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Introducao

Este guia tem como objetivo fornecer as instru¢des aos fornecedores para que possam aceder facilmente a
plataforma ARIBA da Zambon e prosseguirem com o processo de registo.

1. Instrugdes de acesso a plataforma ARIBA

1.1 Conta de fornecedor ja presente no Ariba Network:

No e-mail de convite de registo que recebeu do Zambon Global Procurement, clique no link de
referéncia na seccdo “Account already on Ariba Network”.

-ambon

Invitation: Register to become a Zambon Global Procurement - TEST provider
Dear user, you have been invited to register your Company to become a
supplier of Zambon Global Procurement - TEST.

Zambon Global Procurement - TEST uses Ariba Network o manage sourcing
and procurement activities and to collaborate with supplers.

Click here to consult the FAQ and the Support manual for the registration
process

Supglier Qualification | Zambon

To get started, you can create a free Ariba Network account or use your
credentials if you're already regisiered
Instructions

Click on the following link

Click Here

= Choose the Login option if you have an account on Ariba Network

I the Vendor_EN company already has an Ariba Network account, click LOGIN
on the next page o log in. In the screen that will appear, enterthe credentials in
your possession of the previously cre ated account. which is used for
participation in the events of different customers. Once logged in fo Ariba
Network. click "More” and select Zambon

» Choose the Signup option if you don't have an Ariba Network Account

If the company Vendor_EN does not have an Ariba Network account, click
SIGNUP 1o create an account now.

If you encounter problems creating your account, please refer to the "New
Account” section of the manual
Kind regards

Zambon Global Procurement

Yowye.Zambon .com

Figura 1: E-mail — convite para efetuar o registo de fornecedor que ja se encontra na plataforma Ariba Network
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e Aconselhamos utilizar os browsers Microsoft Edge ou Google Chrome. No entanto, com o Google

Chrome, é necessario garantir que o zoom esta definido para 90% ou menos; caso contrdrio, alguns

elementos ndo serdo apresentados corretamente.
e Guarde o link para o SAP Ariba como favorito.

O link no convite enviado por e-mail ird conduzi-lo diretamente para a pagina de boas-vindas do SAP
Ariba.

No ecra que aparece, introduza as credenciais em sua posse para a conta criada anteriormente, que sera

utilizada para participar dos eventos de diferentes clientes:

Have a question? Click here to see a Quick Start guide:

Sign up as a supplier with ZAMBON - TEST on SAP Ariba,

|ZAMBON - TEST uses SAP Ariba to manage procurement activities.

Create an SAP Ariba supplier account and manage your response to procurement activities required by ZAMBON - TEST. Signup

m I Clique no botdo <<Login>> se ja tiver uma conta SAP Ariba.
Already have an account?

Depois disso, é possivel continuar com os préximos passos.

About Ariba Network

The Ariba Network is your entryway to all your Ariba seller solutions. You now have a single location to manage all of your customer relationships and supplier activities regardless of which Ariba solution your customers are using. Once you
have completed the registration, you will be able to:

* Respond more efficiently to your customer requests

« Work more quickly with your customers in all stages of workflow approval

« Strengthen your relationships with customers using an Ariba Network solution

+ Review pending sourcing events for multiple buyers with one login

+ Apply your Company Profile across Ariba Network, Ariba Discovery and Ariba Sourcing activities

[Moving to the Ariba Network allows you to log into a single location to manage:

+ All your Ariba customer relationships

+ All your event actions, tasks and transactions
« Your profile information

« All your registration activities

* Your contact and user administrative tasks

Figura 2: Pagina de boas-vindas ao SAP Ariba

Introduza suas credenciais (nome de utilizador e senha) e clique em “Continue”:

Enter Your Account Information

* Indicates a required field

You are using an Ariba Sourcing test account to register on the Ariba Commerce Cloud. Enter your existing Ariba Commerce Cloud, Ariba Discovery or Ariba Network test account username and password. After you successfully

log in, your existing Ariba Commerce Cloud test account profile will become your Ariba Sourcing supplier test account profile.

Username: *

Forgot Username

Forgot Password

coree

Figura 3: Login no SAP Ariba

Uma vez efetuado o acesso ao Ariba Network, clique em “More” e selecione Zambon.
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@ Ariba Sourcing x  + [}
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SAP"™ Aiba Proposals and Questionnaires ~  Enterprise Account  TEST Mooe E @ @ U.lx1

atifying world class suppliers who are market leaders in quality, service, and cost. Ariba, Inc. administers &
Zambon

Figura 4: Selegao de cliente Zambon

Para os préximos passos, consulte o paragrafo 2. “Acesso e preenchimento do questiondrio global de
registo Zambon”.
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1.2Nova conta (primeiro acesso a plataforma ARIBA):

No e-mail de convite de registo que recebeu do Zambon Global Procurement, clique no link de
referéncia na sec¢do “Nova conta”.

F-ambon

Invitation: Register to become a Zambon Global Procurement - TEST provider

Dear user, you have been invited to register your Company to become a
supplier of Zambon Global Procurement - TEST.

Zambon Global Procurement - TEST uses Ariba Network to manage sourcing
and procurement activities and 10 collaborate with suppliers.

Click here to consult the FAQ and the Support manual for the registration
process

Supplier Qualification | Zambon

To get started, you can create a free Ariba Network account or use your
credentials if you're already registered.

Instructions

Click on the following link:

Click Here

= Choose the Login option if you have an account on Ariba Network

H{ the Viendor_EN company already has an Ariba Network account, click LOGIN
on the nead page to log in. In the screen that will appear, enterthe credentials in
your possession of the previously cre ated account. which is used for
participation in the events of different customers. Once logged in fo Ariba
Network. click "More” and select Zambon

» Choose the Signup option if you don't have an Ariba Network Account:

If the company Vendor_EN does not have an Ariba Network account, click
SIGNUP 1o create an account now

If you encounter problems creating your account, please refer to the "New
Account” section of the manual

Kind regards
Zambon Global Procurement

Ywv.2ambon com

Figura 5: E-mail — convite para efetuar o registo de “Nova conta”

O link no convite enviado por e-mail ird conduzi-lo diretamente para a pagina de boas-vindas do SAP Ariba.

No ecra que aparece, selecione “Sign up” para criar uma conta no SAP Ariba.
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Have a question? Click here to see a Quick Start guide.

Sign up as a supplier with ZAMBON - TEST on SAP Ariba.
Clique no botdo <<Sign up>> para criar

- uma conta no SAP Ariba.
ol Depois disso, é possivel continuar com
0s proximos passos.

[ZAMBON - TEST uses SAP Ariba to manage procurement activities.

(Create an SAP Ariba supplier account and manage your response to procurement activities required by ZAMBON - TEST.

ready have an account? m

About Ariba Network

[ The Ariba Network is your entryway to all your Ariba seller solutions. You now have a single location to manage all of your customer relationships and supplier activities regardless of which Ariba solution your customers are using. Once you
have completed the registration, you will be able to:

Respond more efficiently to your customer requests

Work more quickly with your customers in all stages of workflow approval

Strengthen your relationships with customers using an Ariba Network solution

Review pending sourcing events for multiple buyers with one login

« Apply your Company Profile acrass Ariba Network, Ariba Discovery and Ariba Sourcing activities

Moving to the Ariba Network allows you to log into  single location to manage:

« All your Ariba customer relationships

« All your event actions, tasks and transactions
* Your profile information

« All your registration activities

* Your contact and user administrative tasks

Figura 6: Pagina de boas-vindas ao SAP Ariba

Uma vez aberto o link, o sistema solicita o preenchimento de todos os campos obrigatérios, assinalados
com um asterisco vermelho, e a marcagdo da caixa de aceitagdo dos termos de utilizagdo e da politica de
privacidade.

