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1. Purpose

This document is a user guide to enable existing Abu Dhabi Government suppliers to complete their registration
in SAP Ariba.

All existing suppliers who are already registered to iSupplier Portal and have an ADERP ID are required to re-
register to SAP to be able to continue to provide goods and services to Abu Dhabi government entities.

Supplier Registration is performed using the SAP Ariba Supplier Lifecycle and Performance Management
module together with Ariba Network. You must follow the process outlined below to register in the SAP Ariba
system.

2. Process Overview

If you are registered to the old system (ADERP iSupplier Portal), you should follow the process below,
irrespective of from where you deliver the goods or services to Abu Dhabi Government entities.

Supplier Request Supplier Registration

1. Create 2. Submit 3. Approval of 1. Create Ariba 2. Respond to Supplier 3. Submit Supplier 4. Approval of

Supplier Supplier Supplier Network Registration Registration Supplier
Self-Request Self-Request Request Account Questionnaire Questionnaire Registration

Legend: . Supplier . GPO Supplier Registration

The process is broken into two stages: Supplier Request and Supplier Registration.
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3. Supplier Request

Supplier Request

1. Create 2. Submit

Supplier Supplier
Self-Request Self-Request

Legend: . Supplier . GPO Supplier Registration

3.1: Create Supplier Self-Request

e Access the Supplier Self-Request link: http://dofad.supplier.mnl.ariba.com/ad/selfRegistration
URL will be published on the website.

e Supplier Self-Request Form will appear on the screen. Complete the form.
The fields marked with asterisk (*) are mandatory.

) ) ) Supplier Self-Request Form
e Are you already registered in the Abu Dhabi oA you alreacy registered in the Abu Dhabi Government Resource Management System (ADERP iSupplier Portal)
Government Resource Management System (ADERP @ ves No
iSupplier Portal): Yes *ADERP Registration Number
« Enter the ADERP Registration Number: 35678103 P 35676103

Enter the Supplier’s General Information:

General Information

° Company Name as per Commercial Registration OR *Company Name as per Commercial Registration OR License
License: STENO_NOTE CORPORATION STENO_NOTE CORPORATION
—Please enter CAPITAL letters and numbers only. *Company Address
Allowed characters are spaces and . , - _ Courtry

United Arab Emirates

e Country: United Arab Emirates e

¢ Address: Building 2 Buiding 2
o City: Dubai
e Zip Code: 51278 City Zip Code Stete

. . Dubsai 51278 Dubai
—User can enter either PO Box or Zip Code

o State: Dubai
» Office Telephone Number: 2280361

*Office Telephone Number
2280361

Facsimile Number

e Facsimile Number: +9712280395 4971228031
—optional field (Please enter valid Facsimile Number "Company Email Address
format: +(Country Code)(Fax Number)) info@steno.com
e Company Email Address: info@steno.com Website

http:#/stenonote.com

o Website: http://stenonote.com
*Business Locations

—optional field (website format should be validated)

Search  Browse

e Business Locations: United Arab Emirates p Q

—multiple countries are allowed United Arab Emirates

Copyright © 2019 by Abu Dhabi Government Procurement Office. All rights reserved. 4
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¢ Fist Name: Jonathan
e Last Name: Yu
¢ Position: General Manager
—company position of the supplier contact
» Office Telephone Number:
2281672 Local 971
e Mobile Number: 051269634912
—only numbers are allowed
e Contact Email Address: <placeholder@email.com>
—website format should be validated

Contact Person
*First Name

Jonathan
*Last Name
Yu
*Position
General Manager
*Office Telephone Number
2281672 Local 971
*Mobile Number
051269634912

*Contact Email Address

Enter the Supplier Commercial License and Tax Information:

e License Number: TS180275819
—only capital letter/numbers are allowed

e Upload copy of the License

e Do your company have VAT / Tax Number?
VAT / Tax Number: ED9100894972
—only capital letter/numbers are allowed

e Upload VAT / Tax Certificate or Valid Justification on
Company letterhead in case of non-applicability

Supplier License and Tax Information
*License Number

TS180275819
*Upload copy of the License

l:| Maximum attachments reached

[3 VAT _Tax Certificate Testdoex - 1292 kb =
*Does your company have VAT / Tax Number?
w:’} Yes No
VAT / Tax Number
ED9100894972
’Up\oad VAT / Tax Certificate or Valid Justification on Company letterhead in case of non applicability

