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Introduccion

La siguiente guia tiene como objetivo brindar instrucciones a los proveedores para acceder facilmente a la
plataforma ARIBA de Zambon y continuar con el proceso de registro.

1. Instrucciones para acceder a la plataforma ARIBA

1.1 Cuenta de proveedor ya existente en Ariba Network:

En el correo electrdnico de invitacion de registro recibido de Zambon Global Procurement, haga clic en
el enlace de referencia en la seccién “Cuenta ya existente en Ariba Network” .

Eambon

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

Zambon Global Procurement - TEST uses Ariba Network to manage sourcing
and procurement activites and 1o collaborate with suppliers

Click here to consuit 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

lick Her:

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

Hthe Vendor_EN company already has an Ariba Network account, ciick LOGIN
on the next page to log in. In the screen that will appear, enterthe credentials in
your possession of the previously created account. which is used for
participation in the events of different customers. Once logged in to 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 to create an account now.

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

Kind regards

Zambon Global Procurement

wiw.zambon.com

Figura 1: Correo electrénico: invitacion para registrarse para un proveedor ya existente en la plataforma Ariba Network
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e Recomendamos utilizar los navegadores Microsoft Edge o Google Chrome. Sin embargo, con
Google Chrome, debe asegurarse de que el zoom esté configurado en 90 % o menos, de lo
contrario, algunos elementos no se mostraran correctamente.

e Guarde el enlace de SAP Ariba como favorito.

El enlace de invitacidn por correo electrénico lo llevara directamente a la pagina de bienvenida de SAP
Ariba.

En la pantalla que aparecerd, ingrese las credenciales en su poder de la cuenta creada anteriormente,
que se utiliza para participar en los 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.

hready have an account?

| . re ) Ve . .
I Haga clic en el botén <<Iniciar sesién>> si ya tiene una
m cuenta de SAP Ariba.
Después de eso, puede continuar con los siguientes pasos.

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:

« Allyour Ariba customer relationships

« Allyour event actions, tasks and transactions
« Your profile information

* All your registration activities

* Your contact and user administrative tasks

Figura 2: Pagina de bienvenida de SAP Ariba

Ingrese el nombre de usuario y la contrasefia y haga clic en Continuar:

Enter Your Account Information

* Indicates a recuired field

You are using an Ariba Sourcing test account fo register on the Ariba Commerce Cloud. Enter your existing Ariba Commerce Cloud, Ariba Discovery or Ariba Netviork 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:*

Forget Username

Forgot Password

-E/

Figura 3: Iniciar sesion en SAP Ariba

Una vez que haya iniciado sesién en Ariba Network, haga clic en “Otro” y seleccione Zambon.
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@ Adiba Sourcing x  +

&« C @ @& servicearibacom

SAP Asba Proposals and Questionnaires ~  Enterprise Account  TesT Mooe

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

Figura 4: Seleccién de clientes de Zambon

Para los siguientes pasos, vaya al parrafo 2. “Acceder y completar el cuestionario de registro global de
Zambon”.
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1.2 Nueva cuenta (primer acceso a la plataforma ARIBA):

En el correo electrdnico de invitacion de registro recibido de Zambon Global Procurement, haga clic en
el enlace de referencia en la seccion “Nueva cuenta”.

E-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 activites and to 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

lick Her:

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

Hihe Vendor_EN company already has an Ariba Network account, click LOGIN
on the next page to log in. In the screen that will appear, enterthe credentials in
your possession of the previously created account, which is used for
participation in the events of different customers. Once logged in to Ariba
Network, click "More™ and seiect Zambon

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

Ifthe company Vendor_EN does not have an Ariba Network account, click
SIGNUP to create an account now.

I you encounter problems creating your account, pleasa rafer o the "New
Account” section of the manual

Kind regards
Zambon Global Procurement

wivv/.zambon.com

Figura 5: Correo electrénico - invitacion para registrarse “Nueva cuenta”

El enlace de invitacién por correo electrénico lo llevara directamente a la pagina de bienvenida de SAP
Ariba.

En la pantalla que aparecer3, elija “Registro” para crear una cuenta en 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.
Haga clic en el botén <<Registrarse>>

_.I_ para crear una cuenta en SAP Ariba.
ol Después de eso, puede continuar con
los siguientes pasos.

