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Register on Ariba - Major Release

Purpose

Use this task to create an account in Ariba and to connect with Energy
Queensland by registering as a supplier.

Prerequisites

An Energy Queensland procurement specialist must have sent an invitation to
the you to register as a supplier for us.

Business rules

e You must click on the link to register in the email invitation to register
within 24 hours

e You must submit your registration within 5 days

¢ All mandatory fields must be completed

e Terms and Conditions and the Privacy Statement must be agreed to.

Getting started

You will receive an email inviting you to register, click on the link within the
email. It is possible that the registration email may get directed to your Junk
mailbox.




Register on Ariba - Major Release — Work Instruction EnergyV
Queensland

Explanation Screenshot

A4

Fri 4/10

EM

Invitation: Register to become a supplier with Energy Queensland Limited “
When Energy -
Queensland invites you to
connect with them in AP Ariba N\
Ariba, you will receive an Regste 2 zupplierwith £
email similar to this. el

Lawrie Cusack has invited you to register to become a supplier with EQL . Start by creating an account with Ariba Network. It's free.

C | |Ck on th e | n k n the EQL uses Ariba Network to manage its sourcing and pracurement activities and to collaborate with suppliers. If Widget Industries Pty. Ltd. already has an account with Ariba Network,

. . . sign in with your username and password.
emall to Open Arlba In o create account now.
your Internet Browser. =

1. Click Click Here

To submit this email as SPAM:
- In your Email Client (e.g. Outlock) create a new email to email: int .com
- Attach this email as an attachment and click on send

)

If you already have an
Welcome, Jenny Jones

Ariba Network account,
you can just Log in,
complete the details
required in Energy sign up 3 2 suppler vt Energy Cueenetand L - TEST on SAP A

Queensland's registration Energy Quesncland Lid - TEST uses SAP Arba to manzge procurement actties

form, then submit it. % Create an SAP Ariba supplier account and manage your response to procurement activities required by Energy Queensland Ltd - TEST.
here to go to that part of O

th |S tOEIC Already have an account?

About Ariba Network

Have a question? Click here to see a Quick Start guide

In this example you are

i 1 The Ariba Network is your entryway to all your Ariba seller solutions. You now have a single location to manage all of your custemer relationships and supplier activities regar
neW to Arlba’ SO WI” need solution your customers are using. Once you have completed the registration, you will be able to:

to create your Ariba « Respond more efficiently to your customer requests
N * Work more quickly with your customers in all stages of workflow approval
accou nt f| rst. « strengthen your relationships with customers using an Ariba Network solution
« Review pending sourcing events for multiple buyers with one login
« Apply your Company Profile across Ariba Network, Ariba Discovery and Ariba Sourcing activities

2 C“Ck Moving to the Ariba Network allows you to log into a single location to manage:

« All your Ariba customer relationships

= All your event actions, tasks and transactions
+ Your profile information
« All your registration acti
« Vair rantact and ear adminictrativa tacks




Register on Ariba - Major Release — Work Instruction

i ‘ '\
Energ/va\x

Queensland
Explanation Screenshot
- First, create an SAP Ariba supplier account, then complete questionnaires required by Energy Queensland Ltd - TEST.
e
w
Company information
The information Energy \ j )
* Indicates a required field
Queensland has already
entered about your oo e s q = | |
company is displayed. s
Add additional [z ‘
information, or make i e iy \
corrections as required. stte [ cueersions o] .
3. Click the Scroll Bar to ! S ®/
ser account information
scroll down the form.
* Indicates 2 required field
Name *‘ Jenny H Jones | SAP Business Network Privacy Statement
— \
D Use my email 52 my username ) ) - |

Hsermamen s | tacksishrarm167amAmai rnm |

A

The contact details have
defaulted as entered by
Energy Queensland. You
can change this as
required.

It is very important to
understand that this
contact must be someone
authorised to manage
sensitive information for
your company such as the
bank details. The person
that you put here will
manage your company’s
Ariba account. This person
may not be the person that
has the most contact with
Energy QId, but it must be
someone that your
business trusts with
sensitive information.

arny

@)

Your Username defaults
as the email address that
the resgistration email
was sent to. You can
change this if you want.

You need to enter and
then repeat a secure

User account information

* Indicates a required fie

| ISAP Business Network Privacy Statemel

Name:* Jones

Jenny

Email:*

D Use my email as my username

testaribaregistration@gmail.com

Username: *

| [Must be in email format(e.g john@newco.com)

rds must contain & minimum of eight
Password:*

uding upper and lower case lette

Enter Password | jcharact:
Inumeric digits, and special characters. (i)

| Repeat Password |

Language: English v ‘

Email orders to:*

1973@gmail.com |

ontacts in
list

change this anytime

enter the email address here. You can

Tell us more about your business
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Explanation

Screenshot

password. You need your
password to log in to
Ariba in the future to
respond to tenders,
guestionnaires and
update your details. If you
sign up for Ariba
Commerce Automation
(ACA) you will also be
able to see your Purchase
Orders (POs) and access
other functions.

In this example a
password has been
entered and repeated for
you.

A different email address
may be entered for your
POs to be directed to.
Where you do agree to
use Ariba Commerce
Automation your POs will
be available in your Ariba
Portal instead of sent to
the email address. You
will still receive
notification emails letting
you know that a new PO
is available in your Ariba
Portal.

User account information

MName:* Jones

Jenny ‘

Email:*

|:| Use my email as my username

Username:* | testaribaregistration@gmail.com

Password: *

Language: ‘ English

Tt

Email orders to:* | mycompanyorders@ gmail.com

Tell us more about your business
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User account information
* Indicates a required field
. SAP Business Network Privacy Statement
sy Name: Jenny H Jones
&
Email: ‘

You need to specify the
types of products and/or
services that your
company can supply. In
Ariba, these are based on
United Nations Standard
Products and Services
Codes (USNSPC).