Maximum attachments reached

[3 VAT _Tax Ceriificate Test docx - 12.92 kb %

Enter Goods and Services and Additional Information:

e Select the category of Goods/Service:
—select Level 2 Category only (refer to below example)

¢ Please select the entities you currently do business
with:

— only visible if the supplier has old registration in the
ADERP iSupplier Portal

e Attach your last PO and Invoice

— only visible if the supplier has old registration in the
ADERP iSupplier Portal

Goods and Services

*Select the category of Goods/Services
Search  Browse

+Add Q

Paper materials (5. +.) Paper products (s, wistu)
x x

Additional Information
*Please select the entilies you currently do business with

Search
+Add Q

‘Abu Dhabi Vocational Education and Training

Browse

Department of Education and Knowledge

*Please attach your last PO or Invoice

[ Supplier Registrafion.docx - 12.88 kb %
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*See below sample of Level 2 Category:

Goods and Services

*Select the category of Goods/Services

[ Industrial use papers >

(oS plazll 94

[ Paper materials (1.5 459 D

| IE] Paper products {<tais
)

3.2: Submit Supplier Self-Request

Once all required information is provided, submit the Supplier Self-Request Form.

e Click “Submit” at the bottom-right of the form.

Masimum attachments reached

/AT _Tax Cartficate Testdocx - 1292 kb 5

Goods and Services
*Select the calegory of Goods/Services

Search

Q

Paper materials (.3 44) Paper products (i <iag)

Additional Information

*Please select the entibes you currently do business with

Q

Depariment of Education and Knowiedge x Abu Dhabi Vocational Education and Training
*Please attach your last PO of Invoice
Maimum attachments reached

ppiar Ragistrason docx - 1283 K0 x

In the case of incomplete/incorrect fields, the system will trigger an error and prompt you to populate the
mandatory fields marked with a red asterisk (*). Once the error is corrected, resubmit the Supplier Self-
Request Form.

Upon successful Supplier Self-Request Form submission, the following message will be displayed: "Your
request for registration as a supplier with dofad-T is complete."

Copyright © 2019 by Abu Dhabi Government Procurement Office. All rights reserved. 6
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You may close the browser once this page is displayed as refreshing the browser will result in a new
request form being opened.

Decigicn will be sent to your email at zyra.mae.c.zales@acceniure.com

Supplier Self-Request Form

Are you already repistzrad in the Abu Dhabi Government Rescurce Management

System (ADERF iSupplier Portal)
ADERF Registration Numb=er

General Information

Company Mame as per Commercial Registration OR Licenss

Address

Office Telephone Mumber
Facsimile Number
Company Email Address
Wisbsite

Business Locations

Contact Person

First Name

Last Name

Fosition

Office Telephone Mumber

Mobile Numbser

Your request for registration as a supplier with dofad-T is complete.

The dofad-T supplier managemeant team will review your request details and make a decision on your request.

es

35872103

STENO_NOTE CORFORATION
Box Mo. 51278 Building 2

Cubal

51278 Dubai

United Arab Emirates

2280361

2280395

info@stenc.com

http:listenonote com

United Arab Ernirates

Jonathan

Yu

General Manager
2381672 Loeal 871
051260834812

Contact Email Address zyra.mae.c.sales@accenturs.com
Supplier License and Tax Information

Licnse Number TS5130275818

Updoad copy of the License

[ License test docx - 12.77 kb
AT / Tax Number —

Uphead VAT | Tax Centificate
VAT _Tax Cestificaste Test docx - 12.82 kb

Goods and Services
Select the category of Goods/Services Faper matensls (L2 28]

Paper products (32 Siad)

Additional Information
Flease select the entities you curmently do business with Department of Education and Knowledge
Abu Dhabi Vocational Education and Training

Flease sttach your last PO or Invoice
[ Supplier Regisiration docx - 12.88 kb

A system-generated email will be sent to the email address provided in the Supplier Contact Information
section on SAP Ariba to notify you that your Supplier Self- Request Form has been received and is
awaiting review and approval by the Government Procurement Office (GPO) Supplier Registration team.