[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 bienvenida de SAP Ariba

Una vez que se ha abierto el enlace, debe completar todos los campos obligatorios marcados con un
asterisco rojo y marcar para aceptar los términos de uso y privacidad.

Complete los datos generales de su empresa solicitados en las secciones:
e informacion de la empresa;
e informacion de la cuenta de usuario;
e Proporcione mas detalles sobre las actividades de la empresa.

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

Company information

* Indicates a required field

If your company has more than one office, enter the main office address. You can

Company Name:*

Country/Region:* | Italy [ITA] v‘
enter more addr uch as your shipping address, billing address or other
addresses later in your company profile.
|address:*| Line 1
= \
Postal Code:* ‘
iy \
State:*| Milan [IT-MI] v‘

Figura 7: Apartado “Informacion de la empresa”

Tome nota de la direccién de correo electrénico elegida para el nombre de usuario y la contraseiia
ingresados en la seccién “Informacion de la cuenta de usuario”.
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User account information

* Indicates a required field

‘ SAP Business Network Privacy Statement

Name:* ‘ First Name ‘ Last Name] A la direccion de correo electrénico

‘ _j ingresada aqui se le enviara en el futuro,

por ejemplo, solicitudes de calificacion,
invitaciones a eventos de compra, etc.

Anote su Email:*
nombre de
usuario y

contraseia sername:* r
para j—
futuros

‘ | Use my emait as my username

o

assword:* ‘ Enter Password

inicios de — . Recomendamos insertar esta
sesion. bandera para que su nombre
‘ RepeatRasswoid ‘ de usuario coincida con el

correo electrénico ingresado

Language: ‘ English V‘ durante el registro.

Email orders to:* ‘ ‘

Figura 8: Seccion “Informacién de la cuenta de usuario”

Complete los campos “Categorias de productos y servicios” (busque su propia categoria o la mas
cercana/similar o, si no estd presente, inserte una al azar; este es un campo obligatorio de la
herramienta Ariba, NO de Zambon y NO alimenta el cuestionario de registro de Zambon) y “Ubicacién
de envio o servicio” (seleccionando el area geogriafica de referencia):

Tell us more about your business
A través de <<Navegas>> es posible
encontrar las categorias de productos
Product and Service Categories:* | Enter Product and Service Categories ‘ Add -or-  Browse existentes en orden jerarquico. Haga clic
en las categorias hasta que pueda agregar
servicios individuales a su seleccién

Ship-to or Service Locations:* | Enter Ship-to or Service Location ‘ Add 1 -or- Browse usando el simbolo “+”.
Estos no deben seleccionarse
Tax ID: ‘ Optional ‘ Enter your Company Tax 1D number. especificamente para Zambon.
company's five to twelve-digit value added tax identification number.

Vat ID: ‘ Optional

Dun & Bradstreet. By default, DUNS

DUNS Number ‘ Optional

[ | have read and agree to the Terms of Use

if‘ | hereby agree that SAP Business Network will
! visibility settings, Please see the SAP Busine

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

ork

Privacy Statement to learn how we process persanal data

Create account and continue

Figura 9: Seccion “Proporcione mas detalles sobre las actividades de la empresa”

Cabe sefialar que la categoria de producto solicitada en esta fase es una solicitud de ARIBA y no de
Zambon. Por lo tanto, si no encuentra el correcto, seleccione el mas relevante, pero en cualquier caso no
tiene ningln valor a efectos de crear la Lista de proveedores de Zambon.

A continuacion se muestra un ejemplo de seleccion de categorias de productos/servicios:
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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 > & Hodrems: No items Noitems
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: Seleccién de Productos/Servicios de 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: Seleccién de Productos/Servicios de 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: Seleccién de productos/Servicios de nivel 3
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Product and Service Category Selection

semrch s Una vez seleccionado el nivel con el simbolo “+”, se mostrara
earcl rowse con el simbolo “ \/”.

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 > - Environmental Management > Environmental rehabilitation > @ Endangered species pro services ®
Apparel, Luggage & Personal Care > Environmental Protection > Environmental safety services > ® Food or feed contamination protet
EReRasS Pollutants Tracking, Monitoring & Rehabilitation
Services > Genetic resources protection services
Cleaning Supplies > . e . .
E:5upe > Pollution Tracking, Monitoring & Rehabilitation > > > Landscape protection services @
Computer Hardware, Software & Tels
ompUtar Harchare, Softwate 8 Telecom > Natural risks or hazards protection services @
Construction & Maintenance Services > ®
Ozone protection services
Construction Materials . 3 :
» . Radiation protection services ]

Su seleccion se mostrara aqui.

