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Ariba Network

Light Account
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Ariba Network Light Account is also known as “Interactive Email” which is a no cost channel for suppliers 

with customers procuring via SAP Ariba.

This SAP Ariba functionality will deliver purchase orders (PO) via a system generated email, enhanced PO 

email layout and the ability for suppliers to view all of their PO’s, in a single portal.

This system generated PO email is sent via the Ariba Network to suppliers without the need to establish a 

full Ariba Network trading relationship with Ariba.

Light Account is a free of charge option that provides these capabilities:

• View all orders, in one portal

• Easily send order confirmations

• Resend PO copy to your email account for processing

ARIBA NETWORK LIGHT ACCOUNT
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OVERVIEW LIGHT ACCOUNT PROCESS
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1. Ariba P2P order is created

2. Ariba P2P generates via Ariba Network an email with PO details and issues to the supplier email 

address

3. Supplier receives system generated email with the PO

4. (For non registered suppliers) Register your Ariba Network Light Account

5. [Optional] Supplier may confirm receipt of the PO (Order confirmation) through Light Account

6. [Optional] Supplier may submit the ship to notice through Light Account when they ship the goods to us
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The only prerequisite is an internet connection and a web browser to be able to

generate order confirmations. Suppliers will be required to register for Light Account when you access the first order.

All new suppliers who are not contacted by an Ariba Consultant or by a customer

are not fully enabled on the Ariba Network and will be set up for Light Account by default. You are free to upgrade to a 

full Ariba Network Account at any time should you decide you need additional functionalities that the Light Account 

functionality is not able to provide you. 

WHAT IS THE ARIBA LIGHT ACCOUNT?
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 Ariba Light Account Purchase Orders are sent to you via email

 Please store ALL Ariba generated Purchase Order emails

 You will need the original email in order to perform certain tasks, e.g. generate

 Order Confirmation, Advanced Shipping Notices

 Please take care that you grant your suppliers‘ organization access to Ariba Network. You can add up to

5 users in your suppliers‘ organization.

IMPORTANT NOTE
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 Ensure all your internal resources are aware and capable to support all

transactions through Ariba Network

 Set up your internal resources as users with the appropriate permission

 Set up your email address notifications

 Electronic Order Routing: select your preference for receiving orders

 Be prepared to receive a formal go live communication, one week prior to go live date

NEXT STEPS
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Light Account 

Registration Process

Mandatory Steps
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You receive a so called interactive email from your customer to process their

Purchase Order (PO)

 Click on „Process order“ at the bottom of the message

 You will be redirected to your Ariba Light Account

 Note: As every PO can only be accessed via email to be processed we advise

keeping any PO email until it has ben fully invoiced.

LIGHT ACCOUNT REGISTRATION PROCESS
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You are directed to sign up for a new light account or use an 

existing account

 If this the first time you are using your Ariba light Account 

please choose “Sign up” and complete your registration.

 If you have already your Light Account credentials, please 

process with “log in”

LIGHT ACCOUNT REGISTRATION PROCESS
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LIGHT ACCOUNT REGISTRATION PROCESS

12



© Dr. Schneider Unternehmensgruppe | Stand: Februar 2019 Vertraulichkeitsklasse: öffentlich 

After registering you will receive a confirmation from SAP Ariba.

Now that you are registered, you will be able to view Purchase Orders and access

two important Ariba Network Light Account functionalities:

 Create Order Confirmation allows you to confirm and acknowledge the receipt of the Purchase Order

 Create Ship Notice allows you to send notification regarding order readiness

LIGHT ACCOUNT REGISTRATION PROCESS
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You may, at any time, upgrade to a full account to get access to 

full Ariba Network functionality

 Full web portal navigation

 Integration

 Catalogs

 Ariba Seller

LIGHT ACCOUNT UPGRADE TO FULL
ACCOUNT
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Click on „Learn More“ on 

Homepage

for further information
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LIGHT VS. FULL ACCOUNT
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Please find here a useful guideline for the first steps to join the Ariba network.

Ariba Network for Suppliers Administrator Quick Start Guide.pdf

WHAT ARE THE NECESSARY STEPS 
FOR ME AS A SUPPLIER TO JOIN
ARIBA NETWORK?
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Order Confirmation Handling
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To work on a Purchase Order, you need to access it.

To do so, it is essential to keep the email you received 

informing you about the new PO.

Please click on “Process Order”.

If you are unable to find the initial PO email, you can 

have it resent by visiting the dashboard of your Ariba

Network account, choosing PO in the Orders, 

Invoices and Payments section.

CREATE ORDER CONFIRMATION
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Click on „Select and Send mea Copy“ to take action.
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Under „Create Order 

Confirmation“ you can confirm 

your order or update line items.

Note: you cannot reject orders in 

Ariba at this time.

To reject an order, please contact 

the buyer.

