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AGENDA

= What is the Ariba Network Light Account
= Light Account Registration and Set Up

= Order Confirmation Handling

= Advanced Shipping Notices (ASN)

= Account Administration

= Support

© Dr. Schneider Unternehmensgruppe | Stand: Februar 2019 Vertraulichkeitsklasse: 6ffentlich 2




S DR. SCHNEIDER

UNTERNEHMENSGRUPPE

Ariba Network

Light Account
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ARIBA NETWORK LIGHT ACCOUNT

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
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OVERVIEW LIGHT ACCOUNT PROCESS

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

Configure account, Transact with
accept Terms of customer using

Receive interactive
email from your
customer

Sign up for light

account

Use, and register light account
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WHAT IS THE ARIBA LIGHT ACCOUNT?

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.
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IMPORTANT NOTE

= 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.
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NEXT STEPS

= 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
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Light Account
Registration Process

Mandatory Steps
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LIGHT ACCOUNT REGISTRATION PROCESS

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.
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LIGHT ACCOUNT REGISTRATION PROCESS

You are directed to sign up for a new light account or use an
existing account

Join your customer on Ariba Network!

= |f this the first time you are using your Ariba light Account XA
please choose “Sign up” and complete your registration. e

NG r

= |f you have already your Light Account credentials, please
Strengthen relationships Connect faster Reach more customers

'th € I . Collabarate with your customer on the Exchangs documants elactronically worldwide
p rocess WI Og I n same sacura natwork and streamiing communications Sign up with Arba Descovery and
Increase sales leads

Ariba Network light account is Free

FOCUS ON EXCELLENCE

Learn more
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LIGHT ACCOUNT REGISTRATION PROCESS

@ and@ Configure Account
@ Accept Terms of Use and Register

@ Review your Company information @ Enter your User account information

Eompany information | informati

Frwt N

ORI, ooy v R T —

Fngesh -

e 8D cOm

. @Accept Terms of Use and click on Register
HRRORRROR.. AN

Please note that after your Light Account is registered, future POs will be sent to your designated user account email
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LIGHT ACCOUNT REGISTRATION PROCESS

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
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LIGHT ACCOUNT UPGRADE TO FULL
ACCOUNT

Click on ,Learn More® on
Homepage

You may, at any time, upgrade to a full account to get access to for further information

full Ariba Network functionality

= Full web portal navigation
» |ntegration
= Catalogs

= Ariba Seller
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LIGHT VS. FULL ACCOUNT
I e L

Catalogs Not supported Publishing of catalogs: e.g. bmecat, cif, Punchout
PO Order, PO Flip feature for Order Inbox-Access (unlimited online access)
Confirmation
Invoices PO Flip and PO e-invoices Outbox Access (unlimited online access)
Non PO invoices and credit notes CSV based invoice Uploads

P2P contract invoices

Invoice Status Invoice status notifications Bank provided Track or Trace System
Payment Proposal
Remittance details

Integration Integration to the Back End System via cXML, EDI, Fax,
CSV (future: pdf email or upload)
Legal Archive Invoice notification with cXML and pdf Access to long-term document invoice archives,
invoice for local archiving Zip invoice for mass downloads
Reports Not supported
Support Help Center Help Center, Phone, Chat, Web Forum
Fees Free of charge

Be 00

© Dr. Schneider Unternehmensgruppe | Stand: Februar 2019 Vertraulichkeitsklasse: offentlich 15




S DR. SCHNEIDER

WHAT ARE THE NECESSARY STEPS
FOR ME AS A SUPPLIER TO JOIN
ARIBA NETWORK?

Please find here a useful guideline for the first steps to join the Ariba network.

Ariba Network for Suppliers Administrator Quick Start Guide.pdf
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Order Confirmation Handling
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CREATE ORDER CONFIRMATION

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.

Click on ,Select and Send mea Copy“ to take action.
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CREATE ORDER CONFIRMATION

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.
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Hedp Cantar 3>

Purchase Order: 4700000963

[MESCEERG SRR L B EOER & Create Ship latice || &) Craste lvcice «| Hde | Poed - | Download PDF Expori ¢XML | Download C5V | Ressnd

Comfirrn Entira Crdar
Update Line ltams o e

Repect Entire Order
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CREATE ORDER CONFIRMATION

Fill out the respective information.

