SAP Ariba Supplier Registration Guide

Registering Your Organisation on the Ariba Network and
Updating your Ariba Information, including Banking Details & Insurance Certificates
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This procedure will demonstrate the steps to register your organisation on the CBH Ariba Network site.

If you are not registered on the Ariba Network, then skip to Step 5.

(1)  If CBH has invited you to register on the Ariba Network, then you will receive an email notification. The
registration email will look similar to the email provided below. Click on the ‘Click Here’ link to log into

your account, or to create a new account.

Note: Please check your Junk mail folder if you are expecting a registration email and
cannot find it.

Register as a supplier with CBH Group

We are pleased to invite you to pariicipate in CBH e-tender activities, mow managed by our new
procurement system, SAFP Ariba. To be able to review relevant CEH RFx events (tenders), submit
proposals, and execute contracts online, you will need io register as a supplier on the Ariba Network.
Best of all, registration to the network is free.

Please see below details on how to register as a CBH supplier.

If CBH Test Supplier already haggg accaupt with Ariba Network, sign in with yvour
username and password. Pleasq o log into your existing account or create a

new account now.

Please contact Project Owner at (08) 9237 9600 or via e-mail at
anil.mishra@cbh.com.au.

Alternatively refer to the CBH Group corporate website for further support:
https://www.cbh.com.au/suppliers-and-contractors/supplying-to-cbh

Should vou require assistance, e-mail us at aribasupport@cbh.com.au

Please note: registration to the Ariba Network provides CBH Grouwp with vital market information and
wisibility of prospective suppliers / contractors. It does not automatically gualify a business fo become 3
suppfier or contractor to CBH Group, nor does it guarantes an introduction to Supoly Chain perscnnel,

or inclusien in future tenders.
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(2) If you would like additional details regarding the Ariba Network, click on the Quick Start Guide.
Log in by clicking on the Log in button.

Welcome, Name 1 Surname 1

Have a quesﬁurlch’ck here to see a Quick Start guide. I

Sign up as a supplier with Co-operative Bulk Handling Ltd - TEST on SAP Ariba

Co-operative Bulk Handling Ltd - TEST uses SAP Ariba to manage procurement activities.
Create an SAP Ariba supplier account and manage your response to procurement activities required by Co-operative Bulk Handling Ltd - TEST,

Aureacy nave an accoun]

About Ariba Network

The Ariba Network is your entryway 1o all your Ariba selier 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

. your relationships with using an Ariba Network salution

+ Review pending sourcing events for multiple buyers with one login

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

Moving 1o the Ariba Network allows you to log into a single location to manage:

+ All your Ariba customer relationships

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

= All your registration activities

= Your contact and user administrative 1asks

(3) The Help Centre on the right-hand panel of the screen provides answers to common queries.
This panel also includes articles and e-learning modules that answers most questions.

AP~ Ariba Sourcing

Error:“The usemame and password
pair you entered was not found™
Welcome, Name 1 Surname 1
£ Error. “The usemame and password
entered has already merged fo
another Ariba Sourcing user
Have a question? Click here to see a Quick Start guide. account’

4 What are some registration tips for

Sign up as a supplier with Co-operative Bulk Handling Ltd - TEST on SAP Ariba Ariba Netwrork Suppliers?

Co-operative Bulk Handling Lid - TEST uses SAP Ariba to manage procurement activities, 4 Error: "User alrcady exists. Please

i Crer « difrentveemanme
Creste an $49 o suppiraccoun an manage yous espans o procursmensscies i by Co-oprave sk anaing s -7, [

Ateady have an account?

About Ariba Network

4 How do| pariicipate in my buyer's
event using an emailinvitaion?

5 What are some common issues
when registering an account?

3 Gan my company have mutiple
accounts?

‘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 activties regardless of which Ariba solution your customers are using.

Once you have completed the registration, you will be able to

<}

Supplier Basics (4:33)

+ Respond more efficiently ta your customer requests
+ Work more quickly with your customers in al stages of workflow approval How do | register a new account?
+ 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 B8 o
Moving to the Ariba Network allows you to log into a single location to manage:

+ All your Aribs customer relationships £ Overview of Ariva Network (4:07)

+ All your event actions, tasks and transactions

+ Your profile information 1§ Introduction to Arba Network

- All your registration activiies

+ Your contact and user administrative tasks
What shoutd | do ifmy registration

View more [

Can'tlog in? Let us help you!
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(4) Enter your Username and Password.