My Selections (1)

|| Genetic resources protection services (View) Haga clic en “Aceptar” para

completar el proceso.
Remove

Figura 12: Seleccion de Productos/Servicios de Nivel 4

Solo cuando aparece el simbolo “+” es posible ingresar a una categoria. Haga clic en el simbolo + para
agregar una categoria.

Del mismo modo, se puede proceder a identificar el pais de origen:

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: Eleccién del pais de pertenencia 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 countrylregion to add and click the + icon. States or provinces are displayed after you click a countryiregion. Click OK to save your changes. Es posible detenerse en un nivel
B o B superior, siempre que esté presente el
. Greece > simbofd=+".
Central America >
Isle of Man @

South America > Lray > Y
The Caribbean > > Liechtenstein @ >
North Ei

orthern Europe > Lithuania > @
Mestem Europe > Luxembourg > @
Eastern Eu >

astern Europe Malta @

Fantral Burana S

Haga clic en “Aceptar” para completar

My Setections (1) el proceso.
Q italy Remove

Figura 14: Eleccion del pais de pertenencia Nivel 2

Si es necesario, compruebe internamente si ya se ha creado una cuenta de SAP Ariba. Queremos evitar
cuentas duplicadas. Sisu empresa aun no existe, haga clic en el enlace «Crear una cuenta y continuar».
Aparecera el siguiente mensaje:

(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 paso para la creacion de la cuenta
Elija la opcion “Omitir revisién” si no tiene cuentas duplicadas y continde.
Sera redirigido directamente al cuestionario enviado por Zambon y podra proceder a completarlo.

Para cualquier problema de acceso a la plataforma, consulte el apartado “Cémo contactar con el
soporte directo de ARIBA“.
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2. Accede y rellena el cuestionario de registro global de Zambon

El primer acceso a SAP Ariba debe realizarse a través del correo electrénico de invitacién recibido y
enviado por Zambon (seleccionando la opcidn “Iniciar sesién” o “Registrarse” descrita en los parrafos
1.1y 1.2 dependiendo de si tiene una cuenta existente en SAP Ariba o no).

Posteriormente, es posible visualizar el cuestionario de registro global, y rellenarlo, luego de ingresar al
sistema con sus credenciales y seguir los siguientes pasos:

1) «Propuestasy Cuestionarios de Ariba»
2) Seleccione la empresa Zambon
3) Haga clic en «Cuestionario de proveedores globales» en la seccidon «Cuestionarios de registro»

SAP Ariba Proposals and Questionnaires v  Standard Account | Get enterprise account |  TEST MODE 5 ® ® so
IZAMBON GLOBAL PROCUREMENT - TEST l
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 § Event Type Participated
No items
Registration Questionnaires =
Title ) End Time § Status
v
Supplier Global questionnaire Doc1550286637 7/19/2024 2:05 PM Invited
Qualification Questionnaires -]
Title D End Time 4 Commodity Regions Status
No items
Questionnaires =
Title D End Time 1 Commodity Regions Status

Figura 16: Llenando el cuestionario de registro

Una vez abierto, declare que acepta el cédigo ético (pregunta 1.1) eligiendo la respuesta “Si” del mend
desplegable, respuesta obligatoria para proceder con las siguientes preguntas y con el envio del
cuestionario:

Console E Doc1550286637 - Supplier Global questionnaire @ gg:eé:;2£23.32.12

All Content =

v Event Contents asbe el Unspecified v
B [ Save draft ] [ Compose Message ] [ Excel Import
Figura 17: Cuestionario de registro - Codigo ético
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’

Todas las preguntas marcadas con * son “Obligatorias”:

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: Cuestionario de registro - Preguntas

Una vez que haya completado todas las respuestas, tiene las siguientes opciones:

1) Es posible responder a las preguntas del cuestionario en diferentes momentos; en este caso, es
necesario hacer clic en “Guardar borrador” antes de cerrar el navegador y sera posible reanudar el
llenado del cuestionario ingresando nuevamente a la plataforma en un momento posterior.

