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Log into the SAP Business Network

1. Through your internet browser, open the SAP Business Network supplier portal at
https://supplier.ariba.com.
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https://supplier.ariba.com/

E’ Business Network -

Supplier sign-in

Usemname

Forgo! username

New to SAP Business Network?
Register Now or Learn more

2. Enter your Username and select Next.
3. Enter your Password.

4. Select Signin.

Forgot username or password

5. If you have forgotten your username or password, select Forgot username or Forgot password.

Reset your password

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

Email address

6. Enter the Email address you used to register with SAP Business Network.
7. Select Submit.

8. An email is sent to the registered email address.

Home page overview

The following options are available from the Home page:

e (1) Help — Information about the SAP Business Network.
e  (2) Account Settings (user initials) — User and company settings.

e (3) Create — Quick access to create transactions, for example create an invoice. This option
is accessible from other screens.

e  (4) More Actions ... — Options to track transactions and upload/download files. This option
is accessible from other screens.

e (5) Tabs — The system only displays the tabs that you have permission to access.

e (6) Search — Quick access to search for transactions.
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EA ':, Business Network v  Enterprise Account

6 Home Di y v Orders v Fulfillment v Invoices v Payments v More v
C T R
d
Orders and Releases v All customers v | Exactmatch “ | Order number Q

PRV By o L -

Overview Getting started

12 s A 1 N : 1 s )] % o

e (7) Overview — The Overview section presents customisable tiles that summarise and focus

on tasks related to orders and invoices.

e (8)... More — Indicates there are more tiles in the Overview section that are not visible on

screen. In this example there are nine more tiles.

e (9) My widgets — The My widgets section presents customisable insights about a customer.

e  (10) Customize — Access customisable options for My widgets.

T aTy——— |

Overview Getting started

L

Orders | Orders to invoice Orders i Invoices { Items to confirm i More
Synlait - Last 31 days ) Last 31 days Synlait - Last 7 days ) Last 31 days Last 31 days
e My widgets  syntait itk Limit - T... v 32 Customize @
Purchase orders Last 3 months v Invoice aging Activity feed Al v View all 32
M M Order received
NZD NZD r@ Mar 27, 2025 | 02:41PM | Synlait Milk Limit
1200015744 $25.00 NZD
$14M sam
.
5 $3.5M 2
£12M z Order received
$10M $3m r@ Mar 25, 2025 | 07:48 PM | Synlait Milk Limit
$2.5M
$8M 1200015743 $130.00 NZD
s2M
s6M
$1.5M
sam $1M Invoice approved
sam $500K G Mar 18, 2025 | 03:00 PM | Synlait Milk Limit
so . so . — invaz1 $46.00 NZD
Feb Mar Apr 030 31-60 6190
@ Synlait Milk Limit - TEST @ sent @ Rejected @ Approved "
Invoice approved
2 Mar 18, 2025 | 02:55 PM | Synlait Milk Limit

2 6 0 13 @ 0 @ 0.0 k=r

Account settings

Users can make updates to their SAP Business Network account through My Account. The Account

Administrator initially entered the information while creating the account.

Only complete changes in My Account when required. For example, when there are changes to the:

° name
° business role
° password

Note: When a change is made, SAP Business Network sends an email to confirm that you have
requested changes.

9. Select Account Settings (user initials).

General Functionality Supplier Guide 3 14/07/2025



10.

1.

12.
13.
14.

@Q@le

User's Name

' User's.Login@xyz.com

| My Account |

Link User IDs

[—— “
Contact Administrator

Select My Account.

Tie

The system displays the My Account screen.

My Account

Account Settings

* Indicates a required field

Account Information

Username:*| Your user name

©

Change Password

Email Address:* | Your email address

First Name:* | Your first name

Middle Name:

*

Last Name: Your last name

Personal Information Change Log

Business Role: | Sales representative o

Preferred Language: | English v @

Preferred Timezone:*

Pacific/auckland ~ | ®

Default Currency:* New Zealand Dollar Select Currency

Contact Information

Country Area Number

Preferences \

®

@ Allow Me to Save Filter Preferences in the Inbox/Outbox

Extension

m Close

Sales representative

Systems administrator
E-Commerce manager
Customer service representative
Transportation planner
Invoicing Manager

Order fulfillment Manager

Treasury

1 [ 1

Update the required information.
Select Save.

