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1. Introduction to ENEC Enterprise Supplier Registration
Process

The ENEC Enterprise Supplier Registration process is centralized through the ENEC
Commercial Directory system. The Directory provides a single online location where
suppliers can register with ENEC and its subsidiary companies in a fast and efficient
manner to be able to:

Work with ENEC, Nawah Energy Company and Barakah One Company
Update supplier company profile

Receive automated expiry reminders of trade related certificates; and
Receive communications from the Supplier Relationship Management team.

As a registered Supplier in The Enterprise (a general term covering ENEC, Nawah,
and BOC) Commercial Directory, you will have your Username and password already
sent to you through the system via an automated email.

Kindly be reminded that being a registered supplier with the ENEC Commercial
Directory does not guarantee an invitation to participate in tender opportunities.

You can access your profile through an easy-to-use link available on ENEC’s website.
Please open a web browser and navigate to

ENEC website > Suppliers Tab 2 Registered Suppliers

Click on the link “Click here to login to the ENEC Supplier Portal” and the page below
will appear.

In this Guide we will show you how to do the following:

Login to your organization’s profile

Review and Update your organization’s profile
Respond to a Request for Information (RFI)
Respond to a Request for Quotation (RFQ)
Access and View Purchase Orders (POs)
Upload Invoices for your Purchase Orders
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2. Supplier Record Management Prerequisites

2.1 Supplier Obligation

» It is the Supplier’s responsibility to provide all required and valid organization details
and documentation, and a hand signed scanned copy of the valid Non-Disclosure
Undertaking (NDU) at registration and and update the same at least once a year, to
maintain its registration in the system to avoid any action that will be taken as a result of
non-compliance with the applicable requirements. In application of our internal
procedure, the failure to register due to incomplete or invalid documentation will result
in their suspension.

» It is the Supplier’s responsibility to ensure all provided details and documents contain
the complete legal name of the company that is being registered as per the latest valid
Trade / Commercial license. And any changes to the legal name of the supplier
organization after registration needs to be communicated to ENEC Enterprise SRM team
through an official company letter with a notarized Power of Attorney (POA) of the
letter’s signatory.

» Itis the Supplier’s responsibility to ensure all provided bank and UAE tax related details
are accurately entered as per the instructions in this document, and account name is as
per the supplier organization’s latest valid Trade / Commercial license. And any changes
to the registered bank details of the supplier organization after registration needs to be
communicated to ENEC Enterprise SRM team through an official company letter with a
notarized Power of Attorney (POA) of the letter’s signatory, and a bank letter with all
details relating to the new bank account.

» Itis the Supplier’s responsibility to ensure all provided certificates and licenses have the
complete legal name of the supplier organization being registered as per the latest valid
Trade / Commercial license, otherwise such document will not be considered for
registration or other processes that succeed it.

2.2 Supplier Organization Documents Needed when Updating Record

1. Trade License and/or Commercial Certificate - no alternative document is accepted

e UAE based Companies — DED Trade License with an expiration date no less than 3
months from date of registration.

1geya nqv '0LoctH Xog'0d

e Overseas based Companies - legal commercial registration in their home country from
authorized governing body, if document contains an expiration date then it should be no
less than 3 months from date of registration, and if it is not in English language then an
English translation needs to be provided

O | lr—eq—r@ 1G9 [Tt roreTe
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e UAE Free Zone Companies —

o Abu Dhabi based companies need to provide a valid Abu Dhabi DED issued
Dual Trade License
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o Other Emirates based companies need to provide license from the respective
Free Zone Authority and completed Non-Abu Dhabi Free Zone Company
Declaration (for Free Zone companies based in other Emirates).
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2. ENEC Enterprise Non-Disclosure Undertaking (NDU)

The ENEC Enterprise NDU is a non-negotiable mandatory agreement signed by the supplier
organization authorized representative. This ensures that in any point in time before a
contractual agreement is made that information related to ENEC Enterprise or any of its
affiliates or its operation is not disclosed.

