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Standard (Light) Account process

Register / log in  

If you do not already have an account

on the Ariba network, please register. 

Otherwise you can log in with your

existing login data.

Configer user account

Afterwards you can configer your

user account.

Interactive e-mail

With the first order you will receive a link via 

e-mail to register or log in to the Ariba 

network. 

1.

2.

3.

Order confirmation

As soon as you have registered or

logged in, you will be automatically

forwarded to the current orders. Here

you can send an order confirmation or

make any modifications via the Ariba 

network. 

4.



AGENDA

1. Not registered: Create Standard (Light) Account 

2. Registered: Connect with existing Standard (Light) 

Account 

3. Process order

a) Confirm entire order

b) Update line items

c) Reject entire order

4. Create ship notice

5. Account configuration

6. Profile settings

7. Support 
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Not registered – Standard (Light) Account process 

Process order

Sign up

…

…

Register

…
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Not registered- Interactive e-mail

…
3

4

4

4

5

6

1. Attachments

 HTML Order

 Other Attachments

2. Customer-specific message

3. Process order

 Leads to supplier login

4. Order

 Header

 Comments

 Other Information

 Attachments

 Line Items

5. Notes

6. Help Center

4

1

4

2

1

2

3

4

5

6

…
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Not registered – Activate account

1. Confirmation e-mail

 Activate account

2. Welcoming e-mail

 Proceed with order

 Complete profile

Help Center

1

2 3

1

2

3



AGENDA

1. Not registered: Create Standard (Light) Account 

2. Registered: Connect with existing Standard (Light) 

Account 

3. Process order

a) Confirm entire order

b) Update line items

c) Reject entire order

4. Create ship notice

5. Account configuration

6. Profile settings

7. Support 



B. Braun Melsungen AG 9

Registered – Standard (Light) Account process

Process order

Log in 



B. Braun Melsungen AG 10

Registrered - User without login data

Send Email

Bestellung verarbeiten

If an interactive e-mail was sent out to a user without an account, a respective user account can be created as shown

in the process above. 

request one

nowProcess order
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Process order

5

6

1. Create order confirmation

 Confirm entire order

 Update line items

 Reject entire order

2. Create ship notice

3. Print order or download PDF

4. Help Center 

5. Comments

6. Attachments

7. Order

 Legal terms

 Shipping adress, billing address and recipient

 Line #

1

4

7

7

7

1

2

3

4

5

6

7

2 3
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Confirm entire order - Process

Next
Submit
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Confirm entire order- Explanation

1. Order confirmation header

 Confirmation number

 Associated purchase order number

 Customer

 Supplier reference

2. Shipping and tax information

3. Line items

 Automatic confirmation of all line items and

quantities

All line items have been automatically set to “confirmed“ for the entire order quantity. Due to the deviation between the 

requested delivery date and the estimated delivery date, a notice is shown within the brackets. 

1

2

3

3

1

2

3
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Update line items – Process 

Details

Submit

OK

Next
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Update line items – Explanation 1/3

For the first line item 3 units are being confirmed and 2 units are being backordered (delivery at a later point in time).

For the second line item the entire order quantity is being confirmed. 

1. Order confirmation header

 Confirmation number

 Associated purchase order number

 Customer

 Supplier reference

2. Shipping and tax information

3. Line items

 Order status (confirm, backorder, reject) 

1

2

3

1

2

3

3

3
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Update line items – Explanation 2/3

An estimated shipping and delivery date need to be filled in for the backordered units. It is possible to enter an 

alternative price as well as further item information for the confirmed units. 

1. Order status: Backordered

 Estimated shipping and delivery date

 Comments

2. Oder status: Confirmed

 Estimated shipping and delivery date

 Unit price

 Item information

 Comments

 Description (by customer)

1

2

1

2
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Update line items – Explanation 3/3

Oder status overview after updating the delivery date, price and item information for line item 1. By clicking on ‘‘Next‘‘ 

the 4 units from line item 2 will be set to the status ‘‘Confirmed‘‘.

1. Current order status line #1

 Changes in brackets

Current order status line #2

1

2

1

2
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Reject entire order

Before rejecting the entire order, a confirmation number and comments can be entered.

