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Positioning of This Document

This document shows basic operations and pre-configuration which is related to the whole process in order to

implement the purchasing process with Ariba.
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0. About Ariba Network Usage @
0-1.AribaNetwork Terms and Conditions

If you have any questions, please contact to your IT department or the other who knows your IT environment.

* Network environment * Support browsers | | | |
&®You can connect to the Internet. L 4 Tc: get the latest information, go 'Eo tPe Ilpk I?elow, and click
*There is no need to prepare software etc. the " Supported browsers and plugins” which is on the

bottom left of the page to check the list of browsers that are

currently supported.
* E-mail Receiving Environment

€ You can receive mail from the domains below:
000000 @ariba.com

https://supplier.ariba.com

000OO@ansmtp.ariba.com e Setting up your browser
0000 @sap € Before you log in to the SAP Ariba product:
*Please make sure the settings to receive the It is required to allow cookies from "ariba.com" in your
email in HTML. browser’s privacy preference.
*Please be careful not to be filtered as the spam
Ta'l' o _ *During the operation in the Ariba network, when an “Exception
If you have any filtering, put them in the Encountered” error is displayed
Allowlist. Please check the connection environment and the browser settings
which was mentioned above and try to clear the browser cache you
are using.
* ??Eg"ltz' Email Server Cryptographic Protocol Exampleg) Shortcut for clear cache of GoogleChrome

e Mac: Command + Shift + Delete
 Windows: Control + Shift + Delete
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0. About Ariba Network Usage @
0-2.Caution When Using Ariba Network

® The communication fee that occur using the Ariba Network will be a burden on the supplier.

® Because the Ariba Network is a cloud service, be aware of the followings:

* For the purpose of improving the Ariba Network, there might be some changes in some areas such as the user
interface (screen), the service content, the functions.

If you are planning to use some tool to perform subsequent processing based on the data downloaded from

the Ariba Network, please confirm that the new release will not be affected to the operation or will work
without any problems.

©Japan Airlines, ALL rights reserved. 4



0. About Ariba Network Usage @
0-3. Standard and Enterprise Accounts

® There are two types of usage (account types) for Ariba Network's supplier account: a standard account and an
enterprise account. Both types can be used for various business transactions with JAL.

Standard Account (SA)
* No usage fee

* Limited use
Enterprise Account (EA)

* Need to pay usage fee if the amount or volume of transaction exceed the certain number.
e All functions are available in Ariba Network

® This manual provides instructions on how to register a Standard Account.

® You don’t need to pay the fee since all suppliers who trading with JAL or JAL group company are standard account.
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0. Introduction @
0-4. Notes

* Be aware of the following when entering values in Ariba: example) | Invoice 7 ‘
H . nkn . .
* Fields with "™*" next to the input item Invoice #:* ‘
name are input-required items.
example) I Required field
* If you press "Next" without entering a
required item, the screen will not change ADon’t use _ _
to the next screen but the error items are =" e ————
displayed in the red. 2 el === 7{
| ™ A Network Supplier x |+ -
° Donlt use the browserls n Back"a nd n Next" C @ https://service.ariba.com/Supplier.aw/124768063/aw?awh=r&awssk=0b6SUUZ5&awrdt=1 s O = a7 -
. . e Enterprise Account  TEST MODE € Back to classic view
Use "Exit” or "Next" button which are top i
-right or bottom-left of the screen. Cosfimisg PO
g?géirrm Entire v Order Confirmation Header . d
Use either one.
REVi?W O':der Confirmation #: ‘
Confirmation
Associated Purchase  P01276
Order #:
N Eiﬁﬁ?ﬁﬁ%ﬁ/hpan Airlines Co., Ltd. requ'\re.s thaF you fully
coore: BRI |, T e ot 8 e
cannot be added to another document.
Supplier Reference: ‘ ‘
Shipping and Tax Information
Est. Shipping Date: ‘ ‘ Est. Shipping Cost: ‘ ‘
Est. Delivery Date:" ‘ Est. Tax Cost: ‘ ‘ -
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1. Transaction Flow Using Ariba (Quote Purchase)

® The basic flow diagram for doing business with us is as follows:
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1. Transaction Flow Using Ariba (Catalog Purchase)

® The basic flow diagram for doing business with us is as follows:
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1. Transaction Flow Using Ariba (Contract Reference Receiving)
® The basic flow diagram for doing business with us is as follows:
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1. Transaction Flow Using Ariba (Contract Reference Invoicing)

® The basic flow diagram for doing business with us is as follows:
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1. Transaction Flow Using Ariba

® The process diagram for doing business with JAPAN AIRLINES is as follows:

® There are some cases where the process does not require sending purchase order, order confirmation and ship

notice. JAL Procurement IBM Requests > :
SPplEr Department Department Ailke
SAPAriba Standard Purchasing Process
Quote Order / . .
H Catalog Purchase RFx Select PR Order Shipping Receive >w Matching  Pay

Quote Quote Order / . .
Request > Answer Select PR Order Shipping Receive Matching Pay
Quote Quote Order / _ ke
Request UG Select PR Order Shipping Receive atching  Pay

Receive >W Matching Pay
Quote Quote Contract
Request  VARSWEDs =le Terms

M Matching Pay

With Purchase Order

Quote
Purchase Need to

Receive

Without
Purchase

Receive
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- o
2. Login

* Explain how to log in to Ariba Network.

e  When you are checking the contents of a purchase order, log in to the Ariba Network from the link in the PO mail.
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2. Login @
2-1: Login Method

(1) Log in to the Ariba Network.
[ Access from PO Mail)

@ When you receive the order mail, click "Log in Ariba Network" in the mail. The Ariba login screen is displayed.

You have received a new order PO1278

H & iz &4t /Japan Airlines Co.. Ltd. <ordersender-prod@ansmtp.ariba.com>
2021/04/19 (B) 15:22

i 55

SAP Ariba

You have received a new order.
ANID: ANO1642367311-T
Customer  HAMAZEHI=1i/Japan Airlines Co., Ltd.
Order No. PO1278
Order Date 19 Apr 2021 3:22:02 PM GMT+09:00

Supplier A MIASE 100TESTO01

H Total amount ¥7 200 JPY
@ Click

Log in to Ariba Network for more information about this order.

‘You may unsubscribe or change your notification preferences by logging in to your account and
then go to Profile > Account Settings > Motifications.

BfE | ik
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2. Login @
2-1: Login Method

(1) Log in to the Ariba Network.
[ Access from PO Mail)

@ Enter the user name and password that you registered before.

@ After entering your login information, click "Login". After clicking it, you move to the PO screen.

SAP Ariba Network ~

SAP Ariba

Supplier Login

User Name

Enter
Password ]
o
Forgot Username or Password

New to Ariba?
Register Now or Learn More
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2. Login
2-1: Login Method

(1) Log in to the Ariba Network.

[ Direct access to Ariba Network])

@ Put the Ariba Network login URL _(https: //supplier.ariba.com) in the browser.

@ A login screen is displayed. Enter your login information.

@ Click "Log in". After that, you will transition to the home screen.

