Ariba supplier support

SAP Ariba Sourcing (Proposals & Questionnaires)

Cargill



Purpose

This guide has been created by
Carqill and SAP Ariba for your
reference, as you respond to Cargill‘s
sourcing events.

This guide is especially suitable for
resolving Ariba account
iIssues(login/registration) and
contacting Ariba support, for event
(RFI, RFP, Auction) related
guidance.
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Hey, Cargill invited me to
participate in a sourcing event
on Ariba but | have a technical

issue. Do you know who
should | contact for support?

It would depend on the issue
itself. You should contact either
Cargill, our company Ariba
admin or Ariba directly. Let me
show you how to choose.




Who should suppliers contact when they need assistance?

Contact Cargill‘s buyer for:

Expired invitation links

Inviting another user from same

company

Specific questions about event

content

Requesting additional time to

respond to an event and/or
reopening lots for bidding

Unlinking supplier users (and

ANIDs)

Supplier Support Guide

Contact Supplier Admin for:

Account access

Requesting additional permissions
Changing company settings
Updating user information

When receiving an error referring
to your admin

LE? Ariba

Most account access issues
(including admin reassignment)

Most “how-to” scenarios related to
account configuration and
administration

Technical errors (i.e. ANERR
messages)

Ga@ll
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SAP Ariba supplier support scenarios

There are 3 options for a supplier to request support from SAP Ariba, when the issue needs to be addressed
by them:

In an event (after login UERIEERIE iChae
In an event (after login) S S
event closure (EDM

When supplier has logged in but faces

HF When supplier has logged in and
technical issues

immediate assistance is needed for a
Means of communication with Ariba after raising a competitive event (ending within 60 mins)

When supplier is unable to login or
register

ticket: ¢ L ith Ari ; -
Means of communication with Ariba after raising a . Means of communication with Ariba after raising a
: : * Live chat ticket:
ticket: R
« Live chat * Request-a-call « Request-a-call

« Webform (communication via email) « Direct call

Supplier Support Guide

ca‘rg.'IL © 2024 Cargill, Incorporated. All rights reserved. 6

* Ask a peer expert




Pre-login support

For login or registration issues




Access the Ariba Help Center

Open Ariba Help Center
page using this and
select Ariba Sourcing from
the menu in the ,For

Suppliers® section

Alternatively, if you are in
the Ariba Proposals and
Questionnaires

, click on the ? icon at
the top right, and select
Help Center

Supplier Support Guide

€ > C @ % supportaribacom/help

SAP Ariba /N Help Center

Select an SAP Ariba Help Center

For Suppliers

A A A A

SAP Business Network Ariba Discovery Ariba Sourcing

Orders and Invoices Leads

Ariba Contract Management

Proposals ‘ Contracts

For Buyers

For buyer support, access SAP for Me at hitps:/me.sap.com.

@ Ariba Proposals and Questionnaires ~ 51 @

‘ Help Center‘

SAP Ariba
Gain more visibility from potential customers
) ) with SAP Business Network, promote
Supplier Login subscription

Get discovered by new customers and grow

your business with this new add-on
User Name H subscription.

Password

Learn More

Ga@ll
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https://support.ariba.com/help
https://service.ariba.com/Sourcing.aw/109555010/aw?awh=r&awssk=n2TbyFLx&dard=1
https://service.ariba.com/Sourcing.aw/109555010/aw?awh=r&awssk=n2TbyFLx&dard=1

Ariba Help Center — Welcome page

Utl iZe the al ready aVai Iable €« C @ 2 hcariba.com/indexhtml?sap-ui-language=en d i}
= w Help Center

(&) Home

resolutions to the most

@ Need expedited assistance for an open event ending within 60 minutes? Learn More.