When you select “Confirm Entire 

Order” you will have the option to 

update some of the fields.

Click “Done” to go to the next 

screen.

CREATE ORDER CONFIRMATION
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Fill out the respective information.

Click on „Next“ to proceed.

CREATE ORDER CONFIRMATION
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In order to confirm thePO click on „Submit“ on 

this screen and the order confirmation will be

sent with updated information.

CREATE ORDER CONFIRMATION
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Advanced Shipping Notices
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You can make the ASN for full or partial PO by updating the

quantity ready to ship.

ADVANCED SHIPPING NOTICES (ASN)
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ADVANCED SHIPPING NOTICES (ASN)
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Review

The details and if ready, click on „Submit“.
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Account Administration
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The following steps have to be taken to setup your account:

 Account Configuration:

 Basic Profile

 Electronic Order Routing

 Remittance Information

 E-Mail Notifications

 Managing Roles and Users

 Customer Relationships

 Ariba Network Support

ACCOUNT ADMINISTRATION

26



© Dr. Schneider Unternehmensgruppe | Stand: Februar 2019 Vertraulichkeitsklasse: öffentlich 

Suppliers are responsible for the accuracy of the selections listed below. Suppliers can return to these 

selections at anytime to make changes and keep them updated

 Basic Profile: Verify suppliers company information

 Email Notifications: View and update email addresses for suppliers account notifications

 Electronic Order Routing: Select supplier’s preference for receiving orders

ACCOUNT CONFIGURATION
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Login as Administrator on Ariba Network Login 

Page:

click on https://supplier.ariba.com to access your 

production account enter “User Name” and 

“Password” and then click “Login”

PROFILE AND ACCOUNT CONFIGURATION
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https://supplier.ariba.com/
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 Access Company Profile

 Click on „Company Settings“

 Click on „Company Profile“

PROFILE AND ACCOUNT CONFIGURATION
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Basic:

 Complete or update all required fields listed by an 

asterisk in the basic Company Profile section.

 Click „Add“ to classify your company by

 Productand Service categories

 Ship to locations

 Industries

 Click „Save“ when done

COMPANY PROFILE CONFIGURATION
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Please make sure you provide 

your VAT ID containing no 

special characters

COMPANY PROFILE CONFIGURATION
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Marketing

 Enter additional details and specific 

criteria about your company

 Add “Company Description” and 

“Company Logo”

COMPANY PROFILE CONFIGURATION
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Contacts

The main company contact fields are 

found on the “contacts” tab localized 

on the “company profile” page

BASIC PROFILE CONFIGURATION
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Certifications

 Enter additional information about your company 

certifications, if applicable

 You may enter any additional Information about

your company for any green or diversity

information that might be applicable

BASIC PROFILE CONFIGURATION
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Click on „Company Settings“ and the non 

„Electronic Order Routing“ to indicate how you 

want to transact business with your customers 

on the Ariba network.

NETWORK SETTINGS: 
ELECTRONIC ORDER ROUTING
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This selection determines how you receive

documents.

For Ariba Light Account, any order or order 

change will be sent via email only. Any other 

options (xXML, online, etc.) are solely 

available in the Full Ariba Network account.

NETWORK SETTINGS: 
ELECTRONIC ORDER ROUTING
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NETWORK SETTINGS: 
ELECTRONIC ORDER ROUTING
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Notifications:

The following boxes need to be checked to ensure you will be 

informed about any changes and updates on orders

NETWORK SETTINGS: 
ELECTRONIC ORDER ROUTING
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On the menu „Company Settings“ click 

„Ariba Network Notifications“ to indicate 

which system notifications you want to 

receive.

NOTIFICATIONS
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On the „General“ Tab you can Set general 

notifications

On the „Network“ Tab you can set transaction 

related Notifications

Note: enter up to 3 email addresses per 

notification type Separate each email address via 

comma

NOTIFICATIONS
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The user account enables you to:

 Gain quick access to your user 

account information settings

 Link multiple user accounts

 Note: after multiple user accounts 

are linked the user account navigator 

displays the multiple user accounts

ENHANCED USER ACCOUNT 
FUNCTIONALITY
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Under „My account“ you can complete all fields marked with an *

ENHANCED USER ACCOUNT 
FUNCTIONALITY
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On the „Company Settings“ Tab click on „Users“ 

where you can Create new users and define the 

roles

Administrator:

 Administrator role is automatically linked to the

username and login entered during registration

 Controls access to the account, Creates users 

and roles

 The primary point of contact for users with

questions or problems

USERS AND USER ROLES
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CREATE USERS AND ROLES
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SUPPLIER INFORMATION PORTAL
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Support
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Online Help

 Light Account

 Help Center

 Ariba Exchange User Community

Customer Support

Click here to view region specific support by email and phone

SUPPLIER HELP RESOURCES
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