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Registering on the Ariba Network Sappi

AR\ Click on the “Click Here”(1) hyperlink to

register on the Ariba Commerce Cloud

Sappi - TEST has regater

on ther Axda Platform and invited you o parbopate i the
APPI £ TULY 2015, The ever t wesday, July 5, 2016

@ and ends oa Thursday, luly 7 38 AM, Pacitic

You il ragistar on the A Commuerce Clowt or log inwung
¢ Clowd sccount usarmame and password before you can doce
30 days, Make sure to register on the Anbs Commerce Cloud

1k

T, you can no longer use th

if you have guestions abcut thic event, contact Keyasm Danjamen vis telephone at  or via e-

mail st kayvasm benisminsap com

If you do not want to resgond to thiz event, Click Here. You must register on the Ariba
‘ erce Cloud or 10G In LsING your =:asting Ar loud account usarname and
rd defors you © aspond to this event

n incxcate that you do not want to

Wea lock forward to working with you
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Landing Page

sappl

Anba Seurcing

Vi zeoe DARREY GEoHMLD

URTE TS SR
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After clicking Continue (2) a New
Template will be visible where the you can
check some of the data that was pulled
through from your Imported profile and
complete the rest.

Please complete all * compulsory fields in

the Enter basic company information
section.
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Completing your Commerce Cloud Information Sappi

Sbe Sourcig

Please complete all * (3) compulsory fields in
the Enter basic company information section
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User Account Information Sappi

Bria st 3200 DR
| = Please complete the

... o Enter user account information section (4)
Username needs to be in an Email Format —
Ariba standard practice.
A tick needs to be added to the Terms of Use
block
Click Submit once done.
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Company Profile Sappi

Ariba Sourcing

5

A new window will open displaying Ariba Sourcing desktop

and what the SAPPi SPQ (Supplier Profile Questionnaire)
Requirements are.

 Number Of Employees

« Customer Requested Fields
Click Go to Company Profile (5) to continue.
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Company Profile (Continue)

sappl
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You will now see the Company
Profile Window (6).

You are required to complete all
Required Fields marked with * on
the Company Profile window.

Number of Employees

VAT Registration Document —
Upload a document.

Tax Clearance Number.

Tax Clearance Document —
Upload a document.

Tax Clearance Expiry Date
Tax Clearance Expiry Date

Once done click Save top/ bottom

right.
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Select Sappi Link Sappi

You can now click on the Customer Requested Tab.
Note: You will not be able to go to this tab if you did not complete the
compulsory questions in the previous task.

Once you have clicked the Customer Requested Tab you should now see
Customer Requested Profile Information . This should be Incomplete in Red.
Click the Sappi link below customer (7).

Ariba Sourcing G

Company Prolile
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Complete section 2 and 4 and submit Sappi

Once you click the Sappi link the Sappi SPQ will open for you to
complete and then Submit.

o Complete sections 2 and 4

o Once done click Submit (8)

o Click the X in the top right (9)

Sappi - TEST Raqgquestcad Profile:
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sappl

Ariba Sourcing

You will notice that the Customer Requested Profile
Information is still set to Incomplete.
Click SAVE (10) again top right and the Status will change.
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Profile Successfully Updated Sappi

Aribe Saurcing

Compay Profie

12

Once you have clicked Save the screen and status will
change to Complete (11), you should also see a message
in the green window confirming that

Your profile has been successfully updated.

Now click Close (12) top right to close this window and to proceed
to the Workbench. This will end the process and the Supplier is
ready to transact with Sappi
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Supplier account is created Sappi

Your Ariba Network account
IS created!

Company Profile

Once logged in to your account you have the option to give a more detailed description of your
company’s profile.

This information is optional but we advise you to complete as much information as possible as
this will give your buyers a more detailed overview of your activities.

More information about this can be found in the Account Configuration guide.
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