According to your organization’s country / country of commercial license download the
relevant NDU document. The ENEC NDU template is downloadable on ENEC Supplier
Registration Page: https://www.enec.gov.ae/suppliers/new-supplier-registration/

There are two versions of the NDU document:

a) Non-Disclosure Undertaking Form (for UAE suppliers)
b) Non-Disclosure Undertaking Form (for Non-UAE suppliers)

Important Notes:

o Fill the downloaded template with information pertaining to your organization as per the
valid Trade/Commercial License

o In the registration questionnaire upload a hand signed scanned PDF copy of a valid NDU
Digital / Electronic/Cropped Image Signature on the document is not acceptable.

e Ensure that the signatory of the signed NDU is mentioned in the associated public
notarized Power of Attorney (POA) document.

o Itis the responsibility of the supplier representative to ensure that when the NDU expires
that the latest copy is downloaded from the ENEC website’s supplier page and uploaded
in the supplier organization’s profile

e Irrelevant of past or existing contractual agreements with any of ENEC Enterprise
entities, a valid signed copy of the ENEC NDU must be maintained during the supplier
organization’s presence in the ENEC Enterprise Commercial Directory.

e In application of our internal procedures, the failure to provide and maintain a complete
and valid NDU document within the supplier profile will result in the temporarily
suspension of the profile till a valid NDU document is uploaded. Temporary suspension
does not prevent invoice payment, but prevents inclusion in RFQs, Tenders and Award.

1geya nqv '0LoctH Xog'0d

3. Public Notarized Power of Attorney (POA):

O | lr—eq—r@ 1G9 [Tt roreTe

Irrelevant of the signatory’s relationship or position in the supplier’s organization, a Power of
Attorney (POA) confirms the identity of the person(s) to own the authority to sign legal and
commercial documentation on behalf of the Supplier organization; such as the Non-Disclosure
Undertaking (NDU), RFQ/Tender Offers, Purchase Orders, Invoices or changes to supplier
organization legal name and existing bank details.

selelilus gely paiun

For Sole Proprietorship organization where the owner is the self-authorized signatory, then an
alternative document is the Certificate of FEstablishment that mentions clearly the
responsibility of the owner as a signee to commercial, legal and financial documentation in
relation to the organization.
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For any other type of organization, no alternative document is accepted for any other
organization type.

In case the submitted POA is in a language other than English or Arabic, a legal translation of
the POA to English along with the original POA must be attached.

Power of Attorney must be approved by the business’s country of origin Court or Public
Notary, and contains the following details:

e Name of the organization as per the commercial registration or trade license

e Signatory(ies) name of the and identification reference; such as passport number or
personal identification number

e Signatory(ies) scope of responsibility as a signatory
e Signatory(ies) sample signature(s), and

e Public Notary or Court House seal / stamp

. Bank Letter for Supplier Organization’s Bank Account Details

The Bank Letter must be on your Bank’s Letterhead with bank’s official stamped containing
the following information:

For UAE based Suppliers For Non UAE based Suppliers

1. Bank Full Name 1. Bank Full Name

2. Bank Branch 2. Bank Branch

3. Bank Address 3. Bank Address

4. Account Number 4. Account Number

5. Account Full Name 5. Account Full Name

6. Bank Key/ABA Routing Number 6. Bank Key/ABA Routing Number
7. IBAN Number 7. SWIFT Code

8. SWIFT Code

. UAE VAT Tax Registration Number (TRN) certificate - only for UAE based companies

UAE-based suppliers applicable for UAE Value Added Taxation (VAT) must attach the Tax
Registration Number (TRN) certificate

. Company profile

A brief profile/brochure detailing product and/or services offered, experience, major projects

undertaken, etc.