Click on ,Next“ to proceed.
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Confirming PO

1

Rewew Order
Confrmation

Confirm Entre
Order

v Order Confirmation Header

nfiemation #

e o
Costomer Boahringar ingeihaim and 1 aMisks

SHIPPING AND TAX INT ORMATION

Eet Shippasg Dete =] E ¥
Est Delivery Dats * =]
s
Line items
Lnes Part ¥ / Descopbon Qey (Unt) Need Dy
1 Hot Availabio 1 [EA) 30 Jun 2018
SOPA eClaas
utrent Crdee Status

1 Confirmed As s

S DR. SCHNEIDER
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* Incicases requined feid

Urst Price Sutnotst

S$12 20 MXN $12 00 MXN
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CREATE ORDER CONFIRMATION

SIWOrK P —
Confirming PO Frevious m Exit

Confem Entire

@ Order Confirmation Update

. “onfrmation ¥ 12345
2 Review Order
Confirmation Supplier Refsrance

Line ltems
Ling & Pt # / Dascription Qty (Unit) Noad By Unit Price Sabtotad
Not Avasistie 1 (EA) 30 Jun 2018 $12.00 MXN $12.00 MXN

SOPA eClass
C nt Order Status
1 Confirmed With New Date (Zstmasted Delvery Oate 20 Jun 2018 )

In order to confirm thePO click on ,Submit® on
this screen and the order confirmation will be
sent with updated information.
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Advanced Shipping Notices
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ADVANCED SHIPPING NOTICES (ASN)

You can make the ASN for full or partial PO by updating the
quantity ready to ship.

Purchase Order: 4700000963

¢ Create Order Confirmaton » [k BEStget T e el [ = Create invaice Pt migad POF Enpatst &ML Download CEV | Reaend

[ Create a ship notice for the purchase arder j

Order Detail Crder Bistory
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ADVANCED SHIPPING NOTICES (ASN)

Creale Ship Nolice

Review
The details and if ready, click on ,Submit®.

Comtam ared wsterel e Uacumest.

S FRON LELVEN O
‘webnry teut D-TCST AN Nean:
- FOBom PO BOK £5
2301 3 Brwda Cabe 30 M K12 Lone |~k
N Tustanes WX Damy e
My
Lt
Ship Notice Header
SHIPFING TRACK MG
- " T T 0 rovoes
FF1IVERY AND TRANEPORT INFORMATION
vy Tums. -
Duis=s T Oaacritier —
0ot Tevmmes Oocoimionk
ALY THONAL FIELUS
Ageiiona sviorrenon ret provwsed
Crder ltams
- - se— Comrar Pam e = Lt - Svp oy Uit Pezn Submminl
IR b et Ao bl 1 EA 30 dun 5018 200 WEN F12.00 WM

SR sClaes

SHPMENT STATISE

1 hplly. 1CA

i cered ErmeeT ST
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Account Administration
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ACCOUNT ADMINISTRATION

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
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ACCOUNT CONFIGURATION

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
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PROFILE AND ACCOUNT CONFIGURATION

SAP Ariba Orders & INVOICES rouerec by avea nemen
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”

Supplier Login

Login

Having trouble logging in?

New to Ariba?
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PROFILE AND ACCOUNT CONFIGURATION

Ariba Network
webuy test A-TEST
AND AND1406125117-T

= Access Company Profile

Company Profile

Account Settings

= Click on ,Company Settings”

Orders, Invoices and Payments

= Click on ,Company Profile“

6 7 7 1 ¥ Notfecations
Orders to Confirm Orders t© Ship Ordars that Need Orders to Invoice
Attenton Applicstion Subscriptions
Network Setungs
4300040237 New 308353 EUR 14 Jun 2018 0.00
Electronic Order Routing ~
4300040247 2 New 141283 EUR 14 Jun 2018 0.00

Electronic Invoice Routing

4300043070

4300040212

4300046207

4300040105
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COMPANY PROFILE CONFIGURATION

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

fecfe Product and Service Categornes, Ship-to or Service Locations, and industries
3 Product and Ssrvice Categories

Enter the Sroduots 370 SENVICRES YoU GOMPaNTY prowdes. Fostngs made by Suyers wil BE MEChed 1 you B3ed on e product and S8VIOE CHIBOTES You enter below.

