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What changes?

UPM takes SAP Ariba procurement tool into use for
head office purchases (including research and
development units)

Thus, UPM suppliers will receive purchase orders via
Ariba Network platform

Suppliers can confirm the orders and create a ship
notice for the ordered goods

Suppliers need to ensure they add purchase order
numbers (POs) in their invoices

Upcoming functionality
In near future, UPM starts requesting for quotations
(RFQ) via Ariba Network. In addition, selected suppliers

will be able to create purchase entry sheets (SES) for the

services they have provided for UPM.
For these new functionality and ways of working we will
instruct you separately.
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What will change for UPM’s suppliers?

What does NOT change?

VAT identification number (“Y-tunnus”)

Invoicing addresses and systems. UPM continues to
accept only electronic invoices via Basware
Sourcing contact people in UPM head office and
business units



Steps for the suppliers %
§
UPM

1. Ariba Network account 2. Order processing in Ariba

Network

Supplier registration in Ariba : :
PP g settings and creation of

new users

(completed)
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Logging in with your Ariba Network account _s%e
s

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

My widgets  uPm.TEST v

Password ARG
Purchase orders Last 3 monens v nvoice agng Download app Comparny peofile
ogin
Forgot Username or Password
- We are now o,
mobile. - &
€ . P

New to Ariba?
Register Now or Learn More
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https://supplier.ariba.com/

Define recipients for electronic orders }
&
UPM
Start with specifying the people who will receive electronic purchase

orders from UPM:
1)  Click on your initials in the upper right corner of the platform landing page
2)  Choose Settings

Armi Auditolja

3)
4)

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

New Orders

Document Type

Catalog Orders withaut
Attachments

Catalog Orders with Attachments

Non-Catalog Orders without
Attachments

Non-Catalog Orders with
Attachments

Routing Method

Email ~

Same as new catalog orders without attachments

Same as new catalog orders without attachments

Same as new catalog orders without attachments v

Options

° Email address:| anmi.auditoija@gmail.com
N e

cument m T essage

‘/ Include decument in the email message

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 Vv | Attach PDF document in the email message I

Current Routing method for new orders: Email

‘Attachments will be included In the order.

Current Routing method for new orders: Email

Current Routing method for new orders: Email

Anzchments will be included in the order.

ACCOUNT SETTINGS My Account

Custoenet Relationships
Users

Notifications

Application Subscrotions
Account Registration

NETWORK SETTINGS

e Electronic Order Routing

Link User IDs

Contact Administrator

Test Supplier

AN ANO1S 2248954
Company Profile o
Settings > |

Electronic knvoice Routing

Accelerated Payments
‘ Remittances

Data Detetion Criteria

Network Notficatons

Augit Logs

Logowt

Fasoax
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Create roles and add new users in Ariba Network 3%2
&

If you added purchase order recipients
without user rights for the account, please F
create them: sccoun sermms

Armi Auditolja

My Account

Customer Retationships Link User IDs

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

Users Contact Aoministrator

Notfications
) Test Supplier
2) Choose SettlngS Application Subscrotions ANID- ANOIS T4

Account Registration

3) Choose Users Compony Prafie

NETWORK SETTINGS

Electronic Order Routing

Electronic invoice Routing Logowr

Accelerated Payments
‘ Remittances
Data Detetion Crteria

Network Notficatons

Augit Logs
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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

J Access Proposals and Contracts

UPMBIOFORE-BEYOND FOSSILS

Create Role
* Indicates a required field

New Role Information

Permission

uuuuu
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Administrator Role — Ariba Network account 3%2
&

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 B AR

test-armi.auditoja@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

To set the administrator role: °
1)  Click on your initials in the upper > e S

Test Supplier
Application Subscriptions ANID: AN01572248934-T

Standard account

[

Company Profile
NETWORK SETTINGS

right corner of the platform landing
page

Enable assignment of orders to users with limited access to Ariba Netwaork. '

Filter

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

Electronic Order Routing

=10

. Electronic Invoice Routing Logout
2)  Choose Settings Y P — [+] i
Accelerated Payments §
3)  Choose Users =
4)  Choose Manage Users page
5)  To the right of the selected user, 8=
C“Ck On ACtIOnS |: Usemame Email Address First Name Last Name Ariba Discovery Contact Role Assigned Authorization Profiles Assigned Customer Assigned AN Access Ae
6) Choose Make Administrator | | rinakoskinen@visitorupm.com  riina koskinen@vistorupm.con  Riina Koskinen Mo fegauaton All(1) Ves I Actions ¥ :
taija.janvilahti@visitorupm.com  taija janvilahti@visitorupm.com  Taia Janvilahti No “;g‘?"a‘i°" Allgt) o v
admin Delete

