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Aviva supplier registration support guide

This Guide gives an overview of the steps to take once you receive an invitation to complete the Aviva
Supplier Registration Questionnaire on the Ariba Network.

«k*  The Ariba Network

= Registration questionnaire walkthrough

EY  Account configuration

2 Ariba support
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What is the Aviva supplier
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Hello from the Aviva supplier registration team!

Aviva: Public

What’s changing?

Aviva has implemented a Supplier Portal on the Ariba
Network, which is integrated into our existing Ariba suite of
tools.

We now have a single global supplier database and we will use
the portal to onboard new suppliers and maintain details for
existing suppliers.

We are asking all Aviva suppliers to sign up to the Supplier
Portal as part of doing business with Aviva; its free and easy to
use.

Once you are registered and approved, we will then be able to
consider you first for future work.

What you need to do

You will receive an invitation from Ariba KIOSK to register with Aviva on
the Ariba Network.

Click on the link in the invitation email and it will take you to the
registration questionnaire. You will be asked to provide information
such as your company address and banking details.

If you already have an active Ariba Network account, you have the
option of using your existing credentials to set up a trading relationship
with Aviva, or you can create an additional Ariba Network account for
Aviva.

Note: If you are not the right recipient for the invitation please let us
know by sending an email to supplierregistration@aviva.com (UK &
Ireland) or supplierenablementca@aviva.com (Canada). All we need is
an alternate name, email address and phone number, then we will do
the rest!

FIAVIVA
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Hello from the Aviva supplier registration team!

What to do if you need support

* This Guide is designed to answer many of your questions and walk you through the registration process. There is also a dedicated Help section.

* Alternatively you can contact Ariba Customer Support online.

* Ifyou have questions about the registration questionnaire itself, please contact supplierregistration@aviva.com (UK and Ireland) or
supplierenablementca@aviva.com (Canada) and include the nature of your query in the subject line.

FIAVIVA
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Ariba Network and your account options

. Features Standard Account Enterprise Account
Why use the Ariba Network? e e b
Access Email notifications Online dashboard
. - i v v
* Enhanced collaboration and the ability to manage your Sty biehle
. . . . . . .. Purchase Order, Order v v
commercial relationship with us via one single digital platform. Confirmation, Ship Notice
Service Entry Sheet, (Non-PO)
* The ability to create, own and manage your digital supplier Invoice, Credit Memo
profile - enabling electronic trade with Aviva and potentially Electronic Catalogs - v
Other buyer Organisations that are Ariba Network enabled. Invoice status Email notifications Outbox with easy access from any browser
Legal Archive Email notification and Long-term invoice archiving for global

online download

* Greater visibility and transparency of the status of business

compliance (regional restrictions apply)
Mass download invoices for local archiving

transactions (e.g. supplier communications, notifications), Ariba Support Online Help Centre
sourcing events and opportunities.

* Greater visibility of our end-to-end procurement process.

Support via phone, chat, or email
Access to enablement experts for
onboarding support

Technical support for configuration and
integration

Online educational training courses

* Access to a free Standard account or you can choose to upgrade Integration -
. . - i x v
to an Enterprise account - fees will apply butitis not a Reporting
. ttoh Ent . tto do busi ith Multiple customer v 4
requirementto have an enterprise accountto do pusiness wi relationships
us Aviva Multi users v v
— If you believe you may benefit from the additional features available as Mobile App 7 v
part of an Enterprise account subscription, please speak directly to Ariba Ariba Discovery v Fees may apply. Click v’ Fees may apply. Click here for more
tou rade here for more information.
Pe ’ information.
Fees FREE Fees may apply, See complete details.
2
(el Na .

®
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Registration questionnaire walkthrough

The following pages give an overview of the steps to take once you receive an email invitation to register with Aviva on the Ariba Network Supplier

Portal.