The system confirms:

e A Green ribbon indicates that it has been successfully saved; and

e A Red ribbon indicates an error. Correct the error and select Save again.

Contact the Account Administrator

The SAP Business Network Account Administrator creates users and applies permissions. Contact
the Account Administrator when:

15.

e  You have questions, updates or changes to your log in profile.

e  You need permissions to access a tab required for your role.

e  You need to have your password reset.

Select Account Settings (user initials).
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User's Name

l User's.Login@xyz.com
My Account

Link User IDs
[——

Contact Administrator

16. Select Contact Administrator from the dropdown list.

17. The screen displays the contact details for the Account Administrator.

Contact Your Account Administrator

The account administrator role is assigned to the individual at your organization who is respensible for setting configuration options, managing customer relationships,
subscribing to services, and maintaining the account over time. The account administrator also serves as your primary point of contact if you need help resetting your
password, changing your permissions, or if you have any other questions or problems.

Account Administrator Information

Name: - A =l =
Email Address: n
Office Phone:

Fax:

18. Select Done to return to the Home page.

Create option

The Create option enables quick access to processes, for example create an invoice. This option is
accessible directly from the Home page and other screens.

e  The options available are based on the kinds of transactions between you and your
customer.

e Referto your customer’s Supplier Information Portal for detailed instructions on creating
order confirmations and invoices.

FT7  Business Network v  Enterprise Account

¥ 0 @ BS

Home Di y v Orders v Fulfillment v Invoices ~  Payments v More ~ Create v | se
_ —_—
&
Orders and Releases Vv Synlait Milk Limit- TE... v | Exactmatch v  Order number Q Non-PO Invoice

O ]
L . Service Entry Sheet
r \Ff {idry : v =

Create Posting

4 12 6 0 13 0 @ e |

Orders : Orders to invoice ! Orders

QOverview Getting started

Invaices : ltems to confirm

Screen tabs

You only see the tabs that have been assigned to you. Contact your Account Administrator if you
require access to other tabs.
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When working with tabs, remember:

The tabs visible to a user is based on the permissions assigned by your Account
Administrator and the required processes determined by the customer.

Some functions can only be performed by the Account Administrator.
Not all tabs have drop down lists.
The order of the tabs cannot be changed.

Refer to the Supplier Information Portal for more information about the processes you
require.

[ Invoices ]

Credit Memos

SAP Business Network

Debit Memos
Ariba Proposals & Questionnaires [ Orders and Releases

Timestamp Verification
Ariba Contract Management Order Inquiries

rY r'y Drafts

w Business Network ¥  Enterprise Account

Home Enablement Workbench Orders ~ Fulfillment ~ Invoices Payments Catalogs ~ Reports ~ Messages Assessments
[ QOrder Confirmations ] Early Payments
Service Sheets Scheduled Payments
Time and Expense Sheets Remittances
Ship Notices Early Payment Rules

Goods Receipts

Extended Collaboration

Product Replenishment

Sales Orders

Drafts

Overview section

The Overview section presents customisable tiles that summarise and focus on tasks related to
orders and invoices. Each tile takes the user to the Workbench.

The Overview tile bar can be customised.

The ... More tile displays a number. This number indicates how many more tiles there are in
the tile bar. Select ... More to display the tiles.

Customisable filters can be applied to a tile.

The description on a tile can be customised.
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N7 Business Network v  Enterprise Account

Workbench

Home  Enablement  Discovery v

v Payments v  Catalogs v

R
i - I

= v SymlatMikUmit-TE.. v Exact maich

v

Reports v Messages  Assessments Create v wan

v | Order number Q

Workbench

The Workbench provides a single location for a user to access documents related to their role.

The tiles displayed on the Workbench summarise tasks related to orders and invoices. Tiles are

customisable.

19.

user, and the transactions related to the selected tile.

20.

Options on the Workbench include:

e (1) Customize — Customise the tiles displayed for the user.