4. Click Browse .

Username:* | testaribaregistration@gmail.com

‘ Must be in email format(e.g john@newco.com

Password:* | ssssssse

Language: | English

The Language used when Ariba sends you
configurable notifications. This is different than

Email orders to:*

mycompanyerders@gmail.com

Tell us more about your business

Product and Service Categories: * | Enter Product and Service Categories

| add o

Ship-to or Service Locations:* | Enter Ship-to or Service Location

| Add -or- Brows

N
1

The product and service
categories are sorted into
a hierarchy, with the
highest level to the left.
You can browse through
the high level categories
to display lower level
categories to the right.
You can select categories
at any level in the
hierarchy and you can
select multiple categories.

You can also enter a
search term to help you
find categories, which you
will now do in this
example.

5. Click Search .

Product and Service Category Selection

Search Browse

Click the e ct and service category you want to add and click the + icon. Lower-level product and service categories are displayed after you click a product and service category. Click

changes.

Browse Product and Service Categories oidnt find what you were looking for? Try Search »

Agricultural & Fishing Machinery > No ftems
Agricultural & Fishing Services >

Apparel, Luggage & Personal Care >

Chemicals >

Cleaning Supplies >

Computer Hardware, Software &
Telecom >

Construction & Maintenance Services >

My Selections (0)

No items No items
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Explanation Screenshot

@

Enter a search term to

appropriate category for

the type of products or Product and Service Category Selection
services that you can

provide to Energy Search  |BIEAEC

Queensland.

Enter a keyword or search phrase and click Search. Click the product and service category you want to add and click Adi

In this example "utilities Keyword: | utlied ‘ Browse the Categ
has been entered.

(e.g.. Cleaning Services, Cardboard, 15121502, etc.)

6. Click (6)
Search Results

Search
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Explanation

Screenshot

@

Select one or more
checkboxes next to the
category that you can
provide.

In this example Electric
utilities has been
selected.

7. Click
Add

Product and Service Category !

Search Browse

Enter a keyword or search phrase and click S

Keyword: | utilities

(e.g., Cleaning Services, Cardlk

Search Results

Mining & Drilling Machinery = Minin

Electrical Systems & Lighting = Elec

Vehicles = Motor Vehicles = Passen

IZI Public Sector Services = Utilities = |
I:' Construction Materials = Permanen

Public Sector Services = Utilities = (

Add

My Selections (0)
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Screenshot

You can continue to
search for and add more
categories as required.

8. Click
OK

Product and Service Category Selection
Search

Browse

Enter a keyword or search phrase and click Search. Click the product and service category you want to add and cliek Add. Click OK to save your changes

[ - B

Keyword ‘ utilities

(e.g.. Cleaning Services, Cardboard, 15121502, efc.)

Search Results

[ ining & Driting Machinery > Mining and Quarrying Machinery & Equipment > Underground mining service vehicles = Utlty service vehicles

D Electrical Systems & Lighting > Electrical Equipment, Components & Supplies > Distribution and Control centers and accessories > Electric Utility Poles
[ "] vehicles > Motor Vehices > Passenger motar vehicles > Light trucks or sport utlty veicles

[ public sector senvices » utites > Electric utlies

[ construction materiats > Permanent structures > Utiites stuctures

Public Sector Services > Utilities > Oil and gas utilities A

Add

My Selections (1)

[ etectrc utiites (view)

Specify which locations
your company can
provide goods and/or
services to. You could
use the browse
functionality, or you could
start typing in the Ship-to
or Service Location
fields to see a list of
matches.

In this example you will
enter Queensland
meaning that you can
provide to all of
Queensland. Matches will
be displayed as you type.
You can select multiple
locations if required.

9. Enter queensland in
the text field.

Language | English ~

configurable no
your web b...

Email orders to:*

mycompanyorders(@gmail.com ‘

Tell us more about your business

Product and Service Categories:* | Enter Product and Service Categories

Electric utilities X

gueensland

Ship-to or Service Locations: *l

| [

Enter your 1

ABN Number: ‘ Optional -

(AEN).

Queensland
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Explanation Screenshot

Language: ‘ English ~ configurable notifications. This is different than
your web b

Email orders to:* | mycompanycrders@gmail.com

| Customers r sir orders through

ution

Tell us more about your business
10. Click Queensland -
Australia .

Product and Service Categories:* | Enter Product and Service Categories ‘ Add -or-  Browse

Electric uliliies X

Ship-to or Service Locations:* | gueensland ‘ [ Add I -or- Browse

Queensland - Australia

Brishane - Queensland b h
Gold Coast-Tweed Heads - Queensland, New Sout! m les

in &
| Sunshine Coast - Queensland ided

ABN Number:

DUNS Number:

Language ‘ English v | configurable notifications. This is different than

their orders through
multiple
a distributior

Email orders to:*

mycompanyorders@ gmail.com |

list and enter the email ere. You can

change this anytime.

Tell us more about your business

Enter your company's
Australian Business
Number (ABN) in the B
appropriate field. If you
have a DUNS number
also enter it.

Product and Service Categories:*

Enter Product and Service Categories | Add -or-  Browse

Ship-to or Service Locations:*

Enter Ship-to or Service Location | Add -or-  Browse

Queensland - Australia X

ABN Number: | ‘ ‘ | ]Er‘(er your 11 digit Australian Business Number
ABN

You then need to select
both checkboxes T |
agreeing to the terms and

conditions.