Q, Search

common technical issues, by

62 Get Support v

Welcome to Help Center

Contact Support

typing in the search box at the

U] Documentation Search our knowledge base to get the answers you need

L News

top, or choosing from the o oosme o [ oo ] 5

S O u r C i n g eve n t_ r eI at ed Topics we recommend for you Manage account Responding to events

& Error: The username and password entered has already me... > © How do | change my email address or username in my sup... > © Why can't | respond to a sourcing event? >
to p I C S O r e r r o rS d I S p I ayl n g I n © How do | access a sourcing event? k © How can | migrate data from one or more accounts to a sin... > 1 Responding to Event Messages >
© 1 need help connecting with a customer ]l Error: The usemame and password entered has already me... > © Howdo | change my answers to the prerequisite questions? >

the respective sections.

Supplier questionnaires

© How do | complete/update a supplier profile guestionnaire? >
& My questionnaire disappeared from Sourcing Dashboard de... >

© How do | access a sourcing event? >

Supplier Support Guide
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Ariba Help Center — Contact support to raise a ticket

If you are unable to resolve

your issue with the available | = &7 Hewcener
| @ Home

information, navigate to the Q Search

63 Get Support v

Contact Support option in the N <

] Documentation

Get Support menu to the left. | ™

& Cloud Status -

Supplier Support Guide

Supplier questionnaires

© How do | complete/update a supplier profile questionnaire? b
My questionnaire disappeared from Sourcing Dashboard de... >

© How do | access a sourcing event? »

Ga@ll
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© Need expedited assistance for an open event ending within 60 minutes? Learn More.
Search our knowledge base to get the answers you need
Search Q
Topics we recommend for you Manage account Responding to events
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Contact Support — Raising a ticket - Step 1

Step 1 — provide a description of

your issue and any relevant

= w Help Center

iInformation, and click on Next.

(&) Home
Q, Search

€3 Get Support

Depending on the description | contact support

] Documentation

provided, additional questions may or | 4 yew
may not appear below the description | %"
box. Some technical issues appear
after login, so if you are facing a login
or registration issue, leading to raising
the ticket, be precise with the

description.

Supplier Support Guide

Search

Contact Support

@ stp1 How can we support you?

login issue, user xxxx, COMPany XXX
MAAA VAAAAAS

%

2962 characters remaining

Ga@ll
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Contact Support — Raising a ticket - Step 2

@ Home Contact Support
4 Search
€3 Get Support v @ sep1  How can we support you? &

Contact Support

Step 2 - dedicated to available 0 Documertation

L1 News

resou rces yo u Can use to & Cloud Status i How do | change the administrator in my SAP Business Network supplier account?

How do | change the administrator user in my SAP Business Metwork supplier account? Depending on what access you have, use any of the following procedures to
change your account’s administrator: You're the current administrator user a

reSO Ive yo u r I SS u e . R eVI eW H';i':ig’;;c:n‘;u:c‘cg.ﬁe?um Pr}‘f’i:"gdng Ilct‘gnillwo:‘ikam?ledirected to the login home page to enter my credentials again or | see 8 message that my account is locked

‘Your account may have been locked due to multiple failed login

th e I I l aS th e are ro Ose d How do | troubleshoot web browser issues?
) | am having Web/Internet Browser concems, and | am unsure how to roubleshoot them. If you are experiencing issues with your internet browser while navigating in

SAP Business Metwork, we recommend that you clear your browser's temporary i

©sepz Resources

based On the d eSCrI tlon Ou Error: "Another user in your organization has already connected to this buyer. Please create a new user.”
When | try to sign in to view a sourcing event, | get the following error message: Anather user in your organization has already connected to this buyer. Please create

& new user. The Usermame you are attempting to use is associated with a s

ave I n Ste 1 Error: User already exists. Please enter a different username
. | receive the error message below when trying to register a new user account. Error: User already exists. Please enter a different username. You are receiving this
message because the username you are entering is already associated with

¢ | entered the correct username and password, why can't | sign into SAP Fieldglass?
ese reso u rceS O n e p | have the correct username and successfully reset my password but still have difficulty the next time | try to sign in | know | am using the correct username and

password but still receive a message that the username or passweord is incorrect | am

Error: Your company or user account does not exist on [buyer] site.