Ly | Addto Contact List l [ Remove from Contact List o Make Administrator
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Add a new Ariba Network account user

1)
2)

3)

4)
5)

Select Manage Users tab

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

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

Select a role for the new users
Click on Done

UPMBIOFORE-BEYOND FOSSILS

Emai adaress

nnnnnnnnnn

A

Create User

New User Information

Role Assignment

Create a new user account and assign a role and if needed assign them
nformation entered here will not be modifiable after you click Dane. Hon

00 who processes orders,

103 business unit. Ariba will email a lemporary PASSWOrd 1o the acdress. provided for the e
wever, you can madify role assignments at any time.
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Your account is now ready
for receiving purchase orders

KKK

i
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Supplier journey in Ariba Network platform %
§

UPM sends a Confirm 3 Goods or_der: _
purchase order to the 2 (or reject) the order Create ship notice
recipient _\§
(defined by the supplier in
Ariba Network account
settings)
3 Service order:
L Create service
=0m oy et (559
Vv [V
oilEig provided the
ordered services to
UPM

(Note: not yet available,
will be instructed later)
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1. Purchase order notification and logging in to Ariba ﬁ%
Network U’§M

L When here . new puchase order rom

UPM, the previously defined recipient
receives an email notification from Ariba UPM - TEST sent a new order o
Network

(from email address:
ordersender-prod@ansmtp.ariba.com)

Message from your customer UPM - TEST

Dear valued supplier,

This order email has been sent by UPM and we kindly ask you to use the "Process order” button in this email. You can send full and
partial order confirmations to the UPM buyer. In additien you can optienally review the history of the last 50 orders received, re-send

2 . Click on Process Order tab_ Ariba Iogin copies of these orders, create multiple user accounts to access the orders and much more using the same login details.

If you have questions about how to process the order, please contact our Supplier enablemen SAP A o
riba

page opens e

3. Log in to Ariba Network with your supplier Login
username and password Your company Test Suplier is areacy regisered.
(created when you registered in Ariba e i
Network) User Name

Forgot Usemame or Password
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2. Order confirmation

 After logging in, you will be directed to the Purchase Order page
* You can process the order in three different ways:

— Confirm Entire Order

— Update Line Items, that allows you to process the order line by line

— Reject Entire Order

Goods order

Service order

Purchase Order: 4400001197

Purchase Order: 4400001198

I Create Order Confirmation v Create Ship Notice

Confirm Entire Order
Update Line Items istory

Reject Entire Order

=

UPM

From:

E-invoice address: 00371041090011144

Basware operator id: BAWCFI22

VAT Number: FI10410900

PDF_E_Invoice: upm.kymmene.hg@email.basware.com
Finland

Create Order Confirmation » _reate Ship Not

ce | l Create Service Sheet

Confirm Entire Order
Update Line Items istory

Reject Entire Order

%

UPM

UPMBIOFORE-BEYOND FOSSILS
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2A Confirm entire order

1.

2.

If you confirm the entire order, obligatory fields in the
order confirmation header are:

— Confirmation # (you can freely select an order confirmation

number)
— Estimated delivery date

You can also fill information in the other fields. Then,

choose Next

Review the confirmation and click on "Submit”.

Confirming PO

Confirm Entire

Order ¥ Order Confirmation Header

Review Order
Confirmation

o Supplier Reference:

Shipping and Tax Information

Confirmation # | 123456789 ”
Associated Purchase Order # 4400001197
Customer:  UPM - TEST

I Est. Delivery Date:* | 17 Nov 2021 I

Comments:

UPMBIOFORE-BEYOND FOSSILS

Goods order example

o
UPM

Confirm Entire o
Order Confirmation Update
Confi tion #:
Review Order onfirmation 123456789
Confirmation Supplier Reference:
Attachments:
Line Items
Line#  Part#/ Description Qty (Unit) Unit Price Subtotal
1 Not Available 5 (each) @ 150.00 EUR 750.00 EUR
5 white elecrical desks to Helsink office
Current Order Status:
S Confirmed With New Date (Estimated Delivery Date: 17 Nov 2021)
Service order example e
Confirming PO Provious =y -
Confirm Entire
@ Order ‘Confirmation Update
Review Order e
Confirmation
Line Items
Une#  Pant ] Description Tvpe oty (uni) unit Price Subtotsl
B et Available Service 1{acT) (@ 12.000.00 EUR 12,000.00 EUR
c for project ABC during preteminary phase
1 Canfirmed With New Date (Esiimated Completion Date: 17 How 2021)
==u] - e




