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Register on Ariba

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 supplier to register.

Business rules

e You must click on the link to register in the email invitation to register
within 24 hours and 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 must receive an email inviting you to register.

Explanation Screenshot

Supplier Ariba Registration Invitation

sy
Y

"
When Energy Queensland invites

you to connect with them in Ariba,

you will receive an email similar to
this.

1. Click Click Here

Ariba Registration Login or Signup
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Explanation Screenshot

@

If you already have an Ariba Ariba Sourcing
Network account, you can just Log
in, complete the details and
Submit Energy Queensland's e
registration form. 510951 supsrith Enary Qusanaland Limted - TEST n SAP s

Energy Queensland Limited - TEST uses SAP Ariba to manage procurement activiies

Create an SAP Ariba supplier account and manage your response 1o procurement activities required by Energy Queensland Limited - TEST m

Welcome, Bamnie Rubble

In this example you are new to
Ariba, so will create your Ariba

account first.

Ariba Registration Login or Signup

Ariba Sourcing

Welcome, Barnie Rubble

2. Click Sign up Have 2 question? ik her o see Gk Sart gud

Sign up as a suppler with Energy Queensland Limited - TEST on SAP Ariba

Energy Queensland Limited - TEST uses SAP Ariba o manage procurement activifies

Create an SAP Ariba supplier account and manage your response fo activities required by Energy Queensland Limited - TEST %l
Already have an account? (F 1

Create Account Page

Ariba Sourcing

@
Company information
The information Energy
Queensland has about your s o |

company is already completed. | s s v
Add additional information, or gl e

make corrections as required. v [Woser

3. Click the Scroll Bar to scroll wicude| e &
down the form. User account information

SAP Ariba Privacy Statement
&~ Bamie Rubbie

Use my email as my usermame

Create Username and Password
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Explanation Screenshot
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The contact details have
defaulted as the contact that
Energy Queensland put into
Ariba. You can change this.

It is very important to realise
that this contact must be
someone authorised to manage
sensitive information for your
company such as the bank Email: *
details. The person that you put
here will manage your
company’s Ariba account. So this
person doesn’t have to be the
person that has the most contact Password: *
with Energy Qld, but it must be
someone that your business
trusts with sensitive
information.

Use my email as my username

Username:*  Barnie@batman com au

Language: | English A
)

Your Username should be your
email address. You can change
this email address if required.
Make sure you choose a secure
password. You will need your
password to log in to Ariba in the
future to respond to tenders,
guestionnaires and update your
details.

Select Product and Service Types

File Edit View Favorites Tools Help
Name *  Barnie Rubble

. Email-*
&l{) Use my email as my username

Usemame:* | Bamie@batman.com.au

Password:*  essssssssss

You need to specify the types of
goods and/or services that your | [ -
company will supply. In Ariba, tanguage. | Engish v
these are based on United Nations
Standard Products and Services
Codes (USNPC).

Email orders to'*  Bamie@batman.com au

Tell us more about your business

Product and Senvice Categories:* | Enter Product and Service Categories Add -or-
Ship-to or Service Locations:* = Enter Ship-to or Service Location Add -of- Browse

4. Click Browse
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Search for the category your
company's goods or services align
to.

5. Click the scroll bar to scroll
down to the required category.

Explanation Screenshot
Select Product and Service Types
LY ES E -
File Edit View Favorites Tools Help

Ariba Sourcing

Product and Service Category Selection

Search Browse

Click the product and service category you want to add and click the +ic
your changes.

Browse Product and Service Categories Didn' find what
Agricultural & Fishing Machinery >
Agricultural & Fishing Services »
Apparel, Luggage & Personal Care >
Chemicals >

Cleaning Supplies >

Computer Hardware, Software &
Telecom >

Construction & Maintenance Services >

Select Product and Service Types

@

Expand the categories as required
until you find the appropriate one.
Click the + button to the right of
required category. You can select
multiple categories.

6. Click @

Ariba Sourcing

Product and Service Category Selection

Browse

Browse Product and Service Categories

Select Product and Service Types
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Explanation Screenshot

-
File EditView Favortes Took  Help

7. Click OK

CEEEECE@

My Selections (2)
Coaxial cable (Vi

Bare cable (View,

Select Ship-to or Service Locations

- = - Ll =
File Edit View Favorites Tools Help

P Ariba Privi tate 3
v [T e Fa Pivacy Stasmen

Email:*

Use my email as my username
Username: * Barnie@batman.com.au
/';l"\ Password * sesessse

Language: | English v

Specify which locations your
company will provide goods and/or Ermlorders 5+ Bamo@aman.comau
services to.