SAP Ariba Network ~

Ariba Network ~ Standard Account TEST MODE

Upgrade

Home Opportunities v Workbench

- - |

Overview Getting startede

0

SAP Ariba

1

Supplier Login

(QEnter 1

New orders Changed orders
#3186/ BE31HE
User Name
My widgets — B##titatt/lapan.. v 494 Customize
Password . .
Purchase orders Last 3 months v Invoice aging
N ¥12.3% ¥95.4f%
. . JPY . JPY
Forgot Username or Password CI ICk
¥10K ¥250K
¥200K
¥8K
¥150K

New to Ariba?

€ Back to classic view

Catalogs

= -
b |

2 0 3

Orders to invoice Rejected invoices Orders
BE3HE #7318 BZ31H/M
Company profile
15%
Completed

My leads

JAPAN AIRLINES

-

More

(]

e no onen leads matching vour

4

\

Feedback

Register Now or Learn More
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https://supplier.ariba.com/

2. Login @
2-1: Login Method

(1) Log in to the Ariba Network.

If the user name and password that you entered are incorrect, the screen like @ will be displayed.

If you made mistakes for five consecutive times, it will be shown as @

[Error Display®] [Error Display®@]

® The username and password pair you entered was not found. O Your account is locked. Click here to unlock your account.

SAP Ariba Network ~ SAP Ariba Network ~

SAP Ariba SAP Ariba
Supplier Login Supplier Login
User Name User Name

Password Password

© The usermame and password pair you entered was not found, @ Your account is locked. Click here to unlock your account.

Forgot Username or Password
Forgot Username or Password

i ?
New to Ariba? New to Ariba?

X Register Now or Learn More
Register Now or Learn More
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. . @
3. Basic Settings

* Describes how to enter basic settings for Ariba Network.

» User Preferences

Settings are required when you add a user other than the account administrator.

* Mail Settings

Set the destination for the notification mail. Order mails will be sent to your registered email address in the
notification mail settings screen.
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3. Basic Settings . @
3-1: Set Up Users —

(1) The type of user is described here.

There are two types of users in the Ariba Network.

Account Administrator (Only 1 User in your company)

* The account creator of your company will be the account administrator.
e The primary role of the account administrator is to set the followings:

* Company information (company name, address, etc.)

* Managing users and the roles

* Mail address which the notification mail will be sent to
* You can also change the account administrator later on.

User (Up to 2000 users)

* Each member can have a different login ID and password.

* The user can have authorities to quote, receive orders and create invoices.
e Registration of the user is always available based on your judgment.

e To receive notification email of the receiving order, you must set up.
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3. Basic Settings . @
3-1: Set Up Users —

(2) Explains how an account administrator creates a user .

(1) Creating a role
The Account Administrator selects the necessary permissions for the business and creates a role.

Role Type Permission description

1. Permission to Only query orders and order confirmations can be
receive an order performed by the user.

2. Permission to

L The user can register an invoice.
create an invoices

3. Permission to

: The user can do all operations
do all operations

(2) Create users and assign roles
After creating a user, assign the roles that are required for each user’s business to the user.

*This content is managed freely by the suppliers, an% it is not managed by JAPAN Airlines.
Ch

@_éA_ —

sl

Account >
Administrator
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3. Basic Settings
3-1: Set Up Users

(3) Open the user preferences screen.

@ Click "User icon" at the top right of the screen.
@ Click "Settings".
@ Click "Users".

SAP

Ariba Network ~ Standard Account

Home Opportunities ™~ Workbench

\

Overview  Getting startede

New orders

" BE31AME

My widgets  B#fizztitattiapan... v

Purchase orders Last 3 months v

¥9.85%

¥10K .

¥8K

Upgrade

o 1

Changed orders

BEIHE

TEST MODE € Back to classic view

Catalogs
- i

Account Admin

]

ACCOUNT SETTINGS

Customer Relationships

Users

Orders to invoice

@310 M ®\FE3I1IH/

&4 Customize

Invoice aging Company profile
¥95.4%

. JPY ‘
¥250K
¥200K 15%
¥150K

Completed

L (@@

Notifications
Application Subscriptions

Account Registration
NETWORK SETTINGS

Electronic Order Routing
Electronic Invoice Routing
Accelerated Payments
Remittances

Data Deletion Criteria

Network Notifications

4

JAPAN AIRLINES

Yamada Taro

test-jal001@dummy.com ‘

My Account
Link User IDs

Contact Administrator

JAL Test Supplier 001 -

TEST
@ click |

ANID: ANO1598
[ Settings >

Premium Packagi

Company Profile

Logout

Feedback

no open leads matching your
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3. Basic Settings . @
3-1: Set Up Users —

(4) Create a role.
@ Click on "Manage Roles".
@ Click "Create Role (+ icon)".

SAP Ariba Network Standard Account | Upgrade | TEST MoDE

Customer Relationships @ Cl |Ck Application Subscriptions Account Registration APl management
Manage Roles Manage Users Manage User Authentication
Roles (2)

Create and manage roles for your account. You can edit the role and add users to a role. The Administrator role can be viewed, but cannot be modified.

Filters
Permission
‘ Select permission assigned v
) click
Role Name Users Assigned Actions
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3. Basic Settings
3-1: Set Up Users

(4) Create a role.

(3) Enter the "name" and "description" of the role.

SAP~ Ariba Network

Create Role
* Indicates a required field

New Role Information

Standard Account Upgrade TEST MODE

Account Admin

@

N

Mame:*

All Business Operations

)J\@ Enter ]

Description:

This role enables the user to conduct all business operations.

Permissions

Each role must hawve at least one permission.
Upgrade your Ariba Nebtwork, standard account to an enterprise account to enable all permissions.

4

JAPAN AIRLINES
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3. Basic Settings . @
3-1: Set Up Users —

(4) Create a role.

@ From the list of permissions displayed in the "Permissions" section, check the permissions you want to assign to the
role that you want to create.

*Multiple selections are available. The grayed-out permissions are not available (due to the functionality that is
not available in the SA account)

* Once a quote has been received, the permission to receive a quote will be available for selection.

Permissions

Each role must have at least one permission.
Upgrade your Ariba Network, standard account to an enterprise account to enable all permissions.

(@) Check e[ 1 V| »
Permission Description

APl Development Access Access to AP| development using the SAP Ariba developer portal.
Order Assignment for Users with Limited Access User can assign an order to a user with limited access to Ariba Network
Contact Administration Maintain information for account contact personnel

Goods Receipt Report Administration Access to Reporting, and Goods Receipt report type

| |
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3. Basic Settings . @
3-1: Set Up Users —

(4) Create a role.

@ After selecting the permissions for the role, click "Save" at the top of the screen.

The assigned permissions are saved.

SAP Ariba Network Standard Account | Upgrade  TESTMODE

Create Role

i (5)click }
* Indicates a required field

New Role Information

MName:*

Description:

Permissions

Each role must have at least one permission.
Upgrade your Ariba Network, standard account to an enterprise account to enable all permissions.
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3. Basic Settings . @
3-1: Set Up Users —

(5) Create a user and assign permissions.
@ Click "Manage Users".
@ Click "Create User (+ icon)".