With yo u r iSS u e y CI i C k O n N ext Why do | receive the below message when accessing the SAP Ariba Scurcing dashboard? Your company or user account does not exist on [buyer] site. [buyer] may

have disabled the autematic synchronization of additional users from your organization, or

Why was my session terminated for security reasons? (IP address discrepancy)
to ro Ce e d Why am | being logged out of the Ariba system with the following security warning error message: Ariba had to terminate your current session for security reasons
- because we have identified a discrepancy in your current IP address from the |

How to determine which SAP Fieldglass URL to use for your sign-in
| am not sure which URL | should use to sign into SAP Fieldglass What SAP Fieldglass domain should | use My username and password are correct, but maybe | am
using the wrong hyperlink? The buyer company determines the domain and it may

How do we update 550 for the EU hyperscaler migration?
We have received the EL Detailed Technical Communication with the changes we need to make for $50. We need to update the Assertion Consumer Service (ACS)
with our new URL xoo.eu. fieldglass.cloud.sap (where xxxx is our company code). Do we need to

Created by Al
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Contact Support — Raising a ticket - Step 3

= w Help Center Search Q
@ Home Contact Support
Q search @swep3  Confirm the details
- . €3 Get Support ~ -
Step 3 —fill in the mandatory subjct
Contact Support Can't login to Ariba to event Docxooooxx

! Documentation

fields (*), as well as the 2 N

Describe your issue or question and steps to reproduce: *

login issue, user xxx. company XXX

& Cloud Status -

optional, if possible, to provide

2962 characters remaining

more clarity on the issue. The Top Recommendatons:

(@ Why can'tl find an event?
m O re d etal IS S h are d y th e b ette r. (] Error: "Another user in your organization has already connected to this buyer. Please create a new user.”

Confirm your issue:*

You may upload a screenshot Login .

of the issue you are facing, in Passuord e .

@ The combined size of attachments must not exceed 20MB.

the dedicated space. Click on

account issue.png )

N eXt Choose a file for upload

Document number(s):

Dooxxaooax

Company that invited you:
Cargill

How does this impact your business: *

Little or none: how-to or information request ~

Supplier Support Guide o Legal % .
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Contact Support — Raising a ticket - Step 4

Step 4 — Choose the Chat

option that displays, so that = 7 e Gener 2
@ Home Contact Support
you can communicate directly N
pport v @sepl How can we support you? Va
with an Ariba support agent. I
. . . 2 News @sep2  Resources Va
You will receive a ticket ID and O .
@ sep3  Confirm the details Va4

can use it if follow up is

@sepa  Contact options

=

Chat

Estimated wait timg utes
Recommen d

needed.

Supplier Support Guide
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In an event support
(after login)

For technical issues after successful login




Login to Ariba and navigate to Help Center

EE ¥ Ariba Proposals and Questionnaires ~

After a successful login to Ariba Proposals and

SAP Ariba

Questionnaires using this , havigate to the Help Center by

Supplier Login

clicking on the ? icon at the top right. A new tab will appear in S

your browser. w

W Ariba Proposals and Questionnaires ~  Standard Account

Get enterprise account

CARGILL

Cargill Requested Profile

All required customer requested fields have
been completed.

View customer requested fields =

Home
Events
Public Profile Completeness
Title ID End Time | Event Type
»  Status: Completed (27)
Enter a short description to reach 7090 > >  Status: Open (4)
There are no matched postings. >  Status: Pending Selection (242)

Supplier Support Guide

Help Cente
Contact Admifiistrator
Welcome to the Ariba Spend Management site. This site assists in identifying world class suppliers who are market leaders in quality, service, and cost. Ariba, Inc. administers this site in an effort to ensure market i

= o)W

-

Vo ]

Gargill

Participated

Ga@ll
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Ariba Help Center — Welcome page

Utlize the already available
resolutions to the most
common technical issues, by
typing in the search box at the
top, or choosing from the
sourcing event-related
topics or errors displaying in

the respective sections.

Supplier Support Guide

2% hcariba.com/indexhtml?sap-ui-language=en

= w Help Center

| @ Home
Q, Search
63 Get Support
Contact Support
Case Management
] Documentation
L News

& Cloud Status

o Need expedited assistance for an open event ending within 60 minutes? Learn More.