2B Update line items (order processing line by line) ,ﬂﬂ%
Guideline for goods orders 1/3 U’ng

Confirming PO

1. If you choose "Update line items”,
the only obligatory information field Purchase Order: 400001197
on the order confirmation header

|eve| |S ”Confl rm atlon #” | Create Order Confirmation Create Ship Notice Fég\:wifsi:;wation o I Confirmation #: |123456739
ASSO )

(you can freely Select an order Confirm Entire Order

. . istory Custome'r; UPM - TEST
confirmation number) ‘

Reject Entire Order Supplier Reference: |

@ Update Item Status v Qrder Confirmation Header

2. In Line Items section, add Shigpingand T nformatn

quantities of the ordered goods

h ) Line#  Part#/ Description Type Qty (unit Urit Price Subtotal Est. Shipping Date: Est]
that you: T

5 whi slecvical desks to Helsink office Est. Delivery Date:

e Confirm P

«  Backorder @ s vremmes
© Reject o I Confirm: |:| Backorder. l:| Reject II I,e

D Enter shipping and tax information at the line item level.

Comments: |

Attachments:

3. Once you've added the

information, click on
the Details tab

The tota size of ail stachmants cannot excesd 10MB

(R
Confim Al | @
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2B Update line items (order processing line by line)
Guideline for goods orders 2/3

1. Add details for confirmed, backordered and rejected goods

2. Here the only obligatory information field is "Estimated Delivery Date”

3. Once ready, click on the OK tab

BT o202 505 an 54 e cmpny. g e

Please Select
ncorrect Delivery Date
neorrect Description
ncorrect Price

ncorrect Quantity

neorreet StackiPart Number
neorrect UOM

nable to Supply lem

Privacy Sistemen:  Secuity Disclosurs  Terms of Use:

UPMBIOFORE-BEYOND FOSSILS

Part # | Descriptior Qty s Need B Ship By
Not Available 5 @

sw

New

Comments:

Unit Price Subtatal

150,00 EUR 750.00 EUR

(|
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2B Update line items (order processing line by line)

Guideline for goods orders 3/3

1. You are directed back to the order confirmation header page where you can see the updated line items

information
Click on the Next tab

no

3. Review the confirmation and choose Submit to send it to UPM

’ @ Update kem Status— » - Order Confirmation Header

Line ltems

Aachments:

uuuuuuuuuuuuuuu

*
o

Confirming PO

@ Update Item Status

Review
Confirmation

irmation #: 123456789

5 white electrical desks to Helsinki office.
Current Order Status:

1 Rejectad (Rejection Reason: Unable to Supply item; Comments: Only 4 desks left)
4 Confirmed With New Date (Estimated Delivery Date: 17 Dec 2021)

Line ltems
Line#  Part#/ Description Type Qty (Unit) Unit Price Subtotal
B Not Available Material 5 {each) (@ 150.00 EUR 750.00 EUR

Previous

=l )

UPMBIOFORE-BEYOND FOSSILS
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2B Update line items (order processing line by line)

Guideline for service orders 1/2

1. If you choose "Update line
items”, obligatory information
fields on the order
confirmation header level are
"Estimated Completion Date”

and "Confirmation #’
(you can freely select an order
confirmation number)

2. Inline items section, confirm
or reject the service. If you
reject the ordered services,
please select the reason from
the drop-down list. You can
also add comments

3. Once you've added the
information, click on
the Next tab

UPMBIOFORE-BEYOND FOSSILS

Purchase Order: 4400001197

Confirm Entire Order

story

Reject Entire Order

| Create Order Confirmation » Create Ship Notice

Confirming PO

Review
Confirmation

| @ Update ltem Status v QOrder Confirmation Header

Confirmation # ‘ 123456789

Subtotal

12,000.00 EUR

Line Items

Line#  Part#/ Description Type Qty (Unit) Uit Price

1 Not Available Senvice 1(acT) @ 12,000.00 EUR
Consulting for project ABC during preliminary phase
(") unconfirm
(@) Confim
() Reject- Please specify a reason: | Please Select v H P

Name Size (bytes) Content Type
No itam:

Choose File | No file chosen Add Attachment

The total size of all attachments cannot exceed 10MB.