SAP Ariba Network Standard Account | Upgrade = TESTMODE

Account Settings Save

Customer Relationships Users Notifi @ Cl |Ck riptions Account Registration APl management
Manage Roles Manage Users Manage User Authentication
Users(o)

I:‘ Enable assignment of orders to users with limited access to Ariba Network. W
Filter

Users (You can only search on one attribute at a time)

Username ~ | Enter username

(2 click

+ 3 =

I:l Username Email Address First Name Last Name Ariba Discovery Contact Role Assigned Authorization Profiles Assigned Customer Assigned Actions
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3. Basic Settings . @
3-1: Set Up Users —

(5) Create a user and assign permissions.

@ Enter the user's information (from A to D).

@ Select the role that you want to assign to the user in the Role Assignment section.
*Please enter your email address for

the entry belows VA 0] e T Y C - |
Usernames that have already been -

used are not available. Create User [E= ]
Create a new user account and assign a role and if needed assign them to a business unit. P_«riba will er_nail a temporary password to the address provided for the new user account. The account
(A) U se rna me information entered here will not be modifiable after you click Done. However, you can modify role assighments at any time.
. . New User Information
The username used in login A B 2 (3)Enter ]
Username: * | Nikko.Hanako@jal.com L
(B) E-mail address B Email Address: * | Nikko.Hanako@jal.com ‘
o e . . H C irst Name: * | Hanako
Notification mail after creating the i R |
. . D Last Name: * | Nikko
u Se r WI I I be Se nt to t h IS a d d reSS * u Do not allow the user to resend invoices to the buyer's account. O]
(€) First name M
Please enter a user's first name. onstrne: [y o[ ||
(D) Last Name Role Assignment
Please enter the user’s surname. J\ (@ select ] ——
@ CI ic k “ DO n e”. All Operations To give a permission to do all operations
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3. Basic Settings . @
3-1: Set Up Users —

(5) Create a user and assign permissions.

@ Confirm that the user you created is added in the managed users tab.

SAP Ariba Network Standard Account | Upgrade = TESTMODE

Customer Relationships Users Notifications Application Subscriptions Account Registration APl management
Manage Roles Manage Users Manage User Authentication
Users(3)

I:‘ Enable assignment of orders to users with limited access to Ariba Network. (
Filter

Users (You can only search on one attribute at a time)

Username ~ | Enter username

@ Confirm

l:l Username 1 Email Address First Name Last Name Ariba Discovery Contact Role Assigned Authorization Profiles Assigned Customer Assigned Actions
I:‘ Nikko.Hanako@jal.com Nikko.Hanako@jal.com Hanako Nikko No All Operations All(1) Actions ¥
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3. Basic Settings @
3-1: Set Up Users e

(6) Check the two emails sent to the email address which was entered in the user creation screen and log in.

@ Confirm "Username".

@ Check the "Temporary password".
@ Click the login URL.

User ID Announcement Account Password Announcemet

Your password on the Ariba Network Account. =&kl =

Your User ID on the Ariba Account. &L =

Ariba Commerce Cloud <ordersender-prod@ansmip.ariba.com> Ariba Commerce Cloud <ordersender-prod@ansmtp.ariba.com>

To B ~
To B9 ~ =9

Dear Nikko Hanako, Dear Nikko Hanako,

This message contains important information about v Th.is message contains important information about your new user account related to your company's
You have been enabled to access your company's Arib) @ Confi rm -T) with the Ariba account(AN01598703551-T). .

following username: Your temporary password to access your new user accou @ CO nfl rm

Usemame: testarai99@gmail.com

Temporary Password:  2lb=aN8\ I

Important: Your username is part of your login information to your Ariba user account and

N For security reasons, your username has been sent in a separate email, which also includes instructions
should be kept confidential.

to log into your new Ariba user account.
For security reasons, your temporary password for logging in to your Ariba user account has been sent If you have any questions, contact your Account Administrator:
via a separate email.
‘Yamada Taro

test takeuchi.yutaro. 1 @gmail.com

+81 (000) 0000 000

Please click on the following link and log in to your user account using your username and temporary

password. You will be asked to provide a new password and set up your secret question and answer. The
secret question and answer is used to uniquely identify you if you need to reset your password.

https://service.ariba.com/Supplier.aw/ad/sp?anp==Ariba I

Sincerely,
. The SAP Ariba Team
® Log in to your account using the username and tempora Cl |Ck httpsv"f’seller ariba.com
i b + A i el i~ A& - | e ————————

L

©Japan Airlines, ALL rights reserved.



3. Basic Settings @
3-1: Set Up Users e

(6) Check the two emails sent to the email address which was entered in the user creation screen and log in.

@ Enter the "username" that you have checked.

@ Enter the temporary password.

© Clck"Log n".

SAP Ariba

Supplier Login

User Name |

Password

[~ S

Forgot Username or Password

©Japan Airlines, ALL rights reserved.



3. Basic Settings @
3-1: Set Up Users e

(7) Set the new password.
@ Enter in the item from A to C.
(2) Click "Submit".

(A) Current Password

SAP Ariba Network Standard Account [ Upgrade @

Enter the temporary password.
Account Security

* Indicates a required field

(B) New Password

Enter Password

Enter the new paSSWO rd . You must change your password. To change your password, enter your current passu( @ In pUt ] new password. You cannot use your 6 most recent passwords.

A X
Current Password: * 4

B New Password: * @

(C) Confirm Password
Re-enter the new password. o [ (2 Click i

Forgot current password ? CUCK here
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3. Basic Settings @
3-1: Set Up Users e

(8) Make sure that the home screen is displayed.

SAP Ariba Network ~ Standard Account

Upgrade TEST MODE € Back to classic view

@ YT

Home Opportunities Workbench

Catalogs

' T R | 4.
\. - i \

Overview Getting started9

New orders Changed orders Orders to invoice Rejected invoices Orders i More
< BE31E™ BEILAM BxE3LAR ' BE31ER | BE31A ' -
My widgets  BAfizttstt/apan... v §% Customize
Purchase orders Last 3 months ~v Invoice aging Company profile My leads

Feedback

¥9.85% ¥95.4%

N
¥10K o ¥250K

¥200K 0
/ \ 15%

¥150K

Completed

You have no open leads matching your
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3. Basic Settings
3-2: Set Notification Mail

(1) Open a notification email settings for the purchase order.

@ Click "User icon" at the top right of the screen.
@ Click "Settings".
@ Click "Electronic Order Routing".

