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ﬂ Account Configuration on the Ariba Network

Goto

http://supplier.ariba.com

Enter your Username &
Password and click
Log In to access your
Production account.

Click Administration
Navigator tab

Profile Configuration
window opens

Click on the area you
want to update

-

GOTO MY: PROPOSALS

LEADS

ARIBA

Home

Pending Tasks
Action Required to Complete

Enablement Tasks =

Profile Completeness

| 35%

Enter a short
description to reach
45% >

Quick Links

CONTRALCTS

Inbox Outbox Catalogs

IPDSALS

NETWORK

(. =
Ariba Login

Admin Username:
Admin Password:

Usemame:

Fargat P T

NETWORK

Ship Motices
Invoices
Payments

More...

B e g
rQot LUsarnarm

ORDERS E INVOICES

Enablement Tasks

Order Confirmations

Reports

Learn how to accelerate payment 3

Customer:
Order Number:

Date Range:
Last 14 days

Purchase Orders

[7] Exact Match

EA Test Supplierl =

Join Ariba Network-Early Access!

Register your company on Ariba Network-Early
Accese, the leading supplier network with over
%100 bilon USD in annual business across
industries, products, and services.

Register as a New Supplier - EA =>

Feedback Help »

Test Supplier 1 «

EAS9005097559, Basic Package
I

S e e e T T P e L

Company Profile

Account Settings
Customer Relationships
Users
Notifications

Account Hierarchy

Metwork Settings
Electronic Order Routing
Electronic Invoice Routing
Accelerated Payments
Remittances
Metwork MNotifications

Logout

EChN



http://supplier.ariba.com/

Company Profile Configuration

Set options to make your company visible to buying organizations looking to source new
products and services on Ariba Network and Ariba Network Discovery.

| Click on the Company | .
Profile at Administration fest Supplier 1

Navigator EAS900909755%, Basic Package
[ |

Embme = mhoet Aammeimbimem bm emmmbs

Company Profile

Note: More information
t 4 Account Settings |
you enter abOUt your . Customer Relationships I
company, more visible you Users
will be for Buyers at Ariba otestions
Network if you open your _ :
. . ! Metwork Settings i
profile for viewing Electronic Order Routing

\_ % Electronic Invoice Routing

Account Hierarchy

Accelerated Payments
h Remittances
Metwork Motifications




@ Company Profile Configuration - Basic

- Complete or update all required fields listed
by an asterisks in Basic Company Profile
section.

Click Add button to classify your Company
by

- Commodities

- Sales Territory

- Industries

L Click Save

Commodities, Sales Territories and Industries

Commodities *

(1) Cleaning brushes

Motify me when business opportunities matching my commodities are published on Ariba Discovery-Early Access.

Sales Territories *

(1) California{United States)

Industries

(1) Service Provider

- ~

Company Profile

Basic (3) Business (2}

* Indicates a required field

Overview

Company Name:

Other names, if any:

NetworkId:

Short Description:

Website:

Address

Address 1: *
Address 2:
Address 3:

City: *

Add/Remove

Add/Remove

State: *
Zipy *

Country: #

Marleting (3) Contacts Certifications {1}

gl|EA Test Supplier

EASS009097559 | |

-

Characters left:100

210 Sixth Street

Pittzsburgh
Pennsylvania -
15222

United States [USA] -




@ Company Profile Configuration - Business

. _ \ Company Profile
Enter addltlonal Informatlon Basic(2) Business (2] Marketing (2] Contacks Certifications (1)

for your Company Such as * Indicates a reguired field
TaX |DS Business Info

Year Founded:

Number of Employees:

This information will default
into invoices you create
using the Create Invoice
option.

Annual Revenue: -

Stock Symbaol:

Fiscal Info

Type of Organization: -

Legal Name:

You can enter additional R -
company information as p-U-t-5® Nambers [ ] o[ | -[ ]
ShOWn. Glebal Location Mumber:

Tax Id:

| Do not enter dashes

State Tax Id: | Do not enter dashes
Regional Tax Id: | Do not enter dashes

vat Id:

Exempt from Backup Withhalding:

Business Type

Business Type: il Broker Retailer

] Contractor/Consultant
-] Distributor/Wholesaler
1

Sales Agent/Manufacturer's Representative

1 @ @

Service Provider

System Integrator

7] Government/Public Agency

Transportation/Logistics

[ Other | Utilities

&
Lt
El Manufacturar
=
&

Value Added Reseller

| Producer




@ Company Profile Configuration — Marketing

- Company Profile
You Can enter additional Baszic (3] Business (2] Markating (3] Contacts Certifications (1]
detail and specific criteria + Indicates = required field

Marketing information is not displayed on Ariba Discovery-Early Access until you upgrade to the Advantage Program. Your organization is not

about your Company. currently subscribed to the Advantage Package.
Credit and Risk Information from D&B

Add Company Description D& D-U-N-55 Number: | Add

and Company LOgO- Company Description

If necessary add Credit and
Risk Information from
D&B clicking on Add button

Company Logo

Logo File: Upload




Basic Profile Configuration — Contacts

Ve N\

he main company contact
fields have been moved to
the Contacts tab on the
Company Profile page

Company Profile

Basic [3] Business (2] Marketing (2] Contacts Certifications (1)
* Indicates a required field

Company Contact Information

Main Email: *|dgarda@ariba.com

N 7 Country Area  Mumber
Main Phone: * USA 1 -
Country Area Mumber
Main Fax: USA 1 -
Contact Personnel
Ariba
Privacy Statement
Contacts
Name * Business Title Email Phone
No items
Create

Companywide Assignments

Companywide Assignments

Assignment Contact Name Actions

Arcounts Receivable

Accounts Payable




@ Basic Profile Configuration — Certifications

nter additional information
about your company in
Certifications if applicable

ARIB A NETWORK _

Company Profile

Basic (3] Businass (2] Marketing (2] Contacts Certifications (1)

* Indicates a required field

Certifications
Buying organizations can view these designations in your company profile and search on this information when looking for new suppliers.