To access the Workbench, select the Workbench tab. The display shows the tiles set by the

e  (2) Active Filters — The Workbench displays the filters applicable to the transactions

displayed.

e (3) Export — Export to an Excel spreadsheet the transactions displayed for the selected tile.

e (4) Settings — Change the settings for the transactions displayed.

e (5) Actions — Complete an action for that transaction directly from the Workbench without

opening the document.

E\ ¥ Business Network ¥  Enterprise Account ¥ QO @ BS
Home  Enablement  Discovery v  Workbench  Orders v Fulfiment v Invoices v Payments v Catalogs v  Reports v Messages  Assessments Create v
‘Workbench 0 32 Customize
12 6 0 13 0 0 ‘0.0 *3.58"
Orders Orders ta inwoice Once Invoices it toms 1 Remittances Schaduled payments
Lot 31 days . n Laot 31 days Lost 31 oy x50 oy
Orders (12)
 Edit filter Syriait Milk Limit Last 31 days e
Customers Order numbers Creation date Order status
Synlait Mitk Limit x | Select.. P Type selection Last 31 days v Include v Select or type a
® Partisimatch () Exact match
—
Resend Falled Orders e @ 3 o
Order Number Customer Amount  Date Order Status Amount Invaiced  Actians
1200015748 Synlait Milk Limit S25NZD  Mar27, 2025 New e
1200015743 Synlait Milk Limit S130NZD  Mar 25, 2025 Shipped
1100008463 Synlait Milk Limit S4SNZD  Mar 18, 2025 Invoiced $45 NZD
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Customise Workbench tiles

The tiles displayed on the Workbench summarise tasks related to orders and invoices. Tiles are
customisable by:

e Type of document or process
e  Customer

° Time frame

Note: You can select and display the same tile multiple times, customising each for a different
customer or time period.

To customise the Workbench:

21. Select Customize.

E- ¥ BusinessNetwork ¥  Enterprize Account W 0 ® BS

Home Enablement Discovery + Orders ~ Fulfillment + Invoices ~ Payments ~  Catalogs ~ Reports ~ Messages Assessments. Create v -

workbenCh
12 6 0 13 0 0 ‘0.0 *3.58Y
Orders Orders to invaice Orders Invaices tems to confirm Items to ship Remittances Scheduled payments

22. The system shows the tiles currently displayed.

Customize Workbench P | cancel
You can add, delete, re-arrange files {using drag and drop) and set filters on your workbench.
Orders Orders Orders to involce O nvoices Items to ship
Synlait - Last 31 days Synlait - Last 7 days Last 31 days st31 days Last 31 days
o Items to confirm
x x ,,,,,,,Iis,s,!zl,l!axs,,,,,,,
’ O O
; -
Remittances Scheduled payments
oo lestatdays | e NextS0days

23. You can customise the description on the tile (shown by the dotted line).
In the example above, there are two Orders tiles, the first is for Synlait — Last 31 days and the
second is Synlait — Last 7 days.

24. To re-arrange the order of the tiles, drag and drop the tiles. This also changes the order of the
tiles in the Overview section of the Home page.

25. Select X (Remove tile), to remove a tile.
26. Select + (Add Tile).

27. The Select a Tile screen displays, showing a list of all available tiles.
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Select a tile

Order
New orders
© oders ®

Orders with service line ®

@ Tiles already selected

@

Changed orders @

@ ttemsto confirm @

Order change requests

o Orders to invoice +

Orders to invoice is an important tile for users who create invoices.
The Orders to invoice tile contains orders that are ready to invoice
based on your customer's transaction rule settings. The Orders to
invoice list view displays information such as order number, customer,

amount, and status. On the Workbench, you can create invoices for

these orders.

28. Select ? for more information about a tile.

29. Select the + (Add) on a tile to add it to your Workbench. The system takes you back to the
previous screen. The new tile appears as the last tile on your Workbench but can be moved as

described above.

30. To return to the Workbench, select either:

Apply to save your changes; or

Cancel to discard the changes.

Edit filter

When you select a tile, the related transactions for that tile are displayed in a table below. You can

customise which transactions are displayed in the table using filters.