The invitation

email

/

Registration on the

~
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Ariba Network
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Completing the
Aviva supplier
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The invitation email
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Step 1 - Email invitation

Register as a supplier with Aviva plc - TEST
Hello!

The Aviva Team has invited you to register to become a supplier with Aviva plc - TEST. Start by
creating an account with Ariba Network. It's free.

Aviva plc - TEST uses Ariba Network to manage its sourcing and procurement activities and to
collaborate with suppliers. If Aviva Test Supplier 2020 already has an account with Ariba

Network, sign in with your username and password.

Click Here to create account now

Please follow the link provided in the invitation email.

If you already have an Ariba Network account, clicking on the
link will add the Aviva registration form to your account.

WAVIVA
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Step 2 - Log into or create an Ariba Network account

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

Sign up as a supplier with Aviva - TEST on SAP Ariba.

Aviva - TEST uses SAP Ariba to manage procurement activities.

Create an SAP Ariba supplier account and manage your response to procurement activities required by Aviva - TEST. Sign up

J T — m If you already have an existing Ariba

About Ariba Network

Network account, you can log in using

your credentials.

If you don’t have an Ariba Network account, click
the “Sign Up” button to create a FREE Standard
account.

The Ariba Network is your entryway to all your Ariba seller solutions. You now have a single location to manage all of your customer relationships and supplier activities regardless of which Ariba solution your customers are using. Once you

hawve completed the registration, you will be able to:

Respond more efficiently to your customer requests

Work more guickly with your customers in all stages of workflow approval

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

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 activities

Your contact and user administrative tasks

Aviva: Public
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Step 3a - Ariba Network sign up

Company information

Company Name: *

Aviva Test Supplier 2020

Country/Region:* | United Kingdom [GBR]

™ |

Address: *

123 Street

Line 2

| Line 3
| Line 4

city:* | city 1

State:* | Select

I Required field

Postal Code: * | AB1 2CD

* Indicates a required field

If your company has more than one office,
enter the main office address. You can enter
more addresses such as your shipping
address, billing address or other addresses
later in your company profile.

User account information

After using the “Sign Up” button you will be redirected to
the Ariba Network sign-up page where you will be asked to
enter your company information.

* Indicates a required field

Name:* | First Name

SAP Ariba Privacy Statement
|| Last Name |

Email: *

The registered user will act as the account administrator.
You can add additional users later via the account
configuration section. Please note that each account can

only have one admin user.

Click here for a video on switching Ariba Network account

|:| Use my email as my username

Username: *

newuser@aviva.com

| Must be in email format(e.g

john@newco.com) @

Password: *

Enter Password

Passwords must contain a minimum of
| eight characters including upper and

lower case letters, numeric digits, and

| Repeat Password

| special characters. @

Language: | English

The language used when Ariba sends
A4 | you configurable notifications. This is

Administrators

Click here for a video on managing your users and roles on

different than your web b...

Email orders to: *

newuser@aviva.com

Customers may send you their orders
through Ariba Network. To send orders

Ariba Network

Aviva: Public

to multiple contacts in your organization,
create a distribution list and enter the
email address here. You can change this
anytime.

FIAVIVA
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Step 3b - SAP Ariba privacy statemen

Add more specific information about
your business.

Review and agree to the Terms of Use
and accept the SAP Ariba Privacy
Statement.

Aviva: Public

Tell us more about your business

Product and Service Categories: *

Ship-to or Service Locations: *

Tax ID:

Vat ID:

DUNS Number:

Enter Product and Service Categories

| Add -or- Browse

Enter Ship-to or Service Location

| Add -or- Browse

Optional

Optional

Optional

Enter your Company Tax ID number.

Enter your company'’s five to twelve-digit value
added tax identification number. Do not enter
dashes.

Enter the nine-digit number issued by Dun &
Bradstreet. By default, DUNS number is appended

with *-T" in test account. (i)

Ariba will make your company profile, which includes 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 finished your registration.