8. C||Ck BI’OWSe Tell us more about your business

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

Stip-t0 or Service Locatons:* | Enter Ship-40 or Service Location -m o Browse
ABN Number: | Optional (3)

Select Ship-to or Service Locations
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File Edit View Favorites Tools Help

Ariba Sourcing

Ship-to or Service Location Selection

Select the territories that your company serves. If your company offers global coverage, choq

Global

® Select Ship-to or Service Locations

9. Click the scroll bar to show
more locations. Click a country to add and click the + icon. States or provinces are displayed after you clicl

MNorth America >
Central America »
South America >
The Caribbean >
Northern Europe >
Western Europe >

Eastern Europe >

Cantral Furana %

Select Ship-to or Service Locations

@

Expand the locations, as required. S
You can select multiple locations.

10. Click @

e

Select Ship-to or Service Locations

A
File Edit View Favertes Tock  Help

Ship-to or Service Location Selection

Selictthe teriores hat your company serves. If your company offes global coverage. choose Glabal

Australian Capital Teritory

ales

11. Click OK

@ ®HCE@D

Enter ABN
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File Edit View Favorites Tools Help
Name: * | ZEINIE Rubble SAP
Email: *

Use my email as my username

Username:* Bamie@batman.com.au

Password:* eeesssss
senssnse

Language: = English R

12. The ABN Number: field is Email orders fo:*  Barnie@batman.com.au
filled out.

Tell us more about your business

Product and Service Categories'*  Enter Product and Service Calegories

Bare cable Coaxial cable

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

Queensland - Ausiralia

ABN Number: | 12345654321

®

PIRIE Rl QOotional

Create Ariba Account

File Edit View Fevores Took Help

SAF Ada P
w* Bamia Rubbls

13. Click Scroll Bar to scroll down | Bt

Enter ¢ and Service Cak B
[p—
Enter Ship-to ar Service Lacation i ar- Browse

[ ——

12345654321

Accept Terms and Privacy Statement
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Explanation Screenshot
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/;—\ File Edit View Favorites Tools Help

@)

ABN Number 12346664321

You must read and agree to DUNS Number. | Optional
Ariba's Terms of Use and Privacy
State m ent. Ariba will make your company profile, which indudes the basic company information, available for new business opportunities to other companies.
. . . If you want to hide your company profile, you can do so anytime by editing the profile visibility settings on the Company Profile page after you have|
Click the appropriate link to open fnshed your regstaton
h C I R k th h k b t By clicking the Create account and continue button, you expressly acknowledge and give consent to Ariba for your data entered into this system to
be transferred outside the European Union, Russian Federation or other jurisdiction where you are located to Ariba and the computer systems on
eac " IC e C ec OX 0 which the Ariba services are hosted (located in various data centers globally), in accordance with the Ariba Privacy Statement, the Terms of Use,
d licable law.
acknowledge they have been read and epalceb e
You have the right to access and madify your personal data from within the application, by contacting the Ariba administrator within your
and ag reed tO . erganization or Ariba, Inc. This consent shall be in effect from the moment it has been granted and may be reveked by prior written notice to Ariba.

If you are a Russian citizen residing within the Russian Federation, You also expressly confirm that any of your personal data entered or modified in
the system has previously been captured by your organization in a separate data repositary residing within the Russian federation.

I have read and agree to the Terms of Use
14 ClICk a read and agree to the SAP Ariba Privacy Statement

Accept Terms and Privacy Statement

h — =
File Edit VWiew Favorites Tools Help

ABN Number: | 1z
DUNS Number | Ol

Anba will make your company profile, wk
If wvou want to hide your company profile
finished your registration.

|7 By clicking the Create account and contir
15. Click be transferred outside the European Unic
which the Anba services are hosted (loca
and applicable law.