4

JAPAN AIRLINES

Account Admin

@ click

SAP Ariba Network ~ Standard Account | Upgrade | TEST moDE € Backto classic view
Home Opportunities v Workbench Catalogs
\ - i
Overview Getting startede
New orders i Changed orders é Orders to invoice i Rejected invoices
a Ex3EM BZE31EY B3R BE3LEM

My W'\dgets Azt St Japan... v 4 customize
Purchase orders Last 3 months Invoice aging [ @ Cl |Ck
¥9.85J3‘Y ¥95.4J3Y ~
¥10K ® ¥250K

15%

Completed

¥200K
¥8K
¥150K

ACCOUNT SETTINGS
Customer Relationships
Users

Notifications

Application Subscriptions

Account Registration

NETWORK SETTINGS

L> Electronic Order Routing

Electronic Invoice Routing
Accelerated Payments
Remittances

Data Deletion Criteria

Network Notifications

Yamada Taro

test-jal001@dummy.com ‘
My Account
Link User IDs

Contact Administrator

JAL Test Supplier 001 -
TEST

ANID: AN01598703551- .
Premium Package @ Cl Ick
e R

Company Profile

Settings

Logout

(]

no open leads matching your

Feedback
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3. Basic Settings . @
3-2: Set Notification Mail —

(2) Uncheck a box for "Non-Catalog Orders with Part Numbers".
SAP Ariba Network Standard Account | Upgrade  TEST MODE @

Electronic Order Routing Electronic Invoice Routing Accelerated Payments Settlement Data Deletion Criteria

* Indicates a required field

External System Integration

Configure cXML (native) integration

Non-Catalog Orders with Part Numbers

I:l Rrocess non-catalog orders as catalog orders if part numbers are entered manually

Status Updat Uncheck ations

I:l Do not send status updates for inbound documents in pending queue

New QOrders

Document Type Routing Method Options
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3. Basic Settings . @
3-2: Set Notification Mail —

(2) Set "Email" as a routing method for "New Order" of "Catalog Orderes without Attachments".

@ Click the pull-down on the right of "Catalog Order without Attachements."
@ Click on "Email".

New Orders
Document Type Routing Method Options
ey
e , )
. Email address: -
Click
7 D Attach cXML document in the email message
Catalog Orders without Email o D Include document in the email message
Attachments ) ) . .
Leave attachments online and do not include them with email message.
This applies to all orders with attachments that have the routing method
) @ ClICk ] "Same as new catalog orders without attachments”,
72N D Attach PDF document in the email message
Email
. Current Routing method for new orders: Email

Catalog Orders with without attachments ~
Attachments Attachments will be included in the order.
Non-Catalog Orders O without attachments ~ Current Routing method for new orders: Email
without Attachments -

. . ~ Current Routing method for new orders: Email
Non-Catalog Orders with (i) Same as new catalog orders without attachments ~~
Attachments Attachments will be included in the order.
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3. Basic Settings . @
3-2: Set Notification Mail —

(3) Add the address of the person who wants to receive an order vie email, separated by a comma. Set "Email" as a
routing method for "New Order" of "Catalog Orderes without Attachments".

* The e-mail address of the account administrator has been set here.

* Up to 5 addresses can be set. It is also possible to set a group address.

New Orders
Document Type Routing Method Options Add
Email address: (i)
TestSup2020@xxak.com

Attach cXML document in the email message

Catalog

Eirﬁgjt Email — Include document in the email message

Attachments Lea\{e attachments lonline Iand do not includle them with
email message. This applies to all orders with
attachments that have the routing method "Same as new
catalog orders without attachments”.
Attach PDF document in the email message

Email address|| TestSup2020@sxxx.com|

©Japan Airlines, ALL rights reserved.



3. Basic Settings . @
3-2: Set Notification Mail —

(4) Select the content and attachment that is included in the order notification email. Check three of the followings:

e Attach cXML document in the email message
* Include document in the email message

e Attach PDF document in the email message

New Orders

Document Type Routing Method Options

Check

mail address: | TestSup2020@xxx.cor -

J Attach cXML document in the email message

Catalog Orders without
Attachments

Email o J Include document in the email message

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™.

‘/ Attach PDF document in the email message

©Japan Airlines, ALL rights reserved.



3. Basic Settings . @
3-2: Set Notification Mail —

(5) Save the setting of the order notification mail.

@ Click "Save" at the top or bottom of the screen.

@ Click the "Close" button, when "Your profile has been successfully updated" was displayed at the top of the screen.
SAP Ariba Network Standard Account | Upgrade  TEST MODE

Network Settings

Electronic Order Routing Electronic Invoice Routing Accelerated Payments Settlement Data Deletion Criteria

* Indicates a required field

SAP Ariba Network Standard Account | Upgrade  TESTMODE @ @ Click ]

+/ Your profile has been successfully updated. X

Electronic Order Routing Electronic Invoice Routing Accelerated Payments Settlement Data Deletion Criteria

* Indicates a required field
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3. Basic Settings . @
3-2: Set Notification Mail —

(1) Open a notification email settings for the invoice.

@ Click "User icon" at the top right of the screen.
@ Click on "Settings".

H n H H . n @ C||Ck
@ Click on "Electronic Invoice Routing".

Ariba Network ~ Standard Account Upgrade TEST MODE € Backto classic view
Home Opportunities v Workbench Catalogs Yamada Taro
g P P N test-jal00L@dummy.com
& - ‘ \ My Account
. . (s ] ACCOUNT SETTINGS
Qverview Gettmg started Link User IDs

Customer Relationships

Contact Administrator

i i — i ) o Notifications JAL Test Supplier 001 -
New orders i Changed orders i Orders to invoice i Rejected invoices TEST
a Ba10m ‘ B0 ‘ Bxa10mE ‘ BEa10Om ' Application Subscriptions ANID: ANO1598703551°T B
Premium Package
Account Registration .
A Company Profile J @ Clle
. . . H NETWORK SETTINGS
My widgets  B#fzkstait/lapan... v #f% Customize @ Click />\
Settings
< Electronic Order Routing é

>
. . . i . . Logout E
Purchase orders Last 3 months Invoice aging Company profile Electronic Invoice Routing g
L
L

¥ . i , ¥ . 4 ﬁg Accelerated Payments
9.85 05 N

Remittances
10K o ¥250K Data Deletion Criteria
¥200K 15%
o ¥150K Completed Network Notifications

no open leads matching your
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3. Basic Settings . @
3-2: Set Notification Mail —

(7) In the "To email addresses" of the notifications field, add the address in which you wish to receive notifications,
separated by a comma.

* The e-mail address of the account administrator has been set here.

* Up to 3 addresses can be set. It is also possible to set a group address.

SAP  Ariba Network Standard Account | Upgrade @ TESTMODE @

Electronic Order Routing Electronic Invoice Routing Accelerated Payments Settlement Data Deletion Criteria

General Tax Invoicing and Archiving

Capabilities & Preferences

Sending Method

Document Type Routing Method Options

Invoices Return to this site to create invoices

Customer Invaices Save in my online inbox
Notifications 2 Ad d
Type Send notifications when... To email addresses (one required)

Invoice Failure

Invoice Status Change

Invoice Created Automatically

I:I Send a notification when invoices are undeliverable or rejected.

I:I Send a notification when invoice statuses change.

I:‘ Send a notification when an invoice is created automatically on behalf of your company.

TestSup2020@»oo.com ‘

+

TestSup2020@»xxx.com ‘

*

*

TestSup2020@xxx.com ‘

©Japan Airlines, ALL rights reserved.




3. Basic Settings
3-2: Set Notifica

tion Mail

(8) Check the timing when you want to send a notification email.

Notifications

2: Check

Account Admin

4

JAPAN AIRLINES

—

Type

Invoice Failure

Invoice Status Change

Invoice Created Automatically

Send notifications when...

Send a notification when invoices are undeliverable or rejected.

Send a notification when invoice statuses change.

