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Dear Ariba User

To support you in the development of activities within the SAP Business Network system, this guide
presents the description of the process required to create an Ariba Network account.

The objective of this guide is to understand the registration process to be enabled with your client VITRO.
We hope this manual will be useful to you. If you have any suggestions or queries, please indicate them
to the support channel habilitacionproveedores@vitro.com

Sincerely,

Vitro

v4aitro.
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Frequent Questions

1. An invalid relationship error has occurred. What should I do in this case?

You may encounter an unexpected error when accessing Ariba. This may be due to either having already
responded to the business relationship request or experiencing an internet connection issue. Therefore,
you should clear your browser's cookies and cache.

Registration Error

0 irvwalid request. ou Pumve already accepted the Tenms of Use and established a relationahip of Fuve &0 irrvalid relationaip request lener

Here's how to troubleshoot this issue:
If you are using Microsoft Edge:

Go to Settings and More (three dots at the top right corner of the browser).
Settings (Gear icon) > Privacy, Search, and Services.

Choose what to clear under "Clear browsing data" > Clear browsing data now.
Select the time range from the list.

Check Cookies and other site data > Clear now.
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- If you use Chrome:

1. In the upper right corner click on settings (three dots)
2. More tools > Clear browsing data
3. Choose a time interval > To clear everything, select all periods
4. Check the boxes next to "Cookies and other site data" and "Cached images and files" > Clear
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Privacidad y seguridad o
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G  Rendimiento
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@  Aspecto dafiinas y mucho més e e—
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Privacidad y seguridad
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*Once done, you can enter again from the invitation received to your email

2. How can | confirm the relashionship with the client Vitro?

1. We must click on the initials of our account; we find it in the upper right corner.
2. We will be redirected to the configuration part



3. We must click on “Customer Relations”

SAP Business Network v Standard Account |Getenterprise account| TEST MODE

Home Enablement Workbench Assessments Proveedor Prueba VIVO

3 ' 2 e paola sacriste5@vivoconsulting com
- ; - _
- ‘ . h My Account

Overview  Getting started

Link User IDs

O Contact Administrator
Account Settings Switch Account >
i Enablement Tasks |
P Customer Relationships DUMMY 222

ANID: AN11168371000-T

Users
Standard account
My widgets 4 customize Notifications
Company Profile
Application Subscriptions ) )
Company profile Shipment tracking My leads Marketing Profile
Account
Settings
Purchase order no. Network Settings
Logout
S — Electronic Order Routing &
35% F &
Completed Electronic Invoice Routing ~

You have no open leads mat
company profite. View all

Remittances

4. Verify at the bottom that our client should appear “Vitro”
5. Once the review is completed, click “Close”

Account Settings _

Current Customers

Filter

3. I have completed registration, why can't | see my Purchase Orders? _

You must wait for VITRO to send you a purchase order through the Ariba platform ( ordersender-
prod@ansmp.ariba.com ) and select the "Process order" button.



mailto:ordersender-prod@ansmp.ariba.com
mailto:ordersender-prod@ansmp.ariba.com

TEST ha enviado un nuevo pedido 5000000039  fecibidos x

TEST" <ordersender-prod@ansmtp.ariba.com= & |un, 12 sept, 16:08 (hace 20 horas)

o
@ reami~
TEST

Un nuevo pedido de compra de
TEST

Hola, ~TEST:

TEST le ha enviado un pedido de compra en SAP Business
Network.

Para acceder al pedido de compra, haga clic en Procesar pedido para ver la
informacion detallada

Haga clic en Procesar pedido para iniciar sesion

Procesar pedido

Conteste a este correo electronico para enviar un mensaje a su cliente

Your buyer will tell you when a purchase order will be sent depending on the need.

4. Add additional users

1. Loginto SAP Ariba
2. Select the initials at the top right > Settings > Users

Home Enablement Workbench Assessments Proveedor Prueba VIVO

:
= ‘ ‘. h My Account

Overview Getting started

Link User IDs
O Contact Administrator
Account Settings Switch Account >
Enablement Tasks L)
-l Customer Relationships DUMMY 222

ANID: AN11168371000-T
Standard account

My widgets 4 Customize Notifications

Company Profile
Application Subscriptions

Company profile Shipment tracking My leads Marketing Profile
| Account
l Settings I
Purchase order no. Network Settings
- Logout
" ﬂ Electronic Order Routing
35%

Completed Electronic Invoice Routing
You have no open leads matg

company profite. View alf - Remittances

Data Deletion Criteria



3. Select Manage Users > Create User

AP Business Network andard Account | Get enterprise account |  TesT wooe

Account Settings

Customer Relationships ~ Users  Notifications  Application Subscriptions  Account Registration

Manage Users  Manage User Authentication ~ Revoked Users  More

Roles (2)

Create and manage roles for your account. You can edit the role and add users to a role. The Administrator role can be viewed, but cannot be modified.