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 which the Ariba services are hosted (located in various

data centers globally), in accordance with the Ariba Privacy Statement, the Terms of Use, and applicable law.

You have the right to access and modify your personal data from within the application, by contacting the Ariba administrator within your organization or Ariba, Inc. This.
consent shall be in effect from the moment it has been granted and may be revoked 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
repository residing within the Russian federation.

|Z] | have read and agree to the Terms of Use

|ZI | have read and agree to the SAP Ariba Privacy Statement

Create account and continue

FIAVIVA
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Step 3¢ - Duplicate check and final setup

After submitting your SAP Ariba Network Account creation request, the system will use your company name, email address and the postal address to
check for duplicate accounts. If this reveals an existing account that you would like to use instead of creating a new one, please contact your account
administrator to set you up as a sub user. If you follow this route, then you can return to Step 2 and Login rather than Sign up.

If you want to continue with the account creation regardless of possible duplicates, please proceed with “Skip Review”.

(i) Potential existing accounts

We have noticed that there may already be an Ariba Metwork account registered by your company.
Flease review before you create a new account,

Review accounts Skip review

If you set up a new account or you’re added as a sub user, you will receive an email from Ariba Commerce Cloud with confirmation of your ANID and
Username.

The email will also contain important information about setting up and making full use of your Ariba Network account.

FIAVIVA
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Step 4a - Complete the Aviva registration form

Console Doc2599170349 - Aviva Supplier Registration Questionnaire CL) zlgeée;n;g In2gB'38'41
Event Messages
Once you have your Ariba Event Details All Content = A
Response History
Network Account set up, the Response Team Name 1
system will re-direct you to the .
su “er re istration 1 Which part of the Aviva Group you are working with?
PP . g . v Event Contents L . ) *
q uestionnaire. 2 Are you an existing supplier to Aviva? Yes v
. . All Content .
The questionnaire has > 3 Company Information
conditional questions, and all 5 Company > 4 Working with Aviva
Information . . : — — —
H H 5 You are a current supplier to Aviva and we already have your Banking Details in our payments system. Aviva is now giving
req ui red fleldS arema rked all suppliers ownership and control to maintain their own details.
H *
. 4 Worki ith Avi
Wlth an oridng with Avive Please review the pre-loaded data for your organisation. If all details are correct and no changes are necessary then confirm
|f d ’t h “ th here that no changes have been made and submit this Registration form. .
ou aon ave a e Banking & Payment Bank Details have been updated ~~
y . . 7 De... If any changes or updates are required, or if you have a new set of banking information that you need to add, then make the
requi red information on hand changes below and also indicate here that a change has been made. We will then update our payment system.
C“Ck “Save d raft” a nd return All changes to banking information must be done via this registration form. Aviva will no longer process change requests
later. Otherwise, once you are stmitied I any other wey.
M )
. . . » 7 Banking & Payment Details
done click “Submit Entire
Respo n se” (*) indicates a required field

[ Save draft ] [ Compose Message ] [ Excel Import l

WAVIVA
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Step 4b - Find the supplier registration form again

Welcome to the Ariba Spend Management site. This site assists in identifying world class suppliers who are market leaders .' To return to the registration form, go to
in quality, service, and cost. Ariba, Inc. administers this site in an effort to ensure market integrity. .
quality grity AVIVA https://proposals.seller.ariba.com or

navigate to Ariba Proposals and
Questionnaires from any other Ariba

Events sas . .
Network page via the drop-down menu in
Title D End Time e e Participated the top left-hand corner of each screen.
No items
Registration Questionnaires SAP Ariba Proposals and Questionnaires
Title ID End Time Status Ariba Discovery

AVIVA R

¥  Status: Open (1)

There are
Aviva Supplier Registration Questionnaire Doc2599170349 7/10/2020 20:38 Invited
Ariba Contracts

Qualification Questionnaires
Ariba Network

Title ID End Time | Commodity Regions Status

No items

WAVIVA
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Step 5 - Registered!