L )
Confirmal | @

ociated Purchase 4400001198
Order #:

Customer: UPM - TEST

Supplier Reference

Shipping and Tax Information

|| Enter taxinformation at the line item level.

Est. Completion Date: | 17 Nov 2021 I

Comments:

20 | © UPM



2B Update line items (order processing line by line) ,ﬁﬂ%
Guideline for service orders 2/2 X

Review the confirmation and choose Submit. You have now sent the confirmation to UPM.

Confirmation #: 123456789
@ Update Iltem Status Supplier Reference:

Est. Completion Date: 17 Nov 2021

Review Attachments:
Confirmation
Line Items
Line # Part # / Description Type Qty (Unit) Unit Price Subtotal
L Not Available Service 1(ACT) ‘1:' 12,000.00 EUR 12,000.00 EUR

Consulting for project ABC during preliminary phase
Current Order Status:

1 Confirmed With New Date (Estimated Completion Date: 17 Nov 2021)

UPMBIOFORE-BEYOND FOSSILS 21 | ©UPM



2C Reject entire order ,a%z
&

1. If you want to reject the entire oder, complete the field "Confirmation #”
(you can freely select an order confirmation number)

Select the rejection reason from the list and add comments

3. Click on the Reject Order tab, and the information is now sent to UPM

N

REJECT ENTIRE ORDER

Purchase Order: 4400001197

Create Order Confirmation | Create Ship Notice
REJECT ENTIRE ORDER Rejection Reaso| Please Select v

Update Ling Items Estory

Order Confirmation Number:

Confirmation # ‘ 123456789 |

Please Select

Comment]

Reject Entire Order Order Confirmation Number: Duplicate Order

I Confirmation #:

123456789 I ‘ Incorrect Delivery Date

Incorrect Description
o Rejection Reason: ‘ Please Select v| I Incorrect Price

Incorrect Quantity

Comments: Incorrect Stock/Part Number

Incorrect Supplier Code Used

Incorrect UOM

Not our Product Line

Unable to Supply Item(s)

Other

UPMBIOFORE-BEYOND FOSSILS 22 | ©UPM



3. Create ship notice 1/2

Note! Applicable for goods orders only

1. Choose Create Ship Notice

2. Fill the needed information in the following fields:

— Packing Slip ID (you can freely choose the used ID)
— Delivery Date

- Ship Qty Create Ship Notice
3. Choose Next

* Indicates required field

SHIP FROM
Purchase Order: 4400001197 0 Supplier 1
== Tampere Finland

Create Order Confirmation v [ Create Ship Notice }

v Ship Notice Header
Order Detail Order History

Please create a ship notice only after the

order confirmation

SHIP|
Packing Slip 1D:*

Invoice No.:

UPM

Reguested Delivery Date: --

Ship Notice Type | Select  ~

Shipping Date: m

Order

Supplier Batch ID

Production Date

uuuuuu

g
2

I Delivery Date: *

Gross Volume:

Gross Weight:

UPMBIOFORE-BEYOND FOSSILS
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3. Create ship notice 2/2 A

Note! Applicable for goods orders only U’§M

Please, review the ship notice and submit it. Ship notice is now sent to UPM.

Ship Notice Header

SHIPPING TRACKING
Packing Slip ID: 123456789 Tracking information not provided,
Invoice No.

Requested Delivery Date: —

Ship Notice Type: --

Actual Shipping Date: -

Actual Delivery Date: 17 Nov 2021 12:00:00 PM
Gross Volume: -

Gross Weight: --

ADDITIONAL FIELDS

Addlitional information ot provided.

Order Items Hide Item Details
Order # Item Part # / Description Customer Part # Qty unit Need By Ship By Unit Price Subtotal
4400001197 1 Not Available 5 each () 150.00 EUR 750.00 EUR

5 white electrical desks to Helsinki office.

SHIPMENT STATUS
= 1. shipqty: Seach (i) Hide Details

No detail information provided.

o (]
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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.

UPMBIOFORE-BEYOND FOSSILS
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https://support.ariba.com/Item/view/191394
https://support.ariba.com/item/view/183459
https://www.upm.com/about-us/for-suppliers/join-upm-on-the-ariba-network/
mailto:join.ariba@upm.com
mailto:contactsops@upm.com
https://www.upm.com/about-us/for-suppliers/invoicing/
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