The filters available and the filter criteria depend on the tile selected. Typical filters include:

Customer

Date

Status

Order type

Reference

31. Select atile. The system displays the related transactions.

K]

Workbench

11

5

0

13

0

3£ Customize

0

Orders Orders to invoice Orders Invoices Items to confirm ltems to ship
Synlait - Last 31 days Lest 31 days Synlait- Last 7 days Lest 31 days Lest 31 days Last 31 days
Invoices (13)
| | Last3ldays
@ =
Invoice 3 v 3 A .
Ty Customer Reference Invoiced Date Amount Routing Status Invoice Status From address Actions
Synlait Milk Limit
inva21 1100008463 Mar 18, 2025 $46NZD  Acknowledged Approved
Synlait Milk Limit
inc8463 1100008463  Mar 18, 2025 $28.75NZD  Acknowledged Approved
Synlait Milk Limit :
inv-1648 1100008461  Mar 18, 2025 $10028.75NZD  Acknowledged Rejected
Synlait Milk Limit .
inc123 1100008461 Mar 18, 2025 $11528.75NZD  Acknowledged Rejected

in RA60

Synlait Milk Limit

1100008460

Mar 18 2025

£11598 75 N7D

Acknowledsed

Sant

32. Select Edit filter. The system expands the filter section.
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Invoices (13)
~ Edit filter |
Customers. Invoice number Reference Invoice date
[Setect or type selections @ Type selection Type input Last 31 days / v
(@ Partialmatch () Exact match x/
Invoice date
Last 24 hours
@ =
Last 7 days
:\T::)"'E:r Customer Reference Invoiced Date T Amount Routing Statt|| (ast 14 days m address. Actions
INV5692 Syntait Mitk Limit 1200015692 Mar 18, 2025 $2300NZD  Acknowledge|| =319
UV Last 90 days
Synlait Milk Limit
INV5693 1200015693 Mar 18, 2025 $2357.5NZD  Acknowledgd]
Last 365 days
Synlait Milk Limit
INV5694 1200015694 Mar 18, 2025 $117875NZD  Acknowledge] Custom date range
33. Select Show more to display additional filters.
34. Set the filters options.
35. Select Apply.
36. The system displays the transactions based on the filters applied.
Invoices (13)
Customers Invoice number Reference Invoice date
Select or type selections (=) Type selection Type input Last 31 days v

(® Partialmatch () Exact match

Show more .

]

i

3

Invoice

Number Customer Reference Invoiced Date Amount Routing Status Invoice Status 4 From address Actions

Synlait Milk Limit
Inv8458 1100008458 Mar 18, 2025 $40.25 NZD Acknowledged Sent

Save filter

If there is a filter that you would frequently use, you can save the filter for that tile. This option is
particularly useful when the same tile is added multiple times to the Workbench, each customised
using filters. For example:

e Adding separate tiles for different customers.

e Adding separate tiles for different time periods.

The images below show that a second Invoices tile has been added to the Workbench. The first tile
shows invoices from the last 31 days. The filters for the second tile are customised to show invoices
from the last 7 days. Follow the instructions below to save the filter settings for a tile.
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Workbench 32 Customize

13 0 11 5 0 0

Invoices Invoices Orders Orders to invoice Orders Items to confirm
Last 31 days Savefiter Synlait - Last 31 ays Last 31 days Synlait - Last 7 days Last 31 days
Invoices (0)
v Edit filter Save filter Last 7 days
Customers Invoice number Reference Invaice date
Select or type selections = Type selection Type input Last 7 days ~

® Partial match () Exact match

Show more LU || Reset

@ =

Invoice Invoiced v
a

Customer Reference Amount Routing Status Invoice Status From address To address Actions
Number Date

37. Follow the instructions above to edit and apply the filters for a tile.
38. When Apply is selected, the system shows the Save filter option.
39. Select Save filter.

40. The system displays the Save filter screen and prompts you to change the description of the tile.

Save filter x

Before you save this filter, we recommend that you add a

description for easy identification.

0

Invoices

Save Cancel

41. Edit the description and select Save.

Workbench table settings

When you select a tile, the related transactions for that tile are displayed in a table below. You can
customise how the transactions in the table are displayed.