Por lo tanto, al hacer clic en “Guardar borrador”, las respuestas no seran visibles para Zambon. Esta
opcion puede ser Util si desea revisar las respuestas proporcionadas mas adelante antes de

enviarlas a Zambon.

2) 0O haga clic en “Enviar”. En este caso, el cuestionario se enviara a Zambon, quien tendra plena

visibilidad del mismo.
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v Event Contents

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

ans the tumover 2021). Enter number without periodsicommas.

 tumover -2 (¥-2) (e.g. 1 the current year is 2022, it means the trnover 2020). Enter number without periodsicommas.

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

Figura 19: Enviar cuestionario de registro

En la siguiente ventana emergente que aparecera, haga clic en “Aceptar”:

v Submit this response?

Click OK to submit.

I oK ] [ Cancel

Figura 20: Enviar cuestionario de registro

Una vez enviado, el cuestionario se sometera al proceso de aprobacién de Zambon.
A continuacion, recibird un correo electrénico de confirmacion:
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Confirmation: Registration submitted for approval (@ inbo: «

Zambon Global Procurement <no-reply&evsmtp.or

° 238PM (O mintesage)  fr
@ -

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: Correo electréonico de confirmacién de envio Cuestionario de registro

En caso de:

- Homologacién secundaria de Zambon: tras el envio por parte del proveedor de la respuesta al
cuestionario de registro, este Ultimo se sometera a la homologacién de Zambon y tendrd el estado
“En espera de homologacion”. El proveedor no podra modificar las respuestas proporcionadas.
Podra revisar el cuestionario y realizar una posible modificacién si Zambon solicita informacién
adicional o si aprueba el cuestionario y este documento tiene el estado “Registro hecho”.

SAP  Ariba Proposals and Questionnaires v~  Standard Account | Get enterprise account = TEST MODE

2 0@ ©
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 ’Q\
this site in an effort to ensure market integrity.
Home
Events B
Title D End Time Event Type Participated
No items
Registration Questionnaires =
Title D End Time § Status
¥ Status: Col d (1)
Supplier Global questionnaire Doc1550286637 7/20/2023 2:38 PM Pending Approval
Qualification Questionnaires -]
Title D End Time Commodity Regions Status

Figura 22: Cuestionario de registro en estado “En espera de aprobacion”
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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
21 Company Name

22 Company Type (SpA, Snc, AG, GbH, Lid., LLC, etc)

23 Business address

24 Company website
25 VAT number
25 Nominal Capital

27 Currency

‘

Compose Message

@ Pending Approval

]
«

Supplier ane.
spa
Show More
Street: ;
ViaPacloSarpi () House Number: 5 ()
Postal Code =
20000 ® City: Miano ()
CountryRegion
2% faly @ SwerovinceRegion: Mitan @
an o
hiepsil
IT1zs3251254152
8560000
EUR

Figura 23: Cuestionario de registro en estado “En espera de aprobacion” - Cambio no posible

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
this site in an effort to ensure market integrity.

AR

Home
Events a2
Title D End Time | Event Type Participated
No items

Registration Questionnaires =
Title D End Time | Status

¥ Status: Open (1)

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

Qualification Questionnaires

Figura 24: Cuestionario de registro en estado “Registro hecho”

Para revisar el cuestionario, haga clic en “Revisar respuesta”. El sistema mostrara una ventana en la que se
le pedird que confirme su intencidn de cambiar una o mas respuestas. Haga clic en “Aceptar”:

A Revise Response?

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

Figura 25: Cuestionario de registro en estado “Registro hecho” - Modificacion posible
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En este punto el sistema permitira la modificacidn del cuestionario y por lo tanto serd posible actualizar las
respuestas del cuestionario con los nuevos datos y hacer clic nuevamente en “Enviar”. El cuestionario

actualizado se enviara nuevamente para su aprobacion por parte de Zambon:

Console

B
2 All Content
Re
3

v Event Contents

er 2021). Enter number without periodsicommas.

2020). Enter number without periodsicommas. 2021

R v
N v
15 ye. N v
% No
N v
2.49 Indicate if the Company has received complaints from any Company belonging to the Zambon Group? No v

(#) indicates a required field

Figura 26: Cuestionario de registro en estado “Registro hecho” - Revision de respuesta
En la siguiente ventana emergente que aparecera, haga clic en “Aceptar”:

v Submit this response?

Click OK to submit.