After you have submitted the supplier registration questionnaire it will
flow to the Aviva supplier registration team who will perform some basic
checks. If everything is okay they will approve your registration.

If there are any issues, a member of the Aviva team will contact you
via the Ariba Network to confirm what needs to be updated or
corrected.

Shortly after your registration is approved you will receive a Trading
Relationship Request (TRR) invitation. The trading relationship will
mean that Aviva can send you purchase orders and you can send us
invoices!

* Itis possible that you already have a trading relationship prior to
completing the supplier registration questionnaire.

* Inthefutureif you need make changes to the details on the
supplier registration questionnaire you can access the form in the
same place and ‘Revise Response’.

Aviva: Public

You have submitted a response for this event. Thank you for participating.

All Content
Name 1
1 Which part of the Aviva Group you are working with?
2 Are you an existing supplier to Aviva?
¥ 3 Company Information

3.1 Registered Company Name

This questionnaire includes
either different content, saved
answers, or both. To view the
current content, edit draft
answers, complete the
guestionnaire, and submit it,
click Revise Response.

Aviva UK

No

Aviva Test Supplier 2020

WAVIVA
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Account configuration

Now that you have set up your Ariba Network Account and completed the Aviva supplier registration questionnaire it is time to perform
some important account configuration steps to ensure you are set up for success!

In SAP Ariba, administrators and users have different roles:
* Administrators have the following responsibilities:
— Account configuration and management - registering new accounts in the SAP Ariba Network
— Handle account login issues and act as the primary contact for their company’s Ariba Network users
— Create new roles in Ariba system

— Theindividual that creates / registers a new Ariba Network account automatically becomes the account administrator. All
notifications will be sent to the email address that they capture for that account.

* Auser has the following attributes in SAP Ariba:
— Users can have different roles concerning procurement and supply chain processes
— Users can update their profile in Ariba

— User can configuring notifications and workflows based on roles and responsibilities that the administrator assigns to them

WAVIVA
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Account configuration - Create users and roles

1. Click the button top-right of your Ariba
Network page, then Settings and
finally Users. The Account Settings
page will load.

Click on the Manage Roles tab and then
the Create Role icon (see No.3 +
symbol) and type in the Name and a
Description for the Role. Add
Permissions to the Role that
correspond to the user’s actual job
responsibilities by checking the proper
boxes and click save to create the role.
Note: For Proposal and contract
access role, Buyers must approve the
request. To create Users, click on the
Manage Users tab and then the Create
User icon (see No.3 + symbol) and add
all relevant information about the user
including name and contact
information.

Select arole in the Role Assignment

section and click “Done”. You can add
up to 250 users to your Ariba Network
account. Once completed, click Save.

Aviva: Public

Account Settings

‘ Customer Relationships Users Notifications Application Subscriptions Account Registration APl management

W

Manage Roles Manage Users Manage User Authentication Revoked Users More...

Users (1)

Create Role

I:l Enable assignment of orders to users with limited access to Ariba Network. W
Filter

Users (You can only search on one attribute at a time)

Username ~ | Enter username ’ + ]
@ - =
l:l Username Email Address First Name Last Name Ariba Discovery Contact Role Assigned Authorization Profiles Assigned Customer Assigned AN Access Actions
l:l test-doreen.reidS@aviva.com doreen.reid@aviva.com Doreen Reid No PROFILE_MGMT_ROLE, +5 All(1) Yes
Ly Add to Contact List [ Remove from Contact List ]

=

Steve Amos
I I trrtest@aviva.com
T Role Assignment
My Account
I Link User IDs
"
’ Mame Description

Contact Administrator
Account Settings
TRR Test Supplier 25 02 22

ANID: AN11048518096-T
Standard account

Customer Relationships

AR AR

Notifications Company Profile

Application Subscriptions Marketing Profile

Account Registration | Settings >

FIAVIVA
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Account configuration - Enhanced user functionality