Enter the nine- number issued b
Optional ‘

ault, DUNS numbe:

0]

I:‘ | have resd and agree to the Terms of Use

| hereby agree that SAP Business Network will make parts of my (company) information accessible to other users and the public based on my role within the SAP Business MN¢

and the applicable profile visibility settings. Please see the SAP Business Network Privacy Statement to leam how we process personal data
Create a
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Language: | English

~

Email orders to:*

mycompanycrders@gmail.com

Tell us more about your business

configurable nefifications. This is different than

Product and Service Categories:* | Enter Product and Service Categories

Electric utiliies X

11. Click

| Add -or- Browse

Ship-to or Service Locations:* | Enter Ship-to or Service Location

Queensland - Australia X

Create account and continue

ABN Number: ‘ 82010102388

DUNS Number: ‘ Optional

I have read and agree to the Terms of Use

Enter your 11 digit Australian Business Number

| [L] -or-  Browse

@ I hereby agree that SAP Business Network will meke parts of my (company) information accessible to other users and the public based on my role within the SAP Business Network
and the applicable profile visibility settings. Please see the SAP Business Network Privacy Statement to leam how we process personal data.

their orders through

Create account and continue Ca

i

A4

You have now completed
creating your Ariba
account. Next you need to
complete Energy
Queensland's registration
form in order to connect
with us. You will have up

Ariba Sourcing

< Go back to EQL - SIT Dashboard

Console Doc13326609 - Supplier Registration Form

Event Messages

to 5 days to complete and | e All Content
Response Team Name f

submit your registration.
There is a deadline
countdown in the top right |

¥ 1 ORGANISATION PROFILE

v Event Contents

All Content

i Company Setiingsv Jenny Jones v

Feedback Helpw

Desktop File Sync

Time remaining
@ 4 days 01:01:53

«

1.2 Company/Supplier Name

corner.

All fields marked with an
asterisk (*) are
mandatory. You need to
work through the form
and enter details in all of

the required fields. You

2 Key Personnel

o Supplier
Commitment ..

4 General Information 19 .
Where is you business registered?
- Business
5

Communication

6 Contact Information (%) indicates a required field

* ‘ Unspecified v

* [ (o) - Quesnstand

[ ] (nsw) - New south wales

) (NT) - Northern Territory
A) -
[ Jms

|| nnea - vicr

[ tacm)- aust captat Terr

Tasmania

South Australia

may also need to attach ; Sosler gy s )

[ Compose Message ]

Excel Import

some supporting
documentation.

Supplier
Environment.

The first thing you need to
do is enter you company
name.
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Explanation Screenshot
AilsE Sae ng Company Seftings v Jenny Jones v
< Go back to EGL - SIT Dashboard Desktop
Console Doc13326609 - Supplier Registration Form ;ué

12. Click the dropdown
arrow for the Corporate
Structure field to select
from the available
options.

Event Messages

Event Details
Response History
Response Team

¥ Event Contents

All Content

ORGANISATION
PROFILE

2 Key Personnel

., Supplier
3 rammi i#mant

All Content

Name 1

¥ 1 ORGANISATION PROFILE
11

1.2 Company/Supplier Name

1.3 Corporate Structure

=
I Widget Industries Pty. Ltd

.
| Unspecified

‘ (QLD) - Queensland

Capital Terr

New South Wales

Select the appropriate
structure for your
business. In this example
select Company.

13. Select “empany

Ariba Sourcing

< Go back to EQL - SIT Dashboard
Console
Event Messages
Event Details
Response History
Response Team
¥ Event Contents

All Content

ORGANISATION
PROFILE

-

Doc13326609 - Supplier Registration Form

All Content

Name 1

¥ 1 ORGANISATION PROFILE

1.2 Company/Supplier Name

1.3 Corporate Structure

Company Setfings v

Widget Industr

ies Pty. Lid

*
Unspecified v
i

2 Key Personnel Unspecified
Sole Trader
3 Supplier
Commitment . Individual
4 General Information 1.9 .
Where is you business registered? Overse rporated
- Business Partnership
5
Communication
Trust

o

A4

You may notice the item
numbering is not always
sequential. that is

because the registration

Ariba Sourcing

< Go back to EQL - SIT Dashboard

Console

Event Messages

Doc13326609 - Supplier Registration Form

form |S dynamIC. Thls Event Details All Content
. . Response History
means that It W|” Change Response Team Name 1

depending on what
information is entered in
certain fields. In this
example it goes from item
1.3toitem 1.8. Thatis

¥ Event Contents

All Content

ORGANISATION
PROFILE

¥ 1 ORGANISATION PROFILE

1.2 Company/Supplier Name

Company Settings v

Jenny Jones v

g
‘ Widget Industries Pty. Lid

p—
. 1.3 Corporate Structure ‘ Company ~
because items 1.4-1.7 are Lcomeery ]
. - 1.8 Please attach a copy of an ASIC Company Search that includes a list
h|dden and WOU|d Ol’lly 2 Key Personnel of Directors current as at the date of submission of this Tender
Queensland

display if you had
selected a different
Corporate Structure.

5 Supplier
# Commitment .

| (ac)

‘7‘ (NSW) -

- Aust Capital Terr

New South Wales
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Screenshot

In this example, a
requirement (1.3) has
been added to attach a
file as supporting
information due to
specifying that the
corporate structure is a
company.

