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ToeeeTs
YARA

Accepting the TRR (Transacting relationships request)

SAA

Ensure you are the required person to accept the
relationship from your Buyer

The person who accepts the relationship
automatically becomes the business SAP Business
Network System Administrator

With the TRR email open
1. Click on Get Started

#  About this invitation panel — displays content
such as the From: and To:, a message from
your Buyer and a Read More link for more
information from your Buyer and an About
SAP Business Network link taking users to
an external website

-
L

Review Accounts — Suppliers should review
accounts to determine whether an account
already exists for this Buyer or to identify
whether they can use an existing account.

< Use Existing Account — As the System
Administrator, you have identified an existing
account. Using an existing account reduces
the need for multiple log-ins

%+ Create New Account - Creation of a new
account to transact with the Buyer

E Avante Labs GmbH

Connect with Avante Labs GmbH to collaborate
on SAP Business Network!

To Ben Bootman at Tulip Lighting Equipment,

We would like to invite you 1o connect with us on SAP Business
MNabwork. As part of our digilal transformabion, wea axpect our guasliacs to
process orders and submif invoices via this natwaork,

You can leam mere about the why, what, and when of this
transfommation by watchang our recent supplier Summit recorc
accessibbe via the supplier informaton portal below.

About this invitation

You can login and connect with an axisting Anba Metwork ace
creale a new account on SAP Business Network and establis
conmaction. We're looking forwand to continuing doimng busineg
on SAP Business Metwork. From
Avante Europe Group Procurament
Fosante Labs GrbH

Hauptsirasse D001

Berlin, DE-BE

Germany, 10247

+49 (30) 901821 340
EU-¢Connect@AvanteLabs.de

Click Get started to connect

o

Link expires: Sunday, Jul 04, 3021, 12:004M PDT

Tao:

Ben Bootman

Tulip Lighting Equipsment

4576 Grand Lake Avenue
buirn, US-AL

United States. 35801
Ben BootmaniDaribabest.com

Message from Avante Labs GmbH:

W would like to irmite you o connect with
us on SAP Business Metwork. As part of our
digital trans.... Read More

About Ariba Network:

Accepting the Transacting

Relationships Request (TRR) -
Get Started

7} Help

ﬁ Avante Labs GmbH

Connect with Avante Labs GmbH on Ariba
Network to collaborate.

nvited by Avante Europe Group Procurement

Wi found existing accounts based on the information in the
invite, Please review.

Use existing account | @

Create now account | &




How to know if your company has already an administrator for SBN

w Review Account Information —
Duplicate Account Process

Review Accounts allows suppliers to identify that they

already have an SAP Business Network account. Using an

existing account reduces the number of logins and
accounts that need to be maintained.

a Avante Labs GmbH .
E Avante Labs GmbH

Connect with Avante Labs GmbH to collaborate

With the invitation from youe Buyer displayed: on SAP Business Network! Connect with Avante Labs GmbH on Ariba
Network to collaborate.

To Ben Bootman at Tullp Lighting Equipment,

1. Click on Get Started Rt AU 5 | i By Ao B0 G000 PYGcHDL
You can logn and connect with an existing Anba Network account of
2. Where the Review account button is activated, e ’ . .
ClICk on Review accounts on SAP Business Notwork i\."il&(ﬁug{c; ae:;s:gz/% eiicoums based on the information in the

Click Get started to connect

< Note: If the Review accounts button is not activated, it ﬁ e e

indicates there are no other accounts associated with

the business email domain < Review matched accounts
Your company may already have an account. Please review the accounts in the table below
*+ The Review matched accounts screen is displayed: S
5 e Company name Corporate email / domain Country Tax/ VAT ID Q)
3. Edit search criteria is used for specific search
Tulip Lighting Ecuipment Australia [ AUS ] v

criteria, then click on Search
< Any Search results are displayed Enter G tion Number m¢|

4. If you identify an account you wish to use, click on

Use this account Search results (20) & Means you are 8 user of his account  Bold font: Matched value
Company name Email domain matched Country State DUNS number Action &
5. If you are unsure about an account and want further
clarification, click on Contact Administrator AUnicom  PTYLTD ves Australia Victoria
6. To create a new Account, click on the back arrow SAP Australia Pty Ltd Australia New South Wales

to return to the Registration screen



Create a new account - Video: New Account Registration

SADA

A Supplier has determined that a new account is required.
Display the invitation to connect from your Buyer:

ToeeeTs
YARA

1.