AA  Ariba Administrator <no-reply@smtp.mn1.ariba.com>

[External] Government of Abu Dhabi - TEST is reviewing your registration request

This message is from an EXTERNAL SENDER - be CAUTIOUS, particularly with links and attachments.

Hello STENO_NOTE CORPORATION,

Government of Abu Dhabi - TEST has received your registration request and will review it for approval.
Their response will be emailed to“
If you have any questions, please don't reply to this email but instead contact Government of Abu Dhabi - TEST directly.

This email has been sent to you on behalf of Government of Abu Dhabi - TEST by SAP Ariba.

Copyright © 2019 by Abu Dhabi Government Procurement Office. All rights reserved. 7
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4. Supplier Registration

Supplier Registration

1. Create Ariba 2. Respond to Supplier 3. Submit Supplier

Network Registration Registration
Account Questionnaire Questionnaire

Legend: . Supplier . GPO Supplier Registration

4.1: Create an Ariba Network account

Once your Supplier Self-Request Form is approved, you will receive an automated email at the email
address provided in the Supplier Contact Information section inviting you to register in Ariba Network.

¢ On the registration email notification, follow the “Click Here” link

DM Data Management Specialist 3 <sdsystem-produae+dofad-T.Doc150116132@smtp.mn1.ariba.com>
{External] Invitation: Register to become a supplier with Government of Abu Dhabi - TEST

aean u;@
OeriRTarGe O resance

Register as a supplier with Government of Abu Dhabi - TEST
Helol

Data Management Specialist 3 has invited you 1o register to become a suppéier with Govemment of
Abu Dhabi - TEST. Start by creating an account with Ariba Network.Ifs free.

‘Govemment of Abu Dhabi - TEST uses Ariba Network to manage ifs sourcing and procurement
actvites and to collaborate with suppliers. If STENO_NOTE CORPORATION already has an account

With Ariba Network, 5590 in wilh your usermame and password.

Click Here Jo create account now

SAP Ariba

e Click “Sign up” to create an account.

Ariba Sourcing

Welcome, Jonathan Yu

Have a question? Cick here o see a Quick Star guide.
Welcome 1o the Aiba Netwok Department of Finance AUH - TEST has inted you fo a souscing event
New 10 the Arba Network? Sign up 10 regste your user acoount m

Aeady have an account? [NEOL ]

About Ariba Network

The Aviba Network is your entryway 1o al your Ara selle solions. You now have a sngle location 1o manage al of your customes felatonships and suppler acti dless: of hich Ara sol
Once you have completed the registration, you il be able o

+ Respond more efficienty 1o your customer requests
+ Work mare quickly with your customers i all stages of worklon apgroval

+ Raview pending sourcing events for mutiple buyers wih oo login
+ Apply your Company Protle Arba N ang Arba

+ Al your Arba customer relationships
« Alyour event actons, tasks and Yansactions

*Suppliers with an existing Ariba cloud network account should click “Log in” and provide their
credentials.

Copyright © 2019 by Abu Dhabi Government Procurement Office. All rights reserved. 8



==t
o J_a Ja dl> »fé'\\‘
DEPARTMENT OF FINANCE ({XN

¢ Review the details and populate all required fields on the account creation form.

Company information

=+ | STENO_NOTE CORPORATION

7'+ | United Avrab Emestes [ARE]

55+ Box o 51278 Buiking 2

s

we | U

User account information

*

the supplier request form

Company information” and “User account information” fields will be auto-populated with details from

¢ You have the option to provide product and service categories and ship-to or service location details in
the “Tell us more about your business” section.

¢ Read and acknowledge the Terms & Conditions and Privacy Statement of SAP Ariba.

Click “Create account and continue”

Tell us more about your business v

Product and Sen e Enter Product and Service Categonies

Ship-{o or Service Localions: | Enter Ship-to or Service Location

Taxip: | Optional

DUNS Number. | Optional

7 i

7] heve and and mree £ th 599 A Prvacy Statmare

d agrea ta tha T

Add -or- Browse

Add or- Browse

Create accoun! and cantinue cancel

Copyright © 2019 by Abu Dhabi Government Procurement Office. All rights reserved. 9
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Once the account is created, you will receive an auto-generated email from Ariba Commerce Cloud
confirming your registration and providing your Ariba Network account ID and username. This
information is important as it will be required to log-in to Ariba Network for all future activities.