Send a notification when an invoice is created automatically on behalf of your company.

To email addresses (one required)

TestSup2020@xxx.com

*

TestSup2020@xxx.com

"

TestSup2020@xxx.com

*

©Japan Airlines, ALL rights reserved.




3. Basic Settings
3-2: Set Notification Mail

(9) Save the setting of the invoice notification mail.

@ Click "Save" at the top or bottom of the screen.

4

JAPAN AIRLINES

Account Admin

@ Click the "Close" button, when "Your profile has been successfully updated" is displayed at the top of the screen.

SAP Ariba Network Standard Account | Upgrade = TESTMODE

Network Settings

Electronic Order Routing Electronic Invoice Routing Accelerated Payments Settlement

General Tax Invoicing and Archiving

Capabilities & Preferences

Data Deletion Criteria

SAP Ariba Network Standard Account | Upgrade @ TESTMODE

Network Settings

~/ Your profile has been successfully updated.

Electronic Order Routing Electronic Invoice Routing Accelerated Payments Settlement

General Tax Invoicing and Archiving

Capabilities & Preferences

Data Deletion Criteria

©Japan Airlines, ALL rights reserved.
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4. About the Support System @
4-1. Location of the Available Materials

In the Portal Site for Supplier, various materials for our suppliers are stored.

If you have any questions, please check the "Information Portal for supplier" and the "Help Center" before you contact us.

©Japan Airlines, ALL rights reserved.



4. About the Support System
4-1. Location of the Available Materials

(1) Open the information portal site for the supplier.

@ Click "User icon" at the top right of the screen.
@ Click "Settings".

@ Click on "Customer Relationships".
SAP

Ariba Network ~ Standard Account | Upgrade  TEST MODE € Backto classic view

Home Opportunities ~ Workbench Catalogs

| :
-
_ \ - ‘

ACCOUNT SETTINGS

| Customer Relationships

15%

Completed

¥200K
¥8K
¥150K

Overview  Getting started
\—
0 1 2 [ @click [
New orders : Changed orders Orders to invoice Rejected invoices
a BFE31HE] B3 BZE31HM BE31HE
My widgets  BAfititattiapan.. v ¥4 Customize
Purchase orders Last 3 months v Invoice aging Company profile
¥985 JPY ¥954 JPY ~
¥10K ° ¥250K

Users
Notifications
Application Subscriptions

Account Registration
NETWORK SETTINGS

Electronic Order Routing
Electronic Invoice Routing
Accelerated Payments
Remittances

Data Deletion Criteria

Network Notifications

Yamada Taro

test-jal001@dummy.com
My Account

Link User IDs
Contact Administrator

JAL Test Supplier 001 -
TEST

ANID: AN01598703551-T

Premium Package

Company Profile

[ Settings

(@ click

Logout

(]

no open leads matching your

Feedback

4

JAPAN AIRLINES
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4. About the Support System
4-1. Location of the Available Materials

(1) Open the information portal site for the supplier.

4

JAPAN AIRLINES

@ Click the value on the column of the supplier information portal which is right of our name. You will transition to the
information portal site for the supplier.

Customer Relationships Users Motifications.

Current Relationships. Potential Relationships

| prefer to receive relationship requests as follows:

(@) Automatically accept all relationship requests

Current (1) Pending (0) Rejected (0)

Current Customers

Filter

Customers

Application Subscriptions

Enter customer name or Network ID

I:‘ Customer

D AAfZEk TS24t Japan Airlines Co., Ltd.

.

Network ID

ANO01553561828-T

Account Registration

| Manually review all relationship requests

Relationship Type

Trading

API management

Approved Date

2 Feb 2021

(@) click

Routing Type

Supplier Informati

Default

©Japan Airlines, ALL rights reserved.
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4. About the Support System

movies.

4-2. Ariba Network Standards Document and Movies

4

JAPAN AIRLINES

(1) Transition to the Learning tab of the help center in order to access Ariba Network's standard documentation and

(1) Click on the "Helg

" at the top

Home

Ariba Network ~ Standard Account Upgrade

Opportunities ~

TEST MODE € Back to classic view

Click
right of the home screen. A tab appears from the right of the screen. [ @ IC g

Workbench

Catalogs

Home Opportunities Workbench

Catalogs Search Help Topics

- :
‘ ‘ Do entatio =

Overview  Getting started6

‘ New orders
‘@ BF=31HE

1

Changed orders

B=31HME

2

Orders to invoice

BE318RE

0

Rejected invoices

BE31HM

3

Order:

1BE31HE

Purchase orders

¥9.85%

¥10K "

¥8K

Last 3 months v

My widgets  Amztat&itiapan.. v

Invoice aging

¥95.4F,

¥250K
¥200K
¥150K

Company profile

D3

15%

Completed
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4. About the Support System @
4-2. Ariba Network Standards Document and Movies

(1) Transition to the Learning tab of the help center in order to access Ariba Network's standard documentation and
movies.

@ Click on "Support" at the up right of the screen. After click it, you will transition to the Learning tab in the help center.

SAP Ariba Network ~ Standard Account | Upgrade TEST MODE € Backto classic view
Help Topics

(]
Home Opportunities ~ Workbench Catalogs Search Help Topics .
| (2 click
P

Overview  Getting sta rtede

Documentation ‘

Support ‘

O 1 2 O 3 What's New (2:54)

What is SAP Business Network?

New orders Changed orders Orders to invoice Rejected invoices Orders

= 5 5 5 Introducing the new SAP Busin...
" BFE31HE B7E31HE BE3I1IHE B7E318E B%E31HE 9

Orders and invoices (2:59)

My widgets  BAfiizikstatiiapan.. v [ ¥} Customize | T

How do | create an invoice?
Purchase orders Last 3 months v Invoice aging Company profile

Feedback

| need help accessing a sourcin. ..

¥9.85%, ¥95.4 e
9.85 95 N

¥10K . ¥250K When will my invoice be paid?

¥200K 1595 : :
e ¥150K l Completed How do | know which type of inv...
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4. About the Support System @
4-2. Ariba Network Standards Document and Movies

(2) Review the documents related to SAP Ariba.

If you want to check the product documentation: Check the contents of the product documentation tab.

If you want to check the movies: Check the contents of the Tutorial tab.

* Learning is designed to allow users interested in product technical documents to view the entire library of the product
documentation and tutorials.

* Only some documents can be viewed in the environment before logging in.

Home Learning Support

Product Documentation Tutorials
» Administration — Overview of Ariba Network (4:07)

— Register and send an order confirmation (4:10)
» Application Help — Send an invoice from a light account (4:13)

— What is cXML business integration? (6:30)

» Development ~ What is PunchOut? (6:29)

» Getting Started — Accept a customer relationship (1:42)
— What are electronic catalogs? (4:53)
b Integration — Create a catalog (5:23)

— Create a customer contact (1:50)

— Change your account administrator (1:36)

» User Guides - Add a new user (3:12)

— Send a header-level credit memo (1:58)

— View a purchase order (4:00)

— Configure your payment and bank information (2:08)
- Update a catalog (1:20)

— Publish a catalog (3:11)

» Reference

» What's New

©Japan Airlines, ALL rights reserved.



