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Approval of Trading Relationship Request
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• In order to exchange documents on the Network Supplier needs to approve Trading Relationship Request (TRR).
• Trading Relationship Request is sent from SAP Business Network to the supplier account’s administrator and can be approved 

automatically or manually.
• If supplier’s account is set up to approve TRR automatically no action is needed. 
• If supplier’ s account is set up to approve TRR manually it can be done through email notification or on the SAP Business Network 

account.

Approval through email Approval in SAP Business Network
1. From Account Settings dropdown 

menu available under your initials 
click on Customer Relationships 
and choose tab Pending.

2. Tick customer name and click 
Approve.

1. Click button Get started in the email 
and approve the Trading 
Relationship Request on your 
account. 



New SAP Business Network account creation 
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1. Access SAP Busines Network with this 
link.

2. Click Register Now.
3. Enter all required Company 

information marked with an asterisk 
(*).

4. Enter all required Administrator 
account information marked with an 
asterisk (*).

5. Accept the Terms of Use by checking 
the box.

6. Confirm that you are not a robot.
7. Click on Create account button to 

proceed.

https://service.ariba.com/Supplier.aw/109561051/aw?awh=r&awssk=rRAdCy8H&dard=1&ancdc=2


Profile Settings completion
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1. From Account Settings dropdown menu available under your initials click on Company Profile.
2. Fill in all suggested fields in all tabs.
3. Click Save.

Note!
As a best practice it’s recommended
to complete the Public Profile 
Completeness to 100%.



Electronic Order Routing Method

6 | © UPM

1. From Account Settings dropdown menu available under your initials click on Electronic Order Routing.
2. Choose the most suitable routing method for Electronic Order Routing. If you will use SAP Business 

Network Portal to process orders choose Email and for B2B Integration choose cXML/EDI.
3. Configure e-mail addresses for notifications.

Note!
• These email addresses will be 

notified about new Purchase 
Orders sent by UPM on the 
Network.

• Each address provided need 
to be separated with a 
comma only. No spaces 
between emails allowed.

• Tick the option to attach PDF 
documents in the email 
notifications.



Unconfirmed Orders Notifications
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1. From Account Settings dropdown menu available under your initials click on Notifications.
2. In section Other Notifications find Reminder of Unconfirmed Orders.
3. Enable rule by clicking
4. Enter email address on which you want to receive notifications.
5. Save your settings.



SAP Business Network TEST account creation
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1. Click on your initials in top right corner.
2. Select Switch to Test Account.
3. Click OK when the SAP Business Network displays a 

warning indicating you are about to switch to Test Mode.
4. Create a Username.
5. Create a Password and re -enter it.
6. Click OK.

Note!
Test Admin Username will be 
autogenerated, the System 
Administrator can either use this 
or create a new one, it cannot be 
the same as the login for the 
Production Account.



Process of user creation in SAP Business Network (1/3)
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To grant access to additional users in SAP Business Network:
1. Create a user role.
2. Create users and assign to them the newly created role.

Create a role Create a user Assign the role 
to the user

To access user management in SAP Business Network, click 
you initials in upper-right corner and choose Settings -> Users.



Process of user creation in SAP Business Network (2/3)
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After accessing User Management from the settings:
1. Stay in the tab Manage Roles.
2. Click the plus button.
3. Name the role (for example: Order Handling)
4. Grant proper permissions:

• Inbox and Order Access,
• Outbox access.

5. Save the role.



Process of user creation in SAP Business Network (3/3)
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After accessing User Management from the settings:
1. Go to the tab Manage Users.
2. Click the plus button.
3. Fill in mandatory user’s data:

• Login: user’s email address (Note! If user 
already exists in the Network, you can add 
additional digit to the email address, for 
example: John.Smith1@abc.com)

• User’s email address
• Name and Surname.

4. Grant the role which you created in previous 
step.

5. Save the user.

Note! Newly created user will receive the Network email notification about access granted. 
New user needs to access link from the notification and crate the password.



Support

12 | © UPM

SAP Business Network Configuration Support

Email: Join.Ariba@upm.com

Supplier Enablement Business Process Support

Email: Join.Ariba@upm.com

SAP UPM Supplier Information Portal: 
https://support.ariba.com/item/view/204685_en?min=0&toolbars=1&gutter=1&popwin=0&footer=1

SAP Support Global Customer Support is available on your 

account under the question mark as Help Center

mailto:Join.Ariba@upm.com
mailto:Join.Ariba@upm.com
https://support.ariba.com/item/view/204685_en?min=0&toolbars=1&gutter=1&popwin=0&footer=1
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