[ OK

Figura 27: Revisar el Cuestionario de Registro de Confirmacién

Una vez aprobado, serd visible en el siguiente estado:

SAP Ariba Proposals and Questionnaires v  Standard Account | Get enterprise account = TEST MODE

ZAMBON GLOBAL PROCUREMENT - TEST

There are no matched postings,

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: Open (1)

Supplier Global questionnaire Doc1550286637 8/12/6106 4:53 PM

Qualification Questionnaires

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

2O »

Status

AN

Figura 28: Aprobacion Cuestionario de registro
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Recibirad un correo electrdnico si su registro ha sido aprobado:

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

Zambon Global Procurement

Hello Supplier
Congratulations! The global questionnaire you sent has been approved.

the compilation of specific questionnaires to finalize the gqualification and
necessary to become potential suppliers of Zambon

Sincerely,
Zambon Global Procurement - TEST

SAP Ariba

Soon you will receive a further e-mail from the portal in order to proceed with

Figura 29: Correo electrénico de confirmacion de aprobacion de registro

- Solicitud de integracion de respuesta: Durante la fase de aprobacién, Zambon podra solicitar la
integracién de una o mas respuestas dadas, indicando las especificaciones y el nimero de la
pregunta de referencia; posteriormente, una vez actualizadas las respuestas, Zambon procederd
con la aprobacidn del cuestionario (seguir los mismos pasos vistos anteriormente);

Recibira un correo electrdnico si se han solicitado adiciones de registro:

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

@ Zasmbon Global Procurement <ro-reolyise 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: Correo electrénico de solicitud de integracion
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- No aprobacidn por parte de Zambon: el proceso de registro finaliza con un resultado negativo y el
proveedor no podra formar parte de la Lista de proveedores de Zambon ni participar en eventos de

licitacion.

Recibirad un correo electrdnico si su registro ha sido rechazado:

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: Correo electréonico de rechazo de registro

3. Rellanar el cuestionario de calificacion

Zambon puede pedirle que califique para una o mas categorias de productos.

Recibira un correo electrénico invitandole a calificar.

Zambon Global Procurement «no-replySeusmip ariba con

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 external process. Thank you for taking the time to respond to each
one

Process Overview

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

Material: Not applicable

Process owner. Buyer Zambon
Massage

Questionnaire Overview
Name signe
Italy local questionnaire Supplier

By
\August 20, 2023 at 8.44 AM
\August 20, 2023 at 8:44 AM

\taly Bresso safety questionnaire|Supplier

Click Here to view the process

Best Regards,
SAP Ariba team

Figura 32: Correo electrénico de invitacion que califica

Direzione e amministrazione / Sede legale
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Una vez que haya recibido el correo electrénico de invitacién a la calificacion, debe iniciar sesion con sus

credenciales de Ariba.

Para acceder al cuestionario de calificacion, haga clic en:

1) «Propuestasy Cuestionarios de Ariba»
2) Seleccione la empresa Zambon

3) Enlaseccion Cuestionarios, estaran los cuestionarios de calificacidén a responder:

Events
EnaTime 4
No
Regjstration Questionnaires
o EnaTime 4 Commocity
Doc1550286637 81126106 4:57 PM
Qualification Questionnaires
D EnaTime | Commoity Regions

Haga clic en cada uno de los cuestionarios

Questionnaires

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

1TA02 Italy Headguarter

aseM 1TA0O2 Italy Headquarter

Figura 33: Acceder a los cuestionarios de cualificacion

Deberd hacer clic y responder cada cuestionario de calificacidn.
Al hacer clic en el primero, por ejemplo, se mostrara lo siguiente:

Console B Doc1551996010 - Italy Bresso safety questionnaire

Eve

All Content

) indicates a required field

Figura 34: Preguntas del cuestionario de cualificacién
Las preguntas marcadas con * son obligatorias.

Direzione e amministrazione / Sede legale Zambon SpA
Head Office / Registered Office Cap. Soc. Euro 5.649.880,00 i.v.

Via Lillo del Duca, 10 20091 Bresso (MI) - Italy
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Una vez respondidas todas las preguntas del cuestionario de calificacion, tiene las siguientes opciones:

1) Es posible responder a las preguntas del cuestionario en diferentes momentos; en este caso, es
necesario hacer clic en “Guardar borrador” antes de cerrar el navegador y serd posible reanudar el
llenado del cuestionario ingresando nuevamente a la plataforma en un momento posterior.

