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Agenda

(M Service Request Creation — for non registered

2. Service Request Creation — for registered
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Via the registration page you can open the help centre (1) & click on option Support (2,3)

W Business Network « = @

Supplier sign-in Join our virtual experience!

Attend the virtual experience of SAP Spend
Connect Live to get broader, deeper, and real-
time visibility across your procurement and
sourcing resources. Register today!

Username —
“ - .x [ Documentation |
Documentafion
R —— Supplier sign-in Unlock additional benefits S T o i Supporc Purst s Support

oulside of the SAP EU and SAP NS2 security
boundaries; it is your sole responsibility for How do | update admin informatio...
compliance with any security requirements.

Are you familiar with the
that come with an ente
upgrading, you can leve
and strengthen your business. How to change the admin foran ...

‘ Username

How to resefichange my password?
“ ‘Where's my password reset email?

How do | troubleshoot web brows...
Forgot usemame

How do | register a new account?
Mew to SAP Business Network?

Register Now or Learn mare Why was my session terminated 1.

How long can 1 be signed in?
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From the left handed tab, please select ,,contact support” option (1)

ot S 5 Welcome to Help Center

Contact Support

Search our knowledge base to get the answers you need

1 Documentation

Search
0 News
&5 Cloud Status =
Topics we recommend for you Billing and subscriptions
© Howdolfind an order in my Standard accou...  » © How Can | Follow Up on my Dispute Case? b
© Error: The username and password pair you e... » © Where can | download a copy of my SAP Busin... >
£l  When will my invoice be paid? »

© How can | view my SAP Business Network pro... >

Creating and managing invoices Manage account
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Step 1 — How can we support you?

= w Help Center

() Home

Q. Search

€3 Get Support
Contact Support

] Documentation

L News

&5 Cloud Status

Search Q

Contact Support

V’

@sep1  How can we support you?//'

It's better to provide random
letters® sequence, to avoid
resources & suggestion, provided
by Al system of SBN and contact
technical team directly. The
description can be changed by
you in steps later.

O step2z  Resources

O stepz  Confirm the details

Ostepa  Contact options

2993 characters remaining
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Step 2 —Resources area will appear, please click NEXT

w Help Center Search Q

Home

Contact Support

Search

2 O B

Get Support hd
@ stepl HOw can we SUppOI’t YOU?

Contact Support

S

Documentation
@ step2  Resources

D

O Cloud Status = How do | change the administrator in my SAP Business Network supplier account?

How do | change the administrator user in my SAP Business Network supplier account? Depending on what access you have, use any of the following
change your account's administrator: You're the current administrator user a

How do | access and change the former administrator's account?
How do | access the former administrator's account? If the account administrator is still with your company, contact them by clicking [user initials] in th
corner of the application and selecting Contact Administrator .

How can | change the administrator for an Ariba account | cannot access?
The account administrator is no longer with our company, and we cannot access the Ariba account. There are a few ways to be granted access to an
Business Network account if the administrator is no longer with the company: |

How do | delete my SAP Business Network Enterprise account?
How do | delete my SAP Business Network Enterprise account? The following must occur to fully deactivate your account: You must be the account ac
must downgrade your Enterprise account to a Standard account All outstanding

How do | change a sub user's permissions and role in SAP Business Network?
How do | change a sub user's permissions and Role in SAP Business Network? How do | move sub user from one Role to another Role? To change the
a sub user: Click [user initials] > Settings = Users . Click Role

Created by Al.
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Step 3 — You will provide all the relevant details about the ongoing problem.

Contact Support

‘ In this step you will name the subject

and change your former description o
(random letters’ sequence) to relevant
information.

° Complete the mandatory steps.

e Provide attachment if needed.

° Click on Next.

VAILLANT GROUP °

Subject: *
Example: Change of Account Administrator

Describe your issue or question and steps to reproduce: *
Example: Our colleague, former administrator of Ariba account left the company and we do not own the credentials for their log in, in order to change this role from
our side directly.

Additonal information. that can be provided from your side & help SAP agent to solve your issue:
ANID: Your Ariba account 1D

Your First Name

Your Last Name

Your username (in the form of email address)

Your Email address

Your phone

etc.

2573 characters remaining

Top Recommendations:

(3) How do I change the administrator in my SAP Business Network supplier account?
(3 How do | update administrator information on SAP Business Network?

Confirm your issue:*

Select an issue area:*

Choose a file for upload (less than 20 MB)

Document number(s):

How does this impact your business: *




Step 4 — Contact options

° Please choose the option you prefer to
be contacted by from the SAP agents.

0 Please provide
- mandatory contact information

- your username in the form of your
email address
- your account ID -> ANXXXXXXXXXX

° Please mark the check box ,| agree”

° Submit your ticket

VAILLANT GROUP

= w Help Center

(@ Home

Q Search

€9 Get Support ~
Contact Support

] Documentation

L News

& Cloud Status -

Contact Support

& Step 1

& Step 2

& Step 3

©) Step 4

How can we support you?
Resources
Confirm the details

Contact options

2 O
-

Ask an Expert Peer

Recommended

&

Webform

Search Q
& &
Ask an Expert Peer
Webform

Recommended

a @ To receive communications, add this email in your allow list itsm.notification-service@sap.com X
F

irst name:*

Last name:*

User name:

Email: *

Your phone number: * Extension:

BB - +1 201-555-0123

Company: *

Account ID

Help us help you faster:

Agree to share data with an SAP Support Engineer to view logs. Consenting to share this data will help us fix
your issue faster. Some account and system information will be sent to SAP SE and support calls and chats
eﬂay be recorded.