Ariba Commerce Cloud <ordersender-prod@ansmtp.ariba.com:

AC

Welcome to the Ariba Commerce Cloud

ﬂ If there are problems with how this message is displayed, click here to view it in a web browser,

Welcome to the Ariba Commerce Cloud

Your registration process on the Ariba Commerce Cloud for STENO_NOTE CORPORATION is now
complete.

Your organization's account ID: AN01440417002-T

Your username: steno note@accenture.com

As the account administrator for this account, make sure to keep your username and password in
a secure place. Do not share this information.

If vou registered after receiving an invitation from an Ariba On Demand Sourcing buyer, you can
now access and participate in the buyer’s sourcing events. The Seller Collaboration Console
provides a centralized location for you to manage all your Ariba On Demand Sourcing events and
buyer relationships.

Ariba On Demand Sourcing buyers might request that you complete additional profile information
as part of their Supplier Profile Questionnaire. When you access customer requested fields for a
specific buyer, you will see a pop-up page with that buyer's name; that page contains the buyer's
customer requested fields.

You can immediately perform administrative and configuration tasks such as creating users and
completing your company profile. If account administration is not part of your job responsibility,
you can transfer the administrator role at any time to another person in your organization whose
responsibilities are more in line with account administration.

Good to Know:

Your Ariba Commerce Cloud account provides a central access point to the seller-facing
capabilities of the following Ariba solutions:

®  Ariba Discovery™ (Leads)

* Ariba Sourcing™ (Proposals)

s Ariba Contract Management™ (Contracts)
s Ariba® Network (Orders & Invoices)

You can start using Ariba Discovery immediately and begin receiving notifications when business
opportunities matching your commodities are published.

4.2: Respond to the Supplier Registration Questionnaire

Following Ariba Network account creation, you are required to complete two Supplier Registration
Questionnaires (“General Supplier Registration Questionnaire” and “Payment and Bank Details
Questionnaire”), providing all required details and documents.

Tima romaining

Console E Doc150116129 - Supplier Registration Questionnaire 29 days 22:59:16

Event Messages

Event Detaits All Content m A
Response History
Response Team Name 1

4 Related Organizations Add Related Organizations (9) |
v Event Contents > 5 Authorized Representatives

¥ & Supplier License and Tax Information
AX Content

61 Select the type of License FREE ZONE LICENSE v
1 Suppher Declaration
6.3 Country in which the License has been issued United Arab Emirates
2 Suppber Providing
@ 64 Emirates in which the License has been issued AbuDnabi
3 General Informatian 65 License Number
Related 66 License lssue Date =2
Organizations
67 License Efiective Date Ma =
Authorized
5 . N
epresent 62 License Expiry Date Mon =]
& Suppher License 6.9 Upload copy of the License = (¥ License testdocx - Update fle Delete fle
and

610 VAT /Tax Number
7 Goods and Services

611 Country inwhich the VAT / Tax Number has been issued  United Arab Emirates
& Ownership Details ~
612 Emirates in which the VAT Numiber has been issued Unspecified
Financial
9 613 Upload VAT Tax Cerlificate » [ VAT_Tax Cerificate Testdocx - Update fle Delete file

» 7 Goods and Services

1o Bank and Payment

% Ownership Details Less..[=

Copyright © 2019 by Abu Dhabi Government Procurement Office. All rights reserved. 10
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*Once you have begun the questionnaire, it is advisable to save the form periodically to avoid data loss.
Key notes:

¢ You have 30 days to complete and submit the questionnaire. If you fail to do so within the given
timeframe, suppliers must contact the GPO Supplier Registration team to request a new registration
invite.

e You can enter either a PO Box or Zip code in the Zip Code field.

¢ If you wish to attach more than one document in a single field, you should compress or zip documents
into a single file before uploading.

4.3. Submit Supplier Registration Questionnaire

Once all required details are provided, click “Submit Entire Response’

All Content

Name 1
» 1 Supplier Declaration
» 2 Supplier Providing Goods or Services outside UAE (in Foreign Countries)
» 3 General Information
4 Related Organizations
» 5 Authorized Representatives
> 6 Supplier Commercial License and Tax Information
» 7 Goods and Services

(*) indicates a required field

Submit Entire Response [ Save | | Compose Message | [ Excel Import

e When prompted, Click “OK”

v Submit this response?