Por lo tanto, al hacer clic en “Guardar borrador”, las respuestas no seran visibles para Zambon. Esta
opcidn puede ser Util si desea revisar las respuestas proporcionadas mas adelante antes de
enviarlas a Zambon.

2) 0O haga clic en “Enviar”. En este caso, el cuestionario se enviara a Zambon, quien tendra plena
visibilidad del mismo.

[ o ] e | [ oo

Figura 35: Enviar cuestionario de calificacion

En la siguiente ventana emergente que aparecera, haga clic en “Aceptar”:

v/ Submit this response?

Click OK to submit.

K

Figura 36: Enviar Cuestionario de Cualificacion

Una vez enviado, el cuestionario se sometera al proceso de aprobaciéon de Zambon.

Del mismo modo, también se pueden proporcionar respuestas para cualquier otro cuestionario de
calificacion recibido.

En la seccién “Cuestionarios”, también serd posible visualizar el estado de envio de los cuestionarios y su
estado:

En el siguiente ejemplo, de dos cuestionarios recibidos, solo se contestd uno y el estado es “En espera de
aprobaciéon”. En el segundo cuestionario, sin embargo, adn no se ha enviado una respuesta y el estado es
“Sin respuesta”:

Questionnaires

Regions

ITAQO2 ltaly Headquarter .. View more

Cuestionario 2

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

Figura 37: Cuestionario de calificacion y estados
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Una vez presentados los distintos cuestionarios de calificacidn, pueden darse los siguientes casos:

- Homologacidn secundaria de Zambon: tras el envio por parte del proveedor de la respuesta al
cuestionario de cualificacién, este ultimo se someterd a la homologacién de Zambon y tendra el
estado “En espera de homologacion”. El proveedor no podra modificar las respuestas
proporcionadas. Podra realizar una revisién del cuestionario y una posible modificacidn si Zambon
solicita informacion adicional o si aprueba el cuestionario y este documento ha sido “Aprobado”.

Questionnaires =

EndTime Commodity Regions

v

Italy Bresso safety questionnaire Doc1551996010 712172023 5:53 PM ITA0O2 Italy Headquarter View more
Docissiorerss  202023546PM  ALA TADG2 faly Headquarter ., ITADDL faly Manufacturin. View mr Not Responded
Figura 38: Cuestionario de calificacion en estado “En espera de aprobacion”
Console B Doc1551996010 - Italy Bresso safety questionnaire ] Pending Approval
S—— e
All Content n |y

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: Cuestionario de calificacion en estado “Aprobado”

Para revisar el cuestionario, haga clic en “Revisar respuesta”. El sistema mostrard una ventana en la que se
le pedira que confirme su intencion de cambiar una o mas respuestas. Haga clic en “Aceptar”:

22
Direzione e amministrazione / Sede legale Zambon SpA
Head Office / Registered Office Cap. Soc. Euro 5.649.880,00 i.v.
Via Lillo del Duca, 10 20091 Bresso (MI) - Italy REA Milano n. 1814364 C.F. - PIVA IT 05341830965
Tel. +39 02 665 241 Fax +39 02 665 01 492 Societa unipersonale

C.P./ PO Box 78 20091 Bresso (MI) - Italy



£y Revise Response?

You have already submitted

Figura 41: Cuestionario de calificacion en estado “Aprobado” - Modificacién posible

En este punto el sistema permitira la modificacidn del cuestionario y por lo tanto sera posible actualizar las
respuestas del cuestionario con los nuevos datos y hacer clic nuevamente en “Enviar”.

El cuestionario actualizado se enviard nuevamente para su aprobacién por parte de Zambon:

Console

Event Messages.

All Content =

Responsible within your company?

%
z
j

Al Content 12

1 Environment 1.3 Does the company operate under an environmental manag

ysiem EVS)? [

<

2 sateyy 14 1s the EMS centified and complies with IS0 14001 / EMAS reay

s
z
j

Fl13
<<

z

v

v]

H
i
z

v

“

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

Figura 42: Cuestionario de calificacion en estado “Aprobado” - Revision de respuesta

En la siguiente ventana emergente que aparecera, haga clic en “Aceptar”:

v Submit this response?

Click OK to submit.

