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Introduction to Supplier Sourcing Registration

Process Overview:

This guide will take you (the Supplier) through the steps required for registering as a Supplier
on bp SAP Ariba system when you are invited to participate in a bp Sourcing Event.

Instructions:

bp uses SAP Ariba to manage its Sourcing and Procurement activities and to collaborate with
Suppliers.

For you to be a registered Supplier with bp you must register an Ariba Account. Follow the
instructions in this user guide to assist you with creating your account.

Firstly, you will receive an email notification inviting you to register on the Ariba Commerce
Cloud.

Note: If the email has not appeared in your Inbox, kindly search your Junk or Spam folders.

Scenario 1: First-time User and Organization Account
Set-up

You have never used Ariba so you would not have an account and you know for certain that
your company does not already have an account created.

You will be able to create a new account on the Ariba Network and if the invitation to
register the account came from your buyer, then this new account will consequently be

registered to the buyer’s site.

To begin the Registration Process, click on the “CLICK HERE” link in the invitation email. Ariba
Sourcing page is then displayed. See below invitation email sample.
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BP International

BF International has invited you to participate in the following event; Test
Event [123456-MVKO1]. The event is set to beqin on Thursday, May 6, 2021

at 7.02 PM, Malaysia Time.

Use the following username to log in to BP International events:

test@test.com.
Click Here to access this event,

When you click this link, log in with your username and password. You will
then have the option to register your buyer-specific user ID with a new or
existing Ariba Commerce Cloud account and participate in your event.

If you do not want to respond to this event, Click Here. You must register on
the Ariba Commerce Cloud or log in using your existing Ariba Commerce
Cloud account username and password before you can indicate that you do
not want to respond to this event.

If you have forgotten your username or password and are unable to log in,
Click Here.

Please save your responses every 15-20 mins. And please delete "Cookies' &
‘Tempaorary files’ regularly (once a day) to ensure that your session doesn't
expire frequently,

For any technical issues or any training on the tool, please contact Ariba
helpdesk @ +44 800 358 3556 or +1 866 218 2155 or submit your request via
Webform ;

1.Log into the site
2. Click "Help” = "Support” on the top right corner
3.Click "Contact Ariba Customer Support via Webform" in the Ariba Customer

Support section
Flease do not use multiple browsers to login to Ariba & access the same data

within the event and or please do not login with the same user |1D at the same
time. In these scenarios, responses may be removed because the same data
is being modified from two locations.

NOTE: The forgot password link is only valid for 24 hours. After this link
E‘HFiI‘EE. click Furgcrt Passwaord on the Ariba Lc-gin page to reset yaur
password.

If you have questions about this event, contact Event Management contact via

e-mail at abcd@xyz.com|

We look forward to working with you!
Thank You,

BF International
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The below are steps are how-to guide on setting up a new Ariba account, if you do not have
an existing account.

SAP Ariba /\\,
Supplier Login

Lkscr Mame

Password

Forgal Username or Passyeond

Mew to Ariba?
Register Mow of Leam Mose

Step 1: Click Register Now and company the information required for your Company
Information.

Note the following:

Company name: This is your company’s legal entity name

Company mtormation
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Crmpary Fames:® | |
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Step 2: In the User account information section, enter a Username and Password.

o Username- the system will generate a username; this can be overwritten.

o Select the checkbox if you want to use your current email address as your username.
° Alternatively, enter in a new username, however it must be in email format.

o Enter a Password (must be 8 characters, including letters and numbers).

User account information

Hame:* | First Name Lasn Marme
Email:-*
.‘f Lheia ey @il s oy Cermane

Uzemame:*

Pacoward:* | Enber Passwoed

Repeal Passward

Language English <

Email croers boc*

Step 3: Provide information about your business. Click on the drop-down arrow to get more
fields to select Product and Service Category (Select the closest to your business):

Tell us more about your business

Briba will rrm by corrpany profie, shecs |nciudes the bt compary inkomstion, srelable for sew ol opportunies o ohe compaes. Hyou went @ hice you
SONTELETE PATILE, O CIN 0 82 STSImS by ecing the profils simining estinge o0 the Company Profile 2ape sker prd has finibed poir segmestion.