4. About the Support System 9
4-3. Help Center

If you want to know anything about Ariba Network, please use the help center to search for.
@ Enter the contents you want to search for.
@ Click the "Magnifying glass" button.

sAP Ariba/\\ Help Center |

Home Learning Support

@ Enter

() click

How can we help you?

Or browse below for topics that might help Sort by:

[»e] I need help accessing a sourcing event

You can access a sourcing event to which you have been invited in two ways: Through the invitation email the buyer sends By going to the Proposals page (click app drop-down menu in the upper-left corner of
the application and select Proposals.) If the event you are looking for is not listed on the

Event participation View homepage RFQ Standard accounts

76 102915 views edited Apr 29 2020

= Does Ariba offer webinar training?

Question Does Ariba offer webinar training? Where can | find training for Ariba Products? Answer Ariba hosts webinars on a variety of topics that show you how to use the software. Webinar topics include
sessions about registration, invoicing, participating in events and more. You can sign up...

Spotlight View homepage Webinars Standard accounts

20 21118 views edited Mar 25 2021
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4. About the Support System @
4-4. Support System and Contact Information

Inquiry and contact information are as follows:

» Questions about electronic procurement in general
» Rules and procedures for business purchasing
transactions etc.

» About Business/Operation

[Example] From when you receive a purchase order
vie the Ariba Network/ necessity of creating an invoice/
request to change the content of the purchase order Representative Email Address
E-mail: an-info@jal.com

» Questions about the account registration

procedure
* About Ariba Network registration
procedures
* About initial settings of the users and
permissions

SAP Ariba .

. Ariba Customer Support:
Ariba Network . o Please submit a request for support from the web.

» Questions after the account registration )
After . Customer support will contact you by phone etc.
* Inquiry about passwords . . .
. The submission procedure is on the following page:
. . . * Inquiry about the defect

registration iIs The video is available from here.

*Even before an Ariba Network login, you can submit it.

©Japan Airlines, ALL rights reserved.


https://www.ariba.com/support/supplier-support#video

4. About the Support System @
4-5. Procedure for Contact Customer Support (1/7)

@ Click the icon of the help on the top right of the home screen.

[If you cannot log in]
You can access the help center without logging in.
Access the login screen and click the "help" on the top right of the screen. @ Click

SAP Ariba Network ~ Standard Account | Upgrade | TEST MODE € Backto classic view

Home Opportunities ~ Workbench Catalogs

SAP Ariba

Be a featured supplier

Suppller I—Ogln ‘ Tell us how you took your business to the next

©Japan Airlines, ALL rights reserved.



4. About the Support System @
4-5. Procedure for Contact Customer Support (2/7)

@ When the help center menu is displayed from the right of the screen, click "Support". After clicking it, the Help Center
screen is displayed.

SAP Ariba Network ~ Standard Account | Upgrade | TEST MODE € Backto classic view

Help Topics
@ ciick

‘ Documentation

Home Opportunities Workbench Catalogs

/masm 20 -
- ] |

Overview Getting sta rted9

Support

O 1 1 O What's New (2:54)

What is SAP Business Network?

New orders Changed orders Orders to invoice Rejected invoices

3 : : Introducing the new SAP Busin...
a BEE3IHME yazE31HE BEIEE 7E31IHR S : 9

Orders and invoices (2:59)
My widgets  BAmztitattiapan.. v | §% Customize | R

How do | create an invoice?

Purchase orders Last 3 months wv Invoice aging Company profile

Feedback

| need help accessing a sourcin. ..

¥12.3% ¥98.2% s
3 08 N

¥10K ™ ¥250K

¥200K 150/0
oK / ¥150K . Completed How do | know which type of inv._.

©Japan Airlines, ALL rights reserved.
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4. About the Support System @
4-5. Procedure for Contact Customer Support (3/7)

@ Enter keywords in "l need help with".
@ Click "Start". *If you do not do @, the following query menu will not be displayed.

SAP Ariba /\\ Help Center sap Ariba /\ Help Center

Home Learning Support
Home Learning Support

@ Enter
| need help with Create invoice

| need help with Search results for Create invoice

[Ad  How do I submit an invoice from a Standard account?
TW: . \E How do | edit and resubmit an invoice that | have already sent?
Confirming an order Click -
. . . . [aa]  Why do | recsive errors when creating an invoice?
Editing a rejected invoice <
Sending a credit memo [faal  How do | add shipping or freight charges to my invoice?

How to find contracts to create invoices

4«1 2 3 .. 193 »
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4. About the Support System @
4-5. Procedure for Contact Customer Support (4/7)

@ Find the appropriate FAQ and the need to do buttons and check the contents.

SAP Ariba /\\ Help Center

Home Learning Support

| need help with Create invoice

@ Check

Search results for Create invoice

[aef  How do | submit an invoice from a Standard account?

'y

¥aal  How do | edit and resubmit an invoice that | have already sent?

L

:(}l_ Why do | receive errors when creating an invoice?

[aal  How do | add shipping or freight charges to my invoice?

!

i] How to find contracts to create invoices

4 1 2 3 ... 193 »

5_. Contact SAP Ariba Customer Support

Your responses to these questions will help us provide you an answer or direct you to the appropriate support channels.

What do you need to do?

Create new invoice Create credit memo Raise another invoice against PO Invoice was rejected

Edit and resubmit invoice Receive payment Something else

©Japan Airlines, ALL rights reserved.



4. About the Support System @
4-5. Procedure for Contact Customer Support (5/7)

[If you want to receive support by phone call]
@ Click on "Something else". After clicking it, a phone call menu opens.
* Phone call is only in English.
@ Click "Get help by phone".

8;_. Contact SAP Ariba Customer Support

Your responses to these questions will help us provide you an answer or direct you to the appropriate support channels.

What do you need to do?

Create credit memo Raise another invoice o Invoice was rejected
Edit and resubmit invoice Receive payment Something else

5‘- Contact SAP Ariba Customer Support

Your responses to these questions will help us provide you an answer or direct you to the appropriate support channels.

What do you need to do?

Create credit memo Raise another invoice against PO Invoice was rejected Edit and resubmit invoice Receive payment

Can't find what you are looki
Choose your communication preferencg.

%(— Get help by phone  |Estimated wait in minutes: 6

(K] Watch Success Session webcasts
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4. About the Support System @
4-5. Procedure for Contact Customer Support (6/7)

Fill in the form and click "submit".
Note: Items marked with '*' must be filled in.

You can also enter mobile phone number.

. SAP Ariba Phone Support
Exa m p I e * 20 1-5 5 5-0 1 2 3 Qg Provide the following information, and the next available specialist will call you
Country Code: +1 Problem Description
Check number: 2015550123

Short Description” *| Invoice |

Details:

Contact Information

First Name: *

Last Name: *

|
|
Company” *|
|

Email: *

Requested Language: Eng\ish Select a different language from the Home tab

Phone. *| m +1 - 201-555-0123 | Extena\on'z

Confirm Phone Number: * |

*a My phone number is correct.

