s details and terms
of use confirmation

This Person will be your SAP Business Network
Account administrator and will receive all invitations
and events for your company by email and has the
following tasks:

= Add users with authorized role
= Manage business relationships
= Subscribe to Services

Click on Create Account

Confirm your email address

Administrator account information @

*

First name Last name *

Email *

|\/| Use my email as my username
Password * Repeat password *

@ ®

|_| | have read and agree with the Terms of Use.

|_| | hereby agree that SAP Business Network will make

7. parts of my Personal Data (as defined in the Privacy
Statement) accessible to other users and the public
based on my role within the SAP Business Network and
the applicable profile visibility settings.

Please see the Privacy Statement to learn how we process
personal data.

I'm not a robot

Please confirm your email
address

Check your email at | | and follow the
steps in the email to confirm your email address in the next 72 hours.

> If you did not receive the email:

Action Required: Confirm your email

@ Ariba Commerce Cloud <ordersender-prod@ansmtp.ariba.coms
T

Paliey Delete month 3 permanent (90 days)

(i) If there are problems with how this message is displayed, click here ta view it in a web browser,

ATTENTION! THIS EMAIL ORIGINATES FROM OUTSIDE THE APSOLUT ORGANIZATION.

EE: 7 Business Network

Confirm your email
Dear Julian,

Thank you for joining SAP Business Network. To finish signing up, you just need
to confirm that we have the correct email.

Link expires: Sunday, Nov 17, 2024, 03:16 AM PST

If the link expired, login to proposals_seller ariba.com and click "Resend”. You will
then receive another confirmation email

If you are unable to access the page, copy the link below and paste it into your web browser
nitp: ce aba coM/AU or aw/ag/confirmEmail?
key=qVNRYFIH| Vu8KOIEO4ACO34A1|STIgz7 &anp=Aribasapp=Sourcing

Sincerely,
SAP Business Network team




Register on SAP Business Network

Almost done! We just need a
little bit more information.

Please provide the information below and you will be discovered by
more customers looking for companies like yours.

Product and Service Categories

| Enter Product and Service Categories | | Add | or Browse

Ship-to or Service Locations

Enter Product and Service | Enter Ship-to or Service Location || Add ‘ or
Categories and Ship-to or Service ) [ bt

Locations by searching and clicking
Add or Browse Check the boxes for



KNAPP Questionnaire
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When successfully registered on SAP
Business Network, you will be
automatically forwarded to the
KNAPP questionnaire

If not, please click here to find out of
how to navigate to the KNAPP
questionnaire.



Integrated Help Center

A

Create an account to connect and collaborate
with Knapp AG - TEST on SAP Business Network

If you have problems opening an SAP
Business Account, please contact SAP
Support or access the Help Center.

The help center will support you in the
registration process on SAP Business
Network with typical questions

Please also find a video on how to register as a supplier here



A SAP Business Network Account
already exists based on domain

)

e}
=
o
=
o]
=
o
Q.
©
=

~



A SAP Business Network Account already exists based on domain

Click on Review accounts i
Contact your administrator by clicking

on Contact administrator

Fill out the contact form to reach out to

your administrator and click on Send

Expected Result: Your administrator ‘ >
will create a user and you will receive

|Og in data Via email_ FO”OW the .\ympd(llANﬂk Sl e b st
instructions in the e-mails

=
a




KNAPP Questionnaire

< EHEFP

When successfully logged in with your
new credentials on SAP Business
Network, you will be automatically
forwarded to the KNAPP
questionnaire

If not, please click here to find out of
how to navigate to the KNAPP
questionnaire.



Account Hierarchy for
SAP Business Network Account
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What is an Account Hierarchy

An Account Hierarchy is a group of
accounts that belong to the same
company, linked together through a
parent-child relationship, for the
purpose of consolidation profile
management and service
management tasks across multiple
accounts

Click here to see the video

@ 1 o
0 5 ‘@
Administrator
Y | h |
J ) |
w. Q0 00 v
cH
€ ~B
CHILD CHILD

Source: SAP Videos LINK




Account hierarchy when multiple accounts are available

Log in to your SAP Business Network e - oE

Guia Tutorial

A t T R
B ‘ v =

Overview  Getting started
P— Contact Administrator
' ngnm N N P 0
( ) y
C | I Ck O o u r I n It I a I S @ b U v vV Customer Relationships | S%itch to Test Account
I I voices New orders ems to confrm orders S
timos 31 dis Ohimos 31 das Ot 31 s
Noti

My widgets  Atcsomers v 32 Cusomize

Click on Setting ———

. Acc
Accs

EUR 2R (7 hmos | iz | A
1234567 Netw

Click on Account Hierarchy

Click on Link Accounts

Either

= Fill out the administrator credentials for the
account you want to link

uuuuuuuuuuuuuuuuu

= Or Click on Request link with other accounts




Request link with other accounts |

EZT."’-’* Business Network

Link Account

You cal company's multiple accounts, creating a parent-child account hierarchy. Linking your cc any's multiple accounts can help make them easier to
L] L] L]
ick on Request link with other ST—
i are not the account administrator for the account you want to link with, send a request to link accounts. After the request is approved, a parent-child
a cco u n ts account hierarchy is created between the linked accounts. Click below to begin searching accounts you may want to link with
Regquest link with other accounts

Either click on
= Search Account and type in your

company name, Ariba Network ID or S —

= Or Recommended Accounts to o
verify matching companies. o




Request link with other accounts |

You selected Recommended
Accounts

Click on Review Profile

Choose either
= Link as My Child
= Or Link as My Parent

You can see the administrator -
contact information

Provide a comment
Requ its: Link as My Parent Account

Click on Send Request

The recipient needs to approve the =
request =

i




SAP Support

If you have problems of merging SAP
Business Accounts, please contact
SAP Support.