42. Select a tile. The system displays the related transactions.
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4

43.

Workbench

11

5

0

13

0

3£ Customize

0

Orders Orders to involce Orders Invoices tems to confirm ltems to ship
Synial - Last 31 Gays Last 31 days Syniait - Last 7 days Last 31 aoys Last 31 days Last 31 aays
Invoices (13)
> Edit filter | | Last31days
Cﬂ
:;‘nﬁ;:r Customer Reference Invoiced Date Amount  Routing Status. Invoice Status From address Actions
Synlait Milk Limit
inv3z1 1100008463 Mar 18, 2025 $46NZD  Acknowledged Approved
Synlait Milk Limit
inc8463 1100008463 Mar 18, 2025 $28.75NZD  Acknowledged Approved
Synlait Milk Limit .
inv-1648 1100008461  Mar 18, 2025 $10028.75NZD  Acknowledged Rejected
Synlait Milk Limit §
inc123 1100008461  Mar 18, 2025 $11528.75NZD  Acknowledged Rejected
Synlait Milk Limit
im0 1100mRsEn  Mar 1R 9076 411598 75 N7D__ Acknowledoed Sont

Select any column name to change the order of transactions displayed.

In the example above, the transactions are ordered by Invoiced Date in descending (\1/) order.
Select the same column name to change the order to ascending (/[\).

44,

You can customise the table by:

Table columns — Drag and drop to add or remove columns displayed in the table.

Table setting

Table columns

Column grouping

Date and time

Available columns

Pin

Type

Submission Method

Origin

Payment net due date

Displayed columns

Invoice Number

Customer
—
—
Invoiced Date
Amount

From address

x

Use drag and drop ta configure the table columns to be displayed and their order

v

Cancel

Column grouping — Customise how transaction

Table setting

Table columns

Column grouping

Date and time

Available columns

Type

Customer

Submission Method

Origin

Source Document

Grouping

Invoice Status

>
—

%

Use drag and drop to configure column grouping and the order of the grouped columns.

Select Settings. The system displays the Table setting screen.

s are grouped.
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e Date and time — Customise the timestamp for columns displaying dates. Set to “off” to only
show the date; set to “on” to show both date and time.

Table setting x

Table columns . ! . :
To display timestamps in a date column, tum on the respective toggle.

Column grouping Timestamp

(Example: Aug 2, 2018 10:20:50 AM)
Date and time

Invoiced Date
Status change date

Payment net due date

45. Select Save to apply changes.

Export data from the Workbench

When you select a tile, the related transactions for that tile are displayed. These transactions can be
exported into an Excel spreadsheet. The exported transactions can be useful for your record
keeping. For instance, matching the transactions to your ordering system or ERP (for non-integrated
suppliers).

Note: Only the transactions for one tile can be exported at a time.

46. Select a tile. The system displays the related transactions.

Workbench 32 Customize

11 5 0 13 0 0

Orders Orders to invoice Orders Invoices Items to confirm Items to ship
Synialt - Last 31 gays Last 31 days Synlait - Last 7 days Last 31 days Last 31 days Last 31 days
Invoices (13)
> Edit filter | | Last31days
5
Invoice . . N -
Number Customer Reference Invoiced Date 1 Amount  Routing Status. Invoice Status From address Actions.
Synlait Milk Limit
invazl 1100008463 Mar 18, 2025 $46 NZD Acknowledged Approved
Synlait Milk Limit
inc8463 1100008463 Mar 18, 2025 $28.75NZD  Acknowledged Approved
Synlait Milk Limit -
inv-1648 1100008461  Mar 18, 2025 $10028.75NZD  Acknowledged Rejected
Synlait Milk Limit .
inc123 1100008461 Mar 18, 2025 $11528.75NZD  Acknowledged Rejected
Synlait Milk Limit v
i AAGD 1100NORARN Mar 18 2095 S11590 75 N70 Arknowladead Sant

. »