Reject Order
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Create ship notice

Submit
Next
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Ariba network – Homepage 1/2

1

2

3

4

1. Trends

2. Order overview

3. Select: Send me a copy to take

action

Change display

1

2

3

4

4
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Ariba network – Homepage 2/2

1. Deactivated functionalities

 Inbox / outbox

 Catalogs

 Reports

 CSV documents

2. More…

 Upgrade to an Enterprise (Full) Account 

with all functionalities

 Important: By upgrading your test

account, your productive account will 

remain a Standard (Light) Account. 

1

2

1

2
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Company settings 1/5

1. Company profile

2. Customer relationships

 Manage pending, current and

rejected customer relationships

Laura Neuberger

1

2

1

2
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Company settings 2/5

1. Users

 Create new users

 Manage existing users

 Create roles for users

Laura Neuberger

1

1
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…

2

Company settings 3/5

1. Notifications

 General, Ariba Network and Ariba 

Discovery

 Admin-e-mail as standard

 Selected settings are activated

2. Headlines

 Electronic order routing

 Service sheet

 Electronic invoice routing

 Receipt

 Status update request broadcast

 Accelerated payments

 Settlement

1

1

2

…

…

…

…

2

2

2

2

2

2

2
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1. Application subscriptions

 Applications can be assigned to 

users

1

1

Company settings 4/5
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Company settings 5/5

1. Electronic order routing

 Only e-mail

2. Currently not available with the

B. Braun Group

3. Network notifications

 Same funtionalities as under the tab

‘‘Notifications‘‘

4. Audit logs

 Tracking changes that have been

made

1

2

2

2

3

4

1

2

3

4
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Profile settings1/4

1. Mobile settings

 Notifications

 Customer specifics

 Security – Deactivate mobile device

2. Account information

3. Timezone

4. Contact information

5. Contact information preferences

 Share with other organizations

 Hide from other organizations

1

2

…

3

4

5

1

2

3

4

5
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Profile settings 2/4

1. Personal information

2. Participation agreement

3. Community privacy policy

1

2 3

1

2

3
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Profile settings 3/4

1. Approval needed

 User account is not your own

2. No approval needed

 User account is your own

If you have multiple user accounts, you can link your user IDs together. You can link two Standard (Light) Accounts as

well as a Standard (Light) Account and an Enterprise (Full) Account. Important: Once linked, it is not possible to undo

the linking of these user IDs.

1 2

1

2
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Profile Settings 4/4

1. Account administrator information

 Reset password

 Change permissons

 Questions about the system

 Problems with the system

1

1
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Support – General

1. Online support

 Ariba user community

 Videos 

2. Ariba support

 Only technical problems

2

1

2

1
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Support – Details 

…
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Support – Useful links

SAP ARIBA CUSTOMER SUPPORT

Click here for region-specific telephone numbers

ONLINE SUPPORT

Ariba user community

Help Center

B. Braun Supplier Landing Page 

ATTEND A LIVE WEBINAR

Sign up for prospective live webinars

VIDEOS

Training video – Register and confirm orders

Registration for live webinars – Weekly webinar with questions and answers

Ariba Network Standard (Light) Account – Video

https://support.ariba.com/AUC_Support_Tab/Contact_Support/?product=Ariba%2BNetwork&amp;locale&amp;persona&amp;visibility&amp;ANID
http://www.bbraun.com/ariba
https://gateway.on24.com/wcc/gateway/elitesaparibacustsupport/1391535
https://uex.ariba.com/auc/node/71089?a_fenb=is&a_lang=de
https://gateway.on24.com/wcc/gateway/elitesaparibacustsupport/1391535
https://www.ariba.com/resources/library/library-pages/ariba-network-light-account
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Tips

MAILING LIST

An internal mailing list provides the possibility of receiving e-mails from various sender addresses. The advantage is that you can control who is

receiving orders in your company. Furthermore, you can ensure to reduce the risk of e-mails getting lost. 

SAVE YOUR INTERACTIVE EMAILS

With a Standard (Light) Account, orders are avaiblabe for 60 days in the Ariba network. The link provided in the interactive e-mail will always lead

you to the order in the Ariba network, even after the expiry of 60 days.

REGISTER / LOG IN

Register or log in after receiving the first order via e-mail.   
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Simple. Digital. Selling. 