You have the nght to access and modify
organization or Ariba, Inc. This consent s
If wvou are a Russian citizen residing withi
the system has previously been captured

J I have read and agree to the Term:

I have read and agree to the SAP A

Create Ariba Account
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Explanation Screenshot

File Edit View Favorites Tooks Help

12345654321

Optional

16. Click Create account and
continue

v T

7 1have resds0d st the 5 vy statamant

(15)

Complete Ariba EQL Registration Form

)

File Edt View Favorites Tools Help

You have now completed creating
your Ariba account. Next you need

HE Company Setings+  Bomia Rubbie v

Ariba Sourcing

< Go back to Energy Queensland Limited - TEST Dashboard Deskiop File

to Complete Energy QueenSIandls Console DocB02964 - Supplier Registration Form @ nrllmr;a:::g;?ﬂﬁ
registration form in order to

connect with us. You will have up Al Content u
to 5 days to complete and submit =

your registration. All fields marked =

with an asterisk (*) are mandatory.

Complete Ariba EQL Registration Form

/i) File Edit View Favorites Tools Help -

k{ Aflba SOU rcing iif  Company Setingsv  Bamie Rubble
The f"‘St th”’]g that you need to do < Go back to Energy Queensland Limited - TEST Dashboard DesH
is enter yOUr Company's name. Console Doc602964 - Supplier Registration Form @

. . Event Messages
In this example{ your company is bt All Content
Batman Industries. Responss Team Name 1

v Event Contents

All Content 12 Company/Supplier Name *
; ORGANISATION 1.3 Corporate Structure: Unspecified

PROFILE

17. The Company/Supplier |
Name field is filled out.

19 GST Registered Unspecified v

Complete Ariba EQL Registration Form
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Explanation Screenshot

File Edit View Favorites Tools Help

Ariba Sourcing E CompanySetiingsv  Bamie Rul

< Go back to Energy Queensland Limited - TEST Dashboard

Console Doc602964 - Supplier Registration Form

18. Click the 1.3 Corporate EM Al Gontent
Structure: dropdown R T,

Name 1

v Event Contents

All Content 12 Company/Supplier Name +| Batman Industries
4 ORGANISATION 1.3 Corporate Structure: | Unspecified -~
PROFILE
19 GST Registered Unspecifed v/(7g)

2 Key Personnel
Street

Complete Ariba EQL Registration Form

- - e =
File Edit View Favorites Tools Help

Ariba Sourcing i Company Seffingsv  Bamie Rubt

< Go back to Energy Queensland Limited - TEST Dashboard

Console Doc602964 - Supplier Registration Form G

Event Messages

19. Select the business entity e Al Content
that relates to your company

Response Team Name 1

11 U

v Event Contents

Example: Select Company | oo 12 Company/Supplr Namo ~Baman st [slect]
ORGANISATION 13 Corporate Structure: *| Unspecified v
1 PROFILE .
19 GST Registered Unspecified
2 Key Personnel Sole Trader
Individual
3 Supplier <
Commitment (") indicates a required field Company

Overseas Incomdgrated

4 General Information o
Submit Entire Response ‘ Save draft ‘ ‘ Compose Message ‘ Partnership

g Dudness Trust

Complete Ariba EQL Registration Form

@P ‘; Edit View Favorites Tools Help -

Ariba Sourcing e |
The reg|Strat|0n form IS dynamlC < Go back to Energy Queensland Limited - TEST Dashboard
This means that it will Change Console Doc602964 - Supplier Registration Form
depending on what information is N
entered in fields. In this example, a| eenoeas All Gontent
. Respense Histol

requirement has been added to Rospores Team amo 1

attach a file as supporting
information due to specifying that

v Event Contents

the Corporate structure iS a | All Content 12 Company/Supplier Name +Batman Industries [ select ]

croasaon 13 Conorte S Tomom ]
company. ! proFLE 1.8 Please attach a copy of an ASIC Company Search that includes a list of

Direct t as at the date of of this Tender. —_—
lick h a fil 2 Key Personnel 19 GST Registered " uns20) v
20. Click Attach afile . '
3 Supplier <
Commitment ...

