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P USER ROLES SET UP

You are now enabled and can receive Orders from Henkel and respond to them
through SAP-Ariba. Now we need your help to check if everything works
properly. For this purpose, we have sent you a Testing Order. Please follow the
instructions provided in this guidance deck.

=  For the correct set up of who shall receive the notifications about the Orders and who will have access to
them, please refer to your “Company Settings”

» The default set up is an e-mail notification to the account admin of your company. We recommend to check
this setting and set up the correct notification receivers as soon as possible, other users need to be added
first

=  For more information on how to set your account up and for the roles and notifications, please refer to the
SAP Ariba Administrator Quick-Start Guide or use SAP Ariba Help Center directly through your account



https://www.ariba.com/de-de/resources/library/library-pages/ariba-network-for-suppliers-administrator-quick-start-guide
https://service.ariba.com/Supplier.aw/124998059/aw?awh=r&awssk=BK0K0TUg&dard=1&ancdc=2

» HOW TO FIND PURCHASE ORDER IN ARIBA
NETWORK

Please login to your Ariba account and make sure you are on the , Ariba/Business Network”
page. It can be changed by clicking on the small arrow or text next to SAP logo.

Once you have received the corresponding Henkel Purchase Order, please proceed with the
Order Confirmation:

1. Select Orders and Releases
. Choose "Henkel”

2
3. Insert PO number you received or just let the field empty (to find all Henkel PO's)
4

. "Search”
R

Home Enablement Workbench Orders ~ Fulfillment ~ Invoices ~ Payments ~ Catalogs Reports Messages
1. T 2. l
Orders and Releases e I Henkel ~Q Exact match

rder number
\ - Al

Owverview Getting startedG

13 25 . 0 = 0 = 39

Changed orders Orders to invoice Rejected invoices Orders

Last 31 day= Last 31 days Last 31 days Last 31 days Last 31 days



» ORDER CONFIRMATION

There are two different ways how to confirm Purchase Order:

» Standard account, you have received an email (screenshot below) with order confirmation button.

* Enterprise account, please follow steps on the next slide.

Amount Invoiced Revision Actions

D SupplierTO10,

Your customer ABC Buyer sent you a purchase order through Ariba Network. Yo an start % Q
t Rp0.00 IDR Original

I essing this purchase order now by clicking the buttc n this em a

f you have an existing Ariba account, click here to process this purchase order on the Ariba

ncerely
St oo e b m m RMBOO0T 1 CNY Changed o
hitp ://www_ ariba.com =

This purchase order was delivered by Ariba Network. For more information about Ariba and Ariba Network, visit

Message from Buver R If you have not received

We expect you to send Order Confir N To: ) M
Network. Without registration you car ':.’m o . Supplier 7010 pu'm"::,’::; the e-mal |, yOU can
buttons below e S0 AN, S 100170101005
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In case of question contact us £ Paso, TN 99995-9999 - - resend It y clic Ing on

Unted States Fax .
o Wtumationd manber: +4420 Emad: actions — resend copy.
o Emal AsbaNetwork@abobuy
Payment Terms
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z | dark .comyterm Condisons.cfm
freghtTerms Collect
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specalannouncements: specialannouncements
York, NY 10021 Customer VAT/Tax 1D: BuyVATd_12345

Ship Al Ttems To Bl To Deliver To
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P ORDER CONFIRMATION

With Enterprise account, you can create Order Confirmation directly from your Ariba account:

SAP Ariba Network Enterprise Account

Purchase Order: 4573534265 m
.
Hide Print | Download PDF Export cXML Download CSV Resend

I Create Order Confirmation v

Confirm Entire Order |\ 9
istory

Update Line ltems

Reject Entire Order

Henkel

From: To: Purchase Order
HENKEL SLOVENSKO, sr.o. Test vendor - Proweb (New)
Zahradnicka Henkelstrasse 4573534265
82108 Bratislava 00000 Duesseldort Amount: 1,00 EUR
Version: 1

Slovakia Germany )

Phane: +49 (211) 79793162

Fax:

Email: ariba.procure europe@herkel.com

Payment Terms ' { Routing Status: Sent
NETO



P ORDER CONFIRMATION

As there are no other required fields, click on ,Next” button

SAP  Ariba Network Enterprise Account @

Confirming PO I ::: I
- Please note, that Order

(D S+ onterCommation e Confirmation is required only
for test purposes.

For real orders this remains
recommended.

Review Order
Confirmation

Additional Information

Shipping and Tax Information

Submit it, and the order is confirmed!

SAP  AsibaNetwork Enterprise Account

Confirming PO Previou Suibmit Exit

Confirm Entire o
Order Confirmation Update

Confirmation i Unititied 0SIDG2020
2) Review Order
Canfirmatian

o 0297
Line Items.
Lne#  Pari#i Description Sy (Uni) Heed By Unit Price Subis
1 Not Available 1(E8) (@ & May 2020 1,00 EUR 1LO0E

Curern Ordr Stans:
1 Confirmed With New Date (Estmated Shipment Date: 14 May 2020; Estimated Delivery Date: 15 May 2020)




P DO YOU HAVE ANY QUESTIONS?

In case of any technical issues (missing access to Ariba Network menu, user related issues, etc.) or problems with
account setup please contact directly SAP Ariba support, as you can see below:

SAP Ariba Proposals & Questionnaires »  Standard Account | Upgrade w (@ PP {{ Help Center

HENKEL AG & CO. KGAA AND ITS AFFILIATES

There are no matched postings. . . . o ) ) . . |
Welcome to the Henkel Simple Sourcing Suite. 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.

»3 How do | complete my Customer
Requested Profile?

% Wiy can 1 find an event?
Events

=4 Can't find what you are looking for?

Title D End Time } Event Type Try these search lips

No it
o items = How do | navigate through the:

* checklist to submit my response?

ViEwmore T E
. [ oecumentation m
1. Click on this icon . -

2. Click on “Support” button.

In case of questions related to Ordering process, do not hesitate to contact us (Henkel company) via e-mail to the
Henkel Econtent team.

8


mailto:ariba.procure.global@henkel.com

THANK YOU

FOR FURTHER SUPPORTING MATERIALS PLEASE VISIT OUR HENKEL@SAP ARIBA WEBPAGE



https://www.henkel.com/company/partners-and-suppliers/suppliers/sap-ariba