2.

3.

4.

Click on Create new account
Enter your email address
Tick the User consents to store this email ID

Click on Continue

Note: You will need to access your email to access the
One-Time password required to continue with the account
creation

73

Locate the email from SAP Business Network -
Action Required: Your One-Time Password

Open the email and copy (Ctrl+C) Your One Time
Password

Enter the One Time Password (Ctrl+V)

Click on Continue

ﬁ Avante Labs GmbH
Please provide

your email
address

Connect with Avante Labs GmbH on Ariba
Network to collaborate.

Irvited by Avante Ewrope Group Procuremeant

T register for SAF Busingss Nebwork, enter your
email below.

We found existing accounts based on the information in the
invite. Please review.

Emal~

[mmw::wm Caxm

: ) fUsar consents o stone this emal 1D
Review accounts I I

| Use existing account | 0 E“ter yﬂur One
"
Time Password
I Create new account I
[SESER ere YO one time password sent bo
fervwiliamsiSap. oo, Your passwond sopines in
3 miretes.
SAP Business Network I 4 2|8 81 8
Action required: Your One Time Password 2(
<https://eurQ3.safelinks.protection.outiook.com/7uri=nht
=l

w Business Network

Mello,

Your One Time Password (OTP) .s

[nter the OTP to start your registration for SAP B hess Network.

This OTP is valid for 30 minutes. If you do not enter the correct OTP within that time, you
may request a new OTP,

Sincerely,
SAP Business Network


https://sapvideo.cfapps.eu10-004.hana.ondemand.com/?entry_id=1_6nhc63r5

New Account | Completing company information

w Completing the Registration Process -
Company Information

Once the email, the temporary password and the data centre have been
completed, you will be required to complete the Company and
Administrator information in the Webform.

Sobit A Cannery

£

+'2” Business Network

1. Enterthe Company Legal Name
2. Select the Country or Region

3. Enterthe BusinessAddress Benefits of a business e [y e
relationship on SAP ABC Company
4. Enter information into all the remaining fields with an asterisk Business Network Courtry  Region:»
: " Ausaraia [ AUS | 5
Note: The remaining fields will be based on the configuration of the processas e Ackvess Line 1+ @
countryehosen oL Sy
) . digitally on SAP Business Network Address Line 2
5. Scroll down to Administrator Information
2. Enhance visibility
6. Enteryour First Name DTS s Sraate rocs Ty
7. Enteryour Last Name 3. Grow your business —
= Get discovered by new customers New Soush Woles [ AU-NSW ] v
8. Confirm or enter the correct email address &nd unlock new business 6755 Ty ]
pportures Postal Code: *
9. Determine if you have already used your actual email for another e
account -
% If this is your first login with this email, tick the box I Ie
Admi Account ion ()
AP . . : doegabe
% Ifitis not, make sure there is no tick and enter a Username in an — o e S

Ems

email format G ——

10. Create a Password and re-enter the password into Repeat T TR e s be o el et
Password ) e o ema o5 my user rame
. . Uset Name:s (2} 1 have read and agree with the Terms of Use
11. Choose your role in the Business from the Business Role drop- — e
down - e— rre— (7)1 hereby agree that SAP Business Network will make parts of my

Personal Data (a5 defined in the Privacy Stacement) accessible to

Cvsar Fusbimune Vanager ather users and the public based on my role within the SAP