Preencha as informagdes gerais sobre a sua empresa solicitadas nas sec¢des:
e Informacgdes sobre a empresa (Company information);
e Informacdes sobre a conta de utilizador (User account information);
e Fornega mais informacgGes sobre as atividades da empresa (Tell us more about your business).

First, create an SAP Ariba supplier account, then complete questionnaires required by ZAMBON - TEST.

Company information

v Indicates a required field

If your company

Company Name:*

more than one office, enter the main office address. You can

Country/Region: ‘ Italy [ITA] \/‘
enter more addr as your g address, billing address or other
addresses later in your company pr
|Address:* ‘ Line 1 ‘
[z |
Postal Code:* ‘ ‘
] |
State: * ‘ Milan [IT-M1] v ‘

Figura 7: Secgao “Company information”

Anote o endereco de e-mail escolhido para o nome de utilizador e a senha na seccao “User account
information”.
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User account information

* Indicates a required field

SAP Business Network Privacy Statement

Ao endereco de e-mail introduzido aqui

serdo enviados no futuro, por exemplo,

os pedidos de qualificagdo, os convites
para eventos de compra, etc.

Aconselhamos ativar esta opgao

Name:* ‘ First Name ‘ Last Name]| ‘
Anote o Emalt? ‘
nome de [] Dy emata my Geemame
utilizador e =
asonha . Jagememer]
para os 1 —
acessos 'assword: * ‘ Enter Password
futuros. -
‘ Repiat Passiord ‘

Language: ‘ English

Email orders to:* ‘

re. You can change

anytime.

a sends you configurable notifications. T]

para que o seu nome de utilizador
coincida com o e-mail introduzido
durante o registo.

Network. To send orders

a distribution list and enter

Figura 8: Secgao “User account information”

Preencha os campos “Product and Service Categories” (procurando a sua categoria ou a categoria mais
préxima/semelhante ou, se ndo estiver presente, introduza uma categoria aleatdria — este € um campo
obrigatério da ferramenta Ariba, NAO da Zambon e NAO entra no questionario de registo da Zambon) e
“Ship-to or Service Locations” (selecionando a area geografica de referéncia):

Tell us more about your business

Product and Service Categories:* | Enter Product and Service Categ

ories ‘ Add -or-  Browse

Ship-to or Service Locations:* | Enter Ship-to or Service Location

‘ Add 1 -or-  Browse

Tax 1D ‘ Optional

‘ Enter your Company Tax ID number.

Vat ID: ‘ Optional

DUNS Number: ‘ Optional

[ | have read and agree to the Terms of Use

17" I hereby agree that SAP Business Network will make parts of my (company) information accessible to other users and the public based on my role within the SAP Business Network and the applicable profile

! visibility settings. Please see the SAP Business Network Privacy Statement to learn how

we process personal data,

e adde

d tax

Mediante o botdo <<Browse>> é possivel
encontrar as categorias de produtos
existentes em ordem hierarquica. Clique
nas categorias até ser possivel adicionar
servigos individuais a selegao utilizando o

simbolo “+”.
Elas ndo devem ser selecionadas
especificamente para a Zambon.

identification number.

Create account and continue

Figura 9: Secc¢ao “Tell us more about your business”

Esclarecemos que a categoria merceoldgica solicitada nesta etapa é um pedido de ARIBA e ndo da
Zambon. Por conseguinte, se ndo encontrar a correta, selecione a mais relevante, mas esta escolha nao
terd qualquer valor para os efeitos da criacdo da Lista de Fornecedores da Zambon.

Apresentamos de seguida um exemplo de sele¢do de categorias de produtos/servicos:
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Product and Service Category Selection

Search Browse

Click the product and service category you want to add and click the + icon. Lower-level product and service categories are displayed after you click a product and service category. Click OK to save your changes.

Browse Product and Service Categories idntt find what you were looking for? Try Search »

Education & Training Services > & Noitems No items No items
Educational Supplies, Musical Instruments & Toys
>
Electrical Systems & Lighting >

> > >
Electronic Components & Supplies >
Environmental Service:
Financial & Insurance Services >
Food & Beverage > e
My Selections (0)

No items

Figura 10: Selecao de produtos/servigos Nivel 1

Product and Service Category Selection

Search Browse

Click the product and service category you want to add and click the + icon. Lower-level product and service categories are displayed after you click a product and service category. Click OK to save your changes.

Browse Product and Service Categories pidnt find what you were looking for? Try Search »

Education & Training Services > #|  |Environmental Management No items No items
Educational Supplies, Musical Instruments & Toys Environmental Protectio
Pollutants Tracking, Monitoring & Rehabilitation
Electrical Systems & Lighting > Services >
Bleetori Componers § Suspbios > Poliution Tracking, Monitoring & Rehabilitation > > >

[Environmental Services >
Financial & Insurance Services >

Food & Beverage > =
My Selections (0)

No items

Cancel oK

Figura 11: Selecao de produtos/servigos Nivel 2

Product and Service Category Selection

Search Browse

Click the product and service calegory you want (o add and click the + icon. Lower-level product and service categories are displayed after you click a product and service calegory. Click OK Lo save your changes.
Browse Product and Service Categories Didnt find what you were iooking for? Try Search »

Agricultural & Fishing Services > - Environmental Management > Environmental rehabilitation >

No items

Apparel, Luggage & Personal Care > |Environmental Protection > Environmental safety services >

Chemicats: 5 Pollutants Tracking, Monitoring & Rehabilitation

Services
Cleaning Supplies > > g e 2 >
Pollution Tracking. Monitoring & Rehabilitation > &

Computer Hardware, Software & Telecom >
Construction & Maintenance Services >

Construction Materials >

My Selections (0)

No items

Figura 12: Selecao de produtos/servigos Nivel 3
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Product and Service Category Selection

Uma vez selecionado o nivel com o simbolo “+”, este tltimo
sera mostrado com o simbolo “ V.

Search Browse

Click the product and service category you want to add and click the + icon. Lower-level praduct and service categories are displayed after you click a product and service category. Click ORMggve your changes.

Browse Product and Service Categories Dicn't find what you were looking for? Try Search »

Agricultural & Fishing Services > B Environmental Management > Environmental rehabilitation > ® Endangered species prot services ®
Apparel, Luggage & Personal Care > Environmental Protection > Environmental safety services > ® Food or feed contamination protet

Chemieat S z:::;lé:r;ts;rackmg, Monitoring & Rehabilitation Eindiesoibcssiprofeciibnsenicss

Cleaning Supplies .2 > Pollution Tracking, Monitoring & Rehabilitation > > >

Landscape protection services
Computer Hardware, Software & Telecom >
Natural risks or hazards protection services
Construction & Maintenance Services >
Ozone protection services
Construction Materials >

@
@
@
@

. Radiation protection services

A selecio feita sera mostrada aqui. I
My Selections (1)

|| Genetic resources protection services (View)

Remove

I Cliaue em “OK” para concluir o processo.

[

Figura 12: Selecao de produtos/servigos Nivel 4

7 7

Sé quando aparecer o simbolo “+” é gue sera possivel introduzir uma categoria. Clique no simbolo +
para adicionar uma categoria.