14. Click Attach z file

15. Click Choose File _

Ariba Sourcing

< Go back to EQL - SIT Dashboard

Add Attachment

Enter the location of a file to add as an Attachment.”
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Ariba Sourcing

< Go back to EQL - SIF-Rashhaard

S
Add Attachm| « v 4 > CARO Richard (Energy) » OneDrive - EnergyQ Online > Temp > Company Info v O O Search Company Infa
Organize » Mew folder Bz O @
ey Enter the location of A Name - Status Date modified Type Size
w s Quick access R B
Woskop < Widget Company Info.pdf @ 17/02/2022 11:49 AM Adobe Acrobat D 411KB
Search for and select any & Documents
T H Dy loads
files that you are required ¥ Downloace
&= Pictures kg
to upload. Fisfor Tanin
g
My Articulate Pr
q QRGs
. Open Temp
16 CIICk . B EnergyQ Online
@ OneDrive - Energy
[ This PC - EQ32896
WD Objects
File name: | Widget Company Info.pef | [Anfies () v
; Hel
17. Click Ariba Sourcing PT Memages

< Go back to EQL - SIT Dashboard Desktop File Sync

Add Attachment Cancel
@

Enter the location of a file to add as an Attachment. To search for a particular file, click Browse... When you have finished, click OK to add the attachment.

18. Click Scroll Bar to

SCro | | dOWn Ariba Sourcin g Company Setings v Jenny Jones v Fosdback  Helpv  essages »
< Go back to EGL - SIT Dashboard Desktop File Sync
G & R i istrati Time remaining
Console Doc13326609 - Supplier Registration Form @ 4 days 00:54:27

A4

Event Messages

. . Event Details All Content = v
Continue working through | oo P
the registration form and v & oRGaNsATION PROFILE

11

completing all mandatory | - eenconens
(*) fields and checkboxes. | At Gorten
You can also complete )
the non-mandatory fields. [y

1.2 Company/Supplier Name ‘ Widget Industries Ply. Lid.

1.8 Please attach a copy of an ASIC Company Search that includes a list + (% Widget Company Info.pcf - Updats fils Delste file

2 Key Personnel of Directors current as st the date of submission of this Tender
* (QLD) - Queensland

In this example most of 2 Sovamen. ) e st copiet e
the fields will be 4 General Information ‘:_‘ (OB = et
i [ ] o) - northern Territory
completed without I L o () 8- soutn usrata
Where is you business registered? =

5 -
Communication

comment, as they are = 5
fairly intuitive, but we will .

touch on a few of the key 7 e ([ sevecrmit ] | [__Compose Message ] [ Bxcel mport D
things. , supoler

Environment

6 Contact Information

Company Setings v Jenny Jones v Feedback Helpv  essages »

) Ariba Sourcing
i

w < Go back to EQL - SIT Dashboard Desktop File Sync

YOU can expand the Console Doc13326609 - Supplier Registration Form CI-) Zﬁégmmg, .
ys 00:53:55

Content screen area to
make it a bit easier to see | e Al Content =
and navigate by clicking | i ®)

on the chevrons toward

G SA) - South Australia
Where is you business registered? :_‘ (s4)




v‘ '\
V
Register on Ariba - Major Release — Work Instruction EnergyV O\

Queensland

Explanation

Screenshot

the top right of the screen.

19. Click ¥ .

arny
1

You can now see more
items on the screen.

Continue working through
the registration form and

completing all mandatory
(*) fields and checkboxes.

20. Click Scroll Bar to
scroll down

Event Messages

Event Details

Response History

Response Team Name
19

v Event Contents

| All Content

ORGANISATION
PROFILE

110 GST Registered

2 Key Personnel

o Supplier
 Commitment .

4 General Information
112
- Business
5
Communication

6 Contact Information

 Supplier Emergency
‘c

Supplier
Environment.

113 Offices in Australia

o Supplier Work
7 Health

Payroll Tax

10 information

14 Supplier Bank

All Content

Where is you business registered?

Head Office Address

»

A) - South Australia

2 3
s

[ twey - wester australia

[_J totH)- other
e ]
Street: ‘ 100 River Rd
City:

State/Province/Region

Qld

[ersoane \

Postal Code:

4000

Country/Region ‘ Australia

Street [

City:

State/Province/Region

Postal Code: ‘
Country/Region ‘

(no value)

(#) indicates a required field

Some of the fields may
require further
explanation. Where there
is an (' icon next to a
field it means there is
some more information
and you can click on that
icon to display it.

21. Click '

Event Messages
Event Details
Response History
Response Team

v Event Contents

All Content

ORGANISATION
PROFILE

2 Key Personnel

3 %upoli!_a_r

All Content

Name T

1.16 What was the Tenderer's/Supplier's total revenue for the last
financial year?

117 Number of Employees

1.18 Does your business identify as an Aboriginal or Torres
Strait Islander business?

2 Key Personnel el (0) Less...| -

The Tenderer/Supplier is required to identify key personnel within its organisational st
e.g. Account Manager, Health Safety Environment and Quality Representatives, Emer;
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Explanation

22. Click anywhere on the
screen to hide the
additional information

popup.

Screenshot
Event Messages
Event Details All Content
Response History
Response Team Name f

¥ Event Contents

All Content

ORGANISATION
PROFILE

.

N

Key Personnel

Supplier
Commitment .

w

General Information

= Business
Communication

@

Contact Information

~ Supplier Emergency

1.16 What was the Tenderer's/Supplier's total revenue for the last

financial year?

1.17 Number of Employees

1.18 Does your business identify as an Aboriginal or Torres -

Strait Islander business?

1.19 Does your business identify as a Social Enterprise? (&)

2 Key Personnel

The Tenderer/Supplier is required
e.g. Account Manager, Health Safd

¥ 3 Supplier Commitment to Energy Q|

Energy Queensland is committed

guidelines define the basic require] P

guidelines.
31
Please read the Energy Queensland Sus|
hitty v.energyq.com.au/__data/assq
procurement-policy.pdf
Do you agree to abide by the terms of th

*
‘14

o
‘Na v|

f—
‘ Unspecified v‘

¥ 4 General Information

Social enterprises are businesses that
trade to intentionally tackle social
problems, improve communities, provide
people access to employment and
training, or help the environment

hity

ww.forgov.gld. gov.au/search-
ent-resources/queensland-
procurement-policy-
2021#:~:text=Queensla
nt620Policy%202021%
sland%20Procurem
commencemen
20supersedes?2

%20Procureme

al structure that would be utilised to manage
Emergency Contacts

ur business and in
hing to work with

d quality standards wit
adhered to. All supplier

—
Unspecified

A

You must enter details of
at least one key person in
your company. This can
be the same contact you
entered earlier.