Then click Continue. Once logged in, you will be able to complete the CBH onboarding requirements.
Skip to Step 8.

Enter Your Account Information * Indicates a required 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 Network test account username and

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

Usemame:*

Password: *

Forgot Usemame
Forgot Password

Continue

(5) For suppliers who are NEW to the Ariba Network, click on the Sign up button.

Welcome, Name 1 Surname 1

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

Sign up as a supplier with Co-operative Bulk Handling Ltd - TEST on SAP Ariba.

Co-operative Bulk Handling Ltd - TEST uses SAP Ariba to manage procurement activities.

Create an SAP Ariba supplier account and manage your respanse to procurement activities required by Co-operative Bulk Handling Ltd - TES

Aitesay have an account?

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 regardiess of which Ariba solution your customers are using.
Once you have completed the registration, you will be able ta:

« Respond more efficiently to your customer requests
- Work more quickly with your customers in all stages of workflow approval
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(6) Enter your company name and address details.

Company information

\

Company Mame: ®

Country: *

Address: *

Ciry: *

State:

Postal Code: *

CBH Test Supplier

Australia [AUS]

St Georges Tce

Line 2

Perth

Wa

6000

(7)  Enter your desired user account details.

Note: The Username field must be in email format.

PLEASE NOTE:
If your company has more
than one office, enter the
head office address el

User account information

MName:

Language:

Email orders 10:

Username: *

L pummame 1

Email: *

Use my email as my username

test-anil.mishra@cbh.com.au

English

anil.mishra@cbh.com.au

* Indicates a required field

SAP Ariba Privacy Statement

DON’T FORGET:
Your password must be at
least 8 characters long and
contain letters and numbers
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(8) Click Browse to add relevant Product and Service Categories and Ship-to or Service Locations.

Tell us more about your business

Product and Service Categories:* | Enter Product and Service Categories
Water reatment and supply equ. -

ABN Number: | Optional i 1 digit Austratiay = il 1

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

Glabal %

DUNS Number: | Optional

Ariya will make your company grofile, which includes the basic company information, available for new business cppartunities to other comganies. IF you want to hide yeur campany profile, you can de so
anytime by editing the profile visibilty settings on the Company Profile page after you have finished your registration.

By clicking the Create account and continue button, you expressly acknawledge and give consent to Ariba for your d3ta enterad into this system ta be transferred outside the European Union, Russian
Federation or sther jurisdiction where you are Iocated ta Ariba and the computer systems on which the Ariba services are hosted (Incated in various data centers globally), in sccordance with the Ariba Privacy
Statement, the Terms of Use, and applicable law.

You have the right to access and modify your personal data trom within the appiication, by contacting the Ariba administratar within your organization or Ariba, Inc. This consent shall be in affect from the
mament it has been granted and may be revaked by prier written notice to Ariba. If you are a Russian citizen residing within the Russian Federation, You alsa expressly confirm that any of your personai data

entered or modified In the system has previously been captured by your organization in a Separate dats repository residing within the Russian federation

Create account and continue

(9) 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.

Product and Service Category Selection

Search Browse

Click the product and service category yi to add and dick 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 bidnt find what you were looking for? Try Search »

| Agricultural & Fishing Machinery > - | Agricultural, Forestry and Landscaping | Agricultural machinery for cleaningand @ =~ Cleaning machines for seed or grain or dried @
1 Equipment > sorting and grading > leguminous vegetables
Agricultural & Fishing Services >
Fishing & Aquaculture Equipment > Agricultural machinery for harvesting > @ Grading machines for seed or grain or dried @
Apparel, Luggage & Personal Care > leguminous vegetables
Agricultural machinery for planting and @ s ”
Chemicals seedir rinding mills
> 5 o seeding > g
Cleaning Supplies > Agricultural machinery for soil @ Hammer mills ®
reparation >
Computer Hardware, Software & Telecom > PG Rice cleaning or hulling eguipment @
Agricultural processing machineryand @ o
Construction & Maintenance Services > equipment > Sorting machines for seed or grain ordried @

leguminous vegetables

Consinictinn Materiale % Picnarcing and caraving annlianeas frr @

My Selections (1)

Grinding mills (View)
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(10) Select the territories that your company serves. If your company offers global coverage, choose
Global. Click OK to save your changes.