D Green Initiatives

B Small Disadvantaged Business

0 Women-Owned Business

& Minority-Owned Business
I:l Veteran-Dwned Business

El IS0 Certification

[[] Not Certified




9 Enhanced User Account Functionality

- The new User Account Navigator lucuing
enables sellers to:
Switch To

- Quickly access their user account * John Smith

information and settings. Sicaasa i

- Link their multiple user accounts. aymd oo imm
- Switch to their test accounts. | § DG I
Note: After their multiple user -
accounts are linked, the User reEle) e 1) e, Ak
Account Navigator displays the B ——

multiple user accounts.




@ Enhanced User Account Functionality - User Information

Complete or update all required
fields listed by an asterisks

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

Hide personal information if
necessary by checking the box

User Information

* Indicates = required field

Account Information

Username: *

Email Address: *

First Name: *

Middle Name:

Last Name: *

Security

Preferences

Preferred Language:

Preferred Timezone: *

Default Currency: *

Contact Information

Phaone: *

Address 1: ¢

Address 2:

Address 3:

Contact Information Preferences

I [T Hide my personal contact information. I

Privacy Statement Ariba Terms of Use

Ariba

Save Close

Country: *

EATestSupplierl i
Change Password

test@ariba.com

& Updating your amail addres
You.

EA Test
Supplieri
English - ' f
US/Michigan
Us Dollar Select Currency
Country Area Number
UsA i - 412 2977387
210 Sixth Street
+ " |Pittsburgh
* Pennsylvania -
PU13222

United Statas [USA]

Save Close

= to dgarda@ariba.com is pending confirmation. To confirm, see the email sent to




Network Notifications
To indicate which system notifications you would like to receive along with which email address

you would like to send them to

Click on Network
Notifications at
Administrator Navigator.

Account Settings

Customer Relationships

General Network

Note: You can enter up to
3 E-Mail addresses per
notification type. You must

separate each address e
with a comma with NO
- spaces between emails | Tmese=
Catalog

Catalog Service

Users Motifications

Discovery

Enter up to three comma-separated email addresses per field.
The Preferred Language configured by the account administrator controls the language used in these r

Electronic Order Routing

Send notifications when...

Send a notification when orders are undeliverable.

B Send a notification when change order requests are updated.

] Send a notification when time sheets are undeliverable.

Send notifications when...

Send a notification when a customer subscribes to my
catalog or when mvy procurement customer sends status
updates on catalogs, including catalog errors.

Note: Only Ariba Procurement solution users can send status
updates to suppliers.,

Electronic Invoice Routing

Type

Invoice Failure

Invoice Status
Change

Send notifications when...

Send a notification when invoices are undeliverable or
rejected.

[l Send a notification when invoice statuses change.

Accelerated Payments

fccount Hiera

To email

# |dgarde

t

h

+ |dgarde

a

Test Supplier 1 «

EAS9009097559, Basic Package

[ |
Embme = mbmek Ao meimbimm = m b

Company Profile

Account Settings
Customer Relationships
Users
Motifications

Account Hierarchy

Network Settings
Electronic Order Routing
Electronic Invoice Routing
Accelerated Payments
Remittances

Metwork Notifications I

T T —

To email addresses (one required)

# |dgarda@ariba.com

To email addresses (one required)

# |dgarda@ariba.com

+ |dgarda@ariba.com



ﬁ Electronic Order Routing

to indicate how you would like to transact business with your customers on the network.

Click on Electronic
Order Routing at
Administration
Navigator

ta

Test Supplier 1 «

EAS9009097559, Basic Package

Embme = mhark dommmimbinm b em=abk

Company Profile

Account Settings
Customer Relationships
Users
Notifications

Account Hierarchy

Network Settings

| Electronic Order Routing l

Accelerated Payments

Remittances
Metwork Notifications




a Electronic Order Routing - Methods

™

The methods available include Online Network Settings — -
(portal)’ CXM L, Emal |1 EDI’ Quad rem OI’ Electronic Order Routing Electronic Invoice Routing Accelerated Payments Settlernent

* Indicates a required field
Fax.

Capabilities & Preferences

Note: “Online” sends the PO to your Inbox, =~ <" **"*"
without additional copies. Select other E—

methods to send an additional copy to the Non-Catalog Orders with Part Numbers
routlng Selected (I’ecommended - Emall). Process non-catalog orders as catalog orders if part numbers are entered manually
: . N Ord
For email routing check box Include e
document in the email message. Use a Jomentves Reine e optiens
non-personalized/distribution list email in Email address: [dgarda@sriba.com i
Ema" Address Ilne gﬁfo'ﬂtg Orders ——— [] Attach cxML docunjlent in the.email message
Attachments Include document in th.e email rnessa.ge . .
_ Ernail Tris apolics o all orders wih aftachments trat have the routing method
Note: When Arlba Network Sends purchase Same as new catalog orders without attachments".
Orders to mallboxes that respond Catalog Orders Same as new catalog orders without attachments Current Routing method for new orders: Email
with Attachments & Attachments will be included in the order.

automatically with “Out of Office” messages,
it does not fail the orders and indicates it
received the

auto-reply in the order history log.

Note: Configure your email inboxes so

Refer to Account Management Guide to that the Ariba Network notifications do not

find all possible options

| fall in the junk or spam mail box




Electronic Order Routing - Notifications

For Change Orders and Other
Document Types select “Same as
new catalog orders without
attachments” or set according to
your preference.

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

Specify a User to receive
notifications.

Change/Cancel Orders

Document Type

Catalog Orders
without
Attachments

Catalog Orders
with Attachments

MNon-Catalog
Orders without
Attachments

Mon-Catalog
Orders with
Attachments

Routing Method

o

rSan'le as new catalog orders without attachments v\
Same as new catalog orders without attachments v

Same as new catalog orders without attachments +

Same as new catalog orders without attachments v

S

Other Document Types

Document Type

Elanket Purchase

Routing Method

Same as new catalog orders without attachments +

Crders

Time Sheets Online %
Order Response Online %
Documents

R Email %

Remittances

Notifications

Options

Current Routing method for new orders: Email

Current Routing method for new orders: Email
& attachments will be includad in the ordar.