Welcome to Help Center

Search our knowledge base to get the answers you need

[ ((search 1

J

Topics we recommend for you

Manage account

Responding to events

@ Error: The username and password entered has already me...
0 How do | access a sourcing event?

0 I need help connecting with a customer

Supplier questionnaires

>

0 How do | complete/update a supplier profile questionnaire?
@ My guestionnaire disappeared from Sourcing Dashboard de...

0 How do | access a sourcing event?

>

>

>

0 How do | change my email address or username in my sup...
0 How can | migrate data from one or more accounts to a sin...

@ Error: The username and password entered has already me...

>

>

>

0 Why can't | respond to a sourcing event?
1 Responding to Event Messages

0 How do | change my answers to the prerequisite questions?

Ga@ll
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Ariba Help Center — Contact support to raise a ticket

If you are unable to resolve
your issue with the available
information, navigate to the
Contact Support option in the
Get Support menu at the left.

Since you are raising a ticket
after login, note that all tickets
raised and their respective
updates, will be visible in the

Case Management section.

Supplier Support Guide

2% hc.ariba.com/indexhtml?sap-ui-language=en

= w Help Center

(@ Home
Q. Search
Q Get Support N

Contact Support

Case Management

] Documentation
News

& Cloud Status -

© Need expedited assistance for an open event ending within 60 minutes? Learn More.

Welcome to Help Center

Search our knowledge base to get the answers you need

CISearch

Topics we recommend for you

Manage account

Responding to events

] Error: The usemame and password entered has already me...

© How dol access a sourcing event?

© 1 need help connecting with a customer

Supplier questionnaires

© How do | complete/update a supplier profile questionnaire?

] My questionnaire disappeared from Sourcing Dashboard de...

© How dol access a sourcing event?

© How do | change my email address or username in my sup...
© How can | migrate data from one or more accounts to a sin...

(E] Error: The username and password entered has already me...

© Why can't| respond to a sourcing event? >
f]  Responding to Event Messages >
© How do I change my answers to the prerequisite questions? >

Ga@ll
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Contact Support — step 1

= w Help Center Search Q

Step 1 — provide a description of @ Home

Q, Search

your issue, adding the event ID

63 Get Support

Contact Support

(DoclID) and any relevant information,

] Documentation

and click on Next. o
Depending on your description,

additional questions may or may not

appear. Select the one that matches

your issue the most. Alternatively,

select “Something else®. Click on

Next Step.

Supplier Support Guide

Contact Support

@stp1  How can we support you?

| have an issue accessing event DocXOCOOOOCOK, receiving an error saying my marketing profile isn't complete. Attached is the error message...

2857 characters remaining

@k

@ step1 How can we support you?

| have an issue accessing event DocXXXOOOKX XXX, receiving an error saying my marketing profile isn't complete. Attached is the error message...

2857 characters remaining

What do you need help with?

£ \ r ___________ \
| Accessing anevent || | Issue responding to an event 1 Event actions (import response via Excel, attach a file, etc.)
L —— A L e — ) e ————
1
Event prerequisites, bidder agreement, or non-disclosure agreement Issue with closed event ||
U111 J

Ga@ll
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Contact Support — step 2

= 7 Help Center Search Q

(& Home

Contact Support

Q Search

Step 2 - dedicated to available | ... .
“ppe % see1  How can we support you? 4

resources you can use to Contact Support

] Documentation

resolve your issue. Review Q News

& Cloud Status - How do | complete/update a supplier profile questionnaire?
th e m aS th e are ro Osed Where can | find the Customer Requested Profile section? How do | complete the Customer Requested Profile? How do | update an SPQ? To complete/update a
] y p p supplier profile questionnaire: In the upper-right corner of the application, click on

@ siepz  Resources

based on the description you Why cant find an event?

Why can't | find a sourcing event that | was invited to? Why can't | access an event? There are a number of reasons why you may not be seeing a sourcing event your
company was invited to. Perform the below troubleshooting steps to deter

gave in Step 1. ‘ ~

Error: "Marketing profile is not available"
Error: "Marketing profile is not available” Profile is currently not visible to Public. You encounter this error message when the user does not have the permission
Company Information that is required to access any supplier's Comp

J/

If these resources don‘t help -

How do | contact the account administrator for my company? )
How do | contact the account administrator for my company? To view your administrator's contact information, follow the below steps: Ensure you are signed in to

Wlth your ISsue, CI I Ck On N ext your SAP Business Network account. In the upper right corner, click

. J
t d Error: "Another user in your organization has already connected to this buyer. Please create a new user.”