6|Page
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3. Login to Organization Profile

As a registered supplier in the ENEC Enterprise Commercial Directory, the first step is to login
to your organizations profile in SAP Ariba. Please follow the following steps:

1. Open web browser and navigate to ENEC website 2 Suppliers Tab = Supplier
Registration > Registered Suppliers

2. Click on Access the Supplier Portal to access the Ariba Network:
https://supplier.ariba.com

gL AL L oyl st who l'-'"
i ucea Enry Coperation /)

About Us Regulation Barakah Plant Discover Careers News Community Suppliers Contact Q

Registered Suppliers Supplier Education

Barakah NPP General
Requirements

Click Here to Access the Supplier Portal Potential Opportunities

The ENEC Enterprise Supplier Registration process is centralized through the ENEC e e e
Commercial Directory system. The Directory provides a single online location where Investments in UAE
suppliers can register with ENEC and its subsidiary companies in a fast and efficient manner

to be able to:

S lier Registrati
* Work with ENEC, Nawzh Energy Company and Barakah One Company i —

Registered Suppliers

« Update supplier company profile

* Receive automated expiry reminders of trade related certificates New Supplier Registration

3. Enter the Username and Password —

Provide the Username and Password associated to your Ariba Network account

SAP™ Business Network +

Supplier Login SAP Business Network Administrator Guide
In this session, we shall cover the role of £
SAP Business Network Administrator and

August 16
y fole to keep your business working effecti
3 on the Network. This session will cover ite
SO o mainy o the sccount Adminsta
role.

Forgot Username or Password Learn More

New to SAP Business Network?
Register Now or Learn More

If you forgot the login Username and/or Password then follow the below steps:

‘I0eyd nav ‘0Loct 1 xogd'0d
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e Forgot Username - click on Forgot Username option in Log in page of
Supplier’s network, and enter email address that was used for registration or
you received our organization’s SAP system email notification in, and follow
the instructions on the screen.

SAP” Business Network +

selelilus gely paiun

Supplier Login SAP Business Network Administrator Guide
August 16

In this session, we shall cover the role of {

ee'A0B 0BUE MMM 999 GBSO 2 |6+ XBd GGG GBSO ¢ |26+ :euoydejal

L‘ SAP Business Network Administrator and
sl bty
on the Network. This session will cover ite

Password relevant mainly to the account Administra
role.

New to SAP Business Network?
Register Now or Leam More
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You will receive a system generated email notification to your registered email
address of your Ariba Network account with the username.

£
H
v
wox
o

¢« mes 0¢ boe

We have sent an email to you! {
the "o recover youruserame A

Request for your Ariba Commerce Cloud usernarme ks«

JUp S ——

Return to the login page and re-attempt to login to your company’s account with the
username.

e Forgot Password - click on Forgot Password option in Log in page of Supplier’s
network, and enter email address that was used for registration or you received our
organization’s SAP system email notification in, and follow the instructions on the
screen.

x|+ =

] O B hitpesjsenic aribacomySupplie au/ 125042055/ awh rtaws k- BQZaNEBcdard £ € > c O 8 htpsjsenice arbacom/Authenticstoram/sc forgatPassword o

Supplier Login Help shape the future of SAP - Par

User Research and Get Paid Reset your password

Enter the email address you used to register with SAP Business
Network.

User Name | e
"im

Leam More

You will receive a system generated email notification to your registered email
address of your Ariba Network account with the Password link to reset.

¢« B 0§ & 0¢ b=
Ariba Account Password Reset Information s

@) Arba Commerce Cloud s rcagsnenis 1 o
® o

SV i [FESTEY (o fjm (s Ty jroTeT e

Select the link and enter the New Password Once the Reset is done. Login again
with the Username and New Password set up.

selelilu3 gesy peuN ‘Ieyd nay ‘0102 I Xod'Od

Reset your password
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4. Respond to a Request for Quotation (RFQ)

1. You will receive a system generated email notification that you are invited to respond
to an RFQ as shown below.

2. Select log in to log into your account, and enter the Username and Password associated
to your Ariba Network.

e

Welcome, **-=~--

% - TEST has rogistored you on hoir Arba Spand Managormont

fost Tho ovent stars on Tuesday, July 26, 2022 a1 12:03 P, Inda Standard
Tim and ands ay, Novombor 3, 2022 at 12,00 PH. In o