Da mesma forma, é possivel proceder a identificagdo do seu pais:

Ship-to or Service Location Selection

Select the territories that your company serves. If your company offers global coverage, choose Global

Global

(@) select Ship-to or Service Locations

Click a country/region to add and click the + icon. States or provinces are displayed after you click a country/region. Click OK to save your changes
NpryAtigncs: No items. No items
Central America >
South America >
The Caribbean >
Northern Europe >
Eastern Europe >

Fantral Eurnna N 2

My Selections (0)

No items.

Figura 13: Escolha do pais Nivel 1
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Ship-to or Service Location Selection

Select the territories that your company serves. If your company offers global coverage, choose Global.

() Global

@) Select Ship-to or Service Locations

Click a country/region to add and click the + icon. States or provinces are displayed after you click a country/region. Click OK to save your changes. , R R .
E possivel parar num nivel superior, desde

North Ameri - i i -
orth America > Greece > ® que o simbolo f#'-esteja presente.
Central America > Isle of M 2
sle of Man
South America > Lray > Y
The Caribbean > > Liechtenstein @ %
Northern Europe > Lithuania > @
[western Europe > Luxembourg > @
Eastern Europe > Malta ®

Fantral Burana S

Clique em “OK” para concluir o

My Selections (1) processo.
Q italy Remove

Figura 14: Escolha do pais Nivel 2

Se necessario, verifique internamente se conta SAP Ariba ja tinha sido criada. Queremos evitar a
duplicagdo de contas. Se a sua empresa ainda ndo existir, clique no link “Create account and continue”.
Aparece a seguinte mensagem:

(D Potential existing accounts

We have noticed that there may already be an Ariba Network account registered by your company,
Please review before you create a new account.

Review accounts Skip review

Figura 15: Ultimo passo para a criagdo de uma conta

Selecione a opgao “Skip review” se ndo tiver contas duplicadas e continue.

Sera encaminhado diretamente para o questionario enviado pela Zambon e podera proceder ao seu
preenchimento.

Para qualquer problema de acesso a plataforma, consulte o paragrafo “Como contactar o suporte
direto ARIBA”.
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2. Acesso e preenchimento do questionario global de registo da
Zambon

O primeiro acesso ao SAP Ariba deve acontecer através do e-mail de convite recebido e enviado pela
Zambon (escolhendo uma das opgdes “Login” ou “Sign up”, descritas nos paragrafos 1.1 e 1.2,
dependendo se ja tiver uma conta no SAP Ariba ou ndo).

Em seguida, é possivel ver o questionario global de registo e preenché-lo, depois de ter efetuado o
acesso ao sistema com as suas credenciais e ter seguido as passagens indicadas abaixo:

1) «Ariba Proposals and Questionnaires»
2) Selecione a empresa Zambon
3) Clique em “Supplier Global questionnaire” na sec¢do “Registration Questionnairies”

SAP  Ariba Proposals and Questionnaires v Standard Account | Get enterprise account | TESTMODE 5 ® ® so

IZAMBON GLOBAL PROCUREMENT - TEST I

There are no matched postings.

Welcome to the Ariba Spend Management site. This site assists in identifying world class suppliers who are market leaders in quality, service, and cost. Ariba, Inc. administers /&
this site in an effort to ensure market integrity.
Home
Events =
Title D End Time 4 Event Type Participated
No items
Registration Questionnaires ]
Title D End Time § Status
v
Supplier Global questionnaire Doc1550286637 7/19/2024 2:05 PM Invited
Qualification Questionnaires =
Title D End Time | Commodity Regions Status
No items
Questionnaires -]
Title D End Time | Commodity Regions Status

Figura 16: Preenchimento do questionario de registo

Uma vez aberto, declare aceitar o codigo de ética (pergunta 1.1) selecionando “Yes” no menu pendente,

que é uma resposta obrigatdria para prosseguir com as perguntas seguintes e com a apresentagdo do
questiondrio:

Console E Doc1550286637 - Supplier Global questionnaire

Eve

All Content =

Etico_Def_ENG_0.pdf
v Event Contents _Def_ENG

[smearsn ] | [ Composeiessege ] [ Bxcatimpon
Figura 17: Questionario de registo — Cédigo de ética
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4

Todas as perguntas assinaladas com * sdo “obrigatérias”:

B Doc1550286637 - Supplier Global questionnaire

Console

All Content

23 Business address posalCoce: [

sur_ | | | commen ) || meamen )

Submit Entire Response [

Time remaining
@ 364 days 23:31:33

Figura 18: Questionario de registo — Perguntas

Quando tiver fornecido todas as respostas, as opgGes possiveis serdo as seguintes:

1) E possivel responder as perguntas do questionario em momentos diferentes; neste caso, é
necessdrio clicar em “Save draft” antes de fechar o navegador e podera retomar o preenchimento
do questiondrio efetuando novamente o login na plataforma num segundo momento.

Por conseguinte, clicando em “Save draft”, as respostas ndo ficardo visiveis para a Zambon. Esta
opgdo pode ser Util se quiser rever as suas respostas num segundo momento, antes de as enviar

para a Zambon.

2) Ou entdo clique em “Submit Entire Response”. Neste caso, o questionario sera enviado a Zambon,

que tera a plena visibilidade dele.
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S P —— T ]

228 Does your company have a cade of ethics?

2 Company genera

231 Company presentation (piease attach)

232 Please specify and list your centfications (ISO etc.)

233 Does the company operate under a quality management system (QMS)?

235 Does your Company have in place an environmental policy?

237 Current year wmover -1 (Y-1) (e.g. if the current year is 2022, it means the turnover 2021). Enter number without periodsicommas.

238 Curency

239 Current year tumover -2 (¥-2) (e.g. ff the current year is 2022, it means the trnover 2020). Enter number without periodsicommas.

240 Currency

241 Does the Company has implemented a compliance program and related raining?

243 Do you currenty have or did you have any legal or compliance investigation in the past 5 years?

245 Indicate wheher I th last S years the Company has been ivolvedt n lawsiis /proceedings. Iclacing ones concering personnet or work accidents| o |

246 Indicate number and name of the Board of Directors members and if any of them is considered a Public Offcia o |

247 Have you implemented a whistieblowing procedure or any Kind of compliance reporting processisystem? e v/

249 It 15 Company s rceve comps o anyCampary slonging o v Zaroan Gious? Tw .
‘ »

(%) indicates a required field

Submit Entire Response [ savedrat | | [ cComposeMessage | [ Excelimport

Figura 19: Enviar questionario de registo

Na janela pop-up seguinte, clique em “OK”:

v Submit this response?

Click OK to submit.

I oK ] [ Cancel

Figura 20: Envio do questionario de registo

Depois de enviado, o questionario sera submetido ao processo de aprovagdo da Zambon.
Receberd um e-mail de confirmacdo:
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Confirmation: Registration submitted for approval (@ inbo: « e B
® Zambon Global Procurement <no-reply@eusmtp.or x o«
® -
Hello Supplier
Zambon Global Procurement - TEST has received your registration information
and will review it for approval
To check your registration status, log in to the Zambon Global Procurement
TEST supplier portal
Click Here
Sincerely,
Zambon Global Procurement - TEST
SAP Ariba
Figura 21: E-mail de confirmagao do envio do questionario de registo
No caso de:

- Aprovagao pela Zambon: apds a apresentagdo da resposta pelo fornecedor ao questionario de
registo, este Ultimo sera submetido a aprovagdo da Zambon e apresentara o estado “Pending
Approval”. O fornecedor ndo podera alterar as respostas dadas. Podera efetuar uma revisdo do
guestionario e uma eventual alteracdo se a Zambon solicitar informacg&es adicionais ou se aprovar
o questionario e este documento tiver o estado “Registered”.