47. Select Export.

48. The system downloads the transactions into an Excel spreadsheet.

Downloads B a - £

B 1744840562200.xlsx

Open file

See more

49. Select Open file to view your spreadsheet.
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M SAP Ariba /\\

M Results
Invoice Number Customer Reference Invoiced Date Amount Routing Status Invoice Stafus
4
5 |inva21 Synlait Milk Limit "1100008463 18 Mar 2025 02:53:13 PM 46.00 NZD o pp
6 |inc8463 Synlait Milk Limit "1100008463 18 Mar 2025 02:51:06 PM 28.75 NZD g PP
7 |iny-1648 Synlait Milk Limit "1100008461 18 Mar 2025 02:40:55 PM 10,028.75 NZD Acknowledged Rejectad
B |incl23 Synlait Milk Limit "1100008461 18 Mar 2025 02:25:54 PM 11,526.75 NZD Acknowledged Rejected
9 |invB480 Synlait Milk Limit "1100008460 18 Mar 2025 02:17:54 PM 11,526.75 NZD Acknowledged Sent
10 |invB4592 Synlait Milk Limit "1100008459 18 Mar 2025 01:59:38 PM 138.00 NZD Acknowledged Sent
11 |inv-8459 Synlait Milk Limit "1100008459 18 Mar 2025 01:55:36 PM 143.75 NZD Acknowledged Sent

My Widgets

The My widgets section shows insights about your customer, such as invoice aging, leads, and
purchase order volume.

e  The My widgets section can be customized by the customer and tile type.

e  The blue links on the widgets can be selected to:

o  Provide more detail.
o Change the time period for the information.
o  Enable quick access to complete a process.

e If you have more than one customer, My widgets can focus on all customers or a specific
customer. Select the drop-down at the top of the My widgets section to change the focus.

Note: The size of each widget depends on the information displayed. Some widgets display bar
graphs, pie graphs, line graphs or text information only.

My widgets

Purchase orders

S14M
s12m
S10M
sam
S6M /
S4M
s2M

50 J

Company profile

Synlait Milk Limit - T...

Last 3 months v

$13.24,

B Syniait Milk Limit - TEST

50%

32 Customize

Invoice aging

On-time payment rate Last 12 months v

Q%

My leads

S500K
30 -—
o 1 8190 No data
W sert W Repaes W Approved B cceleratcd B Poid on ime @ Paid ate
Activity feed All v View all 3 Download app
Order received
r@ Mar 27,2025 | 02:41 PM | Synlait Milk Limit - TEST We are now
1200015744 $25.00 NZD mobile.

Customize my widgets

Widgets can be customised to provide information on the Home page.

50. Select Customize.
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My widgets

Purchase orders

Synlait Milk Limit - T... W

Last 3 months v

e .
%z Customize

Invoice aging

51. The Customize my widgets screen is displayed.

Customize my widgets

Add, remove, and rearrange widgets to personalize your home page.

o

Last 3 months \J—] Invoice aging

Purchase orders On-time payment rate Last 12 months v My leads
13.24 3.75M 0%
. NZD . NZD
514M $4M Paid invoices Last 12 months v ﬂ
S12M 335M |
s10M $am 9 You don't have open leads matching
sam 2.5M 540 uso your company profile. Search leads
M
s6M
$1.5M
s4m s 90
2 $500K "
70
04 © -
Feb Mar Apr 030 3160 6190 .
B Syniait Mik Limit - TEST B sert @ Rejocrea B Approved 0 |
30
20 [/
10§
0
Available widgets
Shipment tracking + Days to pay + Rejected invoices trend + Paid invoices +
Download app + Company profile + Activity feed +

52. Select the Remove button (minus symbol on the top-right corner of the widget) to remove a
widget from your Home page.

53. The Available widgets section displays widgets you can add to your Home page. You can:
e Hover over a tile in Available widgets to display a preview of the widget.
e  Select the widget to add it to your Home page.

54. Select Save.

Note: If you have more than one customer, you cannot customise My Widgets for an individual
customer. Instead, My Widgets (on the Home page) can focus on all customers or a specific
customer. Select the drop-down at the top of the My widgets section to change the focus.

My widgets | Al customers »

£ Customize

Purchase orders. LasMgmanths w

Invoice aging

¥ All customers

Best Run Buyer - Aust...
BP SCC Buyer - TEST
SCC ANK - TEST BUY...

SCC Delivery Toam - ..
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