It doesn't look like it is
mandatory until you
expand this section, but it
is. You won't be able to
submit your registration
without completing these
contact details. This is
the same for the
Emergency Contact item
further down in the form.

23. Click Add Key
Personnel .

Event Messages
Event Details
Response History
Response Team

v Event Contents

All Content

1 ORGANISATION
PROFILE

2 Key Personnel

- Supplier
Commitment ...

All Content

Name T

1.16 What was the Tenderer's/Supplier's total revenue for the last *
financial year?

*
1.17 Number of Employees
1.18 Does your business identify as an Aboriginal or Torres ) *
Strait Islander business? -

*

1.18 Does your business identify as a Social Enterprise? (i)

2 Key Personnel

The Tenderer/Supplier is required to identify key personnel with
e.g. Account Manager, Health Safety Environment and Quality

¥ 3 Supplier Commitment to Energy Queensland Procurement Policies

Frerew Queensland is committed tn the hichest ethical. environmental . safety and aualih

preganisational struct
gentatives, Emergen

Less... | —
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Screenshot

24. Click

Add Key Personnel

Ariba Sourcing

= Go back to EGQL - SIT Dashboard

Clicking Sawve will only save your Repeatable Secti

All Content = 2 Key Personnel

Key Personnel (0)

Mame 1

Add Key Personnel

You can now see that the
fields related to the Key
Personnel are mandatory
(*). Complete all of these
required fields.

Ariba Sourcing

< Go back to EQL - SIT Dashboard

Clicking Save will only save your Repeatable Section answers. Te submit your respense, you will need to click Save and then click Submit Entire Response ¢

All Content > 2 Key Personnel
Key Personnel (1)
Name 1

¥  Key Personnel #1 Delete

. .
Name | ‘

. -
Position | ‘
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:\ Ariba Sourcing Hep~  pessages »

< Go back to EQL - SIT Dashboard Desktop File Sync

Only click the Add an Cancel

Additional Key
Personnel button if you L ——— ®
want to add the details of
more than one key Al Content > 2 Key Personnet

Key Personnel (1) = | v
person.
Name t
. ¥ Key Personnel #1 Delste
You need to click the o |
Save button to return to . — |

the main registration form.

Address:

25. Click

SHVE Telephone *| 0733334024

* 1

Add an additional Key Personnel (*) indicates a required field

Event Messages

Event Details All Content
arny Response History
\!q) Response Team Name t

Some ItemS have |InkS tO f115 _\_‘Iljat \"?s:heTence'er‘s"‘suppl'e"ztctal revenue for the last
documents for you to read | v Event Contenis
or refer to. These are All Content

*
4500000

1.17 Number of Employees - ‘ 14

: f . 118 D business identify Aboriginal or Torres N T EE——
displayed in blue. Simply Sueht lander busnesss e @ N v
. . ORGANISATION -
click on the blue ertlng to : PROEILE : 1.19 Does your business identify as a Social Enterprise? *‘ No v|

download a copy.

Key Persannel 2 Key Personnel Add Key Personnel (1) Less... —

[N}

The Tenderer/Supplier is required to identify key personnel within its organisational structure that would be utilised to manage
e.g. Account Manager, Health Safety Environment and Quality Representatives, Emergency Contacts

w

The Way that you Open giﬁi:ﬁrﬂem- ¥ 3 Supplier Commitment to Energy Queensland Procurement Policies  Less.. —

downloaded documents Energy Queensland is committed to the highest ethical, environmental, safety and quality standards within our business and in
depends on the type Of General Information gt::z:ﬁz;defme the basic requirements and procurement policies that must be adhered to. All supplier's wishing to work with
Internet Browser that you
use.

IS

Business
5
Communication

n

d the Energy Queensland Sustainable Procurement Policy "
v.energyq.com.au/__datalassets/pdf_file/0003/563808/Sustainable- ‘ Unspecified +
procurement-policy.pdf S —
Contact Information Do you agree to abide by the terms of this policy?

@

¥ 4 General Information

~

Supplier Emergency

4.1 Supplier Full Legal Name (35 Characters Max.) ideat Industries Pty | td
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Explanation

Screenshot

Continue working through
the registration form and
completing all required
fields.

26. Click Scroll Bar to
scroll down

Event Messages

Response Team

v Event Contents
| All Content

ORGANISATION
PROFILE

2 Key Personnel

o Supplier
Commitment ..

4 General Information

- Business
5
Communication

6 Contact Information

 Supplier Emergency
‘c

Supplier
Environment.

o Supplier Work

All Content = A
Name

116 What was the Tenderer's/Supplier's total revenue for the last * ‘

financi

117 Number of Employees 14 ‘
118 Does your business identify as an Aboriginal or Torres o |
Strait Islander business hd
119 Does your business identify as a Social Enterprise? (D) No v‘

2 Key Personnel Add Key Personnel (1) Less...| -

The Tenderer/Supplier is required to identify key personnel within its organisational structure that would be utiised to manage (commercially and operationally) the
e.g. Account Manager, Health Safety Environment and Quelity Representatives, Emergency Contacts

v 3 Supplier to Energy Policies  Le:

Energy Queensland is committed to the highest ethical, environmental. s quality standards within our business and in how we engage with our suppliers. |
guidelines define the basic requirements and procurement policies that must be adhered to. All supplier's wishing to work with Energy Queensland must be aware «
guidelines

he Energy Queensland S
q.com.au/_data

gree to abide by the terms of this policy?