SAP  Ariba Proposals and Questionnaires v~  Standard Account | Get enterprise account = TEST MODE B ® ® so
ZAMBON GLOBAL PROCUREMENT - TEST
Treresre e marchec pestngs :/‘\ﬁcx;\‘enzzﬂth;::t:z zgse;:r:zr::eg‘e&eer;;;e This site assists in identifying world class suppliers who are market leaders in quality, service, and cost. Ariba, Inc. administers ’Q\
Home
Events =
Title D End Time | Event Type Participated
No items
Registration Questionnaires =
Title D End Time § Status
Supplier Global questionnaire Doc1550286637 7/20/2023 2:38 PM
Qualification Questionnaires =
Title D End Time § Commodity Regions. Status
Figura 22: Questionario de registo no estado “Pending Approval”
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Console

Event Messages
Event Details
Response History
Response Team

v Event Contents

All Content

E Doc1550286637 - Supplier Global questionnaire

I o vt o e e I

All Content

Name T
¥ 1 Documents and Codes

11 You declare to accept and sign for acknowledgment and acceptance what s indicated in the Zambon Code of Ethics available at

% Codes

2

Company general
info,

,_Def_ENG_0.pdf
If you dan't accept the Zambon Code of Ethics you will not be registered and qualified as Zambon supplier.

¥ 2 Company generalinformation

@ Pending Approval

]
«

21 Company Name Supplier ane.
22 Company Type (SpA, Snc, AG, GbH, Lid., LLC, etc) spA
Show More
Street: ;
ViaPacloSarpi () House Number: 5 ()
usiness address Postal Code =
L ady 20000 ® City: Miano ()
CountryRegion
2% faly @ SwerovinceRegion: Mitan @
an o
24 Company website hapsil
25 VAT number IT1zs3251254152
25 Nominal Capital 8560000
27 Currency EUR
‘ »

Figura 23: Questionario de registo no estado “Pending Approval” — Alteragdo nao possivel

SAP Ariba Proposals and Questionnaires ~  Standard Account | Getenterprise account = TESTMODE

=2 @ @ s
ZAMBON GLOBAL PROCUREMENT - TEST

There are no matched postings.

Welcome to the Ariba Spend Management site. This site assists in identifying world class suppliers who are market leaders in quality, service, and cost. Ariba, Inc. administers A
this site in an effort to ensure market integrity.

Home
Events a2
Title D End Time | Event Type Participated
No items
Registration Questionnaires =
Title D End Time | Status

Vv Status: Open (1)

Supplier Global questionnaire Doc1550286637 8/12/6106 4:57 PM

Registered

Qualification Questionnaires

Figura 24: Questionario de registo no estado “Registered”

Para efetuar uma revisdo do questionario, clique em “Revise Reponse”. O sistema apresenta uma janela
pedindo-lhe para confirmar a sua intencao de alterar uma ou mais respostas. Clique em “OK”:

A Revise Response?

You have already submitted a response for this event. Click OK f you would like 1o revise your response.

Figura 25: Questionario de registo no estado “Registered” — Alteracdo possivel
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Nesta altura, o sistema permitir-lhe-a editar o questionario e, assim, podera atualizar as suas respostas com
os novos dados e clicar novamente em “Submit Entire Response”. O questionario atualizado sera
novamente submetido a Zambon para aprovacgao:

Console

B
2 All Content
Re
3

v Event Contents 235 Do

er 2021). Enter number without periodsicommas.

SO — o \

FT
e v
. v
\
™ . |
. v
® -
||[ Recsatn®a_] [ _swedun ] | [ conposemessage ] [ Ecetimpon |
Figura 26: Questionario de registo no estado “Registered” — Revisdo da resposta
H H H “ 4
Na janela pop-up seguinte, clique em “OK”:
v Submit this response?
Click OK to submit.
[ oK
Figura 27: Confirmacgao da revisao do questionario de registo
Uma vez aprovado, serd visivel no seguinte estado:
SAP  Ariba Proposals and Questionnaires v  Standard Account | Getenterprise account | TESTMODE E ® ® so
ZAMBON GLOBAL PROCUREMENT - TEST
There are no matched postings.
Welcome to the Ariba Spend Management site. This site assists in identifying world class suppliers who are market leaders in quality, service, and cost. Ariba, Inc. administers &
this site in an effort to ensure market integrity.
Home
Events =
Title D End Time 1 Event Type Participated
No items
Registration Questionnaires =
Title D End Time Status
¥ Status: Open (1)
Supplier Global questionnaire Doc1550286637 8/12/6106 4:53 PM
Qualification Questionnaires =

Figura 28: Aprovacao do questionario de registo
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Recebera um e-mail se o registo foi aprovado:

Approved: Supplier registration with Zambon Global Procurement - TEST (&

Zambon Global Procurement

Hello Supplier

Congratulations! The global questionnaire you sent has been approved.
Soon you will receive a further e-mail from the portal in order to proceed with
the compilation of specific questionnaires to finalize the gqualification and
necessary to become potential suppliers of Zambon

Sincerely,
Zambon Global Procurement - TEST

SAP Ariba

Figura 29: E-mail de confirmagao da aprovagao do registo

Pedido de integracao de respostas: A Zambon pode solicitar, durante o processo de aprovacao,

a integracdo de uma ou mais respostas dadas, indicando as especificagdes e o nUmero da pergunta
em questdo; em seguida, uma vez atualizadas as respostas, a Zambon procedera a aprovagao do

guestionario (siga os mesmos passos descritos acima);

Recebera um e-mail se foram solicitadas integracGes ao registo:

Direzione e amministrazione / Sede legale
Head Office / Registered Office

Via Lillo del Duca, 10 20091 Bresso (MI) - Italy
Tel. +39 02 665 241 Fax +39 02 665 01 492
C.P./ PO Box 78 20091 Bresso (MI) - Italy

Action needed: Zambon Global Procurement - TEST requires additional information for Supplier Global questionnaire Edemal inbor « e B

@ Zembon Global Procurement <ro-reply e A
= b

Hello Supplier

Zambon Global Procurement - TEST has reviewed the updates to Supplier

Global questionnaire submitted by  Buyer Zambon 1 on Thu, 20 Jul, 2023 and

requires additional information about the update.

Comments:

Good morning,

I kindly ask you to review the answers entered in the Supplier Global

Questionnaire

To provide this additional informatien to Zambon Global Procurement - TEST

Click Here

Best Regards

SAP Ariba team

SAP Ariba
Figura 30: E-mail de pedido de integragoes
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- Na&o aprovacao pela Zambon: o processo de registo termina com um resultado negativo e o
fornecedor ndo podera fazer parte da Lista de Fornecedores da Zambon nem participar de eventos

de concurso.

Recebera um e-mail se o registo foi recusado:

Declined: Supplier registration with Zambon Global Procurement - TEST (Exemaly oo «

Zambon Global Procurement <no-reply@eusmip ariba cor

Hellc Supplier

After reviewing your information, your registration was declined.

This may have an impact on your ability fo do future business with Zambon
Global Procurement - TEST

Comments:
Rejected

Contact Buyer Zambon for more infarmation or if you have questions

Sincerely,
Zambon Global Procurement - TEST

SAP Ariba

Figura 31: E-mail de rejeicdo do registo

3. Preenchimento do questionario de qualificacao

A Zambon pode pedir-lhe que se qualifique numa ou mais categorias merceoldgicas.

Recebera um e-mail com um convite para se qualificar.