Filters

Permission

t permission assigned ~

Apply

Create Role
Role Name Users Assigned Actions B —

Administrator Proveedor Prueba VIVO

E}

Administrador 2

4. Complete the required fields marked with asterisks

GAp~ Business Network Standard Account | Get enterprise account |  TESTMoDe

Create Role
* Indicates a required field

New Role Information
2)

Description:

Permissions

E must have at least one permission.
uf our Ariba Network, d o tto enable all

Permission Description

Access Proposals and Contracts view or participate in events or contract tasks
Gatalog Management Set up and manage catalog-related activities

Company Information Review and update company profile information

Create postings on Ariba Discovery Create postings on Ariba Discovery
ID Registration Access Register unique identifiers, like email domains

Payment Profile Configure yaur payment profile

Respond to postings on Ariba

Discovery Respond to postings on Ariba Discovery

L]
L]
I:‘ Gontact Administration Maintain information for account contact personnel
]
[
[]
[
[

Trading Invitation Account Merge Allows the assigned user to merge a trading related invitation into this Ariba Network Account

Transaction Configuration Configure account for electronic transactions

XML Configuration Configure account for cXML transactions

5. In the role assignment section select Create role
6. Assign permissions name > Select the permissions to add > Save

View your organization's Ariba Sourcing events and Ariba Contract Management contracts, documents, and tasks. This permission grants access o the Proposals and Contracts properties. Individual users must be approved by Ariba Sourcing buyers before they can



Note: if you want to add all the permissions, directly select the “Permissions” box

Permisos

L —

Pégina _ ~|»

permisa Desarpeion
Accesn o aviso de colldod Acceso para ver documentos de aviso de calidad

Acceso 9 conrales Ve conlratos y generar fosturas, como admitan Los clientes (30 necesita aceeso 3 lo Bandefa de entada)
cceso a inspeccion de calidad ‘ccesa para ver documentos de inspeccidn de calidad

es0 3 3 Bandsja de salits M bazindoss an su funcisn

Acceder para ver documentos de revision de calidad

s 8 s revisin e 5 pruses de senicls [

 asignr un pedde s Uns pruska de
Accesoa regitrade 1D Regltrar denticadores tnicos. como dominlos de correo electrinico

Aceeso al dasarrollo do AP| Aecedor al ) utizando el portal para AP rba

Acceso de logiatca eal nes de logs dones
Acceso de sericios Realizar acciones de senviclo con acoeso litado a la nformacién de rarsar

Acaptacien de selictud da pedido da cambio:

captar Los eambios propusstos pars el pedido da compra en la solicitud de cambio

ENENENENINENENEN NN NN NN

Actividades de pago Gestionar

cividades de pago

Go to the Manage Users tab
7. Click the "+"to add a user

——

Custamer Relationships o Notfications  Applcation Subscripions  Account Registration
Manage Roles Manage User Authentcation  Rovoked Users  More

Users (1)

E Enabla sasignment of ordars 1o usars with imited sccess 1o Ariba Network. (L)
Filver

Users (¥eu ean enly ibute at a time)

| Usermame

e - -

Usemame Email Address Frsthame  Last Name ‘SAP Business Network Discovery Contact  Role Assigned Authorization Profies Assigned  Customer Assigred aag| CresteUser |

pacia sacristeSi@vivaconsulting.com 8 Frowesdor  PrusbaVlvo Mo PROFILE_MGMT_ROLE, *5 (o) ves

Ly | Addto Contact List ]I Remowe from Contact List

8. Complete the required fields
Note: the user must have email format

9. Select the created permission
10. Click "Save"



Standard Account | (Get enferprise account TEST MooE

Cancel

Create User o
4 cour

assign a role and If needed assign them to a business unit. Ariba will email a temporary password to the address provided for the new us

tered here will not be modifiable after you click Done

New User Information

Username:* | luis.cano@vivoconsuting com |

o JEmail Address:* | luis.cano@vivoconsulting.com
First Name:* | Luis

Last Mame:* | Cano ‘

user

sef 1o resen
P Business Network Discovery Cantact (£

This user Is th
Limited access

Office Phone: [, ™

Role Assignment

Name Description

N Administiador 2
(2 P
Customer Assignment

Assign to Customer: () All Customers

Select Customers

Image No.38: Registration of additional users.

11. The user will receive a notification to their email to Register in the system

5. How can | change the account manager's contact?

If the person managing the Ariba account needs to be updated, it must be done as follows.

Note: This change must be made from the administrator user, so it is recommended to execute this
change before user exit.

1. On the Ariba home page, select the initials in the upper right corner > My Account

10



Estuardo Davila
test-vivoacademy@vivoconsulting. com

ure mar

My Account

Link User IDs

Contact Administrator

Proveedor Dummy
ANID: AN11058696610-T

Company Profile
Settings >

Logout

2. In the email section, enter the new email and Save the changes.

My Account

Questionnaires Standard Account =

* Ind fiekd

Account Information /
Usemame. @ suitin

Preferences

Contact Information

6. What means the DUNS number?

The DUNS number is an optional, unique identifier used to universally represent a company throughout
the world. This code provides a standardized way of identifying organizations and makes it easier to track
them in commercial and financial transactions on a global level.
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Recommendations

e To optimize the registration and trading process, the suggested internet browser is Microsoft
Edge in its current version.

e Write down your username and password in a safe and easily accessible place. It can be
supported by the password manager of the Microsoft Edge or Google Chrome browser.

e Verify that Ariba system notifications are not directed to the “Junk” or “Spam” folder. If so, you
need to validate that you don't have Ariba admin blocked as a sender.

e Messages sent by Ariba will be sent with a sender called “Ariba Admin”.
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