12. Review the Terms of Use, and if you agree, tick the box; if you do : w5 R R A S
not agree] contact your Buyer ool - P :!me:v see the Privacy Statement to iearn how we process personsl

e Sepmerer

Smern Aorwmarao

13. Review the Privacy Statement and if you agree, tick the box; if you

Swrccemte Naver

L ~
do not agree, contact your Buyer O - W/ fmnotarobot o
| have read and agree with the Terms of Use .;, -
14. Complete the reCAPTCHA and verify then click on Create [ et e s 540 Busioess eswok w s s ot
Personal Data (a5 defined in the Privacy Statement) accessible to
account other users and the pubiic based on my role within the SAP Coute ccoae

Business Network ang the applicable profiie visibility settings,
D 2026 SAP SE or an SAP affillate company. All rights reserved. | PUBLIC



New Account | Finishing account set up

SADA

After you click on Create Account, an email from SAP
Business Network will be sent to the email entered during

the registration process.
The Welcome to the SAP Business Network email will
confirm your account information -
“ Company Name
% Username
%+ Business Network ID (BNOID)
“+ Ariba Metwork Identification Number (ANID)
< Administrator Email

1. Click Sign in to confirm the information and access the

network

As the System Administrator, you have already created your
username and password during registration. Use these

credentials to sign in to the SAP Business Network

Ensure that the Company Profile information is completed

You are almost done

Yiou will s00n receive an email confirmation once your account is created.
Please wait a moment. The page will automatically redirect once the process is
complite,

Business Network
Dear jane@sap.com,

Please find your account information below,

Your account:

Company name. ABC Company

User name: janed@isap com

Busingss Metwork |D: BNO-100000169207635
AMID: AN11309050759

Administrator email; jane doe@abocompany.com

Sign in and Explore:

Increase your visibility
Your account requires no additional resources, Simply complate your profile
Respond to Purchase orders

Manage e-mail notifications of purchase orders,

Send Order Confirmations and Invoices

View and maintain your orders and invoices

Contract Collaborations

Sinceraly,
SAP Business Network

Email Confirmation of an SAP Business
Network - Transacting Account

ol

Update your company profile

Yoas st prowide your products and senvice categonies and shig-to or senvice locations
20 that you can be disctvered by customers searching for comparies like yours,

D e



Enablement Tasks - PO Routing - Video: Setting up PO Routing

ToeeeTs
YARA

Look for your initials on the
right-hand side corner of the
main page

Click on Settings and scroll
down until you find
Electronic Order Routing
Go to Tab Electronic Order

Routing to the section New
Orders

Verify that email option is
selected

If you need to set up other
colleagues as receivers of
Yara PO’s please add their
email addresses here in the
Options section

Select “Include document
and Attach PDF”

7. Scroll down to
notifications. Select “send
notification...”

8. Select to which email
addresses the notifications
should be sent

4 0 ‘0.0 0

a New Orders

Document Type

Contact Administrator

Switch to Test Account

Beata TestO1 Catalog Orders without Attachments

ANID: AN11069392431

Company Profile

Service Subscriptions

) Settings b

Catalog Orders with Attachments

Invoices Orders to invoice Scheduled payment New orders
35 Customize
Invoice aging Activity feed All v
Account Type Change
€O Invoice rejected Log
- G R Generative Al
IN78541236
Network Settings
Invoice reiected
Options

Email address: | testemail@test.com,admin@test.com,testdl@email.c

Attach XML document in the email message

? Include document in the email message

Logout

€3.638.00 EUR
Non-Catalog Orders without

Attachments

on-Catalog Orders with Attachments

Leave attachments online and do not include them with email message. This applies to all orders with attachments
that have the routing method “Same as new catalog orders without attachments”.

Type

Order

Purchase Order Inquiry

Send notifications when

J Send a notification when orders are undeliverable.
Send a notification when a new collaboration request against an existing order is received.
Send notification for new purchase orders to suppliers.
Send notification to suppliers when purchase orders are changed.
Send a notification when orders are on hold due to non-payment of fee.