Current Routing method for new orders: Email

Current Routing method for new orders: Email
& attachments will be includad in the ordar.

Options

Current Routing method for new orders: Email
Save in my online inbox

Return to this site to respond to POs

Email address: |diegarcia@ariba.com,akumar@ariba.com
O Attach cXML document in the email message

Include document in the email message

top &

Type Send notifications when... To email addresses (one required)
oo — _ N\ .
Send a notification when orders are undeliverable. test@ariba.com
Send a notification when change order requests are updated.
Time Sheet [] Send a notification when time sheets are undeliverable. * [test@ariba.com
Collaboration end a netification when collaboration requests are received. * test@ariba.com
Request
. V.




Electronic Invoice Routing

Click on Electronic
Invoice Routing at
Administration
Navigator.

Choose one of the
following Invoice routing
methods

- Online

- cXML

- EDI

Configure Notifications
to emails (the same way

as in Order Routing)\

Network Settings

Electronic Order Electronic Invoice
Routing Routing

* Indicates a required field

Capabilities & Preferences
Sending Method

Document Type Routing Method

Wes Online -
cXML
o EDI
Notifications

Test Supplier 1 «

EASS005097559, Basic Package
I 1

Cmtme = mhoek dommeimdimem m e -

Company Profile

td Account Settings

. Customer Relationships
Users

— Motifications

— Account Hierarchy

| MNetwork Settings
Electronic Order Routin

I Electronic Invoice Routing I

Accelerated Payments

h Remittances
Metwork Notifications

Save

Accelerated Payments Settlement

Options

Return to this site to create invoices

Close

Type Send notifications when... To email addresses (one required)
Invoice Failure Send a notification when invoices are undeliverable or e |dgarda@ariba.com |
rejected.

Invoice Status
Change

B Send a notification when invoice statuses change.

# |dgarda@ariba.com




@ Invoice Archival

Click Weekly, Biweekly or
Monthly to indicate how often
invoices will be archived

Choose Archive Without Delay
to archive without waiting 30 days,
click Start

Note: After Archive without
delay started you can either Stop
it or Update Frequency any time

In the Archive Delivery URL
enter URL you want Ariba to
automatically deliver archived zip
files

Click Save

Invoice Archival

_ Weelkly
@ Biweekly

) Monthly
Archive Immediately

Start

Archive Delivery URL:

Invoice Archival

_ Weelkly
@ Biweekly

_) Monthly

Archive Immediately

I Stop Update Frequency Regueue I Set Start Time

The first archive file will be available on 05/21/2012

Archive Delivery URL: i



@ Extended Profile Settings and information

Expand the Extended
Profile Settings and
Information section

Set options and enter text
to describe your invoice
document policies

Click Save

Extended Profile Settings and Information

Do you provide invoices to customers through Ariba Network?
0 vYes
& Mo
® Ma, but I plan to start =ending invoices in:

Maonth: Select v Year: Select w

Only applicable in France

[[] Opted to pay VAT on debits

Enter additional information about your invoice process and policy.

-~

Characters left: 1300

Enter default comment text that displays on all Credit Memos.

Characters left: 1300

Enter default comment text that displays on all Invoices.

Characters left: 1300




Download archived invoices

Ve Nl GOTOMY: (7000 PROPOSALS < CONTRACTS = ORDERS & INVDICES El- Gaid Kassem M. | Feedback | Helpy | Logout

On the Home ARIBA NETWORK AN
dashboard, click the
Outbox tab.

Home Inbox | Outbox | Catalogs Reports

Invoices Order Confirmations Ship Notices | Archived Invoices | Drafts

) . Invoices

Cl ICk ArCh Ived P Search Filters
Invoices. : E—
Invoices Total: 100+ Pagei_l__j{__i v [ ‘
. . Invoice £ Customer Reference Submit Method ~ Origin Source Doc Dats 4 Amaunt Routing Status  Invoice Status ‘
Cl ICk DOWnload In the 0= TESTAmericanaP011 Americana UAE - TEST  TESTAmericanaPO11 Online Supplier  Purchase Order 16 Oct 2012 3,660.00 AED  Acknowledged Rejected ‘
row Of arChIVEd Involces 0 & testizel Americana UAE- TEST  TESTAmericanaP012  Online Supplisr  Purchase Order 16 Oct 2012 23060 AED Sent Sert ‘

= TESTAmericanaP012-3 Americana UAE - TEST ~ TESTAmericanaP012 CSV Upload 11 Oct 2012 6.10 AED Acknowledged  Approved

to save at the computer. = | o = |
‘ 0 = TESTAmEricanaP012-4 Americana UAE - TEST  TESTAmericanaPQ12 CSV Upload 11 Qct 2012 .10 AED  Sent Sent ‘
N Ote " Arl ba Network 0= TESTAmericanaP012-1 Americana UAE- TEST  TESTAmericanaP012 Onling Supplier  Purchase Order 11 Oct 2012 6.10 AED Acknowledged Sent ‘
deletes explred 0 =l TESTAmericanaP012 Americana UAE- TEST  TESTAmericanaPOiZ Online Supplier  Purchase Order 11 Oct 2012 6.10 AED  Acknowledged Approved ‘

transaction documents
after 18 months and
archived invoices stored
in ZIP format
automatically deleted
after 3 months




a Configure Settlement

Click Settlement at Administration Navigator.
Click Create to create new company information.
Note: If you already have an Ariba Network account,

you may have already completed this information. If
you need to change existing information, click Edit.