Zambon Global Procurement «no-replySeusmip anba cor

Hello Supplier

Please fill out the listed questionnaires and return them by the specified dates
These questionnaires are necessary to complete the Zambon - Qualification
process extemnal process. Thank you for taking the time to respond to each
one

Process Overview

Process: Qualification process external
Category. CONSULTANCY: GENERAL
Region: Italy Headquarter - Bresso
Business unit

Material: Not applicable

Process owner. Buyer Zambon
Massage

Questionnaire Overview )
Name By
Italy local questionnaire Supplier August 20, 2023 at 8:44 AM

Italy_Bre: afety questionnaire|Supplier \August 20, 2023 at 8:44 AM

Click Here to view the process

Best Regards,
SAP Ariba team

Figura 32: E-mail de convite de qualificagcdao

Direzione e amministrazione / Sede legale
Head Office / Registered Office

Via Lillo del Duca, 10 20091 Bresso (MI) - Italy
Tel. +39 02 665 241 Fax +39 02 665 01 492
C.P./ PO Box 78 20091 Bresso (MI) - Italy
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Depois de receber o e-mail que o convida a qualificar-se, devera aceder a plataforma Ariba com as suas
credenciais.

Para aceder ao preenchimento do questionario de qualificacdo, clique em:

1) «Ariba Proposals and Questionnaires»
2) Selecione a empresa Zambon
3) Nasecgdo “Questionnaires”, estardo presentes os questiondrios de qualificagdo aos quais responder:

Events =
Registration Questionnaires =
: = T
Qualification Questionnaires =
Figura 33: Acesso aos questionarios de qualificagao
Sera necessario clicar e responder a cada questionario de qualificagdo.
Clicando no primeiro, por exemplo, aparecerd o seguinte:

Console 2 Doc1551996010 - Italy Bresso safety questionnaire [C) 2312533:54:02
All Content = v

) indicates a required field

(=t | [ oo | | e |
Figura 34: Perguntas do questionario de qualificagdao
As perguntas assinaladas com * sdo obrigatarias.
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Quando tiver respondido a todas as perguntas do questionario de qualificacdo, as opgdes possiveis serdo as
seguintes:

1) E possivel responder as perguntas do questionario em momentos diferentes; neste caso, é
necessdrio clicar em “Save draft” antes de fechar o navegador e podera retomar o preenchimento
do questionario efetuando novamente o login na plataforma num segundo momento.

Por conseguinte, clicando em “Save draft”, as respostas nao ficardo visiveis para a Zambon. Esta
opgdo pode ser Util se quiser rever as suas respostas num segundo momento, antes de as enviar
para a Zambon.

2) Ou entdo clique em “Submit Entire Response”. Neste caso, o questionario serd enviado a Zambon,
que terd a plena visibilidade dele.

(e ] e | [ ]

Figura 35: Enviar questionario de qualificagao

Na janela pop-up seguinte, clique em “OK”:

v/ Submit this response?

Click OK to submit.

K

Figura 36: Envio do questionario de qualificacao

Depois de enviado, o questionario sera submetido ao processo de aprovagdo da Zambon.

Analogamente, é possivel fornecer as respostas também para quaisquer outros questionarios de
qualificagdo recebidos.

Na sec¢do “Questionnaires”, também serd possivel ver a situacdo de apresentacado dos questionarios e o
respetivo estado:

No exemplo abaixo, dos dois questionarios recebidos, foi fornecida resposta para apenas um deles e o
estado é “Pending Approval”. No entanto, para o segundo questionario, ainda ndo foi apresentada

s

qualquer resposta e o estado é “Non Responded”:

Questionnaires

Regions

ITADO? Italy Headquarter . View more Pending Approval

Questionario 2

ALA ITAQ02 Italy Headquarter ..., ITAOCL Italy Manufacturin...  View more

Figura 37: Questionario de qualificacdo e estados
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ApOds a apresentacdo dos diferentes questiondrios de qualificacdo, os casos possiveis serdo os seguintes:

- Aprovagao pela Zambon: apds a apresentacdo da resposta pelo fornecedor ao questionario de
qualificagdo, este ultimo sera submetido a aprovac¢do da Zambon e apresentara o estado “Pending
Approval”. O fornecedor ndo podera alterar as respostas dadas. Podera efetuar uma revisdo do

questionario e uma eventual altera¢do se a Zambon solicitar informagGes adicionais ou se aprovar

o questiondrio e este documento tiver o estado “Approved”.

Questionnaires =

EndTime Commodity Regions

v

lialy Bresso safety questionnaire  Doc1551996010  7/21/2023 5:53 PM

Italy local DoclS51679784  8/20/20235:44PM  AlLAI ITADO2 Italy Headquarter ..., ITACL Italy Manufacturin... View more Not Responded

Figura 38: Questionario de qualificacdo no estado “Pending Approval”

Console E Doc1551996010 - Italy Bresso safety questionnaire @ Pending Approval

v Event Contents

Cma |

Questionnaires =

DoclS51996010  B/13/6106 8:05 P

Italy local questionnaire DoclS551975754 3 5144 PH ITAD02 Italy Headquarter ..., ITAODL kialy Manufacturin...  View more Not Responded

Figura 40: Questionario de qualificacdo no estado “Approved”

Para efetuar uma revisdo do questionario, clique em “Revise Reponse”. O sistema apresenta uma janela
pedindo-lhe para confirmar a sua intengdo de alterar uma ou mais respostas. Clique em “OK”:
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£y Revise Response?

You have already submitted

Figura 41: Questionario de qualificagdo no estado “Approved” — Alteragao possivel

Nesta altura, o sistema permitir-lhe-a editar o questionario e, assim, podera atualizar as suas respostas com
os novos dados e clicar novamente em “Submit Entire Response”.

O questionario atualizado sera novamente submetido a Zambon para aprovacao:

Console

Event Messages.

All Content =

%
z
j

[

<

.
z
j

z
<

<
<

z

v

z

v]

f

v

= ][z

“

) ind quired field

[ Reload LastBid | [ Savedrat | | [ ComposeMessage | [ Excelimport |

Figura 42: Questionario de qualificagdo no estado “Approved” — Revisao da resposta

Na janela pop-up seguinte, clique em “OK”:

v Submit this response?

Click OK to submit.

[ oK ][ Cancel ]

Figura 43: Confirmagao da revisdo do questionario de qualificacdo
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Uma vez aprovado, serd visivel no seguinte estado:

Questionnaires

v

Italy Bres: B/13/6106 8:05 PM 1TAQO2 Italy Headquarter

Italy local questiannaire DoclS51975794 . B/20/20235:44 M AlLAIL ITADD2 Italy Headquarter

1AL kaly Manufacturin... View more Not Responded

Figura 44: Aprovacao do questionario de qualificagado

Recebera um e-mail se a qualificacao foi aprovada:

@ Zambeon Global Procurement «nc

Hello Supplier

Zambon Global Procurement - TEST has approved the questionnaire that you
completed

Questionnaire Overview
Questionnaire name: Italy Bresso safety questionnaire

You'll be notified if any other tasks require your attention

This questionnaire is part of following processes

P P

Fiocas Erocess i i Region [Department|/Owner

Name Type

[Zambon -

Qualification| Q;i:ﬂ;;”"” CONSULTANCY: ‘:’e‘; — Buyer

process P GENERAL quar Zambon |
lexternal |- Bresso

lexternal

Best,

SAP Ariba team

Figura 45: E-mail de confirmagao da aprovagao da qualificagao

- Pedido de integracao de respostas: A Zambon pode solicitar, durante o processo de aprovagso,
a integracdo de uma ou mais respostas dadas, indicando as especificacdes e o nimero da pergunta
em questdo; em seguida, uma vez atualizadas as respostas, a Zambon procedera a aprovagao do

questionario (siga 0s mesmos passos descritos acima);

Recebera um e-mail se foram solicitadas integraces ou alteragdes as respostas dos varios questiondrios:
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Zambon Global Procurement

Hello Supplier

Zambon Global Procurement - TEST has reviewed your questionnaire and
needs additional information

Questionnaire Overview
Questionnaire name: ltaly Bresso safety questionnaire

Comments: Review information inserted in the questionnaire

For more information or if you have any questions, contact Zambon Global
Procurement - TEST.

