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PURPOSE

This document is intended to help individuals (not companies) get set up as a supplier in Ariba. The
steps explained in this document must be followed in order for payment to occur. You will begin by

creating an account in the SAP Business Network (BN) in Steps 1-8. This gives you access to Ariba,
which then grants you access to the University of Nebraska questionnaire..

GETTING SET UP IN THE SAP BUSINESS NETWORK

1. You will receive an email invitation to register as a supplier with the University of Nebraska. To
begin the process, click the “Click Here” hyperlink in the email.

Invitation: Register to become a supplier with The University of Nebraska System-TEST

<s4system-prod3+NUSystem-T.Doc96304227
To Val Glaser

(D Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

€ Reply | % ReplyAll | —> Forward | | K

Non-NU Emai

E] Right-click or tap and hold here to download pictures. To help protect your privacy, Outlook prevented automatic download
of this picture from the Internet.
Ariba Logo

Register as a supplier with The University of Nebraska System-TEST

Hello!

Valerie Glaser, University of Nebraska Payment Services, has invited you to register to become
a supplier with The University of Nebraska System-TEST. Start by creating an account with
Ariba Network. It's free.

The University of Nebraska System-TEST uses Ariba Network to manage its sourcing and
procurement activities and to collaborate with suppliers. If Valerie Glaser already has an account
with Ariba Network, sign in with your username and password.

ﬁ Click Here to create account now

For more information visit our website: hifps:/nebraska edu/offices-policies/business-
finance/procure-fo-pay/procurement-resources/ariba-fag

- University of Nebraska

2. After clicking the “Click Here” link, the screen shown in the image below will open. To go directly to
the account set up screen, click the “Sign Up” button.

Welcome, Valerie Glaser

Have a question? Click here 10 soe a Quick Start guide

Sign up as a supplier with University of Nebraska - TEST on SAP Ariba /

Univeraty of Nebraska - TEST uses SAP Ariba to manage procurement activities.
Create an SAP Ariba suppliér account and MaNage your MESPONse to Procurement actvities required by University of Nebraska - TEST m

Already have an account? m

About SAP Business Network
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GETTING SET UP IN THE SAP BUSINESS NETWORK (CONTINUED)

3. Inthe “Company information” section, complete all fields with an asterisk (*). Don’t be confused by
the word, Company”; enter your home (or business) address in the fields.

Ariba Proposals and Questionnaires

Create account

Company information b

* 123 Main Street

* Lincoln
* NE Nebraska v
© 68510

4. In the “User account information” section, the information of the person who received the original
email will populate the fields.
« Enter a different name/and or email address if needed; otherwise, leave as is.
» If you would like your username to be your email address, check the checkbox. (NOTE: the
username must be in email address format.)
» Enter a password using the guidelines to the right of the field.
* Re-enter your new password.
* In the “Email orders to” field, enter the email address used above, if not already populated.

User account information h

o Glaser
D g -
* | test-val glaser@net ’
 E——
s
xxxxxxxx
English v
glaser@nebraska edu
.
S
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5. Inthe “Tell us more about your business” section, click the first “Browse” button. A “Browse Product
and Services” section opens.

Tell us more about your business _

6. For the “Products and Services” question, click the “Browse” button. A Product and Service
Category Selection tab opens. You will simply choose one. It does not matter what you select; we do
not track this information for individuals.

» Select an option in the far-left column.

* Then select an option in the next column...keep doing this until you see a plus (+) sign.

» Click the plus (+) sign; when clicked, it will change to a checkmark. Your selection will appear
next to a checkbox in the My Selections area.

» Click in the checkbox.

» Click the “OK” button.

Product and Service Category Selection

Browse

ki ikl ?ff‘f‘ﬁ%‘é‘lect &noption . e Select an option e Click the checkmark
. : iccrprassions sl ovsaeas > S :

My Selections (1)
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7. For the Ship-to field, click the “Browse” button again. You will simply choose one. It does not
matter what you select; we do not track this information for individuals.
» Select an option in the far-left column.
* Then select an option in the next column...keep doing this until you see a plus (+) sign.
» Click the plus (+) sign; when clicked, it will change to a checkmark. Your selection will appear
next to a checkbox in the My Selections area.
» Click the “OK” button.

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

North America > : ~ United States > 2 @
o Select an option e Select an option = o e Click the checkmark

Central America > Bermuda q

Montana
outh America > Cana ®
= Ceneds > Nebraska
The Caribbean > Greenland ®

Nevada
Northern Europe > Mexico > ®
Western Europe > Saint Pierre and Miquelon

POOOLO®

Eastem Europe > All of the above

Cantral Furnna >
My Selections (1)

9 Nebraska (United States)

8. Click the “Create account and continue” button.

TNEEE NETAOTS §50 BN AEPACADIE DRCMLE VLDUTY TEMNES. PRt T T SAP Baseett Mt

—

. . . Create account and continue L Cancal !_,1
= e Ao o deasa. o A el | . . —-
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The University’s questionnaire is an important section to complete, as the information will directly impact
payment processing. The instructions for the questionnaire will be divided into the top/address portion
and the bottom/tax info porting.

9. Complete all fields with a red asterisk (*). Some fields may be pre-populated. This is the same
information you entered on the previous form. Notice that the “House Number” field is separate from
the “Street” field.