Network Settings
Electronic rder Routing
* Indicates a requirad field
EFT/Check Remittances

EFT/Check Remittances
Address 1

' 210 Sixth Avenue

Edit Delete Create

Electronic Invoice Routing

ta

Test Supplier 1 «

EAS9009097559, Basic Package
I ]

Erbee = mhoct docoeimbine o enmekb

Company Profile

Account Settings
Customer Relationships
Users
Motifications

Account Hierarchy

Network Settings
Electronic Order Routing
Electronic Invoice Routing
Accelerated Payments

h Remittances l
Jetwork Notifications

Accelerated Payrgfnts

City State

Pittsburgh PA

Save
Settlement
Country Default
United States Yes

Close




@ Configure Remittance Information

Create Remittance Address / Payment Info

] Add a remittance address. Indicate your preferred payment method for the new address. Then, enter information for customers
™ your information carefully, since customers use it to send you payments.
¥ Indicates a required field

On the Create Remittance
Address / Payment Info

Remittance Address NOTE: Do not configure a "Contact"” on the

EFT/Check Remittances page of your account
Address 1: *|123 Main St.

. ' because the “Contact” name may replace
section, complete all required Address 2: |Suite 100 your company name in the Remit-To address
fields ”Sted by an aSteriSkS Address 3. on invoices. Leave as Select Contact.

City: * | Cleveland
Select one of your Remittance ~ e Ohic .
Addresses as a default if you B _

have more than one.

Cortact: Selack contat w
Assign Remittance IDs for this T Pl el e
address for each of your et I
customers. They might ask you £ Buyer 01 N
to assign IDs to your addresses = Buyer 02

so they can refer to them e

. . [7l 1nclude Bank Account Information in invoices.
uniquely. You can assign /
different IDs for each customer.

Remittance ID Assignment

\ Customer 1 Remittance ID
EA Buyer 01 1234
EA Buyer 02 test

EA Buyer 032 suppliel]




@ Payment MethOdS Payment Methods

Preferred Payment Method: Select method

Select method
ACH Check

If your organization uses ACH e
for payments, select ACH from e
the Preferred Payment Method Acount Type:
drop-down bOX' ABA: us Bank Only

/ Confirm ABA: US Bank Only

Complete the ACH account Bank tiame:
information section to complete o teme
your ACH setup.

Also you can choose other s e et ame:
Payment Methods: Check, Credit  Zrme=-e o e
card or Wire e T

. . :::C:EN::':E: z::c:aN::':e:

Enter necessary information for ~ se=== pacres
Wire Transfers s

Mention if you accept or not oy g Coune 0

. This selection will refresh the page content This selection will refresh the page content

Credlt Cards Bank FPhone: :Ll:;:;_ w = — Bank Phone: :uc;:;_ “w _

Click OK when finished. e it 8 0 e O o




Test Supplier 1 «

EAS9009097559, Basic Package
II:nl-nr B S e T P 159 I

ﬁ Accelerated Payments

/ N
Click on Accelerated payments at Administration Navigator

Company Profile

t3 Account Settings
. Customer Relationships I
Users

Use the links in the Actions column to view, accept, or reject early | Nofifications :
payment terms . Account Hierarchy

Network Settings I
Electronic Order Routing

You can also configure the notifications Ariba Network sends you IElectmmc Invoice Routing
Accelerated Payments

when customers propose early payment offers and standing early b e—
pa.yment terms Oﬁers Network Motifications

Network Settings Save Close
Electronic Zrder Routing Electronic Invoice Routing Accelerated Payments Settlement
* Indicates a required field
Standing Early Payment Terms

Show : @ all Offers () Proposed Offers () Accepted Offers

Customer Proposed Payment Terms

Last Madified Discount Rate(%) Discount Term{Days) MNet TermiDays) Pro-Rated Pre-Accepted Active Status Actions
Ne items
rI“vlotil"u:atic-ns )
Type \:ificationz when... To email addresses {one required)
Early Payment Offars [F] Send a notification when an early payment offer is received. 4 | P ———— |

gtFaFnding Early Payment Terms E Send a notification when my customer proposes a new standing early payment term. * ?dgarda@ariba.cam |
e vk Stk St aedlad
\ J

Your Production Account setup is now complete!
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4
4

Create Your Test Account

You will now duplicate your Production Account
settings to create a Test Account.

Your Test Account is used for testing purposes
to ensure all transactions (purchase orders and
Invoices) are working as expected before
transacting with real trading documents.

Note: Test account transaction are free of
charge.




ﬂ Switch to Test Account

™

\

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

Click Switch to Test
Account at User Navigator

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

Note: The Switch To Test
Account button is only
available to the Account
Administrator username. The
Account Administrator can

create test account
usernames for all other users
needing access to the test

GO TO MY: LEADS PROPOSALS CONTRACTS DRDERS E INVOICES

ARI1IB A NETWORK My Account

Switch To

Home Inbox Outbox Catalogs Enablement Tas

® EA Test Supplierl
ot ar
Switch To Test ID

Link User IDs

Pending Tasks Learn how to

Action Reguired to Complete

Test Suppliert =

Feedback Help = Logout

iplier 1 v

th Content

receivgfiles into immediate cash!

Enablement Tasks = Customer:

Purchase Orders

Order Confirmations
Profile Completeness ) ] Order Number:
Ship Motices [ |
| i
| 35% Invoices Date Range:
Enter a short Payments Last 14 days ~

description to reach MbFaT

Mew Supplier Newsletter —
/ Subscribe Today!
What's New in Ariba Network

Release: 11s3ANACD. View
Release Guide.

45% = [] Exact Match
Quick Links / |
Changing Account Mode ¢

H WARNING: You are about to switch to Test Mode.

When you switch, Ariba Networl logs you off of your Production Mode. Any unsaved changes will be lost.

To stay in Production Mode and save changes, click Cancel.
To switch to Test Maode, click OK.

The trading relationship with the buyer test account will be automatically established. This applies to all existing buyer account relationships and

also once a new trading relationship is established in the Production mode.

_account. y




a Create Test Account
-

~
Create Username and

passwo rd for your test Create Test Account
aCCOU nt. Usernames are You are about to create a new account in the Test Mode. The trading relationship with the buyer test account will be automatically established. This applies to ...
Case |nsen3|t|Ve. @ U=t |test-aribak@mai|.ru 1

* Password: |""".. | i
ClICk OK * Confirm Password: |"""“ |
You will be transferred to

your test account. Repeat

StepS from BaSiC Proflle RD* e f i ! DORDERS B CES EA Test Supplierl ¥ Feedback Help * Logout
section to review your test . EA Test Supplier 1... ¥
account settings

Home Inbox Outbox Catalogs Reports | - th Content
Note: Your Test account - : P —

. Profile Completeness
should be configured to i o s S ———
match your Production - L5 _— I | © Subscribe Today!