[ oK ][ Cancel ]

Figura 43: Cuestionario de calificacién de confirmacién de revision
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Una vez aprobado, serd visible en el siguiente estado:

Questionnaires

v

Italy Bres:

1TAQO2 Italy Headquarter

Italy local questionnaire DoclS551975754

ITAOD2 Italy Headquarter .., ITAODL

aly Manufacturin... View more Not Responded

Figura 44: Aprobacion Cuestionario de calificacion

Recibira un correo electrdnico si su calificacién ha sido aprobada:

@ 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‘éﬁ;;""” CONSULTANCY. ‘:’e‘; — Buyer

process P GENERAL i Zambon |
lexternal |- Bresso

lexternal

Best,

SAP Ariba team

Figura 45: Correo electronico de confirmacion de aprobacion de calificacion

- Solicitud de integracion de respuesta: Durante la fase de aprobacién, Zambon podra solicitar la
integracién de una o mads respuestas dadas, indicando las especificaciones y el nimero de la
pregunta de referencia; posteriormente, una vez actualizadas las respuestas, Zambon procedera
con la aprobacién del cuestionario (seguir los mismos pasos vistos anteriormente);

Recibirad un correo electrdénico si se han solicitado adiciones o cambios en las respuestas a los distintos

cuestionarios:
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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
[Qualification ” Italy
on )
CONSULTANCY i e Buyer
external . _ Bresso Zambon |

Best

SAPAriba team

Figura 46: Correo electréonico de solicitud de integracion

- No aprobacién por parte de Zambon: el proceso de calificacidn finaliza con un resultado negativo y
el proveedor no podrd participar en los eventos de licitacidn.

4. Como ponerse en contacto con el Soporte directo de ARIBA

4.1Problemas para una cuenta ya existente que logra iniciar sesién

En caso de problemas en los que todavia es posible iniciar sesion (cuenta de proveedor ya
existente), es posible solicitar asistencia directa siguiendo los siguientes pasos:

a.

En la pagina de inicio de sesion de la plataforma, haga clic en el icono &4 de asistencia en la
esquina superior derecha de la plataforma. Si no ve el icono de arriba, es recomendable

configurar el zoom de la pagina al 90 %.

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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SAP Business Network v Standard Account |[|GEtERtefprise secount| TEST MODE

Home Enablement Workbench Assessments ate .

Y R '

Overview Getting alancde

O Haga clic
Enablement Tasks aqui

My widgets ¢} customize

Company profile My leads Download app Shipment tracking

Figura 47: Soporte Ariba - 1

b. Haga clic en “Soporte” en la parte superior del menu Ayuda.

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: Soporte Ariba - 2
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c. Hazclic en la pestaiia Contactos.

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: Soporte Ariba - 3

d. Ingrese una breve descripcion de su pregunta o problema en el campo Comience aqui para

encontrar la respuesta

SAP

Help Center Contact us

Contact g

Home

Learning

1. Start here to find your answer.

How can we help you? Q

Figura 50: Soporte Ariba - 4

e. Haga clic en el icono de busqueda &

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: Soporte Ariba - 5

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

27

Zambon SpA

Cap. Soc. Euro 5.649.880,00 i.v.

REA Milano n. 1814364 C.F. - PIVA IT 05341830965
Societa unipersonale



f. Después de buscar, haga clic en un tema segun las recomendaciones recibidas o en un
botdn de pregunta/problema en la seccion Elija entre las siguientes opciones para

continuar para obtener mas informacion y asistencia.

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: Asistencia Ariba - 6

i. Sidespués de revisar estos pasos, aun necesita ayuda:

1. Enlas opciones proporcionadas en é¢Con qué necesito ayuda? Haga clic en Mas en la parte

inferior.
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SAP e

Home  Leaming  Contactus

[

1. Start here to find your answer.

nofications] x Q l
2. Browse below for our Al-based recommendations*
How do | configure my email notification preferences? FAQ
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 MarGg, 2053
How do | enable customer-specific purchase order routing? e
How do | enable customer-specific purchase order routing? To customize your routing method by customer: In the upper-right coner of the application, click [user iitials] > Settings > Customer ®
Relationships. Click Actions Mar®, 2023
How do | change the email address that receives failed invoice notifications? FAQ
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 Jan 25, 2023
How do | update where my purchase orders are sent? FAQ
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 nitials] > Settings > Deaci23, 2022
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 initals] in the upper-right comer of the application. 3. Your ®

Jul17, 2023

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 Hag a clic aqui
I'm getting notifications for expired profile information Something else

Figura 53: Soporte Ariba - 7

2. Aparece una barra en la parte inferior de la pantalla: éLos resultados de la busqueda no
son los que busca? Haga clic en Crear un caso en la parte inferior derecha.