1. To access the User Account Navigator, click on your name in the top right-
hand corner. From here you will be able to: : -
. . . . b r hree P
* Quickly access your personal user account information and settings e
* Link your multiple user accounts wysccoe (@)
. My Account ]
* Switch to your test account Link User 1D
Account Settings ontact Administrator
Note: After your multiple user accounts are — comacadmnE
linked, the User Account Navigator displays oot . 1
the mUItlpIe accounts. Account Information
2. Click on “My Account” to view your user siramer) A :
Settings. Change Password ‘

*  junk@phoenix.ariba.com

3. Click “Complete” or update all required fields
marked by an asterisk. Note: If you change your R
username or password, remember to use it Lastiiaecs] taaieane
at your next login. —

N e* jU-LvBb8mt565589411009590921

4. Hide personal information (if necessary) by Sy

checking the box in the Contact Information
Preferences section. G ’

*  Whatis the last name of your first boss?

WAVIVA ,
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Account configuration - Email notifications

The Network Notifications section indicates which Account Settings
system notifications you would like to receive and . T
H H H Customer Relaticnships Jgars FMotifications Accour Hisrarchy Standard Package
allows you to designate which email addresses you
would like to send them to. , ) ] L Company Profile
General etk Discovery Sourcing & Contracts ) )
. . . Service Subscriptions
1. Click on “Notifications” under Company Fria U 1hes comma-agsarled enal e pes s
. he Prafmired Lenguage configured by lhe accoml sdmnsstraior conbrols Lhe Bnguagm wsed n these nothcal Account SBH:II'IQS
Settings.
Electronic Order Routing Customer Relationships
2. Network Notifications can be accessed from .
here as We“, or yOU may SWitCh to the Network J Send a niotification whan ardars are undeliveral]  potifications . .
H 1fi H Dirdar = urk@phoanix anba cam|
tab when in Notifications. Send a notification when a new collabaration ry  Account Hisrarchy ved. e

Sand a nofification whan purchasa order ingquinl /4 qw Al

3. You can enter up to 3 email addresses per

Hurchase Oider nguiry = urkgphosne anks. car
notification type. You must separate each Send 3 notfcation whan FUICNss 0Oss MU - Netwark Settings
. R - Zend a nolification when time sheets ame unde ) .
address with a comma but DO NOT include e St 7| Juek@phosni anka car
S pa ces betwee n th € ema i IS. Pending Queur Send 2 noffcation when itam defvarad thraugh panding aueus are ot acknowlaged * | junk@phoenix anka cam

Note: If you will be out of the office, make sure your auto-reply messages contains one of the following phrases: Out of office,
OOTO, on vacation, on holiday, out of town, away from the office, away until, out of the country, at an off site meeting.

This will prevent the Ariba Network from failing orders sent to mailboxes responding using an auto-reply feature. It will also ensure
that the order is captured in the order history log.

WAVIVA .
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Whether you are connected to your supplier account on the Ariba Network, or from the page https://proposals.seller.ariba.com,
you can access the Ariba support team in just a few steps:

1 - In the top-right corner of your screen, click on the “help” symbol to open the Help

Centre, then click on “Support” at the bottom of the side bar.

2 - On the Ariba Exchange User Community page, search for the
topic of your query. You can also use the “Learning” tab to access

short demo videos.

0 Support

" riba Exchange User Community \

Home | Learning | Suppori

Support Center

| need help with ‘account hierard|

Examples:

Account Reassignment
Login/Password Reset
Becoming a user
Registration

A Service Alert

Aviva: Public

Some SAP Ariba suppliers are experiencing an unexpected error within the "My Subscrig

=

Start

tab. This is a known issue and our technical team is working to fix the issue. We apologi

FIAVIVA
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3 - Click on the “Contact us” Tab and fill in your question into the search field. A few extra questions might appear to direct you
further. On the bottom click the blue button called “Contact us”.