Click OK to submit

OK Cancel

Copyright © 2019 by Abu Dhabi Government Procurement Office. All rights reserved. 11
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Once the “General Supplier Registration Questionnaire” and “Payment and Bank Details
Questionnaire” are submitted, reviewed and approved, SAP Ariba system will auto-generate an email
notification to the provided contact email informing you that the Supplier Registration process is
complete.

AA  Anba Administrator <no-reply@smtp.mnl.anba.com>
[External] Approved: Supplier registration with Government of Abu Dhabi - TEST
N

BB iy
TR O PR

" supplier Contact Name.

Congratulations| Your supplier regrstralion was approved

Liog in 10 the supplier portal 1o see if you need 10 complete any 1asks of
qualifications before you can start dong business with Government of Abu
Dhabi - TEST.

Chck Hora

Sinceraly,
Govermnment of Abu Dhabi - TEST

SAP Ariba

Copyright © 2019 by Abu Dhabi Government Procurement Office. All rights reserved. 12
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5. Revise/Update Supplier Questionnaire Responses

In some cases, you may need to revise or update your Supplier Questionnaire responses. You may also be
asked to provide additional or supplementary information by the GPO Supplier Registration team. In such cases,
follow the steps outlined below.

e Access Ariba Network site <https://service.ariba.com/Sourcing.aw/>

e Login to Ariba Network.

e Enter the registered user name and password > Click “Login”

SAP Ariba Proposals romeaty s soucng

Free event: Supplier Digital Summit

Supplier Login

April 2-3

steno_note@accenture.com

Register
. v >
Login

Forgol Usemame or Password

¢ You will be directed to the Supplier Registration Questionnaire.
Click “Revise Response”

50 back to Government of Abu Dhabi - TEST Dashbaard Deskiop File Sync
s i Teme remaining
Console Doc150116129 - Supplier Registration Questionnaire @ 344 days 21:22:46

You have submitied a response for this event. Thank you for participating

v Event Contents All Content m v
Al Content Name t
¥ 1 Supplier Declaration
1 Suppler Declaration e (o
1.1 Confirm if you have read and understood the “Suppler Deciaration” ? [l References ves
5 Suppler Providing —
) 1.2 Upioad the signed copy of the Suppler Declaratan % Suppaer Registration docx

v
A B 2 Supplier Providing Goods or Services outside UAE (in Foreign Countries)

21 Do you deliver goods of services outside UAE to Abu Dhabl Govemment Entities? Yes

A confirmation message will appear. Click “OK”

Revise Response?

You have already submitied a response for this event. Click OK if you would like to revise your response.

Cancel

I OK

Copyright © 2019 by Abu Dhabi Government Procurement Office. All rights reserved. 13
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¢ Revise/update the necessary information. Once all revisions are made, click “Submit Entire Response"

All Content

Name 1
2.2 If"Yes" download the instruction file and confirm that you have understood the Attestation requirements & Yes v

References-

¥ 3 General Information
3.1 Company Name as per Commercial Registration OR License STENO_NOTE CORPORATION
3.2 Year of Establishment/Incorporation ) 1962
3.3 Total Number of Employees * 2500
* Free Zone Company/Establishment

3.4 Type of Company
(*) indicates a required field

Submit Entire Response [ ReioedLestBid | [ save

‘ Compose Message J ‘ Excel Import

e Click “OK”

v/ Submit this response?

Click OK to submit

| OK ‘ ‘ Cancel ‘

A confirmation message will appear stating that the revised response has been submitted.

Doc150102519 - Supplier Registration Questionnaire

+/ Your revised response has been submitted. Thank you for participating in the event.

Once the revised response is submitted, it will undergo another review and approval. SAP Ariba will auto-
generate an email notification to the provided contact email to inform you once the registration process is

completed.

Copyright © 2019 by Abu Dhabi Government Procurement Office. All rights reserved. 14
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6. Providing additional information to GPO Supplier
Registration team

Should GPO Supplier Registration team require additional information, you will be notified via a system-
generated email.

¢ Follow the “Click Here” link in the email.