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

ountry to add and click the + icon, or provinces are displ ck OK to save your change:

g - American Samoa ® = - g
Central America > — ® New South Wales ®
ustralia
South America > Northem Territory ®
Ghristmas Island ®
The Caribbean > Queensland ®
% Cocos (Keeling) Islands @ N .
Northern Europe > i | B & South Australia ®
ook Islands
Westem Europe > s s Tasmania ®
i
Eastern Europe > Victoria @
French Palynesia ® )
Gentral Europe > = - i G Western Australia v B
Eranch Southem Tarritrias
My Selections (1)
@ western Australia (Australia) Remove

(11) Review the Terms of Use and Privacy Statement and check the box if you agree. Then click on
Create account and continue.

Tell us more about your business

Product and Service Categories:* | Emer Product and Service Categories -or-  Browse

Water reatment and supply equ...

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

Glabal ¥

ABN Number: | Optional . i

DUNS Number: | Optional

Arita will make your company profile, which includes the basic company information, available for new business opportunities to other companies. If you want to hide your company profile, you can do sa
anytime by editing the profile visibility settings on the Company Profile page after you have finished your registration.

By clicking the Create account and continue button, you expressly acknowledge and give consent to Ariba for your data entered into this system ta be transferred outside the European Union, Russian
Federation or other jurisdiction where you are located ta Ariba and the computer systems an which the Ariba services are hosted (located in various data centers globally), in accerdance with the Ariba Privacy
Statement, the Terms of Use, and applicable lan.

You have the right to access and modify your personal data fram within the application, by centacting the Ariba administrator within your organization or Ariba, Inc. This consent shall be in effect fram the
moment it has been granted and may be revoked by prior written notice to Ariba. If you are a Russian citizen residing within the Russian Federation, You also expressly confirm that any of your personal dats
entered or modified in the system has previously been captured by your rganization in = separate data repository residing within the Russian federation.

s/ I have read and agree to the Terms of Use.

J I have read and agree to the SAP Ariba Privacy Statement

Create account and continue
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(12) You may receive the Confirm Domain prompt if your email address does not match your business
name. Click on the Yes button to proceed.

CONARM DOMAIN

The domain you specified does not match your company’'s domain. Do you still want to use it?

(13) You will be directed to your company dashboard. Please click on the CBH Account tab.

CO-OPERATIVE BULK HANDLING LIMITED - TEST

-

For general Ariba Network access issues, plesse contact Ariba Support

Events ~
Titie [:} End Time | Event Type
tems

Registration Questionnaires

Titie ] End Time 4 Status

¥ status: Open (1)

CBH Supplier Registration Questionnaire (External) Doc317918958 201172020 15:33 Invited
Qualification Questionnaires

Titie D EnaTime | Commodity Regions status
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(14) The CBH Requested Profile input screen is displayed. Please answer the CBH Supplier
Registration Questionnaire provided.

A TIP:

'@' v uestionnaire (Exte... Q—) é‘égg;;g“os:zsm
~ Use the down arrow button to collapse a
section once you have finished those questions.

M Details

v 1.1 Company Details

1.1.1 Trading name
ESTD

142 Entty name

143 Ultimate parent company name

114 Business structure (as per ATO guideines) Company v

1.15 Please note: if the ABN listed below is incomect, please abandon this registration questionnaire and advise X via email

116 ABN 17625251381

117 ACN

1.1.8 Number of employees

¥ 12 Serviced Areas

1.21 Please indicate the regions in which you navel 1, TIP: sZone_Albany [select]
v Briba Halwork ',@\' Be sure to Save as Draft if you're
131 Itis free 1o receive and respond to CBH RFX ?eaving your computer for an extended period to ing documents with CBH electronically in the =
future? For more infarmation on membership, bene ? X unts-and-pricing es v
ensure you do not lose information.
» 2 Contact Details

» 3 Address Details
(*}indicates a requlreuﬁem_\/

Submit Entire Response ‘ Reload Last Bid

[ composeessage | [ Excelimport

Save draft

(15) Once you have completed the initial accreditation requirements, click on Submit Entire Response.