¥ 4 General Information

41 Supplier Full Legal Name (35 Characters Max.)

42 supplier Full Legal Name Continued (35 Characters Max) | ‘

4.3 Website for Supplier Company Information

~ Health
street: | River Rd @
10 Payrell Tax : — ‘ m
Information House Number: | 190 i
I f]u;r:p‘Lkey Bank (*) indicates a required field
A
Enter the best email
address for POs to be
sent to. After you
complete the registration
process EQL may contact | ...
you about signing up to pemoeae Al Conrent oA
Ariba Commerce resperse e et .
H Street iver Rd ®
Automation (ACA). e [ ver o |
House Number | 100
All Content
Where you agree to use I st | \
ACA’ you WI” be able to e 44 Supplier Primary Address Sreets | ‘
transact digitally with — o
Energy Qld on Purchase 3 ot Fostal Code PT—
orders and related o chrssou, [ idarecty
invoicing (e-Commerce). commyt [ st V| O

You will no longer receive
PDF versions of Purchase
orders and will no longer
need to send invoice
documents to Energy Qld
via email.

All order processing and
invoicing will be facilitated
over the Ariba Network

27. Click Scroll Bar to
scroll down

. Business
5

6 Contact Information

, Supplier Emergency
‘e

Supplier
Environment

o Supplier Work
? Health

Payroll Tax

10 P
Information

Supplier Bank

™ Details

45 Email Address for PO receipt

456 supplier ABN (If applicable) | z2010102e8 |

v 5 Business Communication

1 Preferred Communication Method

o

*| emat-ovn |

52 How do you prefer to receive payments?

| etecronic |

@

3 Remit-To-Email/Fax

55 Are you able to or are you willing to enter into an agreement for
recipient created tax invoicing (RCTI) with Energy Queensland?

56 Please review the attached guidelines regarding RCTI. Are you

(*) indicates a required field

EnergyV
[]ueggnsland
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Explanation

Screenshot

A

Please take note of these
guestions about entering
into an agreement to
allow recipient created tax
invoicing (RCTI) with
EQL. This means that
EQL can create/process
invoices on your
business' behalf after you
have provided your goods
or services to us.

Agreeing to RCTI can
speed up payments to
your business. Click on

References™ g

download the document
further explaining RCTI or
connect with your contact
at EQL for more
information.

28. Click
References

Event Messages
Event Details
Response History
Response Team

v Event Contents

All Content

ORGANISATION
PROFILE

All Content

Name 1

0.3 REMI-I-EMEIVFEX | WiagetrUsiwIagets.com.au

5.5 Are you able to or are you willing to enter into an agreement for recipient *

created tax invoicing (RCTI) with Energy Queensland? es ~

5.6 Please review the attached g arding RCTI. Are you able to

es [e ]
Unspecified ‘
comply with said guidelines? Referenceswv |¥

¥ 6 Contact Information
¥ 6.1 Purchasing Contact

*[

29. Select

W RCTI Guidelines.docx
to download it.

Event Messages
Event Details
Response History
Response Team

v Event Contents

All Content

ORGANISATIO
PROFILE

2 Key Personnel

3 Supplier

Commitment ..

All Content

Mame t
2.3 KeEIu-1uo-emdivrdx

5.5 Are you able to or are you willing to enter into an agreement for recipient
created tax invoicing (RCTI) with Energy Queensland?

5.6 Please review the attached guidelines regarding RCTI. Are you able to
comply with said guidelines? Referencesv

¥ 6 Contact Information Reference Documents

M

¥ 6.1 Purchasing Contact (W RCTI Guidelines.docx

6.1.1 Contact First Name Download all nts

6.1.2 Contact Last Name
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Explanation Screenshot
Event Messages -
Event Details All Content = A
Response History
Response Team Name t
P | wiogervUs@wiogers com au N
55 Are you able to or are you willing to enter into an agreement for recipient * Yi
v Event Contents created tax invoicing (RCTI) with Energy Queensland? ‘ = ‘
56 review the attached guidelines regarding RCTI. Are you able to * ‘vi‘
— | All Content comply with said guidelines? B Referencesn = ™
\i\(i ¥ 6 Contact Information
ORGANISATION
PROFILE ¥ 6.1 Purchasing Contact
. i 2 Key Persommel 6.1.1 Contact First Name *‘ Jenny ‘
Continue working through | e \
i i 3 Commitment _.
the registration form and 025 Functon (0001 orderContoct |
completing all required 4 Generatormaton . - |
fields.  Busiess
% Communication City:" | grishane |
30 CI|Ck SCrOI I B ar to 6 Contact Information 6:1.4 Workplace Addross State/Province/Region: ‘ ad ‘ ®
- Supplier Emergency Postal Code: ™ | 400, ‘
scroll down it
Supplier Country/Region " Australia N ‘
& Environment.
6.1.5 Email Address ﬁ‘ jennyjor jgets.com.au ‘
o Supplier Work
Healln 6.16 Tel EphCIHE (+61 X 000¢ X00K0K) *‘ 733334444 ‘
Payroll Tax . P @
10 pavrollfax 647 Mobile (+61 4 xi0x0006) [ 0444555664 ] N
" ivmm, Bank (*) indicates a required field
Event Details All Content = R
Response History
Response Team Name t
Continue Working through 6.6 Telephone (+61 X x10 000X) *| 733334040 \ -
the registration formand | =~ 27 woble (614059 e \
= H All Content -
completing all required | ¥ 02 Payment Contac
fie | ds . 1 Ssg;T\ESAT\QN 6.2.1 Contact First Name " Paul ‘
6.2.2 Contact Last Name *[ smith ‘
2 Key Personnel
ey 6.2.3 Function (0002) - Payment Contact ‘
w , Supplier
* Commitment . * street: [ 100 River Rd ‘
You must enter an + Canel namaion I — |
Emergency Contact. . .
h d h N ?us ness 524 Vorkplace Address State/Province/Region: ‘ alp ‘ 0]
P . ommunication 4 Workplace A
This is done in the same
way as addlng the Key 6 Contact Information Postal Code: ™ | 4009 |
Pers on 'S details that was . énpmuer Emergency Country/Region “ Australia v
covered earlier in this . 625 Emal Address NP — \
. Environment
toplc . e 6.2.6 Telephone (+61 X XXXX XXXX) " 733334545 ‘
9 :‘E‘:fﬂg' verke 627 Mobile (+61 4 x000c0000) “[ 0444111224 l
31. Click Scroll Bar to o Parll T 7 Supplier Emergency Contacts Add Supplier Emergency Contacts (0) |
scroll down Information PR T ———— Py S E——— -
N i”’j‘ﬂ er Bank (%) indicates a required field
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Screenshot