AA Ariba Administrator <no-reply@smtp.mnl.ariba.com>

[External] Action needed: Provide additional registration information to Government of Abu Dhabi - TEST

A Mol & 4>
OLPARTMENT OF FIANCE

Hello Supplier contact name

Government of Abu Dhabi - TEST reviewed your registration and needs
additional information before approval. Please provide the information
described in the following comments

Comments:
Please add more supporting document for License

To provide this information, go to the registration questionnaire and update
your answers

Click Here

Sincerely,
Govemment of Abu Dhabi - TEST

SAP Ariba

¢ You will be directed to Supplier Registration Questionnaire. Click “Revise Response”. A confirmation
message will appear. Click “OK”
1. Update the information specified in the comment from GPO Supplier Registration team.

2. Once all revisions are made, click “Submit Entire Response”

Once the revised response is submitted, it will undergo another review and approval. You will receive an auto-
generated email notification to inform you when the Supplier Registration process is completed.

Copyright © 2019 by Abu Dhabi Government Procurement Office. All rights reserved. 15
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7. Required Documents to Complete Supplier Request
and Supplier Registration:

7.1: Supplier Request:
e Commercial License

¢ Tax Registration Certificate / Valid Justification on Company letterhead in case of non- applicability
¢ Last PO or Invoice

7.2: Supplier Registration
7.2.1 Suppliers providing goods or services inside UAE
¢ Company Profile

o Request letter for new supplier registration (addressed to the government entity to be
registered)

¢ Department of Economic Development License
e Bank confirmation account letter issued from the bank

¢ Valid passport and Emirates ID copy of the company's owner/organization partner and/or the
person who has Power of Attorney

e Copy of Value Added Tax certificate

¢ Acknowledgement private sector compliance with contracting stipulation of government entities

7.2.2 Suppliers providing goods or services ONLY outside UAE
¢ Valid tax registration and/or business license and/or commercial certificate
e Copy of valid Chamber of Commerce license
e Copy of Memorandum or Articles of Association
e Copy of Power of Attorney or authenticated signature of the person authorized to sign
e Bank confirmation account letter issued from the bank

e Company profile

e Request letter for new supplier registration addressed to the government entity to be registered

* Suppliers providing goods or services ONLY outside the UAE might be required to attest the first five
documents in 7.2.2 depending on the category of goods/services provided and annual spend value. Details of
the same are provided in the Registration Form. Please adhere to these requirements.

Copyright © 2019 by Abu Dhabi Government Procurement Office. All rights reserved. 16
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8. SAP Ariba Help Center — How to Raise a Ticket

1- Go to supplier.ariba.com
2- Login in with your username and password

SAP Ariba /\\ Orders & Invoices

Supplier Login July 24: SAP Ariba Live in Sydney

Enter username
Enter password

Logn

Having trouble logging in?

New to Ariba?

(1)

IcAD.4

3- On top right side, click on “Help Center”
4- Click on “Support”

A r | b a N e tWO r k Company Settings v < Help Center (&9

ENABLEMENT TASKS

I need help accessing a sourcing
event

Orders, Invoices and Payments All Customers Last 14 days ) Trsoy Sossione Wil e OB

K3 Send a PO-based invoice (4:35)
0 0 0 2 0

New Purchase Orders that Need Invoices Rejected Payments Pinned Documents 5

Orders Attention Received S Wy centtl find anevents.

4 Where do | find my Ariba Network ID
Action (ANID) number?

~d What is an Ariba Network error

View more [
Top 5 FAQs
SAP Ariba /\
Tom Ritchie (aquachillmv@cox.net) last visited 14 Mar 2018 7:25:25 AM| AQUA CHILL OF MISSION VIEJO INC_220620 | AN01397810748
SAP Ariba Privacy Statement  Security Disclosure  Terms of Use B8 [} pocumentation Qb suppont
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5- Write what you need help with in the given box
6- If you can’t find what you are looking for, you can get help by email

Ariba Exchange User Community Logout

Q Home | Learning | Support

Support Center

Common Troubleshooting Tags

| need help with po Update

el How do | invoice a purchase order if | lose the email notification?

l~:i‘ Where do | get the Customer Code to send a non-PO invoice to my customer?

Suggested Send a non-PO lavaice (337)

-~

Light accounts

1;59‘ How do | create more than one invoice for a purchase order?

