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1-1. About This Guide

NTT DATA and the group companies participating in SSC (purchasing tasks) (*) (hereinafter called “the
Buyer” or “Buyer”) will start using a system provided by SAP Ariba (“Ariba”) for purchasing contract
procedures (from orders/order confirmation to delivery/invoicing) with supplier companies (the “Supplier”) at
the end of July, 2022.

This document is the guide that enables the Supplier to use Ariba for smooth purchasing transactions with
the Buyer.

The guides are prepared per task handled by the Supplier.

Images (especially screen captures) appeared in the guides are as of a date of revising each guide. Images
in the guides may be different from images on the system due to changes in Ul and other reasons.

Please understand possible differences in advance.

* For group companies patrticipating in SSC (purchasing tasks), see the URL below:
https://www.nttdata.com/jp/ja/about-us/proc/g-ssc/
* The group companies participating in SSC shall be valid from the time when NTT DATA makes the announcement.

* The name of AribaNetwork has been changed to BusinessNetwork by SAP JAPAN Ltd., however, this document continues to be effective
as AribaNetwork.
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1-2. Structure of Ariba Usage Guide

Below is the structure of the “Ariba Usage Guide.” See a guide suitable for your purpose.

Ariba Usage Guide_Common

Ariba Usage Guide Order
Confirmation

Ariba Usage
Guide_Delivery/Invoicing

Explains procedures for logging in and out Ariba and
various contact information on how to operate Ariba

Explains procedures for implementing order
confirmation on Ariba

Explains procedures for creating invoices and checking
payment announcement on Ariba
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1-3. Scope of This Guide

This section explains the overall image of purchasing contract procedures and the scope of this
Guide.

This Guide explains common matters for implementing each task

Buyer Supplier : : : :
Supplement information on overview of Supplier tasks

SAP Ariba /\\

Request for [ Quotation Q + Not scope of Ariba for overseas suppliers
q » o
L cvomion . - f'ﬁ'z _____ ) * A request for quotation and a quotation reply are implemented by offline
\ 2 S | between the Buyer and the Supplier the same as before. .
Purchasing ittt ittt ittt !
request  After approval by the Buyer, a purchase order is sent to the Supplier. The !

N' TNATA *
S Approval

v
Order

Supplier receives and checks the purchase order form through Ariba.

» The Supplier uses an order confirmation function of Ariba to show its
intention of order approval (order confirmation).
placement 3

* Order confirmation and written individual contracts such as Statement Of
Order | ) ) e
Confirmation | Work (SOW) which are executed on a paper basis are digitalized.

Purchasing Platform

Buiseyaind

INEINEREIE RETI)
/fenoiddejisanbal

1uswade|d Japlio
/lenoiddejisanbal
Buiseyoind

NTTDaTa :
ntToaracomoration PUFChasing Platform

* The Supplier uses an invoicing registration function of Ariba to implement
task completion reports and delivery/invoicing registration.

» Buyer pays the contract price in accordance with the payment terms on the
contract between Buyer and Supplier.

Invoicing Delivery/
information check invoicing

1usauw.Aed
/ooueidadoe
JISEYNIET

SEINIETQ

y

/ooueldaooe

Payment
receipt

Payment >

______________________________________________________________________________________________________

X Document retention period is indefinite on Ariba
(You can set 156 months or less if you want to limit it.)
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1-4. How to See Various Materials

You can see documents such as reference materials for initial settings for use of Ariba and tasks
not described in this Guide on our website [https://www.nttdata.com/|p/ja/about-us/proc/].

At the bottom of the website, there are some links for the documents in English, and you
can download the documents you need.

NTTDaTa

DATAINSIGHT #-E2 ZEBYY2-v3v i #ATHEUT 1 IR HERE
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AribaNetworkiz ¥ 3 FIE& (M4

ArbaE FIR L BTGB DS FEHBAR AEEC RIS D ET.
B3I OFICCEE 2SN,
B ArbaNetworkic B4 2FIR4E (E5HA : 0214128178)  (PDF : 64—, 414KB)

45, FHFEHCAEEIEVEEN, WREDEOIEPEREC LS ba0IEREV LET,

Ariba7h v bREHAF

MEIRBICHISES Aba7 17 MOREH £ KT, BHEI0RME TLREEIW.
B Aibazh7> M K (EFA: W2ERATA) (POF: 51R-3, 2596KB)

|+
FINTTF -2 e Ariba B3 | EEASEVE EVTUSEE, UTREDFREYT 58052, b3 BEOKREER AL,
SSC (BEEH) MAFL—THHTIA, SAP Ariba ()T, Arba) Pestaffing® ALEBESY ATLOBEREFELTVET, B BEiEnaeog A rEEFEReC LTV R0MGAE (F5H | 20206118308) (POF : 83—, 1308(8)

TR\ ERIRED S ERETOREE (Fi) FADLTERVLEC LT, £B0ET - S eEER, ERELroIR MHEEN TEVWDET.