A

Your bank details need to
be entered so we can pay

Event Messages

Event Details All Content A
H Re:
you in the future. — P
6.2.7 Mobile (+61 4 x0000001) * -
Note that you are required| v fvencorens 7 SupplorEmergeney Conacts Akt Supplr Emergoney Contacs (1)
to attach evidence of your | Al Content & Supplier Environment Contact Add Supplier Environment Contact (0)
bank account by attaching CReANISATION :afZ:;g:Z’L::frk Healthand 4 o pplier work Health and Safety Contact (1)
PROFILE
¥ 10 Payroll Tax Information
a bank statement or letter
from our bank 2 Key Personnel 10.1 Type of business activity
y ' 5 Suppler ¥ 11 Supplier Bank Details
Commitment _.
¥ 111 Please provide relevant bank account information
IBAN Number and Swift 4 General Information it e =
C_Ode fields will only be s gumess 11 couny *[Cnspectea <)
dlsplayed Where your R 11.1.4 Account Holder Name ‘ ‘
. 6 Contact Information
bank account Country IS 11.1.5 Account BSB/ Bank Key " ‘
A I ; Supplier Emergency
n Ot UStra Ia' © 11.1.7 Account Number ﬁ‘ ‘
Suppler 118 1BAN Number \ |
You may add details for N | ‘
up to three bank accounts ® Health 11110 Please aftach evidence of your bank account defals (e.g e
” current bank statement, signed letter from bank)
by Select|ng YeS fOI’ 10 mfm“rf‘o‘n 11.1.11 Do you need to add another Bank Account information? " Unspecified v
" —
11 . 1' 11 DO you need to n Supplier Bank (*) indicates a required field
add another Bank i
H n
Account Information?
Event Messages B
Event Details All Content A
Respol
Respor Name f
. A
625 Emal Address [ pautsmi |
v Event Contents.
6.2.6 Telephone (+61 x x00¢ x000¢) ‘
All Content
6.2.7 Mobile (+61 4 000 xi0x) ‘
S;g;‘r\;mnm 7 Ssupplier Emergency Contacts Add Supplier Emergency Contacts (1)
8 Supplier Environment Contact Add Supplier Environment Contact (0)
2 Keypesomel 9 Supplier Work Healthand -, ¢\ ooier work Health and Safety Contact (1)
Safety Contact =upptier ok Heal Y
A 3 E‘E‘Ei:‘ﬁ"wem ¥ 10 Payroll Tax Information
32 CIICk SCI‘O” Bar to . 10.1 Type of business activity | Goods
4 General Information e
scroll down v 11 Suppler Bank Detalls
5 Eﬁ,}fifmg.@, ¥ 111 Please provide relevant bank account information
6 Contact Information 11 BankType ‘ Domestic
11.1.3 Country " (AU} - Australia v‘

. Supplier Emergency
‘¢

Supplier
Environment.

Supplier Work
Health

Payroll Tax

10 information

14 Supplier Bank

1114 Account Holder Name

11.1.6 Account BSB/ Bank Key

11.1.7 Account Number

11.1.10 Please attach evidence of your bank account details (e.g;
current bank statement, signed letter from bank)

11.1.11 Do you need to add another Bank Account information?

(#) indicates a required field

*
‘12

E3

o
‘ Unspecified v

Widget Company Info.pdf \ Update file Delete file
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Explanation Screenshot

g
You can save your
registration form after you
have entered your bank
details and come back
Into Arlb_a to Complete it 1 g;g;ICIIIESAT\ON 7 Supplier Emergency Contacts Add Supplier Emergency Contacts (1)
Iater on If you need to. 8 Supplier Environment Contact Add Supplier Environment Contact (0)
You must have entered 2 Key Personnel B )
b k d | b bl 9 Supplier Work Health and Add Supplier Work Health and Safety Contact (1)

an etalls to be able to Safety Contact
save the fOI‘m. 3 glclﬁii:irmem ¥ 10 Payroll Tax Information

101 Type of busi tivity *| Good

Remember that you have 4 General Information pee e s 2
5 days in total to complete _— v supplierBankpetals
and Submlt the fOrm 5 communication ¥ 11.1 Please provide relevant bank account information

P 6 Contact Information 111 BankType ‘.m

1
w Supplier Emergency 113 Country *| (AU) - Australia
‘e ———
During the registl’ation 11.1.4 Account Holder Name | Widget Industries
process!_you Canh h 8 E:\Eifgilrﬂe‘ﬂ_. 11.1.6 Account BSB/ Bank Key *| 744212
communicate with the *
11.1.7 Account Number | 123456789

Energy Queensland ;gglﬂ:‘{é_r_ Work - - o

person managing your o ks, S e oy 6 e o
registration, by clicking
the Compose Message
button. ThIS W|” Send an Supplier Bank (*) indicates a required field

il di 1 e
email directly to the Details
bosuir bl oo ] | [ ] (&

respond to your query as @
soon as possible.

w

Payroll Tax

L0 R o
Information

—
11.1.11 Do you need to add another Bank Account information? | Unspecified ~~

SAP Bu
33. Click
Compose Message ]
)
& Ariba Sourcing HePY  mossages »
Enter a meaningfu| < Go back to EQL - SIT Dashboard Deskiop File Sync

subject for your message | compose New Message R

as well as the appropriate
content, then click the
Send button to send it to
EQL. You can also add
attachments up to 20MB if
required.

