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Approval of Trading Relationship Request UPM

Approval through email Approval in SAP Business Network

1. Click button Get started in the email %
and a'pprov.e the Trading UPM
Relationship Request on your |
accou nt . 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. =

Customer Relationships

Customes Relationships  Users  Notfcations  Application Subscripions ccount Regiration  API management

Account Registration

NETWORK SETTINGS

Electronic Order Routing

A hcme Supplier — Electronic Invoice Routing
00101 Helsinki Finland 123 Msin Street. rm 202,
+358 (0) 204 15 111 San Francisco, CA 84307 Pending Customers Accelerated Payments
foin.ariba@upm.com United States

+1 6506906995 d

john.doe@acme.com Remittances
Leam more: C o o Data Deletion Criteria

+ Misit the Supplier Information Portal for instructions provided by UPM.
+ About SAP Business Network

Network Notifications
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New SAP Business Network account creation U’{;M

1. Access SAP Busines Network with this
link.

2. Click Register Now.

3. Enter all required Company Supplier Login | |
information marked with an asterisk ¥ Use my emai a5 my username

Administrator account information @

First name * Last name *

Email *

* W Business Network Password * Repeat password *
( ), User Name | & || ® |
. L. Create a free company account to connect with
4. E nter a u req ui red Ad ministrator your customers on SAP Business Network Business role *
. . . Password ‘ Choose your primary business role v ‘ @
account information marked with an Company information @

[V] 1have read and agree with the Terms of Use.

. * Company (legal) name *
Login —
a Ste rl S k ( ) . E ‘ Enter company legal name | [v] I hereby agree that SAP Business Network will make parts

F LU P d c R . of my (company) information accessible to other users and
orgot Username or Passwor ountry/Region

5. Accept the Terms Of Use by Checki ng ‘ oo ) ” | the public based on my role within the SAP Business

Network and the applicable profile visibility settings. Please

see the Privacy Statement to learn how we process

th e bOX. New to SAP Business Network? ‘A“'“S fne* | personal data.

Register Now or Learn More

6. Confirm that you are not a robot. —— |
. | -~
7. Click on Create account button to +/ mnota oot

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

Profile Settings completion

1. From Account Settings dropdown menu available under your initials click on Company Profile.

2. Fillin all suggested fields in all tabs.
3. Click Save.

Anna =

Note!

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

-Com

My Account

Link User IDs

Contact Administrator

Aniakl =

ANID: #
Standard account

Company Profile

SAP  Business Network Standard Account | Upgrade | TESTMooE

Company Profile

Basic (3) Business (2) Marketing (3) Contacts Certifications (1) Additional Documents

* Indicates a required field

Overview

Company Name:* ‘ Janiak -o ‘

Other names, if any: ‘ ‘

N

Networkld:  ANOJ "

Short Description

e | |

Public Profile:  hup://discovery.ariba.com/profile/A

Privacy Statement: | SAP Ariba Privacy Statement v %

Address
Address 1:° ‘ 1st Test Street ‘
Address 2 ‘ ‘
Postal Code: *
Ciry:® ‘ Helsinki ‘
State: Uusimaa [FI-18] v
Country/Region: * ‘ Fintand [FIN] V‘

o
UPM

Public Profile
Completeness

Short Descri ption
Website

Annual Revenue
Certifications
D-U-M-S Number
Business Type
Industries

Company
Description

Company Logo

Share Your Public
Profile

Click here to get your
Ariba badge.

View Public Profile

Profile Visibility
Settings
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Electronic Order Routing Method o
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.

Electronic Order Routing Electronic Invoice Routing Accelerated Payments Settlement Data Deletion Criteria

(7 ﬂ * Indicates a required field
N ote L]

External System Integration
Anna §

* These email addresses will be et L e e
notified about new Purchase = My Account o Catelog Graers wih Part umoers

ACCOUNT SETTINGS

O rd e rS S e nt by U P M O n th e Customer Relationships Link User IDs
N etWO rk. Users Contact Administrator
 Each address provided need etesters Aniak?

. Application Subscriptions ANID: AN
to b e S e p a ra te d W I t h a Standard account Document Type Routing Method Options

Account Registration Email address

C O m m a O n l-yo N O S p a C e S Company Profile ‘ test1@dummy.test2(@ dummy.com. test2@dummy.com| -

NETWORK SETTINGS

b etWe e n e m a i lS a llOWe d Elect Order Routing Settings > I_I Attach cXML document in the email message
ectronic Urder Routin wi
° gg;acfiggers without Email v |Z| Include document in the email message
1 1 VoIl i Leave attachments online and do not include them with email
® TI C k t h e O ptl O n to atta C h P D F Electronic Invoice ROUtmg Logout |:| message. This applies to all orders with attachments that have the

routing method "Same as new catalog orders without attachments”

d O C u m e n tS i n t h e e m a i l_ Accelerated Payments |:| Attach PDF document in the email message

|:| Process non-catalog orders as catalog orders if part numbers are entered manually

Status Update Request Notifications

|:| Do not send status updates for inbound documents in pending queue

New Orders

e I
.o . Remittances
notifications.
Data Deletion Criteria
Network Motifications 6] ©UPM




Unconfirmed Orders Notifications

Enable rule by clicking v/

o=

Save your settings.