FEf4 FOBRE L TRIENDERRVEEVTLEDEIRRAITC., b EREROTREREINZEOTRERELET. HETBUISB(EIW,
SSC (BE2E) mElkE B SEEEE0X T RICOWT (EA 2005 18308)  (POF : 1243, 488KE)
HAIN-T&i

SAP Ariba /1) - - TERERROAYTHYALOUTY IBHD MFIEC) KTHRST-HH-IOBEtEThIBOFREREL Y. ASERITEE(EEW,
B P9y AT EZPBEGEAOADIAD IS Mk (A 200E118308) (POF: 3R-, 10538)

| Aibe LOZRERERMENECACERT SREET - h1 TREOIBFIREREL £7. BEEBUIBRLIW,
| B #RS7-HTRENE (EHE : NNFEIENA) (POF 1 48—, 1170kB)
|

|
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B | AribaFIROF3E
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2-1. Ariba Usage Environment

To use Ariba, it is necessary to prepare system environments that meet the conditions below.
Check your internal system environments and take necessary actions.

Internet environment *Supported browsers/plugins

Any environment that enables access to the Access the URL described in the “Internet
URL below environment” and check information from the
[URL]: lower-left “Supported browsers and plugins”
- https://supplier.ariba.com SAP Ariba /)\
Supplier Login
Any environment that enables receipt of e- iser Name
mails from the domains below: o
[Domains]: - ]
- © © O @ariba.com o —— —
- @ ® ® @ansmtp.ariba.com | Supported browsers and plugins |
-O0O0O@sap.com
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2-2. Login Procedures 1/2

This section explains procedures for logging in Ariba.

1. Use a web browser to access Ariba Supplier (https://supplier.ariba.com)

| ‘fa Whttps://supplier.ariba.com I O~8 Gﬁ

File Edit View Favorites Tools Help

2. The Ariba Supplier Login Screen appears

SAP Ariba /)\\
Supplier Login Connecting your ecosystem
Standard Chartered and SAP Ariba have
collaborated to provide supply chain financing
User N solutions to businesses in Asia Pacific via the
Bl Ariba Network. This is designed to make the
procure-to-pay process easy, efficient and
seamless
Pas d
Having trouble logging in?
New to Ariba?
Regyster Now or Learn More oo & o
Is your company registered?
Search
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2-2. Login Procedures_2/2

3. Enter the “Username” and the “Password” and click the “Login”

Supplier Login

User Name

Password

Having trouble logging in?

- I

| Click the “Login”

« ‘ Enter the “User Name” and the “Password”

4. Ariba Home Screen appears

GAP Ariba Network v  Enterprise Account

& M0

Home Inbox Vv Outbox Vv Catalogs

Orders and Releases v = All Customers

Reports

Messages

\/ | Order Number

Documents v Create v

@ a ¢

Guide Trends Refresh
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2-3. Logout Procedures _1/2

This section explains procedures for logging out Ariba.
1. Click the upper-right “Account Settings” icon on the screen

GAP Ariba Network v  Enterprise Account

Home Inbox VvV Outbox Vv Catalogs Reports Messages

\/ | Order Number n

Orders and Releases v = All Customers

Click the “Account Settings”
* This Guide modifies
indications

2. A submenu appears below the icon

My Account
My Community Profile
Link User IDs

Contact Administrator

Logout

© 2022 NTT DATA Corporation
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2-3. Logout Procedures_2/2

3. Click the “Logout” on the displayed submenu

My Account

My Community Profile

Link User IDs

b/

Contact Administrator

Click the “Logout”

4. The Ariba Supplier Login Screen appears

SAP Ariba /\\

[ )

= |
=1

Having trouble logging in?

New to Ariba?

Register Now or Leam More

Is your company registered?
Search

Supplier Login Connecting your ecosystem

>4 solutions to businesses in Asia Pacific via the

Standard Chartered and SAP Ariba have
collaborated to provide supply chain financing

Ariba Network. This is designed to make the
procure-to-pay process easy, efficient and
sssssss
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3-1. Procedures for Checking the Supplier Information Portal 1/2

You can see materials for the Supplier such as guides on the Portal.
Before you inquire about transactions with the Buyer, check the Portal.