From:  Widget Industries Pty. Ltd. (Jenny Jones)

To:  Project Team

Subject

Attachments:  Attach a file

—size— ™[ —font— ~

We will respond to your
message as soon as
possible.
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Explanation

Screenshot

)
Once all the information
has been completed in
the required fields, you
can submit your
registration form to
Energy Queensland.

If you have missed any
mandatory fields, or
entered invalid
information the system
will display an error
message and guide you
to where the issue is.

34. Click

Submit Entire Response

Supplier
Environment...

w

1

Supplier Work
Health...

Payroll Tax
Information

Supplier Bank (*) indicates a requirec
Details

e T L T L T R R TP TR P

11.1.6 Account BSB/ Bank Key

11.1.7 Account Mumber

11.1.10 Please attach evidence of you
current bank statement, signed letter fri

11.1.11 Do you need to add another B

Submit Entire Response L@.

@

In this example we
missed the very last item.
The system will
automatically place your
cursor in the field
requiring action.

1 ORGANISATION
PROFILE

¥

Key Personnel

- Supplier
Commitment ..

IS

General Information

Business
Communication

o

Contact Information

~

Supplier Emergency
Co

Supplier
Environment...

©

Supplier Work
Health...

@

Payroll Tax

10" nformation

Supplier Bank

2 petails

(D There is 1 problem that requires completion or correction in order to complete your request. =]

8 Supplier Environment Contact Add Supplier Environment Contact (0)

9 Ssupplier Work Health and

Safety Contact Add supplier Work Health and Safety Contact (1)

¥ 10 Payroll Tax Information
* ]
10.1 Type of business activity Goods
¥ 11 Supplier Bank Details

¥ 11.1 Please provide relevant bank account information

11.1.1 Bank Type | Domestic
*

11.1.3 Country ‘ (AU) - Australia v|

11.1.4 Account Holder Name | widget Industries ‘

, *

11.1.6 Account BSB/ Bank Key 744212 ‘
*

11.1.7 Account Number ‘ 123456789 ‘

11110 Please attach evidence of your bank account details (e.g

i t ]
current bank statement, signed letter from bank) £ widget Company Info.pdf \ Update file Delete fil

*
11.1.11 Do you need to add another Bank Account information? ‘ Unspecified ~ ‘l

(*) indicates a required field

r 1 f L 1

35. Click

Submit Entire Response

after fixing any issues.

Supplier
Environment...

Supplier Work
Health...

9

Payroll Tax
Information

Supplier Bank

= Details

111D ALLUUNL B35 BHllk Rey | 1aac1z |

*
11.1.7 Account Number | 123456789

11.1.10 Please attach evidence of your bank
account details (e.g. current bank statement :J- Widget Company Info.pdf » Update file Delete file
signed letter from bank)

11.1.11 Do you need to add another Bank *

N No
Account information? >

(*) indicates a required field

Submit Entire Response l Save draft ] [ Compose Message ] [ Excel Import

SAP Business Network Privacy St
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Screenshot

36. Click
OK

Click OK to submit.

v Submit this response?

@

The system may take a
few moments to process
your registration form.
Please be patient.

O

Processing request ...

@

The system displays a
message confirming that
your registration has
successfully been
submitted for approval.

Ariba Sourcing

< Go back to EQL - SIT Dashboard

Console

Event Messages

Doc13326609 - Supplier Registration Form

«/ Your response has been submitted. Thank you for participating in the event.

i Company Seflingsv  Jenny Jonesv  Feedback Hel

Desktop File Sync

Time remainin,

[
@ 4 days 00:26:¢
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Explanation Screenshot

elcome to the Aribs mmerce Cloud - Message (HTM

File Message Help Q@ Tell me what you want to do

W~ = B8~ | &9 € = 5 Makuread B8~ M- [2- L find | Q_ zoom | €Y Copy Message P Quick Steps -
Fl

Welcome to the Ariba Commerce Cloud

o 1973@gmail.com €3 Reply % Reply All = Fo
Q Tue 15/

(1) there are problems with how this message is displayed, click here to view it in a web browser,

SAP Arib

You will receive an email Welcome to the Ariba Commerce Cloud

from Ariba, similar to this, o esonrocs o e i Conmte ou o et i . .3 o
fe(’;g:g't?gntﬂgtsy;e“ern

completed.

Your username: testaribaregistration@amail.com

#s the account administrator for this account, make sure to keep your username and password in
a secure place. Do not share this information.

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

Ariba On Demand Sourcing buyers might request that you complete additional profile information
as part of their Supplier Profile Questionnaire. When you access customer requested fields for a
specific buyer, you will see a pop-up page with that buyer's name; that page contains the buyer's
customer requested fields.

You can immediately perform administrative and configuration tasks such as creating users and
completing your campany profile. If account administration is not part of your job responsibility,
Yyou can transfer the administrator role at any time to another person in your organization whose
responsibilities are more in line with account administration.

ot b