Click Here to view the

This guestionnaire is part of following processes.

|Process  |Process . " . |
IName Type Material|Commodity Region Department|{Owner
mbon i ¥
Qualification CONSULTANCY \1a\4,' ) Buyer
process GENERAL Headquarteri |
external B - Bresso Zambon

Best

SAPAriba team

Figura 46: E-mail de pedido de integragées

- Na&o aprovacao pela Zambon: o processo de qualificagdo termina com um resultado negativo e o
fornecedor ndo podera participar de eventos de concurso.

4. Como contactar o suporte direto ARIBA

4.1Problemas para uma conta ja existente através da qual se consegue efetuar o

login

Em caso de problemas em que ainda se consiga efetuar o login (conta de fornecedor existente), é
possivel solicitar assisténcia direta seguindo os passos descritos a seguir:

a. Na pagina de login a plataforma, clique no icone de assisténcia ¥4 no canto superior direito
da plataforma. Caso ndo consiga ver o referido icone, aconselhamos definir o zoom da

pagina para 90%.
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SAP Business Network v Standard Account |[|GEtERtefprise secount| TEST MODE

Home Enablement Workbench Assessments ate .

" R '

Overview Getting alancde

O Clique aqui

Enablement Tasks

My widgets ¢} customize

Company profile My leads Download app Shipment tracking

Figura 47: Assisténcia Ariba—1

b. Clique em “Support” na parte superior do menu Ajuda.

Help Topics
Search Help Topics

Documentation

Support

What's new in Standard acco...
[i] What is SAP Business Netwo...
Introducing the new SAP Busines...

Finding orders, invoices, and ...

Figura 48: Assisténcia Ariba — 2
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c. Clique no separador “Contact us”.

SAP

Help Center Home

Home

i

How can we help you?

rch knowledge base articles, documentation, an

Try "cancel order”, "email notifications”, "user authorization"

News highlight

0 Introducing the SAP Community for SAP Business Network for suppliers

Topics we recommend for you

How do | access a sourcing event?

How do | access a sourcing event There are 2 ways to access a sourcing event that you have been invited to: By registering or
signing in using the invitation link that was provided by the buyer, By going to the Ariba Proposals & Questionnaires page . To
access A

ard accounts

Figura 49: Assisténcia Ariba - 3

d. Introduza uma breve descri¢cdo da pergunta ou do problema no campo “How can we help

you?” para encontrar a resposta.

SAP

Help Center Contact us

Contact g

Home

Learning

1. Start here to find your answer.

How can we help you? Q

Figura 50: Assisténcia Ariba — 4

e. Clique no icone de pesquisa Q

Home  Leaming  Contactus

1. Start here to find your answer.

xQI

notificationd

2. Browse below for our Al-based recommendations*

How do | configure my amail notification preferences?
How do | configure my email notifications preferences? Only an account administrator has the authorization to edit order routing settings, notification settings, and user roles for both themselves and for all
sub-users with a SAP Business Networ

How do | enable customer-specific purchase order routing?
How do | enable customer-specific purchase order routing? To customize your routing method by customer: In the upper-right comer of the application, click [user initials] > Settings > Customer
Relationships. Click Actions

How do | change the email address that receives failed invoice notifications?
How do | change the email address that receives failed invoice notifications? How do | configure my invoice routing preferences? To update the email address receiving failed invoice notifications, follow the
steps below: In the upper-righ

How do | update where my purchase orders are sent?
How do | update where my purchase orders are sent? You can change how you recelve purchase orders by updating your Electronic Order Routing method: In the upper-right comer of the application, click
[your initials] > Settings >

Where do | find my SAP Business Netwark ID (ANID) number?

Whars do | find my ANID? To find your ANID, pleass follow the instructions balow: 1. Sign in to your SAP Business Network account. 2.Click [user initials] in the upper-right corner of the application. 3. Your

ANID will be displayed below you

“Powered by SAP Incident Solution Matching

3. Choose from the options below to continue.

What do you need help with?

I'm geffing nofificafions for expired profile information mething else

Configure purchase order notifications Configure general account notifications Configure SAP Business Network subscription notifications I'm getting notifications for enablement tasks

® FAQ

Mar 30, 2023

FAQ
Mar 8, 2023

FAQ

Jan 25, 2023

FAQ
Dec 23, 2022

FAQ
Jul17, 2023

Figura 51: Assisténcia Ariba - 5
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f.  Apds a pesquisa, clique num tépico de acordo com as recomendacgdes recebidas ou num
bot3o relacionado com a pergunta/problema na sec¢do “Choose from the options below

to continue” para obter mais informagdes e assisténcia.

SAP

Home  Leaming  Contactus

ontact us

1. Start here to find your answer.

notificationd x Q ‘

2. Browse below for our Al-based recommendations*

How do | configure my email notification preferences?
How do | configure my email notifications preferences? Only an account administrator has the authorization to edit order routing settings, notification settings, and user roles for both themselves and for all
sub-users with a SAP Business Networ

How do | enable customer-specific purchase order routing?
How do | enable customer-specific purchase order routing? To customize your routing method by customer: In the upper-right comer of the application, click [user initials] > Settings > Customer
Relationships. Click Actions

How do | change the email address that receives failed invoice notifications?
How do | change the email address that receives failed invoice notifications? How do | configure my invoice routing preferences? To update the email address receiving failed invoice notifications, follow the
steps below: In the upper-righ

How do | update where my purchase orders are sent?
How do | update where my purchase orders are sent? You can change how you receive purchase orders by updating your Electronic Order Routing method: In the upper-right comer of the application, click
[your initials] > Settings >

Where do | find my SAP Business Network ID (ANID) number?
Where do I find my ANID? To find your ANID, please follow the instructions below: 1. Sign in to your SAP Business Network account. 2.Click [user initials] in the upper-right corner of the application. 3. Your

ANID will be displayed below you

*Powered by SAP Incident Solution Matching

3. Choose from the options below to continue.

What do you need help with?