O p rocee . When | try to sign in to view a sourcing event, | get the following error message: Another user in your organization has already connected to this buyer. Please create
a new user. The username you are attempting to use is associated witha s

Created by Al.

ﬁ&
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Contact Support — Raising a ticket - Step 3

Step 3 —fill in the mandatory
fields (*), as well as the
optional, if possible, to provide
more clarity on the issue. The
more details shared, the better.
You may upload a screenshot
of the issue you are facing, in
the dedicated space. Click on

Next.

Supplier Support Guide

= EL7 Help Center

(@ Home

Q, Search

@ Get Support v
Contact Support
Case Management

'] Documentation

L News

& Cloud Status -

Contact Support

@ step3  Confirm the details

Subject: *

Marketing profile error appears when accessing Ariba for Cargill

Search

Describe your issue or question and steps to reproduce: *

| have an issue ing event Do , receiving an error saying my marketing profile isn't complete. Attached is the error message...

Confirm your issue:*

Accessing or finding an event

2856 characters remaining

Select an issue area:*

Error message

o The combined size of attachments must not exceed 20MB.

account issue.png o

Choose a file for upload

Document number(s):

DOoCKXKRRNLEKRHK

Company that invited you:
Cargill

How does this impact your business:*

Affected: business tasks are impacted due to system functionality or process

%

Ga@ll
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Contact Support — Raising a ticket - Step 4

i = L7 Help Center Search Q

Step 4 — Choose one of options

@ Home Contact Support
that displays, that is most & seareh

€3 Get Suppon Y @ sep1 How can we support you? 2
suitable for you, so that you can

. . . ug I:B al'lﬁge.men @swep2  Resources v

communicate directly with an cumentaion

Ll News
Ariba support agent or an expert O Clotsans > @ st Confirm the detalls g
peel’ @ swepa  Contact options
* Ask an expert peer — connect via chat

A = &
with a vetted, qualified external expert Ask an Expert Peer Chat Request a call

Recommended Estimated wait time: 2 minutes Estimated wait time: 2 minutes

« Chat - live chat with an Ariba agent

* Request a call — call with an Ariba

&
ag e nt Webform k

e Webform — email communication with

an Ariba agent

Supplier Support Guide
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Contact Support — Raising a ticket - Step 4

€3 Get Support v
Step 4 — Type your contact

. . . . Case Management 8
details in the respective fields, K9 Documentaion —

L News

& Cloud Status.
ag re e to th e te rm S at th e @ To receive communications, add this email in your allow list itsm.natification-service@sap.com X
First name: *

bottom and click on the ese

Last name:*

Submit button.

User name:

Email: *

wesela_mladenow@cargill.com

You Wi” receive a tiCket ID, that Your phone number: * Extension:

BE - +1 201-555-0123

you can monitor in the Case

AN01479753239

Management tab and use for Help us help you faster:

Agree to share data with an SAP Support Engineer to view logs. Consenting to share this data will help us fix
your issue faster. Some account and system information will be sent to SAP SE and support calls and chats
may be recorded.

follow-ups.

| agree*®

Supplier Support Guide
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Immediate help for
competitive events

For expedite assistance during auctions and
competitive RFPs (after login)




Immediate assistance button in a competitive event

A competitive event may be an auction or a competitive RFP.

When the competitive event's bid time is less than 60 minutes, the Request Immediate Assistance button appears at
the top of the screen, next to the countdown clock in the event.