= Ship to locations =)

Erter Product and Servce Categarnies

A Ship4o or Service Locations
. Pos Entar the locatons Bat pour compeny Shies 10 o s ¥ yon seeve mied locaion s, w
naustries seich “Chca * For wemgie: 2 services company ight sy seeve e LS, bt » gooce
-

uuuuuuuu

= (Click ,Save“ when done
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COMPANY PROFILE CONFIGURATION

Cul'l[n;ﬂt = ufllr: i
]

Busness Information

Please make sure you provide
your VAT ID containing no
special characters

Ax Infcemsshion
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COMPANY PROFILE CONFIGURATION

Company Profile

Marketing B R ) [ [ Ty P N

+ leabicutas & reguined Tuid

Standard Profile Features

= Enter additional details and specific S et i

Social media channeks 5o At LUYers C3n Grgage Wi your (mpary
Bacbooh comi

criteria about your company o

B erkedin com

Campany Description

= Add “Company Description” and B

- e > 1

Profile Features

“Company Logo” .

UDioas your 1090 3 SDOS3 WER YOI COMDANY JESrETon LOJes MuSt BE 3 3F e wih 3 MIamum wadh of 220 o 3
e heght of 250 preds and = maemm =< of 200 48

Logo Fie Durchzuchan. .

Credit and Risk Information from DE
A your Dun & Brat et erack ard dek ses

DEB D-U-N-5® Number. | Add

Attachments
Add atiachments 1 Shomease your COMpany. IsciuSng CUSIomEr pAESentations. case sudies, and cemticanons.
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BASIC PROFILE CONFIGURATION

Company Profile

Basic (4 Business (2 Marketng (3 Contacts Cemfications (1 Adations! Documents

¥ Indicates 3 required feld

Contacts

Company Contact Information

*  weBuyvendor DE@boehrnge

The main company contact fields are
found on the “contacts” tab localized N - | i |

on the “company profile” page oty -

BRASS v

Main Eax

Contact Personnel

Customers nead 10 know how 10 COntact your company. You can provide companywide and customer-speafic comtacts. Frst, craate your prvate st of contact persormel. Then
wde and cusomer-spacific assignments. Cestomers do not see your st of contact perscnnel. Click Edit or any fink i the Nama column to edit 3 contact’s details

n & described in the SAP Arba Prvacy Statement

Ania's pocy for handling contact Infomanto

Contacts

Name 1 Business Tale Email Phaone

R
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BASIC PROFILE CONFIGURATION

Ce I‘tlfl Cati ons Company Profile

Basic (4 Business (2) Marksting (2 Contacts Cervfications (1 Additions! Documents

= Enter additional information about your company R ————
CertlflcathnS, |f apphcable Certifications

Buying organizations can view these designations in your company profie snd search on this informstion when looking for new suppliers

Sustamnability Initiatives
Your has endenaken sustanabiny mtatves n one of the followng categones: Plan, Products and Services, Energy, Carbon, Transportation, Othar

= You may enter any additional Information about e

our business & SDB oedified, §(a) centifed, HUBZone certified. or cerfified a3 3 amell Gsadvantsged business by & stste govermment agescy

your company for any green or diversity ey A
information that might be applicable :

n the case of & publicly ovwned business. at least one o more such indviduals own 51% of the

1500 Of persons and exercses ndependence from any Non-LGBT busieess

= who arved i the ctve miltary, NIVal o 3F Sanvice. and Who Was discharged or reieasad under conditions other than
jusl who can be corsidered by the govesnment as 8 Service-Dissbied Veteran The terms “veteran” and “service-disabled
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NETWORK SETTINGS:
ELECTRONIC ORDER ROUTING

AND. ANOTA06129117-T

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.