FAQ
®

Mar 30, 2023

FAQ

@

Mar8, 2023

FAQ

@

Jan 25, 2023

FAQ

@

Dec 23, 2022

FAQ
Jul17,2023

@

Configure purchase order nofifications Configure general account nofifications Configure SAP Business Network subscription nofifications I'm getting nofifications for enablement tasks

I'm getting noifications for expired profile information Something else

Figura 52: Assisténcia Ariba — 6

i. Se precisar de ajuda mesmo depois de rever as etapas indicadas:

1. Nas opgoes fornecidas em “What do you need help with”? Clique em “Something else”.
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[

SAP e

Home  Leaming  Contactus

1. Start here to find your answer.

notificationg x Q l
2. Browse below for our Al-based recommendations*
How do | configure my email notification preferences?
How do | configure my email notifications Only an account has the to edit order routing settings, notification settings, and user roles for both themselves and for all

sub-users with a SAP Business Networ

How do | enable customer-specific purchase order routing?
How do | enable customer-specific purchase order routing? To customize your routing method by customer: In the upper-right comer of the application, click [user initials] > Settings > Customer
Relationships. Click Actions

How do | change the email address that receives failed invoice notifications?
How do | change the email address that receives failed invoice notifications? How do | configure my invoice routing preferences? To update the email address receiving failed invoice notifications, follow the
steps below: In the upper-righ

How do | update where my purchase orders are sent?
How do | update where my purchase orders are sent? You can change how you receive purchase orders by updating your Electronic Order Routing method: In the upper-right comer of the application, click
[your initials] > Settings >

Where do | find my SAP Business Network ID (ANID) number?
Where do I find my ANID? To find your ANID, please follow the instructions below: 1. Sign in to your SAP Business Network account. 2.Click [user initials] in the upper-right corner of the application. 3. Your

ANID will be displayed below you

*Powered by SAP Incident Solution Matching

3. Choose from the options below to continue.

What do you need help with?

Configure purchase order nofifications Configure general account nofifications Configure SAP Business Network subscription nofifications I'm getting nofifications for enablement tasks

® FAQ

Mar 30, 2023
® FAQ

Mar8, 2023
® FAQ

Jan 25,2023
® FAQ

Dec 23, 2022
® FAQ

Jul17, 2023

Clique aqui

I'm getting notifications for expired profile information Something else

Figura 53: Assisténcia Ariba—7

2. Aparece uma barra na parte inferior do ecra: “Can’t find what you’re looking for?” Clique

em “Create a case” no canto inferior direito.

Contact us

Home  Leaming  Contactus

3. Choose from the options below to continue.

What do you need help with?

Configure purchase order notifications Configure general account nofifications Configure SAP Business Network subscription nofifications I'm getting nofifications for enablement tasks

I'm getting nofifications for expired profile information

With your Standard account, we invite you to access our Help Center for FAQs, recorded demos, articles, and other inform:

You will need to upgrade your account for functional support. Technical support is provided for:

Please see the links below for common issues with PunchOut catalogs:

« Unable to connect to PunchOut Catalog
« Validation Errors Found by Customer

« Error: "Can not contact Supplier with its url, supplier site may be down" PunchOut catalog
« The sender i t

« Cannot parse XML response

Punch out from Buyer Customer Failed and Buyer Log Shows a Different URL than our PunchOut URL
Buyer gets stuck on the supplier PunchOut catalog page

hO: not sent to URL specified in published catalog file
Test button is grayed out on the Catalogs tab

If none of these fit the error you are facing, submit a Case using the link below.

n to help you use your account. Customer-specific information can be found in each buyer's Suj

r Information

Can't find what you're looking for?

Figura 54: Assisténcia Ariba—8

3. Preencha o formuldrio com o maximo de pormenor possivel
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Home  Leaming  Contactus

Recommendations*

al
@ How o configure my email notficaion preferences?
@ How do ! enable customer-specifc purchase order outing?
(@) How do ! change the email acdress tha receives filed invoce notfications?
(@ How do | update where my purchase orders ae sent?
(@ Where co1 find my SAP Business Network ID (ANID) number?
(@ How can | have purchase orders sent by emait?
(0 Wy i1 notreceiv the purchase order change notfcation emai?
Top Recommendations: (0 Muitpie emil notfications regarcing an invoice status update
@ How do | configure my emil notificaion preferences? A
® receive emai
(@ How do | enabe customer-specific purchase order routing?
L (3 Wy am | eceiving my email notfcations for A Network in an incorrct
tanguage?
2. How does this impact your normal business processes?
@ Howdo contact my buyer?
il & (@ How do|l configure my SAP Business Network account to receive payment
2 notications from my Customer?
3. Provide your preferred contact details:
(@) How 0o add a new user to my company's SAP Business Network supplier
@ Howdo | change or update my emai address or usemame in my suppler
(@ Howdo| change a sub user's permissions and Role in SAP Business Network?
desiree ganesela@awale.com
@ Howdol ciients of » connectors aiure emil notf
©
® the email notfiation notsent o suppler aftr the template Upgrade

Figura 55: Assisténcia Ariba —9

4. Cliqgue em “One last step” no canto inferior direito

Recommendations*

al

osen, support vdl be provided with the assistance of a 1

@ How ol configure my email notiication preferences?
1. Tell us what you need help with,

(@ How do| enable customer-specific purchase order routing?

(@ How do| change the email address that receives failed involce notifications?

(@ How do | Update where my purchase orders are

(@ Where ol find my SAP Business Network ID (ANID) number’

=

(@ How do| update my emal notification preferences?

(@ How can | have purchase orders sent by emai?

(] Why did 1 notreceive the purchase order change notification email?

Top Recommendations: (] Muttpte email notfications regarding an invoice status update

(@ How do configure my email notfcation preferences?

® copte receive email

(@ How do enable customer-specific purchase order routing?

(I Why am | recelving my emal nosifcations for Ariba Netw
ianguage?

2. How does this impact your normal business processes?
@ How do! contact my buyer?

@ How do 1 configre my SAP Business Network account o receive payment
notficatons fram my customer?
3. Provide your preferred contact details:

(@) Howdol add a new user to my company's SAP Business Network suppler
" account?

(@ How do | change or update my email address or usemame in my supplier
ccount?

(@ How do | change a sub user's permissions and Role in SAP Business Network?

do | change the reciplents of a connector's falure emai tion?

was the email notfication not sent to suppler afte the :emf o Esvane

Figura 56: Assisténcia Ariba — 10

5. Selecione o método de contacto e clique em “Submit”. Se selecionar o método de contacto
“Phone”, sera contactado através do numero de telefone que forneceu ao preencher os
dados do pedido.
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Obs. S serd contactado pela Ariba depois de apresentar a solicitagdo de assisténcia. Caso ndo
seja possivel atender a chamada do Suporte Ariba, serd necessario apresentar uma nova
solicitagdo, seguindo o processo indicado anteriormente, para que possa ser novamente
contactado pelo suporte.

4.2 Problemas relacionados com a criagdo de uma nova conta/problemas de login

Em caso de problemas durante a criagdo de uma nova conta/impossibilidade de efetuar o login, é
possivel solicitar assisténcia direta seguindo os passos descritos a seguir:

Aceda a https://supplier.ariba.com

2. Na pdgina de login a plataforma, clique no icone de assisténcia ¥4 no canto superior direito
da plataforma. Caso ndo consiga ver o referido icone, aconselhamos definir o zoom da

pagina para 90%.

SAP Business Network ~

Supplier Login

\User Name

‘ Password

Forgot Username or Password

New to SAP Business Network?
Register Now or Learn More

Supported browsers and plugins

E- ': © 2022 SAP SE or an SAP affiliate company. All rights reserved.

Unlock the full potential of SAP Business
Network with an Enterprise account
‘ Automate your transactions, increase

compliance and enhance your experience by
upgrading to a future-proof Enterprise account

Learn More

Privacy Statement  Security Disclosure  Terms of Use

Figura 57: Assisténcia Ariba — 11

3. Cligue em “Support” na parte superior do menu Ajuda.
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SAP” Business Network ~
Help Topics *

Search Help Topics o

Documentation

Supplier Login Share Your Success on SAP

Support
Visit the SUpp lier SO |
check out other suppl : .
FAQs, and then subr Why was my session terminated f...
forward to hearing frg|

User Name

How long can | be logged in?