. . Aler sk rder Mumber: at's New in Ariba Ne
account. This will ensure the Eg"gﬂ.,ﬁ!,n?o et Ship Notices |° & o g
testing results are consistent . Date Range: seshee e
. . . uick Lin Payments Last 14 days =
with what will result in L o )
. . DAk [7] Exact Match
Production. View: [Last 24 hours | @

Once you have set up your NOTE: The Network Wlll always dlsplay which
mode you are logged into, (Production or Test).

test acc_:ount, you are ready Your Test account ID has the suffix “-T”

to receive a test purchase appended to your Ariba Network ID (ANID).

—order.
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“ Enablement tasks

4 N
Dollar Tree may have Amioa NETWORK g s g

assigned enablement e _
. Home Inbox Outbox Catalogs ] Enablement Tasks] Reports I th Content
tasks to suppliers to

prepare for testlng and [ 1 Pending Tasks ] Learn how to accelerate payment and convert your receivables into immediate cash! Click Here »

COTO MY: LEADS PROPOSALS CONTRACTS 'ORDERS & INVDICES EA Test Suppliert » Feedback Help ¥ Logout

-
transacting.

Customer: MNew Supplier Newsletter — Subscribe ]j.

Purchase Orders e
| | (v} Today!
7 : Order Confirmations
Prpfile Completeness ) ) Order Number: What's New in Ariba Network )
S I t th E bl t BipiNoboes | 1] Release: 11s3ANAOD. View Release ]j'
e eC e na emen L | 35% Invoices Guide.

Action Required to Complete
Enablement Tasks =

Date Ran_ge:
i Ent hort Payments Last 14 days =
TaSkS tab to VIeW' d:s?::i:t?m‘:to reach More
A504 = [] Exact Match
Quick Links

Purchase Order Status Customers: 3 of 3

Note: If you have B —
enablement taSkS Fr— Customer New Changed Confirmed Shipped Invoiced In Progress Failed

. . k_.. Purchase Orders . EA Buyer 01 3 a g 1 g o o
per_lqllng you also will be e & o A = 3 5 ; o 0
notified at Home page of FcaTendg(E;]m k| EABuyer03 0 0 0 i 0 0 a

Last Refresh: 8 May 2012 4:25:53 PM

your account with proper Prital Coohtmed (0
link Action Required to
Complete Enablement
Tasks




a Activities and Tasks

e ™

GO TO MY: LEADS PROPOSALS CONTRACTS ORDERS & INVOICES EA Test Supplier2 » Feedback Help »

1. Tasks will display as amima | NETWORK Test Supplier 2 v
Total Tasks, My
Pending Tasks, and
Pending Buyer Tasks.

Home Inbox Outbox Catalogs Enablement Tasks Reports i 1

View details of all pending tasks and complete them. Click the associated link to complete a task. You can also reopen tasks that are manually closed, if the subsequent

“«©

| Supplier Enablement Activities and Tasks

% Total Tasks My Pending Tasks + Pending Buyer Tasks |

EA Buyer 01 7 2 0 |

2. Click the arrows to
expand the sections to —_— o ) E E
view individual tasks. "

? EA Buyer 01 View Profile L Refresh |
. . [ Activity Name Date Due Total Tasks My Pending Tasks Pending Buyer Tasks I
3. Links will allow you to N 1> heccount 3 Apr 2012 4 0 0
H < Purchase Order 9 Jun 2012 2 1 0
Configure, Complete

This activity tracks all purchase order related tasks. You may have already completed some of these tazks in an earlier activity.

Task, Or ReVieW ta,s kS Pending Ready to Receive Purchase Orders

Confirm that you are ready to receive purchase orders. If you want to test your order routing confi

already Completed the customer information portal (see link on top of your task list) on how to create a test a

Not Started  Purchase Order Sent

Complete Task

” ow the instructions on
test the document flow.

Buyer Task

Your customer has sent you at least one purchase or

top &

4. Completing a task will ; :

a.”OW you to add Ed complete sk / Slse tasks in an earlier activity.
comments before : )

You can mark a task complete if you have completed it and add a comment.

marklng a.S Complete. 3 Task Name: Ready to Send Invoices apras |

= Invoice

View Invoice

I Taszk Status: Escalated "

: Comments: ||

i

ifi

13| A
Characters left: 1250

’
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Administrator

Automatically linked to the username and login entered during registration
Responsible for the account management and configuration

The primary point of contact for users with questions or problems.
Creates roles for the account

User

Created by Administrator

Has exactly one role, which corresponds to the user’s real job responsibility
Responsible for updating personal user info




“ Create Role

1. Click Users tab at
Administration
Navigator. The Users
page appears

2. In the Manage Roles
section, click Create
Role.

3. Type Name and
Description for the Role

4. Add Permissions for
the Role checking proper
boxes

5. Click Save. New Role
IS created

6. To modify or delete
roles click Edit or Delete
in Actions section

Account Settings

Customer Relationships Users Motifications Account Higrarchy

Manage Users

Users

[[] username t Email Address First Name Last Name Ariba Discovery Contact
[F] 1iagarza@ariba.com agarza@ariba.com Ale Garza No

[ tleall@ariba.com tleal@ariba.com Tessie Leal No

Edit Delete Add to Contact List Remove from Contact List Make Administrator Create User

Manage User Roles

Role

Name Actions

Administrator Details

AP Role Details Edit Delete

AR role Details Edit Delete

Discount Mgmt Details Edit Delete

Discovery

Create Role Save

* Indicates a required field

New Role Information

MName: *|Test User

Description: -

Permissions
Permissions

Permission Description
Account Hierarchy Administration Manage your accounts to link and sign on to a child account
Child Account Access Sign on to access a child account
[7] Catalog Management Set up and manage catalog-related activities
Ml Daurman + Denfila Fanfinura wone aaumant neafila