3. The screen will be routed to the RFQ, and select Intend to Participate to participate
the event

7 Welcome to Emirates Nuclear n X 4

& C & simnlarib: k=b3hUVXJx&real

Event Details £ Docl91372770 - Supplier's response to RFP- test

You mustdecidewhethr o ot you ntend to paricpate n this event

v Checkist
Event Overview and Timing Rules
1. Revien

rency: - UAE Ditam

v Event Contents

4. Choose the option Select lots to select the items for which you would like to quote price.

Select Lots Doc191372770 - Supplier's response to R=P- test cancel

0 o
Event Detais & Doc191372770 - Supplie’s esponse to RFP- est (6 Yo O
m &
(@]
eyl x E
(@]
= spoies IS [_
T > =
. o b
[
EventOvenview and Timing Rues =
o D :C.
weo o
D .
(e} "
= c e
— 3 =
T 2
o -
i i B — )
petd * >
55
m
3
=
Q
=4
@
7]

ee'A0B 0BUS MMM 999 GBSO Z |26+ XBd GGG GBSO ¢ |6+ :euoydsiel

5. Enter all the information requested by the buyer in All Contents tab.
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6. Click on update totals to check the extended price. This option would ensure to validate
if any required information requested by buyer is by chance missed out by you.

= Wekome to Emiates Nuckear . X |

€ C & simm Qww O& i

7. Once all the information is entered and ready to submit, Click on Submit Entire
Response option

7 Welcome to Emirates Nuclear £ X -

< C & stmnl. Jseréudard=1#b0 Qe wx O&

this response?

8. If you want to revise back the previous response submitted, you can use the option
Revise Response

9. If you would like to provide alternative pricing to a different brand of the same item,
you can opt for Alternative Response option.

2 Welcome to Emirates Nuclear £ X 4

L 2 C @& slmnl, Jser&dard=1#b0 Q@ % 0O a

< TEST Dactbose

Console € Doc191372770 - Supplier's response to RFP- test

I S R e ]

¥ Checkist

All Content ® v

Nt e Quntty Eengeaprice

by
g

-] 10000088 108 1000000080

21 s toys v

Stantss Ste Aloys

22 Taanium Alloys v Esn 600000004ED o

SV )| BTG (fo)fjm Ty jroreT e

Sync Primary Eid Compose Massa
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5. Access and View Purchase Orders (POs)

If this is the first time to login to access the Purchase Order, then you need to ensure that you
correspond with the Buyer on which email address was the PO notification email sent to.

e Accessing the Purchase Order for first time

1. Search the respective buyer’s Company or Purchase Order number in the inbox
of your email address.

"ENEC Sourcing - TE. ENEC Sourcing - TEST sent a new Purchase Order 4550002053 - ENEC Sourcing - TES. 15:52

B 4550002053.htm BB 455000205320...

2. Open the Purchase Order and select process order option.
ENEC Sourcing - TEST sent a new Purchase Order 4550002053 inbox x & |

"ENEC Sourcing - TEST" <ordersender-prod@ansmtp.ariba.com> Unsubscribe @ 1552 (2minutes ago) Y 4N
tome ~

ENEC Sourcing - TEST sent a new order

Your customer sends their orders through Ariba Network. You'll get a FREE Ariba Network standard account to process this order. If you have an account, you can

use it and log in now.
Process order

3. The page will be routed to Supplier network and will be asked to “Create new
Account” if you are new to Ariba Network or “Use Existing Account” if you
already have an existing account in Ariba network.

M ENEC Soucng - 65T sentare x| & x [Bp = =

woox

Benefits of a business
relationship on SAP
Business Network

Connect with ENEC Sourcing - TEST on SAP
Business Network to collaborate.

1. Digitalize your business.

3. Actvith Inteligence.

‘I0eyd nav ‘0Loct 1 xogd'0d
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e New to Ariba Supplier network platform —

If you are new to Ariba Network, follow the below steps — opt for Create
New Account to proceed in creating a new account in supplier network and
fill in all the mandatory information in the window and click on create account.

selelilus gely paiun

Please note the Username and Password set up by you while creating the
account, they must be used every time to log into supplier’s Ariba Network.