You are then presented with the opportunity to contact the Ariba support team through the channel of your choice. Some options
might differ depending on the type of account you are using

< W Help Center Search

Home Learning Contact us

| Home Learning Contact us

1 Start here to find your answer.

|How can we help you? Q ’

Choose from the options below to continue.

What do you need to do?

Create credit memo Raise another invoice against PO Invoice was rejected Edit and resubmit invoice
Receive payment Something else

Can't find what you're looking for?

FIAVIVA
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Help by live chat

Fill in the mandatory fields and click
“Start Chat” to be put in contact with
an Ariba team member

Recommendation

Search

4 How do | create &
short form below and click the Start Chat button in the lower right. confirmation?

SAP Ariba Customer Support

ﬁ] Thanks for contacting us! To better serve you, please fill out the

Full Name: ‘ ‘ * i3 How do | create n

You can call me: | | * foleelorapue
Email: ‘suppliemwthaquery@sap com ‘ * 3 How do | create &

Phone: ‘ ‘ - order-based invoi

i3 Where can | find ;

Initial Question; |partial confirmation * Account documer

4 Order Confirmatic
when OC is sent!
Comments

You expressly agree and understand that your data

entered into this system will be transferred to Ariba, Inc.

and the Ariba hosted computer systems (currently 3 Am | able to send

located primarily in the U.S.), in accordance with the Advance Shipping

Ariba Privacy Statement and applicable law. -
one purchase ord

*[] I agree

EDI or cXML orde
fails due to "sum
quantities” error

= CCI-1311: Materi;
* Required Fields — (Buyer Part ID) is
| StatChat | other line items of

Ardar that ic ~anfi

Help by phone

Fill in the mandatory fields and click
“Submit” to receive a call back in the
language of your choice

\Q,  Provide the following information, and the next available specialist wil call you [search
Problem Description 73 How do
Short Description: *|partial confirmation confirm
Details: * i3 How do
invoice
kg How do
order-b
Contact Information 53 Where
First Name: = | Accoun
Last Name: | | kg Order ¢
Failure.
UserID:  [test-bterwagne@ariba com | Partial
Company: | | &3 Amlab
Advanc
Email: *|benjamin.terwagne@sap.com |
one pul
Requested Language:  English  Select a different language from the Home tab. -
= or(
Phone: [ m +1 ~ 201-555-0123 | Extension: | fails du
quantiti
Confirm Phone Number: *
= ccl13
-0 (Buyer
My phone number is correct the oty
urcha
[J Do not record this phone call P
confirm
Ariba Network ID:* [AN01012436258-T
= 1-ET2X

You expressly agree and understand that your data entered into this system will be
transferred to Ariba, Inc. and the Ariba hosted computer systems (currently located Mappin
primarily in the U.S.), in accordance with the Ariba Privacy Statement and applicable law.

H
=
=3
o

0 1agree limitatio

" Required Fields — Enterpr
Submit Cancel | (ERP)?

Live webinar

Open our Success Sessions portal and
register to one of our upcoming
webinars on a variety of topics

Presented By: SAP Ariba Customer Support

Success Sessions Supplier Success Sessions Supplier Success Sessions |:

220 1:00 PM EST Jan 15, 2020 2:00 PM EST Jan 15, 2020 3:00 PMEST

FIAVIVA
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SAP Ariba /\\

Supplier Login

User Name

Password

If you cannot remember your username and/or password you
can trigger a reminder by visiting
https://proposals.seller.ariba.com and following the Forgot
Username or Password links underneath the Login button

Forgot Username or Password

FIAVIVA
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Ariba has a selection of supplier user guides which you will find useful:

Ariba YouTube Channel

Ariba supplier support centre

https://support.ariba.com/Adapt/Ariba Network Supplier Training/#/

Aviva: Public
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