Save Close

Role Assigned Visible To Customer

AR role No
Discovery (...) No
Cancel

Save Cancel




a Create User

1. Click Users tab at
Administration
Navigator. The Users
page appears

2. Click Create User to
create new User.
Usernames are case
insensitive.

3. Add all relevant info
about the user

4. Select a role in the
Role Assignment
section.

5 Click Done.

Note: You can add up to
. 250 users to your Ariba

Network account

. Account Settings

Customer Relationships

Manage Users

Users
[[] username t
[F] 1agarza@ariba.com

[ tleali@ariba.com

Users

Save Close

Motifications Account Hierarchy

Email Address First Name Last Name Ariba Discovery Contact Role Assigned Visible To Customer
agarza@ariba.com Ale Garza Mo AR role No
tleal@ariba.com Tessie Leal Mo Discovery (...) No
Edit Delete Add to Contact List Remowve from Contact List = Make Administrator Create User
Done Cancel

Create User

Create a new user account and assign a role. Ariba will email a temporary password to the address provided for the new user account. The account information
entered here will not be modifiable after you click Done. However, you can modify role assignments at any time.

New User Information

( Username:

Email Address:
First Name:

Last Name:

)

[T] This user is the Ariba Discovery Contact i

Country Araa Number
Qﬁice Phone: USA1 - )
Role Assignment
Roles
Name Description
] AR role Invoice
0 AP Role FO
] Discovery respond to postings on Discovery
] Discount Mgmt




a Modify User

/ . - - -
1' ClICk the AdmInIStratlon Customer Relationships Users Motifications Account Hierarchy
tab Manage Users

“\Account Settings Save Close

. . Users
2- ClICk Edlt for the proper [[] username t Email Address First Name Last Name Ariba Discovery Contact Role Assigned Visible To Customer
user [[] 1iagarza@ariba.com agarza@ariba.com Ale Garza Mo AR role No
[ tleali@ariba.com tleal@ariba.com Tessie Leal Mo Discovery (...) No

[ Edit Delete Add to Contact List Remowve from Contact List = Make Administrator ] Create User

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

Save Cancel

when users have forgotten their password and their security question and answer. As a best practice, instruct users to click Forgot Password
the Ariba log in page if they forget their password. When you click Reset Password, Ariba resets the password and sends an email to the user
with instructions to specify a new password and a new secret question and answer.

4- Other Optlons / Selected User Information

= Delete User Username: carmen userl
: mail Address:
- Add to Contact List e T

First Name: Carmen

- Remove from Contact Lasttlame:  Sanches

Office Phone:  +1 (412) 2978069
LiSt This user is the Ariba Discovery Contact f

-Make Administrator

Reset Password

Role Assignment

Name Description

AR role Invoice

AP Role PO

[
]
[} Discovery respond to postings on Discovery
[l

Discount Mgmt




&

The account administrators
can limit access and data
visibility to specific customer
accounts to one or more
users in their organization.

Only those users can then
view and process
transactions for those
customers.

Create User

Fout Nama

SEigh b Custanmer

Custemers and Customer Groups
Ld Cuttzengry and Groudd 1
[ ¥ Customer Group 1 (2)
B1
B2
O ™
O e

S

0

Enhanced Access Control to enable segmentation of
Customer Data

Al Cytamers
&) Select Customers and Cuttomer Groups

Group for BL and B2
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“ Current and Potential Relationships

Click Customer
Relationships in the
Administration Navigator.

Choose either automatically
or manually accept customer
relationships
Note: set up Automatically
accept all relationship
requests as default not to
miss any useful Buyers

In Pending Section
Approve or Reject pending
relationship requests

In Current Section review
your current customers’
profiles and information
portals

Review rejected customer in
~ Rejected Section

Account Settings

l Customer Relationships ] Users Notifications

Current Relationships Potential Relationships

1 prefer to receive relationship requests as follows
@ Automatically accept all relationship requests

) Manually review all relaticnship requests

Update

Customer Requested Date 4
No items

Approve  Reject

Current
Customer Approved Date ¢
] EA Buyer 02 9 Apr 2012
= EA Buyer 03 9 Apr 2012
E EA Buyer 01 9 Apr 2012
Reject
Rejected

Note: Find Potential customers
in Potential relationships Tab

I Test Supplier 1 +

t 4
S NETWORK

EAS9009097559, Basic Package
[

uuuuuuu hmed Ammmrimbimem b b

Company Profile

Account Settings
I Customer Relaticnshipsl I

Users

Notifications

Account Hierarchy

Network Settings i
Electronic Order Routing
Electranic Invoice Routing
Accelerated Payments
Remittances
Network Notifications

Routing Type

Default Actions *
Default Actions -
Default Actions =




e Customer Groups

Ariba Network enables to group

customers by shared attributes ['rf e T . S o ]
to facilitate customer e

relationship

management.

Creating customer groups
allows you to override default
order routing for multiple
customers

simultaneously and simplify
catalog publishing and
distribution.

Note: Only Business,
Integrated, and Enterprise
Package Members can create
Customer Groups
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Subscription Offerings for Ariba Network Sellers

Differentiate — Grow — Automate

Standard

Select

Premier

Enterprise

Enterprise Plus

Offered PunchOut catalog and grew 300% in 3 years while

€€ saving the customer hundreds of thousands of dollars. B H

- Business Development Manager ’,

&
«ﬁb

-

©

»

®

Continues our see-value-first model providing a no-cost service for occasional
transactors and suppliers just getting started

Helps sellers differentiate and build stronger customer relationships with
catalog-driven collaborative commerce