Now you will have a new account created in Supplier’s Ariba Network.
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e Already have an Ariba Supplier network platform —

Click on Use Existing Account and log into the account using your existing
login credentials. If you forgot login username or password follow the
instructions in section 1 of this document.

What to exp

Sdalen Sign in to connect with ENEC Sourcing - TEST

iy

« | - 5 x T r—— « o

>0 08 m s oo = =

Please provide your business M

)
role )
/X

v

a0
dore

Congratulations!

4. Upon login you will be able to view all the Purchase Orders associated to
ENEC will be visible in the Ariba network.

5. A system generated email is sent to the registered email address notifying you
that a trading relationship request has been established with your buying
Organization as shown below.

Relationship established with ENEC Sourcing - TEST

z
&
i
z
H
H
H
w2
a
"ox

The Ariba Network Team <ordersender-prod@ansmtp.ariba.com>

== o

- ) EXY Business Network

Relationship established

- Purchase Onder

ew
4550002053
Amount: 22000000 AED
Verdon 1

Mc :1,0

6. As the Purchase Order is accessed for the first time. You will receive a system
generated email to the registered email address that the document sent is
transferred to Username and Password provided by you.

SV i [FESTEY (o fjm (s Ty jroTeT e
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Document and customer relationship transfer to your SAP Business Network account completed

network @ lba.com <ordersender
°

E‘ 77 Business Network

Document and customer relationship transfer

ee'A0B 0BUS MMM 999 GBSO Z |26+ XBd GGG GBSO ¢ |6+ :euoydsiel
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e Accessing existing Purchase Orders in Supplier’s Ariba Network

1. Click on Access the Supplier Portal to access the Ariba Network
https://supplier.ariba.com , and login using your username and password. If you forgot
login username or password, follow the instructions in section 1 of this document.

Supplier Login

Mew 1o SAP Business Network?

Important Note:
The Purchase Order is also accessible from the email address as well.

[ S ——— = —

2. Access the Workbench according to the SAP Ariba Account (Standard/ Enterprise)

e For a Standard Account — if your company has an SAP Ariba Standard Account
then you will route to the Dashboard; this will be indicated at the top of the screen.
Go to the Workbench tab and add the tile called orders for you to access the
Purchase orders associated to the account.

‘I0eyd nav ‘0Loct 1 xogd'0d
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My leads Download app

We are now e,
al ey A
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« >0 © B rtpsusmuarbacomselor poral worsen s sad & ® v =
Add tile
@
New orders (@) + Overdue invoices - Not approved +
[~}
Changed orders & + Overdue invoices - Approved +
Orders to invoice @ + Service sheets () +
Invoices (@ + Orders with service line @ L
orders D Pinned documents @ +
Rejected invoices @ + Invsiees pending appreval @ +
€ 3 C O B hitps ffmusaribacomfscller portal-workberch/editdadd & 2 & =
Edit Workbench
You can s, asee, - arange

]

Ovenview  Gettng started'

‘ N onders orgers Enablement Tasks
- a5 3 s L

Purchase orders Last 3 morths Invoice aging vy feed | Al v

4145, s g =

Upon completion of the above step the Purchase orders should be displayed as shown
below

Workasach 14 Bustomize
[ e
T
oraors (1)
> Bt e

v s Cueer Avaumt Dot 4 e s Arourtvcicnd At

) ENEE Seurcing - TEST B nen

e For an Enterprise Account - If the supplier account is a paid SAP Ariba Enterprise
Account, then the supplier’s account will indicate at the top as the Enterprise
account.

SV )| BTG (fo)fjm Ty jroreT e
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; -
4
Ordersand Relemses ¥ ENEC Sourcng - TEST v Exact match ~ Order number
:
Y ol "0 BTy

.‘ 121 20 48 224 272

Changed orders Invoices terms to contirm, tems 1o sp

ee'A0B 0BUS MMM 999 GBSO Z |26+ XBd GGG GBSO ¢ |6+ :euoydsiel

My widgets  evecsang.rest i cusomine

Purchase orders arthe v Invoice aging Acivity feed | All v
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The list of Purchase Orders can be accessed from the Orders tab.