1. Log in Ariba and then click the “Company Settings” icon

Click the “Company Settings” icon

2. Click the “Customer Relationships” on the displayed submenu

INTERNATIONAL SERVIC... NETWORK SETTINGS 12 v
ANID: ANO1417588504-T

Eled
Company Profie Click the “Customer Relationships”

leg
o
ACCOUNT SETTINGS
Accelerated Payments

I Customer Relationships I

Remittances

Users Network Notifications
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3-1. Procedures for Checking the Supplier Information Portal 2/2

3. The “Account Settings” screen appears. Click the “Supplier Information Portal”

Account Settings

Customer Relationships Users Notifications Application Subscriptions Account Registration

Current Relationships Potential Relationships

| prefer to receive relationship requests as follows:

@ Automatically accept all relationship requests Manually review all relationship requests
Update
e Click the “Supplier Information Portal”
ur .
*All companies you are contracted are
Customer Relationship Type . .
] - [ I _ displayed Click the one of NTT Data
rading “¥ Supplier Information Portal
|... Reject

4. The “Supplier Information Portal” appears

Supplier Information Portal of NTT DATA
Portal Content  Reference Documents  Transaction Rules

Welcome to NTT DATA Information Portal

[N PREPARATION
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3-2. How to See Ariba Training Materials

You can see the standard materials and videos provided by SAP Ariba.
Use them in combination of the Supplier Information Portal.

Note: In an environment before logging in, you

8 0 C M oo ' can see only part of the documents.
Create v
ea The “Learning Center” is created to enable the users
OCHmeNE S Comein 3 al ¢ who are interested in product technical documents to
Trends Refresh . .
= et e accessinga st see the entire library for product documents and
ol 7 tutorials.

(1) To access Ariba standard materials and "3 Howdo | create an nveice? Ariba Exch C p—
videos, log in Ariba and click the upper-right | _ riba Exchange User Community —
“Help” icon on the screen " sheeteecied? Q S

. “w\ /: »” . Home | Leaming | Support

(2) Click the “View More” from the displayed " | need hep wih mocing

Hellp Center me.nu P—— Leaming Center
(3) Click the “Learning Center” to access the ' @':
13 H ” 13 H ” Ny Viewmore [ ( i
Product Documentation” and the “Tutorials - Produc Documentalon Tulorls
J P What's new for Ariba Network - Having trouble logging in (2:03)

Ariba Exchange User Community - Ovenview of Arba Network (4.07)
¥ Catalogs - Register for a light account and send an order confirmation (4:10)
; N - Send an invoice from a light account (4:13)
Q Home | Leaming | Support Orders and releases - Supplier Basics (433
. ¥ Supply chain collaboration - Introduction to the dashboard (11.47)
User Commumty Home - What are electronic catalogs? (453)
| h » Collaborafing with customers - Whatis XML business integration? (6:30)
A e . Ao (£:70)
Popular Topics Sort by:| Relevance V| g Learning Center - Whatis PunchOut? (6:29)
]
m Product documentation and tutorials Getting started - Accept a customer reationship (1:42)
@ | need help accessing a sourcing event Community Moderator . - Add a new user (3:12)
You can access a sourcing event to which you have been invited in two ways: Through the sapaa /N g Managing your user accourt Creals " ‘I o (150)
invitation email the buyer sends By going to the Proposais page (click app drop-down menu in the Support Center ) - Create a customer contact (1:50)
upper-eft comer of the application and select Proposas.) If the event you are looking for is not Get help with specific problems ¥ Application integration - Configure your payment and bank information (2.08)
fisted on the ( l ) o ) ) - Create a catalog (5:23)
Eventpariipation  Viewhomepage  RFQ  Standard accounts ¥ Creafing and managing invoices, credit memos, and debit memos Bubi
= = - Publish a catalog (311)
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3-3. Ariba Contact Information

Contact below for inquiries about Ariba registration procedures and Ariba operations

Inquiry items Contact information

o Al » Questions about registration SAP Ariba Supplier Management
Ariba Network procedures _ _ Department
during . Prpcedures for registering E-mail: SE.Japan@sap.com
registration Ar.|l.3a Net\_’Vork * Write the description [NTT Data] in your e-mail subject
 Initial settings such as users at the time of inquiries. If you know your ANID, specify

procedures o it
and authorization :

Global Customer Support:

SAP Ariba » Questions after registration Click the icon to find the appropriate support
Ariba Network . Hovy to change various line
after settings
completion of . Inqt_Jlrles about. passwords @
registration « Various operations after

running the system
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3-4. Contact Information on AribaNetwork Terms of Use

Contact below if you have any inquiry about the “AribaNetwork Terms of Use” you need to consent
before starting use of Ariba.

Person in charge of planning in NTT DATA Corporation Procurement Department

E-mall : cobuyoverseassup@am.nttdata.co.|p
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