Offers expanded technical support to encourage sellers to embrace
automation

Delivers complete collaborative commerce optimization — bundles of tools,
services, and support for sellers utilizing Ariba as a multi-million dollar
channel

thtimizles collaborative commerce for sellers utilizing Ariba as a $10M+
channe




The Ariba Supplier Membership Program

Helping Sellers to Differentiate — Grow — Automate

g I
( ) ( )
Network Transaction Service Subscription Fees
Annual Volume Per Annual Annual Volume Across All Annual
Customer Relationship Fees Customer Relationships Fees
< $50,000 USD or<5 None < $50K or < 5 documents sent* None
documents™ $50K to < $250K and 5+ documents | $50
$50,000 to $12.9M and 5+ 0.155% of $250K to < $1M and 5+ documents | $495
documents total volume
$1M to < $10M and 5+ documents | $2,495
$12.9M+ and 5+ documents** | $20K
$10M+ and 5+ documents $7,495
g J \_ J
*Sellers transact at no cost if no single customer relationship transacts 5 or more documents and $50K or more annually
**Only 1.2% of transacting sellers reach the $20K cap

\Note: Sellers who use cXML or EDI technologies and transact 5+ documents and $50K+ annually automatically receive the $495 Premier or higher level subscription /

FREE for all sellers to join and begin transacting

+  Free registration provides everything sellers need to collaborate
Paid participation adds value

+ Value-added features, support and services

No surcharges for sellers with multiple divisions, business units, or subsidiaries using the Network
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EA Test Suppl.i:_lrl" | Feedback | Help * m Logout

Training and Resources EA Test Supplier 1 ¥
/ \ IEAQQEIDQEIQ?SSQ, Basic Package |

Dollar Tree Supplier IS
Information Portal

Company Profile

vert (| Account Settings

- Customer Relationships ,
Supplier Information Portal . g s d
contains specific it

documentation and training
material from the home page i e e oe—
of your account. I T mm——

I prefer to receive relationship requests as follows:

Account Settings save Close

@ Automatically accept all relationship requests

C“Ck the AdmInIStratlon () Manually review all relationship requests
Navigator and then click the Update
Customer Relationship tab. Pending
Customer Requested Date 4
The portal link is located Approve  Relect
next to your customers Current
name in the middle of the _ / s e —
screen

= : . ™
//’mew the presentations to learn more about transacting with Dollar
| Tree
/

Account Configuration Guide
Dollar Tree Purchase Order Management Guide
Dollar Tree Invoice Guide Y




Training and Resources
Dollar Tree Supplier Information Portal

http://dollartreeinfo.com/vendor-partners/supplies/training/

gﬁ@ DO'-LAR TRE E@ Store Locator Email Alerts
o REAL ESTATE SHOP SHOP DEALS
INVESTOR RELATIONS  CAREER CENTER PARTNERS ABOUTUS DOLLARTREE COM ONLINE

Home Vendor Partners Supplies and Services Ariba Training Center

Vendor Partners Dollar Tree Ariba Training Center

Merchandise Welcome to the Dollar Tree Ariba Training Center where you will find information and Ready & trained?

Vendors training materials about the Ariba Network (AN). The AN allows you to electronically Log onto Ariba from here!
transact business with Dollar Tree. The information below will help you configure your -

:gf\ﬁgzi and Ariba Metwork account and manage transactions with Dollar Tree. Ariba Log In »

Downloadable Ariba Training Documents Forgot your Usemame of Password?

Click on the "Forgot Username?” or

Become a Supplier

- Supplier Profile Dollla.rTree Informgtion Session (pdf) o "Forgot Password?" links for
- General This is a presentation to learn more about the Dollar Tree Ariba initiative. —
Info/Forms Daollar Tree Account Management Guide ( pdf)
Ariba Trainin Learn how to configure important settings on your account, Additional Ariba Training
Center ? Dollar Tree Purchase Order Management Guide (.pdf} !,‘:slm,,t(: Lm0
Early Payment Learn how to handle purchase orders, order confirmations, and ship Hen
Pragram notices through the Ariba Metwark. Need additional support?
o Dollar Tree Invoice Guide (.pdf) For Ariba Support
Logistics Learn how to create invoices and credit memaos through the Ariba Network. If you are a supplier already registered
California SB-657- . TOLTELLE RS
Dollar Tree Catalog Suppliers 1. Login here.
Disclosure The following catalog information is applicable for suppliers that are requested to provide

2. Click on the "Help” link at the
top.

catalog content to Dollar Tree.




Training and Resources
Ariba Network Standard Documentation

Go to: http://supplier.ariba.com
Click on the Help link in the upper right hand corner of the page to access Product Documentation.

GO TO MY: LEADS PROPOSALS CONTRACTS ORDERS & INVOICES Feedback

NETWORK

ARIBA
Contact Support

Ariba Exchange

Ariba Login Using
‘/ S é : Join Ariba Network-Early Access! Find out how to mE]I-ce. the most
Admin Username: | | : L ; of your account. View these
ARIB A* . Register your company on Ariba Network-Early tutorials to get started.
Admin Password: | | Access, the leading supplier network with over

Introduction to Ariba Supplier

= =
_M— HE|p@Ar| ba Metwork
Creating a PO-Based Invoice

(Introduction)
Registering and Logging In Creating an Invoice (Advanced
=

Cloud Status and Motifications

Technical Requirements

) Forgot Your Password or Username? Supported Browsers
Browser Settings

Tutorials

P Registration and Navigation Choose Language E‘

P Registering with the Ariba Commerce Cloud

P Ariba Discovery Tuterials for Buyers Download Adobe Reader here:

} Ariba Discovery Tutorials for Sellers d Adobe Reader

Links to Additional Resources

} Learn More About Ariba Discovery

P Learn More About the Ariba Network



http://supplier.ariba.com/

Training and Resources

Ariba Network Standard Documentation

Standard Documentation can be accessed also from your account. Click on Help button on Home page
of your account, click Product Documentation

Documentation is found on the Using tab. Click the Administration tab to view Ariba Network \
Administrator's documentation

Logout

NETWORK 7 5
ARIB A Test Supplier 1 ¥ F’.Dcndual:'t ngzg'lentatmn

Contact Administrator

Home Inbox Outbox Catalogs Enablement Tasks Reports L

. Ariba Exchange
Help@Ariba
Search - R _ - .
t and convert your receivables into immediate cash! Click Here

_ Alerts and Messages 2 Itel
What's New: Ariba Commerce Cloud Release Guide for Sellers iar 2012 B New Supplier Newsletter — Subscribe =

Tips on Using Help@Ariba a‘ Tuday! m

ix What's New in Ariba Network
Release: 11s3ANADD. View Release [
Guide.

