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Topic
Audience
Background

Audience

This Quick Reference Guide (QRG) addresses how
tocreate anew Ariba Network account from your

first or subsequent Purchase Order sent to you by
someone at TAFE NSW.

Suppliers that do not have an Ariba Network Account.

Background

TAFE NSW uses SAP Ariba as its preferred Procurement
Solution. All TAFE NSW purchase orders will be sent to
suppliers over the Ariba Network. Suppliers are required to
receive Purchase Orders from SAP Ariba and submit their
invoices electronically through the Ariba Network.

When a Purchase Order has been sent to a supplier, the
supplier will receive an e-mail notification that an order has
been sent. The supplier will need to follow the instructions
in the Purchase Order to register for a new account on the
Ariba Network, access the Purchase Order and raise an
invoice in Ariba.
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If you have not yet created a new Ariba Network Account to transact with TAFE NSW, when you
receive a Purchase Order from TAFE NSW, it will come via an email that looks like the email
below. The email will come from
ordersender-prod@ansmtp.ariba.com
and may go to your spam or junk folder, so please keep an eye on your folders.

2 TAFE!
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mailto:ordersender-prod@ansmtp.ariba.com

When you open the email, click on ‘Process Order.

TAFE NSW sent a new order

Your customer sends their orders through Ariba Network. You'll get a FREE Ariba Netwark standard account to process this order. If you have an account, you
can use it and log in now.

¥ | TAFE:

Process order
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If your organisation doesn’t already have an account, click ‘Sign up’ to start the
registration process. If your organisation does already have an account, you will need
to find out who the Account Administrator is and ask them to set you up with a login.

Join your customer on Ariba Network!

&

Reach more customers worldwide
Sign up with Ariba Discovery and
nications, increase sales leads.

Ariba Network standard account is Free
Learn more
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Review the basic information about your business, such as your
company name and address. An asterisk (*) indicates a required field.

Company information .
Ariba Network
standard

+ Indicates 2 required field account is
Free

Company Name: *| Example Business Pty Ltd

Already have an
Country:* | Australia [AUS] account?

Login
Address:* | 68 Smith Street

| Line 2 37 Strengthen
‘E‘: relationships

City: *| Sydney Collaborate with

Stater* | New South Wales [AU-NSW] YOUTEIE ey
on the same

Postal Code:* | 2000

secure network.
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Enterthe followinginformation:
e Your name
e Your email address
e Your desired username (needs to have an email address format)
e Your desired password
e Your preferred language
e Oneemail address or email distribution listfor who needs to be notified of new PurchaseOrders

. . "F@¥ Connect faster
User account information 4

Exchange
documents

Indicates a requil

SAP Ariba Privacy electronically

Name:* | Jane H Smith Statement and streamline

. A . communications
Email:* | jane.smith@examplebusiness.com.au

P - - worldwide
Username: * . o Sign up with
Ariba Discovery
and increase

Password:® | sssssessssssessns

sales leads.

Learn more

Language: | English

After registration
download the SAP
Avriba Supplier app
from the Apple App
Store or Google Play]
to your mobile device

Email orders to:* | jane.smith@examplebusiness.com.au
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Click the arrow next to ‘Tell us more about your business’ if you want to provide
additional information to your customer and any potential customers. Be sure to
enter your ABN as this reference is also used in other TAFE NSW systems.

Tell us more about your business[v]

Product and Service ‘ Enter Product and Service Categories
Categories:

Ship-to or Service Locations: ‘ Enter Ship-to or Service Location Add

ABN Number: || 12123123 123 |

DUNS Number | Optional
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Tick the check boxes at the bottom of the page to agree to
the ‘Terms of Use’ and ‘SAP Ariba Privacy Statement

| hawve read and agree to the Terms of Use

| hawve read and agree to the SAP Ariba Privacy Statement
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Once you have completed all the required steps to set up your account, you will come
to the Home Page of your new Ariba Network Account. From the home page, you can
look at your purchase orders, future invoices, and configure your account in various
ways. If you need assistance with configuring your account, adding users, and other
activities, request assistance via the methods listed on the next page.
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Further Forhelpwith: [ Contact |

= (Call 1300823 343

a SS I Sta n Ce T TR NS = Press Option 2 for ‘Finance’

= Press Option 3 for ‘Accounts Payable and Supplier
Accounts — Unpaid Invoices’

= Call 1300823 343

Help with SAP Ariba = Press Option 2 for ‘Finance’

from TAFE NSW » Then Press Option 2 for ‘Help with SAP Ariba’

= Alternatively, you can email suppliers @tafensw.edu.au.

TAFE NSW Supplier = Click the following link to visit the Supplier Resources —
Resources Hub Website Hub TAFE NSW.
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Thank you

TAFE:?
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