335 Siate

336 Posicode

*) indicates a required field

I Submit Entire Response I| Save draft | ‘ Compose Message | | Excel Import

The system will issue a message that you have successfully submitted your profile to CBH.

E Doc317918958 - CBH Supplier Registration Questionnaire (Exte... @ Closed

I ‘You have submitted a response to the questionnaire. I

All Content
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(16) Please note: At this stage, the profile request is still Pending Approval.

Evenis
Title (5] End Time | Eveni Type
Registration Questionnaires
Title D End Time } Status
W
CBH Supplier Registration Questionnaire (External) Doc317918958 21/11/2019 16:08
Qualification Questionnaires

Pending Approval

(17) Once approved by a CBH representative, the status of request will change to Registered.

Evenis
Title 1D End Time | Event Type
lo ite

Registration Questionnaires

Title D End Time Status

v

CBH Supplier Registration Questionnaire (External) Doc317918958 20/11/2020 16:12 Registered
Qualification Questionnaires

Title. D End Time | Commodity Regions

Status

(18) If you are invited to a Sourcing event (e.g. RFx, RFP, RFQ tender etc.), it will be displayed in the
Events section.

Welcome to the CBH Ariba Network Sourcing & Contracts dashboard for Suppliers. RFx Events and other Questionnaires will appear on this page. For issues related to CBH Ariba content, please email
CBH.AribaSupplierEnablement@cbh,.com.au

For general Ariba Network access issues, please contact Ariba Support.

Events

Titie End Time |

Event Type

Registration Questionnaires

Title

¥ Stab

1D End Time Status
Open (1)
CBH Supplier Registration Questionnaire (Exiernal)

Doc317918958 20/11/2020 16:18 Registered
Qualification Questionnaires
Title D End Time | Commodity

Regions Status

Questionnaires

Title

End Time { Commodity Regions Status
1)

CBH Questionnaire {Supplier Commereial Request)

Doc317971008 21/12/2019 16:23 (no value) (no value) NotResponded
Certificates

Cerlificate Info Effective

Expirafion

Attachment Questionnaire Status

10
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(19) If you would like to update your profile information, click on the Update Profile Information link.

SAP AibaNetwork v  Standard Account

Orders, Invoices and Payments

THE BEST RUN L-"

Haw do | submit an invoice from .
Standard acoount?
] ooermnaton 3 et

(20) If you are invited to complete the CBH Questionnaire (Supplier Financial Information Request), it will
be displayed in the Questionnaire section.

Ariba Sourcing v  Standard Accoun TESTMODE @ M O
CO-OPERATIVE BULK HANDLING LIMITED - TEST
There are no matched posiings
Welcome o the GBH Ariba Network Sourcing & Contracts dashboard for Suppliers. RFx Events and other Questionnaires will appear on this page. For issues related to CBH Ariba content. please email

CEH AribasupplierEnablement@cbh. com.au

For general Ariba Network access issues. please contact Aribs Support.

Title D EndTime 4 Event Type

> Status: Pending Selection (2)

Registration Questionnaires

Title D End Time | Status
> Status: Open (1)

Qualification Questionnaires

Title D End Time | Commoity Regions Status

Questionnaires

Title D End Time 1 Commodity Regions Status
v Status: Open (1)

CBH Questionnaire (Supplier Financial Information Request) Doc309991683 11/5/2020 9:57 AM {no value) AlLAI NotResponded

Cerificate Info Effective Expiration Attachment Questionnaire Status

11
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(21) Enter your company’s Bank Details and click Submit Entire Response.

E Doc309991683 - CBH Questionnaire (Supplier Financial Informa...

Bank Details (8¢

Name t

¥ 1 Bank Details

1.1 Account name * Test Supplier
*

1.2 Country AU A2
*

13 BSB

*

1.4 Account Number

1.5 Executive authorisation =Atach a file

(*) indicates a required field

I Submit Entire Response I‘ Reload Last Bid H Save draft | | Compose Message H Excel Import

(22) Complete the Insurance requirements tab and upload a copy of all the applicable insurances by
clicking Details.