(*)indicates a reauired field

Complete Ariba EQL Registration Form
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Explanation Screenshot

N
=

Where you need to add a file, you | s atachment o
can browse for it or drag and drop
it to the appropriate Screen area' Attachment C\Users\rc191'0neDrive - EnergyQ Online\Admin\Company Reg  Browse.
then click OK. . o

Enter the location of a file 1o add as an Attachment. To search for a paricular file, cick Browse... When you have finished, click I 10 add the attachment

21. Click OK =

Complete Ariba EQL Registration Form

- = ST e =
File Edit View Favorites Tools Help

I3 Company Settingsv  Bamie Rub

Ariba Sourcing

Q} < Go back to Energy Queensland Limited - TEST Dashboard
Console Doc602964 - Supplier Registration Form C
Continue working through the N
registration form and completing Evom Dot Al Content
all mandatory (*) fields. You can g T M.t

11 U

also complete the non-mandatory
fields.

v Event Contents

| All Content 12 Company/Supplier Name +Batman Industres [ select]
Let . tt h f f th K | ORGANISATION 13 Corporate Structure: * | Company -~
PROFILE
€ts justiouch on aiew o € Key 1.8 Ploase attach a copy of an ASIC Company Search that includes alst of + (8 Batman Registraion Forms jpg - Up
. Directors current as at the date of submission of this Tender
fleIdS 2 Key Personnel 5
19 GST Registered Unspecified
5 Supplier <
Commitment

(*)indicates a required field

4 General Information

Complete Ariba EQL Registration Form

)
You must enter details of at least
H Event Messages
On_e key person In your company. Event Details All Content
This can be the same contact you Response History
. Response Team Name 1
entered earlier.

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

It may not look like it is stamped financial year?

1 E C
as mandatory, but you won't be ¥ Event Gontents
able to submit your registration | Al Gontent 2 Key Personnel [Rdd Key Persomel (0] Less... -
with out completing these contact R e St S e o Ropsel 22 Emergoney o
details. PROFILE ¥ 3 Supplier Commi to Energy Qi land Procurement Policies Less... |-

Fnarnu Nuaancland ie cnmmitiad tn tha hinhact athiral amvirnnmantal eafahs and nnalin et

22. Click Add Key Personnel (0) .

Complete Ariba EQL Registration Form
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Explanation Screenshot

Clicking OK will only save your Repeatable Sectio

All Content = 2 Key Personnel

23. Click Add Key Personnel .
Y Key Personnel (0)

Mame 1

(*) indicates a require

Complete Ariba EQL Registration Form

/i hY
Enter details in all of the required [ onee |
fl e IdS . Clicking OK will only save your Repeatable Section answers. To submit your respense. you will need to click OK and then click Submit Entire Response on the main screen
24. Click OK . Lo _

Complete Ariba EQL Registration Form

All Content m &

Resp

» Event Cantents

1 Conient
that would be uiiésed 1o manage (commercially and operstionaly) the &
P
¢ 1 | ORGANISATION
PROFILE
5 and in how we engage wih aur supplers. E1
5 - orgy Quecnsland musi bo awara of and agrae

You must read and agree to our N
Sustainable Procurement Policy. o
Continue completing the
mandatory fields.

43 Websie for Supplier Company Information

Shaw More

Complete Ariba EQL Registration Form
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Explanation Screenshot

Event Messages

Event Details All Content
Response History

Response Team Name

v Event Contents

4.4 Supplier Primary Address
All Content

ORGANISATION

PROFILE
N 2 Key Personnel
)
Suppli
Your Emergency Contacts and 3 Commitment
Work Health and Safety Contact \ Conerat oo
deta”S are a|SO mandatory. 45 Email Address for PO receipt
5 Business ¥ 5 Business Communication

Communication
5.1 Preferred Communication Method

6 Supplier Emergency
C.. 52 How do you prefer to receive payments?
Supplier 5.3 Remit-To-Email/Fax
Environment..

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

created tax invoicing (RCTI) with Energy Queensland?

8 Supplier Work
Health 6 Supplier Emergency Contacts Add Supplier Emergency Contacts (0)
Payroll Tax 7 Supplier Environment Contact Add Supplier Environment Contact (0)
Information i
& Supplier Work Health and o
Safety Contact Add Supplier Work Health and Safety Contact (0)

Complete Ariba EQL Registration Form

Your bank details need to be
entered so we can pay you in the
future.

Please note the below before
submitting your response:
e Bank ID: 0001
e Bank Key/ABA Routing -
Number: iS yOUr bank BSB Console DocB02964 - Supplier Registration Form ® 2’";;;“:;3%55_40
number include hyphen in -
the middle
e Bank Account Number:no| = e S ~
spaces or hyphens | e o
e IBAN Number and Swift
Code fields will only be R
displayed where your bank ’ .
account country is not
Australia

sktap

All Content = v

You may add details for up to
three bank accounts by selecting
Yes for "10.1.10 Do you need to
add another Bank Account?"