‘ Password

Forgot Username or Password

Learn More

New to SAP Business Network?
Register Now or Learn More

Supported browsers and plugins

E- ':‘ © 2022 SAP SE or an SAP affiliate company. All rights reserved. Privacy S§

Figura 58: Assisténcia Ariba — 12

4. Clique no separador “Contact us”.

SAP  tetp Conter Contactus

1. Log n to your account.

By logging in to your account, you get access to personalized content and topics to get the right support, from the right team, at the right time.

2.1 you're unable to log in, tell us what you need help with.

&3 SN ©)

Register on SAP Business Reset my password Forgot usemame

X o8

Unsubscribe Privacy request

Figura 59: Assisténcia Ariba - 13

5. S3do apresentados os separadores: “Register on SAP Business Network”, “Reset my
password”, “Forgot username”, “Unsubscribe”.
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1. Log n to your account.

By logging in to your account, you get access to personalized content and topics to get the right support, from the right team, at the right time.

2.1 you're unable to log in, tell us what you need help with.

RN @

X o8

Unsubscribe Privacy request

Reset my password Forgot username

Figura 60: Assisténcia Ariba — 14

6. Selecione uma opgéo e cligue num botdo relacionado com a pergunta/problema na sec¢do
“Choose from the options below to continue” para obter mais informacées e assisténcia.

1. Login to your account.

By logging in to your account, you get access to personalized content and topics to get the right support, from the right team, at the right time.

2.1f you're unable to log in, tell us what you need help with.

SN ©)

Reset my password Forgot usermame

X o8

Unsubscribe Privacy request

3. Choose from the options below to continue.

What do you need help with?

EETEE———

Figura 61: Assisténcia Ariba — 15

7. Se ainda precisar de assisténcia mesmo depois de rever as etapas indicadas, selecione

“Something else” e clique em “Create a case”:
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Network

X o8

Unsubscribe Privacy request

3. Choose from the options below to continue.

What do you need help with?

What are you using SAP Business Network for?

Participating in Sourcing events (RFPs, auctions, bids, etc) Searching for new business opportunities Freight collaboration (tendefing, subcontracting, settlement, milestone reporting. etc )

Can'tfind what you're looking for? Create a Case.

Figura 62: Assisténcia Ariba — 16

8. Preencha o formuldrio com o maximo de pormenor possivel

SAP  Help Center Contact us a

Recommendations*

fow do! register a new account?

(@ How do| contact SAP Business Network Customer Support as a supplier?

(@ How dol pay my SAP Business Nework b2

ibiect: [ Register on 5AP

(@ tow do| downgrade my fully enabled account o a Standard account?

Top Recommendations

@ Howdo resister a new account?

(@ How do ! contact SAP Business Network Customer Support a5 a supplier?

2. Provide your preferred contact details: @ Howdo| reenableireinstateireaciivate my expired account?

(@ When will my invoice be paid? (Standard users)

@ Howdo contact my buyer?

o sder e e e e e ek kb
Phoness 5 =

o | @ How o1 resster a5 Suppier on SAP Business Neswork ?

andard account?

ietwork ID: ] (@ How do| delete my SAP Business Network account?

e wanstere to Ara,Inc. and the Aviba hostea i
"SAP Aroa Pivacy Satement and applcale ow @ riowdo  scoepta customers vadiy

Figura 63: Assisténcia Ariba — 17

9. Cligue em “One last pass” no canto inferior direito, selecione o método de contacto e
clique em “Submit”. Se selecionar o método de contacto “Phone”, serd contactado através
do numero de telefone que forneceu ao preencher os dados do pedido.
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Obs. S6 sera contactado pela Ariba depois de apresentar a solicitagcdo de assisténcia. Caso nao
seja possivel atender a chamada do Suporte Ariba, serd necessario apresentar uma nova
solicitagdo, seguindo o processo indicado anteriormente, para que possa ser novamente
contactado pelo suporte.

Recommendations*

g anguage of suppor: Engiisn [Crange?] [ a)

1f agents are unavailable t support in the language You've chosen, SUPpOrt il be provided with the assistance of 3 transat

@ Howdo! register a new account?

1. Tell us what you need help with.
) How do | contact SAP Business Network Customer Support as a supplier?

Subject: [ Register on SAP Business Networt

(@ How dol pay my SAP Business Nework b2

(@ How do | downgrade my full enabled account o  Standard account?

@ How can | process
00 characters remsining temporary account

purchase orderlrelationship request i it was sent to &

(@ How do’ contact supp

a suppiier?
Top Recommendations: (@ How dol retrieve my usemame?

@ Howdo resister a new account?

@ Where is my password reset email?

(@ How do | contact SAP Business Network Customer Support as a supplier?
= @ When will my invesce be paid? (Enterprie users)

2. Provide your preferred contact details: @ Howdo| reenableireinstateireaciivate my expired account?

(® What are the Enterprise Account levels and advantages of subscription fees?

(@ When will my invoice be paid? (Standard users)

@ Howdo contact my buyer?

emaits
@ How ol et  ree Sandard accountfom an emal v
Ensosion: | @ How o1 resister a5 Suppieron SAP Business Neswork ?
Confim phone:s i
= @) iow co expre my Sa Business Neswork Sandrd sccount?
@ How o1 cette my SAP Business Network account?
l thet your data entered o wil b wanserrd to Ao nc.an § i i i o
e ey e 0.0, I e SAP Ao ey S e o @ How ol accept a customer' wading relatonshp reauest inviatin

nable o disable multfacior auther

jon for loginin

Figura 64: Assisténcia Ariba — 18

Para perguntas sobre quando contactar o cliente, clique aqui:

Whom should | contact when | have a question or issue? SAP Ariba or my customer?

Question

Whom should I contact when | have a question o issue? SAP Ariba or my customer?

Answer

SAP Ariba Customer Suppart can help you understand how to use your account, but your customers are best qualified to explain what they need according to their own intemal business processes.
The following information can help you determine when to contact SAP Ariba and when to contact your customer.

Contact your customer if you have questions about the following areas:

1. Invoice payments

= After you submit an invoice, your customer receives the invoice and begins to process it. Your customer updates the invoice status and can let you know when to expect payment.
= Your payment does not go through Ariba, unless your customer uses AribaPay.

2. Invoice rejections

= Your customer rejects an invoice when it doesn't meet their requirements.
= Your customer can then tell you how to correct your invoice.

3, Missing purchase orders or purchase order details

= I you can'tfind a purchase order, your customer can confirm that it was sent to the correct account.
= If the information on your purchase order is incorrect, your customer needs to issue a replacement order

4. Sourcing event content

= Your customers use Ariba Sourcing to build an event based on the information they want from you
= For clarffication on specific questions in the event, itis best to contact the event owner directly.

Contact your account administrator if you have questions about the following areas:
1. Your account settings
« if you are an administrator, you control the settings for yourself and all other users on your company's account.
+ 1fyou are not an administrator, contact your account administrator for assistance with requesting additional permissions, resetting your password, and configuring other user settings. To find out who your administrator is and how to contact that person, click your initials in the upper-right comer of your
account and select Contact Administrator.
« If you are not sure who to contact at your customer's organization, you can find the appropriate contact information in your account.
Additional Information
1f you have questions about anything not covered in the areas listed above, you can browse or search the Help Center to find information related to navigating, sing, or understanding your SAP Ariba account. Here are some more useful links:
Ariba Connect

How do | contact my customer?

How do | contact the owner of a sourcing event?

Figura 65: Assisténcia Ariba — 19
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