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Logging in with your Ariba Network account ;%
&

Log in to Ariba Network with your username and password
(created when you registered in Ariba Network)

Access to the platform:
https://supplier.ariba.com

SAP Ariba

Supplier Login

New to Ariba?
Register Now or Leamn More
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Define recipients for electronic documents

Start with specifying the people who will receive electronic purchase

orders and other documents from UPM:

Click on your initials in the upper right corner of the platform landing page
Choose Settings

Choose Electronic Order Routing

Add recipients of the electronic purchase orders in the field “Email address”.
Please note that you can add a maximum of 5 email addresses here

5)  Choose the format for documents. It is recommended to receive documents as
PDF attachments

A WODN -
~— ~— ~— ~—

New Orders

Document Type Routing Method Options

o | Enmail aderess: | armi.auditoija@gmail.com

|| Inctuge documentin the email message

Catalog Orders without

Attachments Emat ~

Leave attachments online and do not include them with email message. This applies to all
orders with attachments that have the routing method "Same as new catalog orders without

e I v Auach PDF document in the email message I

Current Routing method for new orders: Email

Catalog Orders with Attachments. Same as new catalog orders without attachments

Atiachments will be included in the order.

Non-Catalog Orders without

Current Routing method for new orders: Email
Attachments

Same as new catalog orders without attachments

Non-Catalog Orders with Current Routing method for new orders: Email

Attachments Same as new catalog orders without attachments |

A attachments will be included in the order.

I ACCOUNT SETTINGS

Customer Relationships
Users

Notficabons

Application Subscriptions
Account Registration

NETWORK SETTINGS

e Electronic Order Routing

Armi Auditoija

My Account
Link User IDs

Contact Adminestrator

Electronic Invoice Routing

Accelerated Payments
‘ Remittances

Data Deletion Criteria

Network Notifications

Audit Logs

Test Supplier

ANID ANOLST2248934-T
Company Profile e
Settings >
Logout
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Create roles and add new users in Ariba Network ﬂ%
[}

If you added purchase order recipients
without user rights for the account, please F
Create them ACCOUNT SETTINGS

Armi Auditoija

My Account

Customer Relationships Link User IDs

1) Click on your initials in the upper right corner e
of the platform landing page

Users Contact Administrator

. e Test Suppler
2) Choose Settings Appication Subscriptions i

Account Registration

3) Choose Users Company Profle

NETWORK SETTINGS

Settngs >
Electronic Order Routing
Electronic Invoice Routing Logout

Accelerated Payments
‘ Remitlances
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Create a new Ariba Network role

1) Click on the ”+” symbol on the right hand
side
2) Name the role, e.g., Order Manager

3) Select at least the following permissions
"Inbox and order access” and "Outbox
Access”

4) Save

Note! If participating in tendering, please choose the
needed roles from Permissions page 2

\/ Access Proposals and Contracts

UPMBIOFORE-BEYOND FOSSILS

Create Role

5 0 requiced field

New Role Information

Permissions

Permission

Respand to pastings an Ariba Discavery

nnnnn

Bescription

Respond to postings an Ariba Discovery

{requires Inbox Access)
View and saarch docizments in Inbox and take actions based on your fole.
Create, activate and delete folio ranges used for tax invoicing,

Generate invoicas, 3¢ supported by customers (requires Inbox and Outbox Access)

Parform Logistics actions with | to

View and search documents in Outbox and take actions based on your tole
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Administrator Role — Ariba Network account s%e
[}

Administrator is the primary point of contact for other Ariba Network account users.
Administrator can add and remove organizations’ Ariba Network account users,
and maintain access rights for them i

test-armi.auditoija@gmail.com

ACCOUNT SETTINGS My Account

IMPORTANT: If administrator is leaving the organization, ensure to appoint a new
administrator in Ariba Network before the person leaves

Customer Relationships Link User IDs

3 Contact Administrator
Manage Roles Manage User Authentication Revoked Users Notifications

Test Supplier

To set the administrator role:

1) Click on your initials in the upper
right corner of the platform landing

page

Choose Settings

Choose Users

Choose Manage Users page

To the right of the selected user,
click on Actions

a s e

a1

Users (2) o

j Eniable assignment of orders to users with liited access to Ariba Network: ©
Filter

Users (You can only search on one attribute at a time)

Username v| Enter username [ + ]

D Username Email Address First Name

Application Subscriptions
Account Registration
NETWORK SETTINGS
Electronic Order Routing
Electronic Invoice Routing

Accelerated Payments

ANID: AN01572248934-T
Standard account

-

Company Profile

e

Logout

Feedback

Authorization Profiles Assigned

Customer Assigned AN Access Ae

admin

Yes

i
—— Edit ‘
jg‘.s Tation All(1) v
admin Delete
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Add a new Ariba Network account user

1) Select Manage Users tab

2) Click on the "+” symbol on the right-
hand side

3) Fill in the needed account user
information: username, email, first
name, last name

4) Select a role for the new users
5) Click on Done

UPMBIOFORE-BEYOND FOSSILS

ts [rssmoomarin ] _semos romconae

Srdar Mo

Create User

Create a new user account and

rear ind assign a role and i needed assign them to a busin
information entered here will not be modifiable after you click Done. However, you can modiy role assignments at any time.

New User Information

Role Assignment

business unit. Ariba will email a temporary password to the address provided for the new user account. The account

Usal v
Description

gistratians,
R processe:
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Your account is now ready
for receiving purchase orders or requests for
quotations (RFQ)

N KK
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i
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Support and guidance

Tool/technical support UPM orders and ways of working
* UPM - SAP Ariba information portal « Join UPM on the Ariba Network
» Guidelines for using Ariba Network * Ariba Network platform enablement:
Standard account join.ariba@upm.com
« Ariba Help & Support Center: » UPM orders and order processing for suppliers:

Click on the "?” contactsops@upm.com

symbol on the upper
right corner of your
Ariba Network account

Please note: For now, UPM uses Basware system for electronic invoicing.
Invoicing in Ariba is not available for UPM suppliers.
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