Ariba Sourcing

4! I - wmedhare Assitance Teme remamning op
Console fr Doc5080353093 - Supplier Help RFP Request Immediate Assistanc 00-54-08
L vt w [ &3 yoid e g Beddng.
¥ Checklist
All Content n
1
T Grual e e
view amd Accepd
Presequmites ¥ 1 Commercia | Termin
LotsiLir L il
| v Pricing
4
21 Widgen *

¥ Event Contents

| Submit Entine Response Update Totals Save draft Compose Message Excel Imgeorn
Al Conbenit

Supplier Support Guide
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Immediate assistance feature — call options

After clicking on this button, the supplier has the option to either request a call back (recommended) or to call the
support team directly. Select the preferred option, fill in the necessary details and submit.

_ The direct-dial option
The call-back option e e opens a form that shows
opens a form to capture 2y pmndmsf e b et the number to call and
the caller’s contact S am= ® information to have
details. P — readily available.

TH o8 N plasr 395 5 w3 Dy SAP A4, pha C39 Vi1 I SAF Al Privacy

Supplier Support Guide

ca‘rg’lll © 2024 Cargill, Incorporated. All rights reserved. 26



Supplier FAQs - General

« How do | contact SAP Business Network Customer Support as a supplier?

« How do | contact my customer?

« What are some common issues when reqistering an account?

e How can |l link my user IDs to optimize navigation between multiple user accounts?

« How do | update my email notification preferences?

e How do | contact the account administrator for my company?

« How do | access and change the former administrator's account?

e How can | change the administrator for an account | cannot access?

« How do | reset my password as a supplier?

« Where is my password reset email?

« How do | troubleshoot web browser issues?

Supplier Support Guide

. . .
carglll © 2024 Cargill, Incorporated. All rights reserved. 27



https://helpcenter.ariba.com/index.html?sap-language=en#/item&/i/174605
https://helpcenter.ariba.com/index.html?sap-language=en#/item&/i/106682
https://helpcenter.ariba.com/index.html?sap-language=en#/item&/i/KB0394372
https://helpcenter.ariba.com/index.html?sap-language=en#/item&/i/135388
https://helpcenter.ariba.com/index.html?sap-language=en#/item&/i/KB0392544
https://helpcenter.ariba.com/index.html?sap-language=en#/item&/i/KB0394911
https://helpcenter.ariba.com/index.html?sap-language=en#/item&/i/82428
https://helpcenter.ariba.com/index.html?sap-language=en#/item&/i/KB0394475
https://helpcenter.ariba.com/index.html?sap-language=en&Recommendation=HC#item&/i/KB0395854
https://support.ariba.com/item/view/KB0393466
https://helpcenter.ariba.com/index.html?sap-language=en#/item&/i/KB0401963

Supplier FAQs — Sourcing Event Access

e How do I register on SAP Ariba Sourcing to participate in events?

« Why can'tlfind an event?

 How do | access a sourcing event?

 Error: "Your company has already connected with this buyer company using a different account and SAP
Business Network ID (ANID)...”

» Error: The username and password pair you entered was not found

 Error: The username and password entered has already merged to another Ariba Sourcing user account

* Error: The link you clicked has expired. Please contact your Project Owner and request that they resend
you the event invitation email.

 Error: "Marketing profile is not available"

« How do | ask for more time to respond to an event?

ca‘rg;”@ © 2024 Cargill, Incorporated. All rights reserved. 28
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https://helpcenter.ariba.com/index.html?sap-language=en#/item&/i/KB0393464
https://helpcenter.ariba.com/index.html?sap-language=en#/item&/i/153605
https://helpcenter.ariba.com/index.html?sap-language=en#/item&/i/KB0398012
https://helpcenter.ariba.com/index.html?sap-language=en#/item&/i/139440
https://helpcenter.ariba.com/index.html?sap-language=en#/item&/i/139440
https://helpcenter.ariba.com/index.html?sap-language=en#/item&/i/179671
https://helpcenter.ariba.com/index.html?sap-language=en#/item&/i/KB0394371
https://helpcenter.ariba.com/index.html?sap-language=en#/item&/i/KB0399402
https://helpcenter.ariba.com/index.html?sap-language=en#/item&/i/KB0399402
https://support.ariba.com/item/view/KB0872207?HelpCenter=1
https://helpcenter.ariba.com/index.html?sap-language=en#/item&/i/KB0394118
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