Send a notification when orders are ready to invoice

Send a notification when purchase order inquiries are received.

Send a notification when purchase order inquiries are undeliverable.

Routing Method

. Email %
Online
cXML
Email
EDI

cXML Pending Queue

Fax

Same as new catalog orders wi

To

email addresses (one required)

« | testemail@test.com,admin@test.com,t

. | testemail@test.com



https://sapvideo.cfapps.eu10-004.hana.ondemand.com/?entry_id=1_9smll1a6

Roles creation - before sub-users can be created
Video: Creation of Roles & Sub-Users

w Manage Users — Add or Update Roles

to a User

Roles can be added, updated or changed as required.
Manage Users o

To Add or Update a user's role -

Active [4) Deactivated (0) Revoked (0] Unapproved [0)

1. Access Manage Users (Refer to Manage User

Accounts) search Q R
. . User Name Emsail Address First Name  LastName  Roles
2. Identify the user to update, and click on the arrow » .
|ana. s oy £ Jare Gae Services Limited Access View ol
at the end of the username row D
B il T N P SR P N
3. The Username information is displayed. Click on anesdona rycom 0”' Y —— —— o o
Edit .
Lt o mation Roka Cuatomer Ak Uner nformatioe Aries e Aynigrmemt
4. Either scroll down or click on Roles S€/€Ct: SEMVICES  userimomaion User nfoation
Limited Access - PO W PPy PP G S
- VIeW A" LrES Liser was saved Comtait - -
5. To Add a Role — Click on Add . e . “G
) — ) e
6. Select the role/s that you wish to add SE——— = : pryre
Note: Some combinations will cause an error. Some Rotes (1) - e -
options are default Roles, and others may be Customer P s e s
Roles. There may be occasions when certain roles are B . = s |
added there may be an error pu— | ) P—— e e T S

User Information
Br B G . i sgtn, G i J ol s padll™

Roles (2] s Qe E

Folr harre Do

ot o Gnlan s SIS, 0 arig Rt o b
sunphiess, T geteiesls i !

S L e AR L

7. Click on Save, and the “User was saved” pop-up
message is displayed

2gi bz Lirviied foneng Viem ol

i Ll P A1 -SSR

Thha Ll icnoration, Spacsat i Faninds 1 driing Deinaris o Iy ickiiag and anracing
Pl ChONS 50 DLk & HTI 205 Firssbeg o the omvpaty ETEtREE

0 ==

rl®

™ oo



https://sapvideo.cfapps.eu10-004.hana.ondemand.com/?entry_id=1_vbie452g
https://sapvideo.cfapps.eu10-004.hana.ondemand.com/?entry_id=1_vbie452g
https://sapvideo.cfapps.eu10-004.hana.ondemand.com/?entry_id=1_vbie452g

Roles creation | If the previous option does not appear

Name:*| Yara SES

1. Go to Manage Users.
2. Select Manage Roles
3. Click on + Add roles and select the following
roles in the screenshot
Permissions
:ach role must have at least one permission
’7 Permission
‘: Network Catalog Product Manager
’7 Order Assignment for Users with Limited Access
[J Order Change Request Acceptance
. IJ Order Change Request Proposal
missions '
M Order Change Request Rejection
et L Outbox Access
Page 4
Permission

Proof OF Service Review Access

f I Purchase Order Report Administration

Guality Inspection Access

Miaall: I aaetian Craatinn

Description

Example of role creation for Yara SEY

Page 3



Creation of NEW Roles

Follow step 1-3 from slide 8.
4. Either scroll down or click on Roles
5. To Add a Role - Click on Add
6. Select the role/s that you wish to add

Note: Some combinations will cause an error. Some
options are default Roles, and others may be Customer
Roles. There may be occasions when certain roles are
added there may be an error