The Basics

Ariba Network Features and

» Managing Your User Account PDF | Revisions | Apr 2012 Functions
Introduction to the Ariba Network

Ariba Network Guide to Invoicing

Ariba Commerce Cloud Status 4

» Reporting PDF | Revisions | Apr 2012 Cloud Status and Metifications

ch Search
Frequently Asked Questions

Ariba MNetwork Technical FAQ

Collaboration and Order Fulfillment

P Using the Test Account

P Tutorials

p Working with Purchase Orders PDF | Revisions | Apr 2012 Choose Language E|

¥ 13 /2
P wWorking with Collaboration Requests PDF | Revisions | A ug 2011 Ger F‘h“"’:rj o “lxiﬂ“'i{-‘_q
P Tracking Temporary Labor Items PDF | Revisions | Apr 2012

P Tutorials

Invoices, Payments and Remittances

P} Creating and Managing Invoices PDF | Revisions




Training and Resources

- .
Useful Links

Ariba Supplier Membership page - http://www.ariba.com/suppliermembership

Ariba Network Hot Issues and FAQs - https://connect.ariba.com/anfacg.htm

Ariba Cloud Statistics — http://trust.ariba.com

Detailed information and latest notifications about product issues and planned downtime—if any—during a
given day.

Ariba Discovery - http://www.ariba.com/solutions/discovery-for-suppliers.cfm
Information regarding Ariba Discovery for Sellers

Ariba Network Notifications - http://netstat.ariba.com
Information about downtime, new releases and new features

- /



http://trust.ariba.com/
http://www.ariba.com/solutions/discovery-for-suppliers.cfm
http://trust.ariba.com/
http://www.ariba.com/solutions/discovery-for-suppliers.cfm

Who Should You Contact?

Ve
Supplier Support During Deployment

Ariba Network Registration or Configuration Support

Suppliers may contact Ariba for any questions regarding registration, configuration, Supplier
Membership Program fees, or general Ariba Network questions.

Dollar Tree Business Process Support

Suppliers may contact the Dollar Tree Supplier Enablement team at disupplier@dollartree.com for
Dollar Tree business-related questions.

Supplier Support Post Go-Live

Ariba Network Support for Actively Transacting Suppliers

Have your Ariba Network ID (ANID) available. It is located at the top right corner of your account
home page
Call the specified number for your region as noted below:

US/Canada Toll Free: 1-866-31ARIBA (1-866-312-7422)
North/South America +1-412-222-6170
Europe, Middle East and Africa +44 (0) 20 7187 4185

Asia Pacific +65 6311 4585




Supplier Support Post Go-Live

Go to http://supplier.ariba.com
If you forgot your username or password click on the link Forgot Username? or Forgot Password?
If you need to contact support click Contact Support

GOTO MY: LEADS PROPOSALS CONTHACTS DORDERS & INVOICES Fegister Feedback Help =
ARIB A NETWORK Product Documentation
Contact Support
. . Ariba Exchange
Ariba Login Using
& - Join Ariba Network-Early Access! Find out how to make the maost
Admin Username: | | : ¥ : of your account. View these
ARIB A : Register your company on &riba Network-Early tutarials to get started.
Admin Password: | | Access, the leading supplier network with over ; : .
. . $100 billion USD in annual business across Introduction to Ariba Supplier
. L Username: | | industries, products, and services. Network
Network : - .
Register as a New Supplier - BEA = Handling Purchase Orders
> Forgot Username . !
Forgot Password Creating a PO-Based Invoice
{Introduction)

Creating an Invoice (Advanced

Topics)



http://supplier.ariba.com/

Supplier Support Post Go-Live

Ariba Network support by Web — Submit Support Ticket

Log into your account.
Click the Help link.
Click Contact Support.

Fill out web-form.

Select Category of Issue.
Note Dollar Tree in the
Issue Description.

Reference the Service
Request # in future
correspondence about the
iSSue.

Click Submit

GOTOMY:

Home

Pending Tasks

Action Required to Complete
Enablement Tasks »

CONTRACTS Test Supplierl * Feedback

LEADS PROPOSALS

NETWORK

ORDERS & INVOICES

ARIBA Test Supplier 1 ¥

Inbox Outbox Catalogs Enablement Tasks Reports

Ariba Exchange

Learn how to accelerate payment and convert your receivables into immediate cash! Click Here

Alerts and Messages 2 Itel

Customer:

New Supplier Newsletter — Subscribe

Purchase Orders

| Q Todav!
Profil s J .
Eree] s
—J
Support

' Get help by scceszing salf service help toals or submitting an Ariba Customer Support Help Reguest

El

d: = Rawview the Anbs Sucplisr Hetwork-Bats FAD.

4 = Search the dnbs Suppher | tltkv:-‘arl_b_ﬁ.u_ﬂgwltditttm for troubleshooting tips,

& Chaok the Hetstst svant websits for recsnt nothostons regarding downbimes snd new relessss,

Quick COMTACT ARTHA

Comglete the Ariba Cyttomer Support Help Reguest form below in B2 entirety, Remember that providing as much nformation as possible will
help with the acouracy and the tmeliness of our response, Chick the Submit button to send your request smmediately to Ariba Customer
Support,

For sthar ways to contact Arba Custemaer Support, go to the Contacting Customer Support page.

The preferred language for cormenuricabion seith technecal support 15 Enghsh
Ariba Customer Support Form [ fedostes seguired fiald )

Wour Hame! Renes Lim

ToUr Company Rames: &riba Supplisr PFrograms
Tour Phone &; +1 (Q0a) Haon
Teur amail; rllmﬂnnha Sam

your issus. To update your smsil sddress, go to the Manage Profile srea of your #oc
Type! [Cevelopment =]
=eleit Cateaory |

[select Customer =]

= Coategory of Tesue;

CUstamer's campany mame:

® Tssus Dasoripkion: ;I
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