& Doc309991683 - CBH Questionnaire (Supplier Financial Informa... LI-) Bzéudawys’zb‘o

All Content
Name 1
» 1 Bank Details

¥ 2 Insurance Requirements

2.1 Please provide details of your Professional Indemnily insurance

2.2 Please provide datalls of your Public Liability insurance

2.3 Please provide datails of your Workers Compensation insurance

(") indicates a required field

Details

Details

Details

12
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(23) Then update the fields with your company’s insurance details and attach copies of the Insurance
Certificate(s) by clicking Choose File. Click OK to save the information.

2.1 Please provide details of your Professional Indemnity insurance

Enter defails for Certificate. Enter the location of a file to add as an Attachment. To search for a More

Cerificate Type: Professional Indemnity insurance
Issuer
Year of publication
Certificate Number:
KCertificate Location:
Effective Date
Expiration Date: *

Attachment

Cancel

(24) Submit the response by clicking Submit Entire Response.

All Content
Name T
» 1 Bank Details

¥ 2 Insurance Requirements

®

2.1 Please provide details of your Professional Indemnity insurance Yes v | Details
"

22 Please provide details of your Public Liability insurance Yes v Details
#

2.3 Please provide detals of your Workers Compensation insurance Yes w | Detais

(7} indicates a required field

I ‘Submil Entire Response I‘ ReicadlastBid | | saveon | [ composemessage | | Excelimpon
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(25) A successful submission message will appear on the top left side of the screen.

# Doc309991683 - CBH Questionnaire (Supplier Financial Informa... @ ggy?;;;g%.m,m

/' Your revised response has been submitied. Thank you for participating in the event.

All Content =
Name f

v 1 Bank Details

1.1 Account name anil

1.2 Country AU

13 BSB 085000

1.4 Account Number 123456789

1.5 Executive authorisation [ 20131345 - Annexure A - CBH Delegations of Authority (DAP) Policy pdf

¥ 2 Insurance Requirements

2.1 Please provide details of your Professional Indemnity insurance Yes Details
2.2 Please provide detais of your Fublic Liabity insurance Yes Details
23 Please provide detals of your Workers Compensation insurance Yes Detaiis

Compose Message

(26) A Summary sheet of all the Certificates will be available on the dashboard.

CO-OPERATIVE BULK HANDLING LIMITED - TEST

Welcome to the CBH Ariba Network Sourcing & Contracts dashboard for Suppliers. RFx Events and other Questionnaires will appear on this page. For issues related to CBH Ariba content, please email
CEH AribasupplierEnablement@cbh.com.au

For general Ariba Network access lssues. please contact Ariba Support.
Events

Title D End Time 1 Event Type

>
Registration Questionnaires

Title D End Time | Status

> Status: Open (1)
Qualification Questionnaires

Title D EndTime | Commodity Regions Status

Questionnaires -

Title D End Time | Commadity Regions Status

v Status: Open (1)

CBH Questionnaire (Supplier Financial Information Request) Doc309991683 121102020 1121 AM (no value) AlLAI Approved

Certificates =
Cerifficate Info Effeciive Expiafion  Aftachment Questionnaire Status
Workers Compensation Insurance 113012019 11302020 (¥ Insurance Certficate. docx CBH Questionnaire (Supplier FinancialInformation Request) Valid
Professional Indemnity Insurance 1173012019 111302020 (¥ Insurance Certiicate docx CBH Questionnaire (Supplier Financial information Request) Valid

Public Liability Insurance 113012019 1173012020 (% Insurance Certificate. docx CBH Questionnaire (Supplier Financial Information Request) Valid

Technical issues:

Please download the Request a Call Back from Ariba guide on how to request a call back from the Ariba
Help Desk. This guide also goes through a number of common issues such as problems with your forgotten
password, of if you need to reassign an Ariba Administrator access due to an employee leaving the company

Non-technical Issues:
For non-technical issues with SAP Ariba, then send an email to aribasupport@cbh.com.au.

e This completes the Supplier Registration process.
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