7. Click on Save, and the “User was saved” pop-up
message is displayed

Home Enablement Discovery v Workbench Fulfillment v Invoi v Pay its v Catalogs v Analytics Assessments More v
Manage Roles
Custom Roles (1) Pre-defined Roles (5)
Roles E
Role Name = Description

Add Permissions

[orders

x Q]

Selected: 1

Permission Name

Credit Card Number Access

Life Sciences / ICSM: Clinical Stock Transport
Orders Access

Life Sciences / ICSM: Clinical Subcontracting
Purchase Orders Access

Life Sciences / ICSM: Goods Receipt Access for
Clinical Purchase Orders or Stock Transport
Orders

Life Sciences / ICSM: Goods Receipt Creation
Access for Clinical Purchase Orders or Stock
Transport Orders

Life Sciences / ICSM: Ship Notice Creation for
Clinical Purchase Orders Access

Life Sciences / ICSM: Ship Notice Creation for
Clinical Stock Transpert Orders Access

Life Sciences / ICSM: Ship Notice for Clinical
Purchase Orders Access

Life Sciences / ICSM: Ship Notice for Clinical
Stock Transport Orders Access

Logistics Access

Description

Manage the display of credit card numbers on
purchase orders

Life Sciences / ICSM: Clinical Stock Transpert
Orders Access

Life Sciences / ICSM: Clinical Subcontracting
Purchase Orders Access

Life Sciences / ICSM: Goods Receipt Access for
Clinical Purchase Orders or Stock Transport
Orders

Life Sciences / ICSM: Goods Receipt Creation
Access for Clinical Purchase Orders or Stock
Transport Orders

Life Sciences / ICSM: Ship Notice Creation for
Clinical Purchase Orders Access

Life Sciences / ICSM: Ship Notice Creation for
Clinical Stock Transport Orders Access

Life Sciences / ICSM: Ship Notice for Clinical
Purchase Orders Access

Life Sciences / ICSM: Ship Notice for Clinical
Stock Transport Orders Access

Allow the user to perform logistics actions and
view all material orders (no order assignment is
needed). All financial information and other
application areas are hidden or masked.

Allow the user to perform service actions and
view all service orders (no order assignment is
needed). All financial information and other
application areas are hidden or masked.

Appl Cancel
p




Creation of Sub-Users

w Accessing Manage Users

Suppliers with the applicable permissions can access Ereepese 9 O Ry G

Customer Relationships. All Buyers that you are e 0w oo Blwaan. B eseveny s e A
connected to or have sent a relationship request to are Settings
User Pr ces A Ad T gr Compl

accessed here.
User Preferences

To access Manage Users- e ——

. . . P Sewings User Notiffications & Preferences e
1. Sign in to the SBN, click on your initials N /v

Switeh Account > Account Administration

2. Select Settings

Contact Administrator X
Customer Relationships

3. Either scroll to locate Account Administration or Convert to Standard Ac  ant i T R I - -
click on the Account Administration tab (you will sign out — Settings
know it is selected as a blue line will encompass ¢ e— b < ver Account
the section) i —
s N sonmamems g e Account Administration

4. Select Manage Users

5. The Manage Users screen is displayed o—-

Lanpaage and Regon

LA-;&—‘ dnma v Ao VA avqasr SN LU v

S, U A N ol AN i gl G e et

© 2026 SAP SE or an SAP affillate company. All rights reserved. | PUBLIC



New Sub-User account set up

SAbd

Users receive an email providing information about signing in for
the first time

1. User locates the email from SAP Business Network, and
opens the email

Identify your Username in the email

Select Supplier

Click on Access the SAP Business Network sign-in page

Enter your Username
Click on Next

The password screen is displayed. Click on Forgot
password

N o un s~ w N

Enter the email associated with the username
Click on Submit

10. The screen displays the “We have sent an email to you!”
pop-up, click Back to Sign in

11. Locate and open your email, and locate your Username

Note: Remember that your Username may not be the same as your
email, and all accounts that are associated with your email will be
shown on the email