Bl TR Fpagoamoe DTN, il QOG0 MOS0 2 e DORGENT T Bk 07 w0 13 TGl 19 Thie St D0 D D] i G TR B 3 Lain,
funomn Fedenstion or obher urisdicion whenn pou ane located fo Srite anc S computer syaberms on which the Srize services s hosled [ocstad in vanoos debs ot
gobally, b sconidancs wih the Aibe Frivecy Reisneal dhe Tears of Use. sod spplbicabie Law

Fza haren the rightt 2o seceas ard medidy pour persoral dos ham wshinsha oy, by F tha Ak i1 pEar o 1 a0 Sriks, Ine. Thie coreeni
Sruk] iy RFSenCE 0Ty Tl AT Pt Do @riniend e Ity e renioed) [y Dreat e redtice 1 Ak T an i Ruteian gitzen residing winin Me Russien Fedeatios,
Fa alss arpeemly confer that sy =i your perscnsl dats srrsrsd or yociisd | n e sytem ey previoushy bsan castesed by pour organicelon I & EpetEs dete EpmEoy
et within thes Romiln fedecstan

Fase macl snd agres ba the Terma o Use

hase macl snd agpes o the BAP Aizs Frivecy Sieisosai

Step 4: After completing the above sections, check both the boxes (Terms of Use & SAP
Ariba Privacy Statement):
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Step 5: Once you have checked the boxes, click on Register button to register your account
successfully.

If the following pop-up window is displayed, click on Yes.

CONFIRM DOMAIN

The domain you Spocilied doos nol maleh pour com@any's doamrain, Do you sl wanl 1o wse 17

“ s

Step 6: Once you have completed the process, you will receive the following “Welcome to
the Ariba Commerce Cloud” e-mail notification with your Organization’s Ariba Network ID
and your Username.

Welcome to the Ariba Commerce Cloud

Your registration process on the Ariba Commerce Clowd for RedOne is now complete.
our arganizakion’s accownt ID;  Ascpesi23as

Tour USEFTIAIME: Test® Test.com

As the account administrator for this account, make swre to keep your username and password in
& secure plece. Do not share this miformation.

If you registered after receiving an invitation from an Ariba On Demand Sourcing buyer, You can
now acoess and participate in the buyer's sourcing evenis. The Seller Collaboration Console
provides @ centralized location for you to manage all your Ariba On Demand Sourcing events and
birper relationships

Arba On Demand Sourcing buyers might request that you complets additional profile information
a5 part of their Supplier Profile Questionnaire. When you scoess customer requested fields for o
specific buyer, you will g#& & pop-up page with that buyer's name; that page contans the buyer's
customer requested fields,

The above notification means that you have successfully registered onto bp Ariba system.
Ariba Sourcing Homepage is now displayed.
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Scenario 2: Existing User- Login to bp Ariba

If you have used Ariba before and have already accessed an event for the buyer-specific
account with your current log in ID, click the Log In link to continue. Log in with your Ariba
username and password to participate in the event.

If you already have an existing Ariba Network, Ariba Discovery, or Ariba Sourcing supplier
account, but you have not accessed any events for the inviting buyer's site, use the Log In

link in the email invitation. After clicking the link, log in with your existing account to move
your information to your buyer's site.

SAP Ariba /,
Supplier Login
Lsar Mame

Parswmor

Forgot Lisemama of Passyac

Mew ta Ariba?
Faghater Moy or Lisam biore

Scenario A:

Log in here by entering your existing credentials. If you have forgotten your password, click
on Forgot Username / Password.

SAP Ariba /'
Supplier Login
Lsar Hama

Pagsword

Foagot Lamanma of Passwsord

Mew ta Ariba?
Fagtster Moy oF Lisaims Wame
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If you are not receiving the password reset email:

1) Make sure the email is not in the spam folder of your email program:

Whitelist the domain of @ansmtp.ariba.com and @eusmtp.ariba.com to the safe senders
list in your email client to prevent future emails from routing to the spam folder. If you're
not sure how to do this, contact your internal IT department.

2) Your internal firewall might be blocking the delivery of the email:

Contact your information technology (IT) team to make sure the firewall allows the delivery
of the email.

Scenario B:

You’ve entered your username and password correctly but receive the following message:

You must enter the Ariba Commerce Cloud, Ariba Discovery, or Ariba Network username
and password associated with your company’s account.

Eries our Accownt information

What does this mean?

What it is saying is that your company has a separate account that is registered to the
requesting buyer’s site, and you will need to establish or enter credentials which align with
that account number. This is necessary because you have been added by the buyer, to the
same “Supplier Workspace” or Organization Name, that your registered colleagues were
added to.

Only one account number can represent an Organization Name within a buyers’ site. In
theory, if all supplier users on SAP Ariba are created under one account number (Ariba
Network ID) to start out, then all users would be aligned, in anticipation for a potential ID
conflict.
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So, what do | do now?

Go back to the “Welcome: Sign up / Log in” screen and select Sign up to register your user
account. In short, you must set a unique username for the new account, to create a
distinction in the system between your original account and this new one.

Company |nfarmation
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After completing the above steps, you will receive an invitation via email to participate in the
Ariba sourcing event. The process begins by clicking on “Click Here” link in the invite to
access the sourcing event.

Tip: You can access the Sourcing Supplier Portal anytime via these two links —
proposals.seller.ariba.com or supplier.ariba.com.

Copyright bp plc 2021