B = v 1 = Bl o oo = EE

SV )| BTG (fo)fjm Ty jroreT e
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6. Order Confirmation

Important Note:
o The supplier will have to do the Order Confirmation compulsory before creating invoice.

1. Click on Access the Supplier Portal to access the Ariba Network https://supplier.ariba.com
, and login using your username and password. If you forgot login username or password,
follow the instructions in section 1 of this document.

B 0+t <[ F - 8 x
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Supplier Login Free Event: Supplier Connection Live 2022

MNew 1o SAP Business Network?

2. Access the Workbench according to the SAP Ariba Account following the instruction in
section 5 of this document.

3. Open the Purchase Order and acknowledge it as shown in below.
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4. Confirm or Reject the Order once its order details has been validated.
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5. Provide the Confirmation reference and Delivery Date and click Next.

-

1w moonm D
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The Purchase Order Status is changed from New to Confirmed, and the Order Confirmation

is updated in related documents

Important Note: Ship Notice is not required. The supplier can skip the creation of Ship Notice
and directly create Invoice after Order Confirmation.
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7. Creation of Ship Notice

Important Note:

o This action is only for Purchase Orders that are for the provision and delivery of
materials, and is to follows the Order Confirmation steps in section 6 of this document
and before the creation of an invoice.

e Do not follow the instructions in this section if your Purchase Order is solely for the
provision of a service as per the detailed scope.

1. Click on Access the Supplier Portal to access the Ariba Network https://supplier.ariba.com
, and login using your username and password. If you forgot login username or password,
follow the instructions in section 1 of this document.

ol T —— S 0 @ (el -

Supplier Login Free Event: Supplier Connection Live 2022
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2. Access the Workbench according to the SAP Ariba Account following the instruction in
section 5 of this document.

3. Open the Purchase Order and click on Create Ship Notice, then enter the shipping details
as shown below.
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4. Once the information is filled, click on Submit. Now the status of the Purchase order is
changed from Confirmed to Shipped. Once the goods are received by the buyer, the buyer
will be creating GRN and posts the receipt from his system to Supplier.
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5. A system generated notification will be sent to the supplier’s email to be notified in the
Purchase Order where the status changes to received/partially received.
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8. Upload Invoices of Purchase Orders

Important Note:
e This action is follows the Order Confirmation steps in section 6 and Ship Notice (for
material related Purchase Orders) in section 7 of this document.

1. Click on Access the Supplier Portal to access the Ariba Network https://supplier.ariba.com
, and login using your username and password. If you forgot login username or password,
follow the instructions in section 1 of this document.

Supplier Login

2. Access the Workbench according to the SAP Ariba Account following the instruction in
section 5 of this document.

3. Open the Purchase Order and click on Create Invoice, then enter the invoice details and
provide the relevant attachment of the invoice copy as shown below.
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The status of the invoice has changes from partially received to partially invoiced.
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Note: If you face an error “You must be VAT registered to be able to issue an invoice
containing taxes” then please follow the below steps.

selelilus gely paiun

Click the initials on the top right corner of Ariba Network home page.
Click Company Profile > Business tab.

Input your ABN number into ABN Number and Vat ID fields.

Tick the checkbox of VAT Registered.

Click on Save.

AR
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9. Issues you might face

If your organization has multiple contact persons registered in SLP, below are two cases
which might occur at rare circumstances while accessing the Purchase Order for the first time

o Issue 1: Purchase Order has been sent to another contact from your organization, but you
want the purchase order to be sent to primary contact person registered in SLP.

o Issue 2: Purchase order has been sent to Primary contact person from your organization,
but you want the Purchase Order to be sent another contact person who is responsible in
creating invoices.