£ Doc963042274 - Supplier Registration Questionnaire @ 29 da»‘f 23:25:40

All Content B A

t

v 1 General Supplier Information

Main Street . 123

68510 Lincoln

ted States (US) v Nebraska (NE
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GETTING SET UP IN UNIVERSITY OF NEBRASKA’S ARIBA SYSTEM (CONTINUED)

10. Complete all fields with a red asterisk (*).
2.1 Select “Individual/Sole Proprietor” from the dropdown.
2.4 Once selected, red text will appear. Please read.
2.5 (Optional) Typically, the default is fine.
2.6 Select the appropriate citizenship option.
2.18 Select the appropriate tax classification.
2.20 Select “Yes” in most cases.
2.21 Select “Yes” in most cases.
5.1 Unlike the previous form, you do NOT need to select a category.
5.2 Select “No” in most cases.

Y f— Most individuals do not

choose an ACH transfer.

¥ 5 Additional Data

At ::-‘

<
Submit Entire Response Save draft mpose Message Excel Import I

11. Click “Submit Entire Response” or “Save draft” to return later. You will receive a confirmation pop-
up, and your screen will look like the image below. Your questionnaire is how complete.

TEST Dasht

Console Doc963042274 - Supplier Registration Questionnaire

You have submitted a response for this event. Thank you for participating,

All Content

At this point, your address will be checked by USPS to make sure a valid mailing address has been
entered. If not, you will receive an email from Ariba asking you to make all necessary corrections.
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Because the University’s Ariba system does not allow entry or storage of social security numbers, a
third-party software, Relish, is used to gather your SSN. If you selected US Citizen or Resident Alien
(Green Card) in section 2.6 on the previous page, once the questionnaire has been successfully
completed, you will receive an email similar to the screen shot below from Relish.

12. Click the orange, “Go To Pll Form” button in the email.

Relish - PII Invitation

° support@relishiq.com ® S Reply | € ReplyAll > Forward 75

i) If there are problems with how this message is displayed, click here t
Click here to download pictures. To help protect your privacy, Outioc

»wnload of some pictures in this message.

[x] Right-cick or tap and hold here to

Secure Session Request: PlI

Information

Hello: glaservi@unk edu

You recently registered as a supplier for and indicated that you had

Personally Identifiable Information (PIl) as part of your registration

The link below will take you to a secure session in which we can take your information,

validate it and encrypt it to complete your registration process

TR f—

f you are having any th your account, please don't hesitate t tact us by replying to this m

13. After clicking the “Go To PIl Form” link, click “Agree” on the Terms and Conditions screen. Leave
this site open! You will be asked to enter a token to proceed.

Relish Inc, Terms & Conditions

Privacy Notice

Relish Inc values your privacy when you access our website and applications. Note that we do not require your personal data such as your name, phone number, email address. Most
of our clients who use our applications, however, sometimes elect to store contact data associated with users. As such, in your use of these applications, contact data may be

s ) O SIS QLU O R i N el N D s pmenisnn, g™ P Y N W S

- i@ o wud SEC

By using the site from the device you are using, you consent to the placement of these cookies on that device. Read more about our use of cookies in the Relist

= «—
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COMPLETING INFORMATION IN RELISH (CONTINUED)

14. After clicking “| Agree” on the Terms and Condition screen, you will be sent an email from Relish

containing a token. Enter the token on the Relish screen. After entering the token, the Relish PlII
form will open.

Relish - Pl Token

Hi glaservi@unk edy

Please use the access code below on PII Portal to confirm
your identity.

15. (Optional) Indicate if you are attaching a W9 (most individuals do not).
16. Enter your name and social security number in the fields.
17. Click “CLICK TO VALIDATE” button.

Sensitive Data Entry and Verification Form

For Supplier:  Val Glaser ( )

Personal Tax ID Info

United States

individual
Val Glaser

jececeeedt °

— D

Once your SSN is validated by the IRS, green check marks display and a “Validated” image
appears.

Personal Tax ID Info

Val Glaser

esscccese
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COMPLETING INFORMATION IN RELISH (CONTINUED)

18. (Optional) If you elected to have your funds deposited via ACH, attach the ACH form and additional
document at the bottom of the Relish form.
19. Click the “CLICK TO ENCRYPT AND SEND DATA” button.

Sensitive Data Entry and Verification Form

For Supplier:  Val Glaser ( )

Peﬂr;o_nfs}TaxID!ﬂfO et o~ e - oy

s

Additional Attachments

Please upload your files here

Drag and drop your file here or
click.

b

UPLOAD FILE

d CLICK TO ENCRYPT AND SEND DATA

You will receive the following confirmation message. Your registration is now complete!

Sensitive Data Entry and Verification Form

Thank you for submitting your information. You can close this window, no further action
is required.
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You will also receive emails from both Relish and the University’s Ariba system.

Relish - PIl Form Submitted

® ) Reply 4 Reply All > Forward
° support@relishig.com ® ep eply orwar: [

ssage is displayed, dlick here to view it in a web browser.
Ip protect your privacy, Outlook prevented automatic download of some pictures in this message.

DL b
Click here to download pictures. To h

_:] Right-cick or tap and hold here to

Secure Session Request: PlI

Information

You have completed your registration with by successfully
concluding your secure session with us. Your Personally Identifiable
Information was gathered, validated and encrypted

u are having any issues with your account, please don't hesitate to contact us by replying to this mail.

Approved: Supplier registration with The University of Nebraska System-TEST
@ Ariba Administrator <no-reply@ansmtp.ariba.com> C;.) 2 fey s P oo @
T Val Glaser

() Click here to download pictures. To help protect your privacy, Outiook prevented automatic download of some pictures in this message

t' Right-click or tap and hold here to download pictures. To help protect your privacy, Outiock prevented automabc download
of this picture from the Internet.
Ariba Lage

Registration with The University of Nebraska System-TEST.

Congratulations! The University of Nebraska System-TEST has approved your supplier
registration. Adam Bult has now been included in the supplier database of The University of
Nebraska System-TEST,

You will be notified when next steps of the supplier onboarding process require your attention

10