O Do not record this phone call

Ariba Network ID: | |

You expressly agree and understand that your data entered into this system will be transferred to Ariba, Inc_ and the Ariba hosted computer systems
(currently located primarily in the U.S.), in accordance with the Ariba Privacy Statement and applicable law.

*O lagree

* Required Fields

Submit Cancel

©Japan Airlines, ALL rights reserved.



4. About the Support System

4

JAPAN AIRLINES

4-5. Procedure for Contact Customer Support (7/7)

@ Click "Submit". After clicking it, "Your request has been submitted to SAP Ariba Customer Support.” is displayed on

the screen.

Click "OK" to return to the Support Center screen.

You will also receive an email notification that the service request has been submitted.
Please wait until SAP customer support team calls you.

* The response time of customer support is 9:00-18:00 weekdays.

Home Learning Support

SAP Ariba Phope Support

Thank you. Your request has been submitted to SAP Ariba Customer Support.

Estimated wait in minutes: 6

SAP Ariba

OK

Your Ariba call request has been received SR# 00001366332021:
SR#002028376500001366332021] 1mbox x

customer_support_sr_update@sap.com 10:44 PM (2 minutes ago)
tome ¥

Hello!
Thank you for requesting a call from SAP Ariba Customer Support. Your request was successfully received.
We will call you as soon as a specialist is available. We look forward to speaking with you!

Sincerely,
SAP Ariba Customer Support

% ¢

©Japan Airlines, ALL rights reserved.
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5. Appendix

5-1. How to Change Account Admin

(1) Change the email address of the account administrator.

@ On the "Ariba Network" home screen, click the "User icon" at the top right of the screen.

@ Select "My Account".

SAP Ariba Network ~ Standard Account
Home Opportunities ~ Workbench
Overview Getting started
New orders
4 BE3LOME
My widgets  Bafiiztkatatiiapan.. v

Purchase orders

¥12.3%

¥10K

- A

Last 3 months w

Upgrade

TEST MODE

1

Changed orders

BE31HE

&L Customize

Invoice aging

¥98.2%

¥250K
¥200K
¥150K

€& Back to classic view

i

1

Orders to invoice

BE31HM

Company profile

Rejected invoices

Account Admin

Catalogs Yamada Taro

2 click

test-jal001@dummy.com '

My Account

Link User IDs

Contact Administrator

0 3

JAL Test Supplier 001 -
Orders

TEST

ANID: AN01598703551-T
Premium Package

BZE31HME BEILHME

Company Profile

Settings

Logout

(]

You have no open leads matching your

My leads

v
Feedback

L 3

15%

Completed

©Japan Airlines, ALL rights reserved.
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5. Appendix . 9
5-1. How to Change Account Admin e

(1) Change the email address of the account administrator.
@ Update changes such as "username", "mail address," "last name", "first name" and "phone number".

Account Settings

* Indicates a required field
L@) Update

Account Information

Username: *

test-jal003@dummy.com ‘ @

Change Password

Email Address: *

TestSup2020-001@outlook.com

*Ep ‘

First Name: *

Middle Name:

Last I-\.—:""e:*‘ LUER ‘

Personal Information Change Log

Business Role:

Business Owner N

Preferences

P
Preferred Language: | Japanese ~ | W

Preferred Tlmezc-ne:*‘ JsT w ‘ @

Default Currency:* Japanese Yen ® @ U pd ate

l:‘ Allow Me to Save Filter Preferences in the |

Contact Information

Number Exten#Gn

An
JPHN 81 v‘ ‘ 81 ‘ ‘ 9999 ‘ ‘ 999 ‘

Phone: *
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5. Appendix . 9
5-1. How to Change Account Admin e

(1) Change the email address of the account administrator.
@ Click "Change password".
@ The Screen for change password is displayed, enter "current password" and "new password".

@ Click "Save password".
My Account =1

Account Settings

* Indicates a required field
' @ Enter ]
Account Information CHANGE PASSWORD

Ll

Username:* | test{al003@dummy.

I Change Password }'

Current Password: ssesscessee

Email Address:* | TestSup2020-001@outlook.com

First ha"e'*| AR |

widdle Name: | | New Password: | | seeeesse O
Last ha"e:*| LI |
Personal Information Change Log )
usiness Rol Confirm Password:f | esessssd

Preferences

Default Currency:* Japanese Y

‘en !
|:| Allow Me to Save Filter Preferences in the Inbox/Outbox
Contact Information @ CI |Ck
Country Area Number Extension

phone:*| JPN BL v| | 81 | | 9999 | ‘ 999 ‘

Preferred Language: ®
Preferred Timezone: * | J5T A ‘ O] Save Password { Ca ncel ]

©Japan Airlines, ALL rights reserved.



5. Appendix . 9
5-1. How to Change Account Admin e

(1) Change the email address of the account administrator.

@ Click "Save" to finish the setting.

* [Important Note] Once you have completed the above tasks, please remember to share your username and
password with your new account administrator.

My Account “ Close
A

L
N4
Account Settings \ @ Cl IC k }

* Indicates a required field

Account Information

Username:* | test-jal003@dummy.com | 0]

Change Password

Email Address: ”‘| TestSup2020-001@ outlook.com |

First I\a""e:*| PN ‘

Middle Name: | ‘

Last l\a"e:*| il ] ‘

Personal Information Change Log

Business Role: | Business Owner A
@
Frefered Language -

Preferred Timezone ”‘| JST W ‘ (i)

Default Currency:* Japanese Yen Select Currency ®

D Allow Me to Save Filter Preferences in the Inbox/Outbox

Preferences

Contact Information

y Ares Mumber tensi
Fhone:*| JPN 81 v‘ | 81 ‘ | 9999 ‘ | 999 |
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5. Appendix . 9
5-1. How to Change Account Admin e

(1) Change the email address of the account administrator.

@ The email with the subject "Confirmation of Your Updated Email Address" will be sent to the new account
administrator. Click the link in the body to process the confirmation.

@ When the "AN" screen is opened, the email address is updated as the new account administrator's email address.

Ariba Commerce Cloud <ordersender-prod@ansmip.ariba.com> 4:49 PM (0 minutes ago)

tome =

Dear AEBILH,

The email address associated with your Ariba account has been recently changed or is unconfirmed.

Please click the following link to confirm your email address.

1z016mYL doRO3VOCLxRW55N7MF3WKqug&anp=Ariba&app=Supplier

Important: The link will expire in 72 hours. T ——

If you are unable to launch a browser using this link, copy the link and paste it into the address bar of
any of the supported Web browsers to form a single-line URL.

Thank you for confirming your new email address on Ariba Network. Your email address we: <™iG=4 =m. .=x is now updated.

Please note that the email address will be updated only after you have confirmed your changes.

Sincerely,
The SAP Ariba Team

https://seller.ariba.com E! W © 2019 SAP SE or an SAP afilliate company. All fights reserved. SAP Ariba Privacy Statement  Security Disclosure  Terms of Use
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5. Appendix

5-1. How to Change Account Admin

(2) Change the notification mail settings for the purchase order.
@ Click on the "User icon" at the top right of the Ariba Network Network home screen.

@ Click "Settings".
@ Click "Electronic Order Routing".