Account Sattngs

Cussomer Reistcaships

Orders, Invoices and Payments Jow we're mobile. [

6 ’ “heck it out

Boehringer
ngelham
and its
affiliates
Soehinge!

npelbeim
and its
sfflistes
Soehringer
ngehem
and its
affilates
Boehringer
ngelheim
and itz

4300040247

4300048078

4300040212 140,000 00 EUR

afliates
Boehringer
ngeibeim
and its
affiliates
Soehringsr
ngelbeim
and its
affiliates

4300040207
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NETWORK SETTINGS:
ELECTRONIC ORDER ROUTING

New Orders

This selection determines how you receive T —

documents. —— 5

For Ariba Light Account, any order or order A S — 1

Cstslog Orders J Inchude document in the emall message
Email v

without Attschments
Lesve attachments onling and do not inciude them with emad

change will be sent via email only. Any other T

the routing method "Same as new cataiog orders without
attachments”

options (xXML, online, etc.) are solely HE— 1 At PO socument o e message
available in the Full Ariba Network account. pprarT— ey [ SR ——

Attachments

4. Atachmenis will De included In the order.

Non-Catslog Orders . Same as new catslog orders without sttachments

Current Routing method for new orders: Email
without Attachments o

Non-Catalog Orders -~ Same a3 new catalog orders without attachments Cusent Rouling mefhod for new orders: Emall

with Attachments . A AlBZHMENS Wil D2 INCUDZD 1N N2 ONger
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NETWORK SETTINGS:
ELECTRONIC ORDER ROUTING

Options: Ariba Network = —
@ You can add up to 5 email
addresses seperated by .
a comma

Fromess mon-catslsg oders m cais og rdes i pard numbens sre srisres menlly

MNewr Orders

Tocrment Type Fin_tng Metras

o Select ,Include a document in
the email message oo

o [ — 1

TORTIOE Frem e arva| maamaps Trm sapies 17 8
& meies S s rww calabon edws

You may also use a non —_—— ——— ———

personalized distribution RO (s e
list email address such as: orders@supplier-example.com
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NETWORK SETTINGS:
ELECTRONIC ORDER ROUTING

Notifications:

The following boxes need to be checked to ensure you will be
informed about any changes and updates on orders

Notifications
Send notificaions when To email addresses required
J Send s notficstion when orders are undeliversble
Orcer - | weByvander OE QNI
J Send 8 notficstion when s new collaborstion request against an existing order is receivec
J Send s notfication when purchase order inquines are receved
Purchase Order Inquiry « | weBuyvendor. DE_
[ Send s notficston when purchase order inquines are undeliversble
ficats t |
Send s notficaton when time sheets sre undeliversbie ) Suyvendor EGIINES q

Time Sheet
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NOTIFICATIONS

[ Testmodus | fif  Unternehmenseinsiellungen v

Lo oI M, el Dol

AT ST T

On the menu ,Company Settings” click
LJAriba Network Notifications® to indicate
which system notifications you want to

TEINGANG OSTAUSGANG KATALOGE BERICHTE NACHRICHTEN

Unternehmensprofil

~w | Alle Kunden ~s  Bestellnummer Kontoeinstallungen

Bestellungen und Lieferplanabrufe

Kundenbeziehungen
receive. Bestellungen, Rechnungen und Zahlungen Alle Kunden
Benachnchtigungen
0 0 0 0 0
Neue In Rechnung zu Beslellungen, die Zurickgewiesene Angeheflele Mehr Ariba Network Einstellungen
Bestellaufirdge stellende Beste bearbeitet w Rechnungen Dokumentes
Weiterieitung elekironischer Bestellaufirage
Beslellnummer Kunde Stalus Belrag Datum | n Rechnung gestellier Belrag Welterleitung elekironischer Rechnungen
Sio varfGgen abor keine Bestellungon und Lioferplanabrufo. vorzeitige Zahlungen

Uberweisungen

Arba Network-Benachrichtigungen
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NOTIFICATIONS

On the ,General” Tab you can Set general Account Settings =l -
n Otifi Cati o nS Cuslorer Rulaticnsh e B Noficutora Agpicaion St poe