12. Click on the Password reset link for the Username you need
to change. The Reset your password pop-up is displayed

13. Enter a New password

Note: As you meet each requirement, it will turn from red to green
14. Re-enter your password into Confirm your password
15. Click on Submit
16. Open Supplier Sign-in and sign in

SAP Business Network
SAP Business Network Sign In

<https://eur03 safelinks. protection outlook com/Turl = https%3A

Accessing the SBN for the First Time -

New User

SAP Buniness Network Sign in

;_,:- 7 Business Network

SAP Business Network Sign In

SAP Business Network - Achieve frictionless, real-time business collaboration

| Buyer I I Supplier Ie

Supplier sign-in

Username

—
m e —

Forgot username

We have sent an email to you!

Check your email address jen.williams@sap.com and follow the
password. The link will expire in 24 hours.

Sigm be with dond aud et afion

2 Perimens Wetmork miiment {Lanrn Lowrwong
o 4+ SR ——
! N
ekt dne ¢ pirens Dok 0 90 0 1 SAT Blasinerns Networs, Nood o oyt
yowr axvouet it it
l: Accens e SAF Busesens Meswah MEs 22 age I o
£ 1 ign 4
1 Lwtet yomr SAP Bummens -
< av C

Arnba Account Password Reset Information
‘ Ariba Commerce Cloud <crdersvender-prod@armmip aiba com>
-_.,’-" Business Network

Ariba Account Password Reset Information

Supplier sign-in Ariba Commerce Cloud

Ariba Account Password Reset Information

= 00 S0 a0CCOMPany COM RS //500vice. anba COmVan/pyAnba,

o

ml‘ GoeTabCOMpany ¢
Reset your password — I@ ,
Enter the email address you used to register with
Contiem your password_|

SAP Business Network —

Reset your password

=0 =0

Cwar
Choons the SCE0UR Y MaNE 60 Wt the pesimand Mor, a0 50 Uh The Commpanding bk 55 st yOur passeent

User ID Passwoed roset Unk

Ipmmtodx(owmtom Click Hore l

Bonprtant] The Sk witl wupivn 40 34 htusrs
1 e e e (g B0 reeet T s’ Bt g (e el s ens el Seiet I waars
Pavtmont g e wner 1D

(MY | < e s iy s i i

| Sincerely.
SAP Business Network team

Supplier sign-in @

Usemame

forgot usemare

12



Informational videos in other languages

Francais

Création d'un nouveau compte
Routage des commandes d'achat
Création de roles et sous-
utilisateurs

Italiano
Creazione di un nuovo account

Istruzione degli ordini di acquisto

Creazione di ruoli e sottoutenti

Deutsch
Ein neues Konto erstellen

Bestellanleitung

Erstellen von Rollen und Unternutzern

13


https://sapvideo.cfapps.eu10-004.hana.ondemand.com/?entry_id=1_64z3cn2w
https://sapvideo.cfapps.eu10-004.hana.ondemand.com/?entry_id=1_n67qkyv5
https://sapvideo.cfapps.eu10-004.hana.ondemand.com/?entry_id=1_aiegzhyk
https://sapvideo.cfapps.eu10-004.hana.ondemand.com/?entry_id=1_aiegzhyk
https://sapvideo.cfapps.eu10-004.hana.ondemand.com/?entry_id=1_aiegzhyk
https://sapvideo.cfapps.eu10-004.hana.ondemand.com/?entry_id=1_4fslidnz
https://sapvideo.cfapps.eu10-004.hana.ondemand.com/?entry_id=1_ud9eu1jx
https://sapvideo.cfapps.eu10-004.hana.ondemand.com/?entry_id=1_bo47oh9a
https://sapvideo.cfapps.eu10-004.hana.ondemand.com/?entry_id=1_w6ilvotg
https://sapvideo.cfapps.eu10-004.hana.ondemand.com/?entry_id=1_bz57ho96
https://sapvideo.cfapps.eu10-004.hana.ondemand.com/?entry_id=1_bhlalwcs
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