Compose Message to EQL
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You can save your registration
form at any stage and come back |we . - - S ——
into Ariba to complete it later on if | comsoeT & bocouzvos

you need to. Remember that you

have 5 days in total to complete

Event Messages

) Event Details All Content
and submit the form. Respanse History
csponse Team
Bank Key/ABA Routing N
AR
dﬂ v Event Contents Account N
All Content BAN
During the reglstrgtlon process, , ORGANSATON ,
you can communicate with the PROFILE SWFT
Energy Queensland person 2 Ke Persannel Bk Accoun
managing your registration, by J— <
clicking the Compose Message Gommitment () indicates a reguiro fed
button. This will send an email 4 General Iformation
direcﬂy to the relevant person,  uness M E
who will respond to your query as Communicaton (25
soon as possible. s Stpper Emergency

25. Click Compose Message

Compose Message to EQL

Yy

Q{J
Enter a meaningful subject for
your message as well as the

appropriate content. You can also | omeian Lk TEST Cnsas :
add attachments up to 20MB if Compose New Message [ cames
required. S )

26. Click Send

Submit Ariba EQL Registration Form
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File Edit View Favorites Tools Help

COINsure El DJUCUOUZY04 - SUPPITET Reyl

Event Messages

Event Details All Content

Response History

Response Team
Once all the information has been 7 BIELIEETETE
completed in the required fields,
you can submit your registration All Content
form to Energy Queensland. You
will recieve a notification once your 1 ORGANISATION
registration has been approved. PROFILE
27. Click Submit Entire 2 Key Personnel
Response

3 Supplier £
Commitment ___ oy 1o .
(") indicates a require

4 General Information

Business
Communication

6 Supplier Emergency

Ariba EQL Registration Form - Error Messages

P
1
Kesponse History
. Response Team A There are 5 problems that require completion or correction in order to complete your request.
If you have missed any m andato ry Mouse over the red icons o learn more. Use the Next and Previous links to step through the errors as
. . . needed et
fields or_done_ anything wrong in - vt Comtente L
com p |et| n g th is fo m the Syste m 6 Supplier Emergency Contacts Add Supplier Emergency Contacts (0)
. . . All Content
will tell you with a mess age like | onen 7 Supplier Environment Contact Add Supplier Environment Ceontact (0)
this , SI;S?C\ESATION iﬁ ;“WPE'(')EH'(::“"" Healthand ., 5, pplier Work Health and Safety Contact (0)

Submit Ariba EQL Registration Form
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Explanation Screenshot
v Submit this response?
Click OK to submit.

28. Click OK

OK Cancel

Ariba Registration - Successful Sub

mission

@

The system displays a message
confirming that your registration

has successfully been submitted
for approval.

— . = - i p g —
File Edit View Favorites Tools Help

Ariba Sourcing

< Go back to Energy Queensland Limited - TEST Dashboard

Console Doc602964 - Supplier Registration Form

Event Messages -/ Your response has been submitted. Thank you for participating in the event.

Event Details

Response History
Response Team

v Event Contents

All Content
All Content

Name 1

Ariba Registration - Successful Submission Email




1
f\
. . i EnergijUV\l
Register on Ariba — Work Instruction Queensland

Explanation Screenshot

T | F  Welcometothe Ariba Commerce Cloud - M..

File Message Help Q  Tell me what you want to do

I m 5| 9w B 2 Ba | m || L] m Q\

% Reply all Loy~

I Delete Archive Quick Move Tags | Editing | Speech | Zoom
© > Forward Lfjv  Steps- - i . .
Delete Respond CQuick Ste... & Zoom |
AC Ariba Commerce Cloud <ordersender-prod@ansmtp.ariba.com= 281~
) Welcome to the Ariba Commerce Cloud
Q @ If there are problems with how this message is displayed, dlick here to view it in a web browser. v
Action ltems + Get more add-ins

You will receive an email from

Ariba, like this, confirming that
your registration has been Welcome to the Ariba Commerce Cloud
C0m p|et6d . Your registration process on the Ariba Commerce Cloud for Batman Industries is now complete.

Your organization's account ID: AN01469604475-T

Your username: Barnie@batman.com.au

As 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 Collaboration 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.