On the ,Network® Tab you can set transaction
related Notifications

Electronic Order Routing

Tyo E2nd nodtcators when To emall oddrezses (one roquec

J Sand 8 rothcanon when ordars ane unosiverabie

Groar - wesupverso DA

J Send a notficanon when 8 new coliaboration Mques: BRANST BN EXISING DT I3 rRoeved

Note: enter up to 3 email addresses per o T T ————— e

J Sand  "otfcanon shen puthese toder ~gu e a1 LNZeliensie

notification type Separate each email address via P

Tine Shadk wedupercs OO
rotfices n el thec o S0
Comma P Sand 3 notficason when kams Selvered thvough pending Qutue BTE Not Sokmowiesged. Y —
3 - Sand g retfieazion whan Crder confimatons &' unieiversia. = =
Crder Contimuation Saiue - weSuyvenao =R

Sand u rolficaton when 800 nobcus ae odel vecalie

Ship Motice Falue weSor.cran CECHINNT

Service Sheel
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ENHANCED USER ACCOUNT i
FUNCTIONALITY

as & Unternehmenseinstellungen v  Mike Supplier v Hilfe-Center »

Abmelden

Externes Dokument v CSV-Dokumente JRYPStR el ice)

Mein Community-Profil

The user account enables you to:

Wechseln zu

= Gain quick access to your user - ————
account |nf0rmat|0n Settlngs demo@computerelectronics.com

Benutzer-1Ds verkniipfen

An den Administrator wenden

» Link multiple user accounts

= Note: after multiple user accounts
are linked the user account navigator
displays the multiple user accounts
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S DR. SCHNEIDER

ENHANCED USER ACCOUNT
FUNCTIONALITY

Under ,My account® you can complete all fields marked with an *

Unternehmenseinstellungen v  Mike Supplier ¥ Hilfe-Center »»

Mein Konto Abmelden
Konfoanstellngen  Arba Mobie-Einstellungen okument v CSV-Dokumente § RIS sl e s e
. ' Mein Community-Profil
Tog)
Kontoinformationen

Wechseln zu

Benulzemame. * | ST

Passwort andern

E-Mail-Adresse " | pesaie) Ssimsinsaii (| “m Mike Supplier
) “omputerelectronics.com

Vormame: * | Mike

Weitera Vomamen Benutzer-1Ds verknupfen

MNachname:* | Supplier
Andarungsprotokoll fur personliche Informationan

Geschéftliche Funklion Geschallseigentomer W
Voreinstellungen
Bevorzugle Sprache. | Englisch v

Bavorzugte Zeitzone:* | Amerikaflos_Angeles v @

Standardwahrung * US-Dollar Wahrung auswahlen |~

Filtariorsinstellungan im Posteingang/Postausgang speicham
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S DR. SCHNEIDER

UNTERNEHMENSGRUPPE

USERS AND USER ROLES

On the ,Company Settings* Tab click on Era T pes—
where you can Create new users and define the m
roles Accoumt Settngs
Orders, Invoices and Payments g 2P Jow we're mobile.
Administrator: , ,

= Administrator role is automatically linked to the
username and login entered during registration

= Controls access to the account, Creates users
and roles

4300040212

= The primary point of contact for users with
questions or problems

4300042105
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S DR. SCHNEIDER

UNTERNEHMENSGRUPPE

CREATE USERS AND ROLES

o You can create Users

@ You can create Roles

Enter name and description for the

IM3nags Assipnments for Lisers with Limiad Arcess

roes bkt
Add permissions for the roles checking = 6
the boxes e
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S DR. SCHNEIDER

UNTERNEHMENSGRUPPE

SUPPLIER INFORMATION PORTAL

webuy test A-TEST

On the Company Settings oy e
Tab click on .

0 ,Customer Relationships*
and find at the section e
,Current” the

9 Supplier Information Portal.

Purchase Order by Volume
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S DR. SCHNEIDER

UNTERNEHMENSGRUPPE
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S DR. SCHNEIDER

UNTERNEHMENSGRUPPE

SUPPLIER HELP RESOURCES

Online Help

= Light Account

= Help Center

= Ariba Exchange User Community
Customer Support

Click here to view region specific support by email and phone

© Dr. Schneider Unternehmensgruppe | Stand: Februar 2019 Vertraulichkeitsklasse: offentlich 47