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 [l i > |

With your Standard account, we invite you to access our Help Center for FAQs, recorded demos, articles, and other information to help you use your account. Customer-specific information can be found in each buyer's Supplier Information
Portal

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 credentials cannot be
« 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

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.

Can'find what you'r looking for? Lm

Figura 54: Soporte Ariba - 8

3. Rellene el formulario lo mas detallado posible
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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: Soporte Ariba - 9

4. Haga clic en Un ultimo paso en la parte inferior derecha

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: Soporte Ariba - 10

5. Seleccione su método de contacto y haga clic en Enviar. Al seleccionar el método de
contacto “Teléfono”, sera contactado en el nimero de teléfono indicado al completar los
datos en la solicitud.
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N.B. Ariba se pondra en contacto con usted solo después de enviar la solicitud de asistencia. Si
no es posible responder a la llamada por el Soporte de Ariba, entonces serd necesario enviar
una nueva solicitud, siguiendo el proceso indicado anteriormente, para ser contactado
nuevamente por asistencia.

4.2 Problemas relacionados con la creacion de una nueva cuenta / Problemas de

inicio de sesidn

En caso de problemas al crear una nueva cuenta/imposibilidad de iniciar sesién, puede solicitar
asistencia directa siguiendo los siguientes pasos:

Inicie sesién en https://supplier.ariba.com

2. Enla pagina de inicio de sesidn de la plataforma, haga clic en el icono K4 de asistencia en la
esquina superior derecha de la plataforma. Si no ve el icono de arriba, es recomendable
configurar el zoom de la pagina al 90 %.

SAP Business Network ~

Supplier Login

‘USG( 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. Al rights reserved.

Unlock the full potential of SAP Business
Network with an Enterprise account

n

Learn More

‘ Automate your transactions, increase
compliance and enhance your experience by
upgrading to a future-proof Enterprise account

Privacy Statement  Security Disclosure ~ Terms of Use

3. Haga clic en “Soporte” en la parte superior del menud Ayuda.

Figura 57: Soporte Ariba - 11
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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: Soporte Ariba - 12

4. Hazclic en la pestafia Contactos.

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: Soporte Ariba - 13

5. Apareceran las pestafias: “Registrarse en Ariba Network”, “Restablecer contrasena”,
“Olvidé mi nombre de usuario”, “Cancelar suscripcion”.
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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 @

Reset my password Forgot usemame

X o8

Unsubscribe Privacy request

Figura 60: Soporte Ariba - 14

6. Seleccione una opcidon y haga clic en un botén de pregunta/problema en la seccién “Elija
entre las siguientes opciones para continuar” para obtener mds informacién y asistencia.

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?

CETEE——"— g

Figura 61: Soporte Ariba - 15

7. Sialn necesita ayuda después de revisar los pasos anteriores, seleccione “Mas” y haga clic
en “Crear un caso”:
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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: Soporte Ariba - 16

8. Rellene el formulario lo mas detallado posible

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: Soporte Ariba - 17

9. Haga clic en Un ultimo paso en la parte inferior derecha y seleccione su método de
contacto y haga clic en Enviar. Al seleccionar el método de contacto “Teléfono”, sera
contactado en el nimero de teléfono indicado al completar los datos en la solicitud.
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N.B. Ariba se pondra en contacto con usted solo después de enviar la solicitud de asistencia. Si
no es posible responder a la llamada por el Soporte de Ariba, entonces sera necesario enviar
una nueva solicitud, siguiendo el proceso indicado anteriormente, para ser contactado
nuevamente por asistencia.

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 a5 a supplier?
= @ When will my invoice be paid? (Enterprise 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 login in SAB Busi

Figura 64: Soporte Ariba - 18
Si tiene preguntas sobre cuando ponerse en contacto con el cliente, haga clic aqui:

Si tengo alguna pregunta o problema, édebo ponerme en contacto con Ariba o con el cliente?

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: Soporte Ariba - 19
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