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Supplier Guide for the  Ariba SN

A Supplement to the Ariba Supplier Network Transactions Guide
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|. INTRODUCTION

I ¢ 3 Efdadiprise Purchasin@EPICyystem usethe Ariba Supplier Network (Ariba SN) to communicate with
suppliers via the Internet. This conunication primariy consists o§ending purchase ordete andreceiving
invoicesfrom suppliers The Ariba SN offerseveralways of establishing electronic communication between AT&T
and our suppliersincludingonline, email, fax, EDI, and cXMLhe focus of this docuemt is online

communication.

AT&T will place its purchase ordéPOspn a secure Ariba SN Internet site that only you can access using a
username angbassvord that will be assigned to you by Arib@ihePOwill reference appropriate terms, coitébns
or associated contractsUpon receiving a PO from AT&i the Ariba SNyou may access this same site to:

1  Submit your order confirmation

I Submit your ship notice

T  Submit your invoice
In each case, data from the PO is used togwpulate the document being sunitted.

The instructions provided in this document have been created as a supplement to the standard Ariba instructions
in order to assist suppliers with creatingline Order Confirmations, Ship Noticeand Invoicegsgainst AT&T

Purchase OrdergNote: The Aiba SNsamplescreen shots found throughout this document corresponditta/SN
Release 48
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II. REGISHRNGON THE RIBASUPPLIERETWORK

The AT&Enterprise Purchasingystem requires that AT&T suppliers be registered on the Aribia 8hable
future PO and invoice transactions with AT&his section outlines the Ariba Supplier Network (Ariba SN)
registration process.

Step 1 Go to the Ariba SNwveb site ancclickRegister as New Supplier Aregistration wizard will walk you
through the online registration proces#riba will assign you a username and password to access your account.
Make sure your username and password are kept in a secure yet accessible place.

Step 2 As soon as you hawsuccessfully completed registration in Ariba, please notify your AT&T representative
and provide your assigned Ariba Network(RNID) You can view your Ariba Network ID (ANID) when you are
logged into your Ariba SN account; thelBi displayed with an ANIDlabelunder the Help and Logout links

(upper right).

Step 3 AT&T will send a Customer Relationsiiitation to you via the Ariba SNThis estaldhesan ecommerce
relationship on the Aba SNbetween your firm and AT&TOnce yowapprove ths relationshipelectronic ordering
and invoicingcan commence on theriba SN between your firm and AT&T.

For quick referencesefer to the Registration QuickReferenceGuidefor Ariba SN
onboarding.

Figure 1-Log In

Goto»  Anba Supplier Network ~ Anba Discovery
= = Registered suppliers log in by enterin
Ariba Supplier Network Log In g PP g y ; 9 Login Home | Help
/&\ Username and Password and clicking Log In.
Username: Join A
ARIBA* Register your company on Ariba Supplier Network , the leading supplier network with over $1 illion
Password: USD in annual business across ind r n ices.
. : 5 .
., a 8 Tog In| New suppliers click Register
Suppier Network

as a New Supplier.

Forgot Username? Forgot Password?

The Forgot Username?, Forgot
Password?, and Help links provides
assistance in using the Ariba site.
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This section summarizes the log in process.

1 Enterhttps://supplier.ariba.conin the krowser address bar to open the Laggdage of Ariba SN.
1 Enter your usernara and password
1 ClickLogin.

A Note About Your Ariba SN Usernanighe Ariba SN username is created during registration or by y
Account Administrator. The Ariba SN username is used only to log into your Ariba SN Account. W
Ariba SN username must be in email addresmd, the Ariba SN as a means of communication amgs
use this email address. The email address is a username that is used for logon purposes only. Mo
information and detaild instructions for username amqhssword administration can be found-tinein
the! NAo I { b { dzIBeli wittbAlibazccessiandRpBssword resets are available on Ariba by
Ot A O RoygatUs2ryfamés or dForgot Passwor@ located below the_og Inbutton.

The first screen you Wisee after logging in is tHéomeDashlward. This is where you can find out altany new
features on Ariba SMeview your Account Inbox and Outh@nd complete administrative tasks.

Figure 217 Home

Goto» | Anba Supplier Network | Ariba Discovery Manage Profile [
The Administration tab and the Manage V’ S
. . N N fagn - ogos
L oanea Profile link contains utilities for s, s
Home configuring your Ariba Network account. ANID: 201001332421
) et 1sh Content
e B A The Help link provides e
Fyrchase e . . . - F are accegfing
View: ) “C f°'dt"{ The Reports tab contains tools ] o assistance in using the | oo ansfsn. @
Order Confirmatio
) ] Ariba site.
SR R for producing reports. S S
Invoiles Date Banas:
New (4] N What's New in A
C.,,..‘ae._. © ravmdf The Outbox tab contains the Order F ~ New, )
Faled [0} HereY  Confirmations, Ship Notices and |+ EZiE Your Ariba Network 1D
Partially Confirmed (0) ! (ANID) is displayed here.

Invoices sent by your firm.

Partially Sh

[

e Customers: 2 of 2 view: IR ¥ |+
- The Inbox tab contains the — Changed T =] ] T Faded
Purchase Orders sent to your firm. 4 2 9 [ 2 ) [
- G ] ] g 2 2 ] [ |
Last Refresh: 24 Nov 2009 4:29:02 PM |
/ Create
N“:oc’ . Invoice Status Customers: 2 of 2 view: EETTIETEE ¥ |+
e Customer Sent Approved Paid Rejected Failed
/ Early Payment Terms = ATHT SRM - Test... 2 ] 2 2 ]
All Offers S ATST - Supplier... '] ] 2 2 ]
F Last Refresh: 24 Nov 2009 4:29:02 PM
£ oo Early Payments Customers: 2 of 2 |+

The Ariba SN stores electronic documents, such as purchase argemsvoices, for online retrieval in an Account
Inbox and Outbox. Each transaction is saved and sorted according Bathen which Ariba SN received it.

1 Thelnboxdisplays purchase orders (POs) and notifications
1 TheOutboxdisplays invoiceorder onfirmations, and ship notices

Copies of the POs sent to you through the Ariba SN will reside in your Ariba SN deboxsb you can read
them online. To create an invoice, you need to locate the Purchase Order to invoice against.

To reach your accotinbox from the Welcomescreen, click on thénboxtab.
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Figure 37 Inbox
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A Note About the InboxYour company should train several people to log on and read purchase ordg
insure that an absence will not cause delays. @sepunts can be set up to enable several people to r¢
LJdZNOKF &S 2NRSNE o6& @e2dzNJ 2NBFYyAT FdiA2yQa ! 002 dj
are available online in thAriba SN Account Management Guide

Upon clicking theénbox, AribaSN displays the current section of your Inbox, which will list all of your POs sent to
your accountUse theSearchFiltersoption to locate the PO required for billingearches are Case Sensitive!

* Reportingtools are available on the Ariba SN (undee Reportstab) and can be used to generate PO and
Invoice data. Reporting instructions can be found online inAtilea SN Transactions Guide

Note:
9 Purchase orders cannot be deleted frdine Ariba SN.
9 Purchase alers can be sorted by column name bigkihg on the column namg.g Date).

The following describes the purpose of each column in the Inbox view.

Table 1: Field Descriptions- Inbox

Column Name Description
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