Solutions

ffaal How do | change my remittance address and banking information?
<

trust.ariba.com

Information and latest notifications about product issues and
With your subscription to an Ariba Network Light Account, you can access our Help Center for FAQs, recorded demos, articles, plannod downtime P

and other information to help you use your account. Check status

Need contact information or details about how to configure your account and transact with a
specific customer?

Access Customer Relationships and the Supplier Information Portal

Upgrade to a full-use account in order to receive additional support

Need to report a technical issue?
I X Get help by email I

(X Attend a live webinar

If you chose to get help by email, you need to fill in all mandatory fields marked as “*” in below form then press
submit. You will receive an email shortly to assist you with your issue.

Ariba Exchange User Community

Q Home | Leaming | Support

SAP Ariba Email Support

Specialist may tike 24 1o 43 hours. Please 003 customer_sgport_sr_updanedisap com 10 your Safe Sender Ust. For & fasiar respnse. choose

Problem Description
Shont Descrphion: * po

Protiem Type: * Paase Select

Oetads:

Fiie Azachment 1. Chioose File Mot crosen
POIGICe Number
Contact Information
FiestName: +

Last Name: +

Phone:  Country. ™ Predse Select

Country Code: #8%  Area Code Number; * Extonsion

Ariba Natwork 10+
You excewssly agroe and uederstand atyour dala enlerad nko s syscem wil be 30 AR, Inc. 59 the Ariba hosted compuer
systoma (Qumeelly located pmarity 1 the U S. ) 1n ACCOEGANGE With the Aba PYIVS: meet A ApPICADIe law.

Logroe

I
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9. Frequently Asked Questions

1. How do I know the status of my Supplier Request?
You will see a confirmation page once the request is submitted to Abu Dhabi Government. You will also
receive an email notification that the request has been sent to Abu Dhabi Government.

2.  What happens next after | submit my Supplier Request?
Your request goes to ADG supplier registration team for approval. Once the team approves your request,
you will receive an email notification asking you to register on SAP Ariba Network.

3. Is it mandatory to open an SAP Ariba Network account for registering as a supplier with ADG?
Yes, you can only access your registration questionnaires after creating an account in SAP Ariba Network.
SAP Ariba Network is the new portal for suppliers.

4. Who will receive the email after my Supplier Request is approved?
The contact person's email that was entered in the supplier request form will receive the email for
registration. This user is the primary contact for the supplier registration.

5. What if the contact person who raised the Supplier Request is no longer working for my company?
In this case, you must contact ADG supplier registration team to resend the registration invitation to the new
contact person. The new contact will then receive the email for registration.

6. |already have an SAP Ariba Network account used for my other clients. Can | use the same account
for Abu Dhabi Government?
Yes, you can login with your existing SAP Ariba Network account. However, if you have an existing 'FULL'
Ariba Network account with your other client, please immediately inquire with SAP Ariba if there would be
an additional subscription fees on using the same account for Abu Dhabi Government.

7. Isthere atimeline to submit the Supplier Registration Questionnaires?
The registration has two questionnaires that you need to complete — “General Registration Questionnaire”
and “Payment and Bank Details”. You must submit both these questionnaires within 30 days after Supplier
Request is approved.

8. What if | missed to submit the Supplier Registration Questionnaires within 30 days?
In case you have missed the 30 days window, please contact the GPO Supplier Registration team to resend
the questionnaires.

9. How do | know the status of my registration?
Once all questionnaires are submitted, GPO Supplier Registration team and Government Accounts team
will review and approve your questionnaires’ responses. You can see the status in the “Registration
Questionnaires” section when you log into Ariba Network. You will also receive an email once your
registration is approved.

10. Can I change my details in the Supplier Registration Questionnaire?
Yes, you can change the details. However, please note that every change is subject for approval.

11. Ireceived arequest for qualification from GPO Supplier Registration team. What is the qualification
process?
Qualification process is the next stage after registration. In the qualification stage, the GPO Supplier
Registration team verifies the supplier's experience in the categories they have registered for.

12. How do | know if my company is qualified or not for a certain category?
You will receive an email from GPO Supplier Registration team confirming if you are qualified or not for that
certain category.
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In case of any queries / clarifications in the
supplier registration process contact the
DOF support team for assistance

Tel: 02/ 810 1430

Email: helpdesk@dof.abudhabi.ae
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