Please also find here a video on how to set up an
Account Hierarchy.



3. How to navigate to KNAPP
questionnaires
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How to navigate to KNAPP questionnaires

Once you logged in on Business
Network click on the arrow in the left-
hand corner and click on Ariba
Proposals & Questionnaires

€0 €0.-

E‘ ‘ Business Network v ‘ Standard Account

Home

SAP Business Network

SAP Business Network Discovery |

Ariba Proposals & Questionnaires

Ariba Contract Management

Work

Le




How to navigate to KNAPP questionnaires

Ariba Proposals and Questionnaires ~ |  Standard Account | Get enterprise account | [IESERE 5 @© @ H

KNAPP AG

There are no matched postings.
Welcome to the Ariba Spend Management site. This site assists in identifying world class suppliers who are market leaders in quality, service, and cost. Ariba, Inc. administers this site in an effort to ensure /&
market integrity.

Home

Events

Title D End Time Event Type Participated

Registration Questionnaires

] " Title D End Time { Status
You will be navigated to s
External Supplier Registration Questionnaire Doc2102198237 11/8/6107 2:58 PM Registered
. .
KNAPP questionnaires
Title [[2] End Time Commodity Regions Status

are now able

Questionnaires

to re S p O n S e Title D End Time Commodity Regions Status

Vv Status: Completed (1)

Certificates




4. Fill out KNAPP questionnaire
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How to navigate through KNAPP questionnaires

Navigate through the questionnaire

All questions highlighted with an
asterisk (*) are mandatory to answer

Submit questionnaire by click Submit
Entire Response

Safe a draft by click Save draft

If you have questions, click Compose
Message

Click Excel Import to download the
questionnaire

< KNaPP

J

Submit Entire Response

Save draft

Compose Message ‘

Excel Import




How to enter tax information

Click Tax Information

Click Add Tax Information
Click Add Tax Details

Enter Tax Information Country

Based on country further tax types will
appear. Fill out your Tax Number

Click Add an additional Tax Details to
specify additional tax information

Click Save to save tax details

Tax Information

Name 1

2 Taxnformation

v Event Contents

1 General information
2 Tax Information

Withholding Tax
3 inf

Info,
4 Bank Information
5 Accounting contact

6 Supplier Declaration

sangd
ISAR

Allcorten Submit Entire Response

(#) indicates a required field

Save draft

Compose Message

Excel Import

(ection20f6) « Prev. | Next »

Add Tax Information (0)

All Content > 2 Tax Information

Tax Information (0)

Name 1

Add Tax Detals

Clicking Save il only save your Repeatable Section answwers. To submit your response, you il need to click Save and then click Submit Entire Response on the main screen.

Noitems

(¥) indicates a required field

Save Cancel

Clicking Save will only save peatzble Section answers. To submi

Al

> 2 Tax Information
Tax Information (1)
Name 1

v TaxDetails #1

Please enter tax details here

Please atach 2 tax documentation as proof

Ad: tional Tax Details

Delete

CountryRegion

Attach a file

sponse, you will need to click Save and then click Submit Entire Response on the main screen.

| o vatuey v @

Cancel

Country/Region: | Germany (DE)

Tax Name

Germany: VAT Registration Number

Germany: Tax Number

Germany: Elster Tax Number

Tax Type

org

Organization

Organization

Tax Number




How to enter bank information

Click Bank Information
Click Add Bank Information
Click Add Bank Details

Fill out Country/Region
Based on country fill out:

* Account Holder Name and IBAN

* Or Account Holder Name and Account
Number and Bank Key

Upload attachment as a proof and
choose correct currency

Click Add an additional Bank Details if
needed

Click Save to save bank details

BT [ sveoot ] [ compownemaze ] [ bostimpon




How to upload attachments

Click on Attach a file

Click on Choose file or drop the file in
the desired area

Click on OK
Attachment will be displayed

Withholding Tax Information

AAAAAA

Germany

Add Attachment

Withholding Tax Information




Questions or uncertainties about the questionnaire?
Get in touch with KNAPP

aaaaaaaaaaaaaaaaa

51 g .
2 s Elela B B AR

Click Compose Message

Compose your question to the KNAPP
project team.

Click on Send



06. SAP Case Creation
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How do you create an SAP case and receive support?

Are you unable to log in to your
SAP Business account? Then
create a case at SAP Business

Network
Click on the question mark in e
the top right corner R e

outside of the SAP EU and SAP NS2 security
boundaries; it is your sole responsibility for

Click on Support s e
Select the Contact tab
Select Sign in help

Select | am experiencing a
different issue

Click on Create a Case

==