Solution:

The Purchase Order email address which has been sent to wrong contact must forward the
purchase order email notification to the right contact person. The right contact person
should thereby process the order as per the below instructions. This solution is only
applicable if the Purchase order is untouched and is in new status, and the Purchase Order
is not accessed for the first time.

o Issue 3: If the Purchase Order has been sent to wrong contact person(who is not
responsible in handling purchase orders) in the same organization and the supplier has
accessed the Purchase Order and a trading relationship request is built with the buying
organization.

Solution:

The purchase order which is already processed by wrong contact person cannot be

transferred to right contact person of the organization. Therefore, the decision lies with

supplier:

o If the supplier is willing to continue creating the rest of the invoices for upcoming
purchase orders in the same account, then he can continue to access purchase order
with the wrong contact person’s user credentials without losing previous documents
created. However, this not a best practice approach and highly not recommended as it
might cause severe compliance issue.

o The supplier will have to contact the buying Organization to request a change in the
email address and unlinking the TRR established for the previous account. The
previous purchase order must be cancelled by the buying organization. Once the TRR
has been unlinked and the same purchase order must be recreated by the buyer and is
sent to the right email address.

1geya nqv '0LoctH Xog'0d
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o Issue 4: If the Purchase Order has been sent to a contact person who is no longer
working in your organization/the email address is no longer in use/invalid and the
purchase order is not accessed for the first time (TRR not established)

Solution:

Contact your buying organization to cancel the Purchase order sent to wrong contact
person/invalid email address and create the same purchase order and push it to the right
email address.

selelilus gely paiun

e Issue S: If the Purchase Order has been sent to a contact person who earlier worked but
recently left the organization

ee'A0B 0BUE MMM 999 GBSO 2 |6+ XBd GGG GBSO ¢ |26+ :euoydejal

Solution:
To avoid such cases in the first place, you can create a parent-child account hierarchy
in SAP Ariba, which is one parent account linked to any number of child accounts. This
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allows the parent account in the hierarchy to manage information not only for that

account, but also for the child accounts in the hierarchy:

To create an Account Hierarchy:

1. In the upper-right corner of the application, click [user initials] > Settings and
select Account Hierarchy.

2. Click Link Accounts.

3. Click Request link with other accounts

If you select Request link with other accounts, you will then be prompted to complete

additional information to find the correct account.

1. Enter the Company Name, ANID, or DUNS Number to search for accounts, or click
Recommended Accounts at the top.

2. Click Review Profile To the right of any account in the search results.

3. Click Link as My Child or Link as My Parent Depending on which applies.

4. Enter a comment and click Send Request.

The request will be sent to the account you identified and will need to be approved to be
linked.

Other Issues you may face:

e Duplicate username: You can access your existing account or create a new user
account with a unique username by deselecting the Use my email as my
username box under the Email field. Your username does not need to match your
email address.

e Duplicate D-U-N-S (Data Universal Numbering System) number: You can leave
the DUNS Number field empty during registration or contact the administrator of the
account that already uses the same number. You can also add your D-U-N-S number
on the Marketing tab of your Company Profile after registration.

e Account already merged when registering with an existing account: This occurs when
you try to link to a sourcing buyer with an account that is already used on the buyer's
site. You can contact your buyer to find the linked account and deactivate any
duplicate account(s). Alternatively, you can create a new account.

o Different username and password expected when registering with an existing
account: This occurs when you try to link to a sourcing buyer with an account that is
different from the accounts used by others in your company. You can try to find the
existing account by contacting your colleagues and/or the buyer. Alternatively, you
can create a new account.
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e Duplicate Account Warning: "We have noticed that there may already be an Ariba
Network account registered by your company. Please review before you create a new
account.": An account very similar to other ones that were created in the past is being
created. Ariba shows this warning message to try to prevent users from creating
duplicate accounts.

selelilus gely paiun

e Error: "There has been an issue connecting to the Sourcing Server. Please try to
connect to the service later.": If you experience this error repeatedly, there is a
conflict between information in the registered account and in the sourcing buyer's
site. Your buyer might have some of your account information stored in a different
account. Contact Ariba Customer Support to review the possible conflicts.
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