Ariba Network ~ Standard Account

Home Opportunities v Workbench

W4\
-

Overview  Getting startede

Purchase orders

¥12.3%

¥10K °

Last 3 months v

¥8K

Upgrade

01

TEST MODE

$%4 Customize

New orders Changed orders
- B30/ BxE31AmM
My widgets  BAfztzatt/apan... v

Invoice aging

¥98.2%,

¥250K
¥200K
¥150K

Orders to invoice

BE3IIAM

€ Back to classic view

Catalogs

= -

ACCOUNT SETTINGS

Customer Relationships

. S Notifications
Rejected invoices

BE3LOM Application Subscriptions

. Account Registration
@ Click J

NETWORK SETTINGS

Electronic Order Routing

Company profile Electronic Invoice Routing

Accelerated Payments
Remittances
Data Deletion Criteria

15%

Completed

Network Notifications

4

JAPAN AIRLINES

Account Admin

@ Click ]

Yamada Taro

test-jal00L@dummy.com

My Account ‘
Link User IDs
Contact Administrator

JAL Test Supplier 001 -
TEST

ANID: AN01598703551-T
Premium Package

G0

Company Profile

Settings

Logout

(]

no open leads matching your

Feedback

©Japan Airlines, ALL rights reserved.




5. Appendix . 9
5-1. How to Change Account Admin e

(2) Change the notification mail settings for the purchase order.

@ Confirm that the routing method is "E-mail" for the new order of "Catalog Orders (without Attachments)". The e-mail
address of the account administrator have been set.

@ Change E-mail address from the email address of "Previous account administrator"” to the one of "New account
administrator".

* For further notification settings, it is not necessary to change the settings because it is defined as same routing with the
first line setting.

New Orders

Document Type Routing Method Options 2 @ Change }
) @Conﬂrm } Email address:‘ TestSup2020-001@outlock.com
/\

v]

Attach cXML document in the email message
Include document in the email message

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”.

Attach PDF document in the email message

Catalog Orders without Attachments Email

©Japan Airlines, ALL rights reserved.



5. Appendix . 9
5-1. How to Change Account Admin e

(2) Change the notification mail settings for the purchase order.

@ Scroll to bottom of the screen. Change the address to the email address of "New account administrator" to set it as
the email which receives notification when a special event occurs, such as when an order cannot be delivered..

@ Click "Save" at the top or bottom of the screen.

Click "Close" when "Your profile has been successfully updated" is displayed to go back to the home screen.

[
Notifications /\ @ |nput ]

Type send notifications when... To email addresses (one required)

l:‘ Send a notification when orders are undeliverable.
Order | TestSup2020-001@outlook.com |
|:| send a netification when a new collaboration request against an existing order is received.

|:| send notification for new purchase orders to suppliers.

l:‘ Send notification to suppliers when purchase orders are changed

I:l Send a notification when purchase order inquiries are received.
Purchase Order Inquiry " ‘ TestSup2020-001@oeutlook.com |
|:| send a notification when purchase order inquiries are undeliverable.

|:| Send a netification when time sheets are undeliverable.

Time Sheet * ‘ TestSup2020-001@outlook.com |

Collaboration Requast Send a notification when collaboration requests are received. . ‘ TestSup2020-001 @outlook com |

SAP  Ariba Network Standard Account | Upgrade @ TESTMODE

Network Settings 2 Confirm ] m Close

+ Your profile has been successfully updated. X

©Japan Airlines, ALL rights reserved.



5. Appendix

(1) Open the company profile screen.

5-2 How to Change the Company Name

Account Admin

@ Click the user icon on the top right of the Ariba Network Network home screen.

@ Click on "Company Profile".

Ariba Network ~ Standard Account

Home

Purchase orders Last 3 months

Upgrade

TEST MODE

Opportunities ~ Workbench
/
-\ -
Overview Getting started
New orders i Changed orders
a BFE3E W= EY
My widgets  B#mzimRattiapan.. v ¥4 Customize

Invoice aging
¥12.3% ¥08.2%
B JPY . JPY
¥10K o ¥250K
/\ ¥200K
¥8K .
¥150K

€& Back to classic view

Catalogs

= IR

1 0

Orders to invoice Rejected invoices

BE31HE BFE3I1EME

Company profile

R

15%

Completed

Yamada Taro

test-jal001@dummy.com
My Account
Link User IDs

Contact Administrator

of (2 Click

BEE3LHE

My leads

AL Test Supplier 001 -
EST

ANID: AN01598703551-T
Premium Package

Company Profile

Settings

Logout

(]

You have no open leads matching your

v
Feedback

©Japan Airlines, ALL rights reserved.
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5. Appendix . 9
5-2 How to Change the Company Name ——

(2) Enter the required information on the basic tab.
@ Click on the "Basic" tab.

(2) Enter values in "Company name" and "Company name (alphanumeric character)." B dice
@ Click "Save". [ 'c ]

=

Company Profile m

Basic (3) Business (2) Marketing (3) Contacts Certifications (1) Customer Requested Additional Documents
AN
. Incicateﬂ @ click Public Profile
Completeness
Overview E3

_ Short Description
Company Name:* | JAL Test Supplier 003 - TEST

@ £ Website
any {Lati ara Yoo iar | nter
Company Mame (Latin Characters):* | JAL Test Supplier 003 Annual Revenue

Other names, if any: Certifications

D-U-N-5 Mumber

Business Type

©Japan Airlines, ALL rights reserved.



5. Appendix . 9
5-2 How to Change the Company Name Account Admin
(3) Enter the required information on the Contacts tab.

@ Click on the "Contacts" tab.

(2) Enter a new email address in "Main Email."
@ Click "Save".

@ Please tell us that you change the email address. (3 Click

Company Profile m

Basic (3) Business (2) Marketing (3) Contacts Certifications (1) Customer Requested Additional Documents
AN
* |ndicates a required field @ Click Fublic Profile
Completeness
Company Contact Information E3
Enter
‘2\ @ Short Description

Main Email:* | TestSup2020-001@outlook.com ‘

Website

Country Area Number

Main Phone:* | USA1l ~

‘ ‘ ‘ Annual Revenue

Certifications

Country Area Number D-U-MN-S Number
Main Fax: | USA1l v ‘ ‘ ‘ Business Type
Contacts Industries
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5. Appendix . 9
5-3. Login ID and password Account Admin

If the predecessors email address is still usable.

1. https://supplier.ariba.com Click on "Forgot Password" in the login screen.
2. On the reset password screen, enter the e-mail address and click "Submit" in the e-mail address items.
3. If you receive an email, please select "Click here" on the password reset email page.
* If you have more than one account, click the link that you want to reset your password for.
4. On the reset password screen, enter a new password and confirm it, and click "Submit".

If the predecessors email address is not usable *There are three ways to do this

Method 1.

Please ask your company’s IT department to restore the email address of the retirees temporarily, then log in to the
AribaNetwork and change the administrator.
Method 2.

Please create a new account. After receiving a trade request email from Ariba, please perform a new registration process.
Method 3.

Please contact Ariba Customer Support to check the administrator information of the retirees.

*Note: This investigation is done by a global security management group instead of us. Hence, we can't promise that they
deal with that quickly.

©Japan Airlines, ALL rights reserved.
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