Other Notifications

|:| Send a notification in advance of planned network downtime, unplanned downtime, and new releases.

Send a notificaton when company certfication information has expired. Examples of company cen include, Small znd Di
Centification Expiration Notfications Business.
|z| Send reminders of unconfirmed orders. This notification depends upon 2 customer rule.
Reminder of Unconfirmed Orders
|Z| Send reminders of non-received items from orders. . This notification depends upen 2 customer rule.
Reminder of non-received order items

Enter email address on which you want to receive notifications.

>

[ Account Settings
Customer Relationships
Users
Notifications

Application Subscriptions

Account Registration

From Account Settings dropdown menu available under your initials click on Notifications.
In section Other Notifications find Reminder of Unconfirmed Orders.

o
UPM

W Q @ MP,

Mateust
Ftest@gmail.com

My Account

Link User IDs

Contact Administrator

SAP Finland Oy

ANID: AN01700102521-T
Premium Package

Company Profile

Settings >

Logout
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SAP Business Network TEST account creation U{gM

1. Click onyourinitials in top right corner. USER NAME

2. Select Switch to Test Account. Login Username

3. Click OKwhen the SAP Business Network displays a My Account
warning indicating you are about to switch to Test Mode. Link User IDs

Contact Administrator

4. Create a Username.
. USER NAME Switeh to Test Account
Cr.eate a Password and re -enter it. Changing Account Mode “
Click OK.

o1

When you switch, Ariba Network logs you off of your Production Mode.
|
To stay in Production Mode and save changes, click Cancel
NOte! | To switch to Test Mode, click OK
TeSt Adm|n Userna me Wlll be i The trading relationship with the buyer test and development account will be automatically established. This applies to all existing buyer account ri
once a new trading relationship is established in the Production and Test mode respectively. MNote: Supplier fees do not apply for Test accounts
autogenerated, the System
Administrator can either use this Create Test Account oK

or cre ate a nhewone it can not be You are about to create a new account in the Test Mode. The trading relationship with the buyer test and development account will be automatical
’ This applies to all exist g burper account relationships andlalso once a neew frading relationshin ks Loce

the same as the login for the srmame:* [ 455-3minG Name of Sappber
Production Account. Password:*
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Process of user creation in SAP Business Network (1/3) U%M

To grant access to additional users in SAP Business Network:
1. Create auserrole. ,
2. Create users and assign to them the newly created role. e

l adam.rek(@upm.com

Q @ AR

Administrator

Switch to Test Account

Assign the role —— |

UPM

Create arole ’ Create a user

to the user

ANID: AN01442803220

Company Profile
Manage Services
Manage Profile

Manage Announcements

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

Saved Suppliers

[ Users Settings >
atjle|

Customization - SAP Back to Classic

9 2 Service

ndors by|

Logout

Customization - Self
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Process of user creation in SAP Business Network (2/3) U'{;M

Create Role

After accessing User Management from the settings:
1. Stayinthe tab Manage Roles.
2. Clickthe plus button.
3. Name the role (for example: Order Handling)
4. Grant proper permissions:

* Inbox and Order Access, Permissions

* Qutbox access.
5. Save the role.

* Indicates a required field

New Role Information

Mame: *

PO Handling

|:| Permission Description

|:| DOX Extraction Access Access to SAP DOX Servi

Folio Management Create, activate and delets

Account Settings

Goods Receipt Report Administration Access to Reporting, and

D Registration Access Register unigue identifiers

Customer Relationships Users MNotifications

Inbox and Order Access View and search docume

Integration Management Full Access Access and update the qu

Manage Roles Manage Users Manage Use

Roles (2)

Create and manage roles for your account. You can edit

Save Cancel I
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Process of user creation in SAP Business Network (3/3) A

After accessing User Management from the settings:

1. Gotothe tab Manage Users.
2. Clickthe plus button.
3. Fillin 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.Smith 1 @abc.com)

e User’s email address
*  Name and Surname.

4. Grantthe role which you created in previous

step.
5. Save the user.

Account Settings

Customer Relationships Users Notifications Application Subscriptions

Manage Roles Manage Users Manage User Authentication

Create User
Create a new user account and assign a role and if needed assign them to & business unit. Ariba will email a temporary password to the address provided for the new us
New User Information

Usemae:*| John.Smith@abe.com ©
Email Addriz=:*| John.Smith@abc.com
First Nathe: ‘_Jann
—

Last Naje:*| Smith

Role Assignment

Cancel

11| © UPM



LS
Support %

li SAP Business Network Configuration Support

Email: Join.Ariba@upm.com

R Supplier Enablement Business Process Support

%Zw

Email: Join.Ariba@upm.com

SAP UPM Supplier Information Portal:
sV 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
g account under the question mark as Help Center el center

Contact Administrator
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