(] 1agree*

Mote: We use the information collected to improve support quality and training, to help address technical
issues, and to improve our products and services, subject to our Privacy Policy and Terms of Use.

Translation services may be used in support calls, chats, and email communications.




Agenda

1. Service Request Creation — for non registered users

Y8 Service Request Creation — for registered users
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Log in to your SAP Business Network account

EJ!', Business Network *  Enterprise Account _ A Q@] T1C
Home Enablement Discovery ~ Weorkbench Planning ~ Orders ~ Fulfillment ~ Invoices ~ Payments ~ Catalogs ~ Reports ~ Messages More ~ Create ~ | s
Workbench =Z Customize

*in case you are standing on your HOME page, and nothing appears after clicking on the question mark, please try to move to any other options from upper ledge, f. e. workbench
and proceed from this area again

w Business Network v  Enterprise Account - < QO ®

Help Topics

Search Help Topics
"™

Orders and Releases v  Vaillant Group - TEST v Exact match v Order number Q
¥ ] Support ‘

Home Enablement Discovery v Workbench Planning v Orders v Fulfillment v Invoices v Payments v Catalogs More v Create v
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From the left handed tab, please select ,,contact support” option (1)

= w Help Center

| (@ Home
Q, Search
Welcome to Help Center
€3 Get Support A
I Contact Support Search our knowledge base to get the answers you need
Case Management
Search
'] Documentation
L News
Topics we recommend for you Billing and subscriptions Managing purchase orde
& Cloud Status -
© Howdol find an order in my Standard accou... > © How Can | Follow Up on my Dispute Case? > © Whycan't!findapu
© Error: The username and password pair you en... > © Where can | download a copy of my SAP Busin... > © Howdolfind an ord
£]  When will my invoice be paid? > © How can | view my SAP Business Network pro... > © Howdol process an
Creating and managing invoices Manage account
1 Creating and Managing Invoices, Credit Memo... > © Why am | not able to create a new account with... >
1 Creating and Managing Invoices, Credit Memo... > {Z] 1 am receving the error: Sorry, an account alread... >
© | need help with invoicing > © What are some registration tips for SAP Busine... >
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Step 1 — How can we support you?

It's better to provide random

= EI7 Help Center S a letters* sequence, to avoid

© Home Contact Support resources & suggestion, provided

Q. Search by Al system of SBN and contact
technical team directly. The

3 Get Support V | @sep1 How can we support you? description can be changed by

Contact Support : / you in steps later.
dihsdis

Case Management

'] Documentation

D News 2993 characters remaining

& Cloud Status — m

O step2z  Resources

O stepz  Confirm the details

Ostepa  Contact options
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Step 2 —Resources area will appear, please click NEXT

w Help Center

Home

JO N )/

Search

(=

Get Support
Contact Support
Case Management
'] Documentation
L News

& Cloud Status

VAILLANT GROUP

Search Q

Contact Support

@ stp1  How cah we support you?

@ step2  Resources

How do | change the administrator in my SAP Business Network supplier account?
How do | change the administrator user in my SAP Business Network supplier account? Depending on what access you have, use any of the following
change your account's administrator: You're the current administrator user a

How do | access and change the former administrator's account?
How do | access the former administrator's account? If the account administrator is still with your company, contact them by clicking [user initials] in th
corner of the application and selecting Contact Administrator .

How can | change the administrator for an Ariba account | cannot access?
The account administrator is no longer with our company, and we cannot access the Ariba account. There are a few ways to be granted access to an
Business Network account if the administrator is no longer with the company: |

How do | delete my SAP Business Network Enterprise account?
How do | delete my SAP Business Network Enterprise account? The following must occur to fully deactivate your account: You must be the account ac
must downgrade your Enterprise account to a Standard account All outstanding

How do | change a sub user's permissions and role in SAP Business Network?
How do | change a sub user's permissions and Role in SAP Business Network? How do | move sub user from one Role to another Role? To change the
a sub user: Click [user initials] > Settings = Users . Click Role

Created by Al.
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Step 3 — You will provide all the relevant details about the ongoing problem.

Contact Support

‘ In this step you will name the subject

and change your former description o
(random letters’ sequence) to relevant
information.

° Complete the mandatory steps.

e Provide attachment if needed.

° Click on Next.

VAILLANT GROUP °

Subject: *
Example: Change of Account Administrator

Describe your issue or question and steps to reproduce: *
Example: Our colleague, former administrator of Ariba account left the company and we do not own the credentials for their log in, in order to change this role from
our side directly.

Additonal information. that can be provided from your side & help SAP agent to solve your issue:
ANID: Your Ariba account 1D

Your First Name

Your Last Name

Your username (in the form of email address)

Your Email address

Your phone

etc.

2573 characters remaining

Top Recommendations:

(3) How do I change the administrator in my SAP Business Network supplier account?
(3 How do | update administrator information on SAP Business Network?

Confirm your issue:*

Select an issue area:*

Choose a file for upload (less than 20 MB)

Document number(s):

How does this impact your business: *
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Step 4 — Contact options

= W Help Center Search Q
(@ Home
Contact Support l
Q, Search
- Contact Support
£ Getsupport @sep1  How can we support you? s

Contact Support

] Documentation % Q
@sepz Resources a 8

Request a call
L1 News q Chat

Estimated wait time: 2 minutes X X Webform
& Cloud Status - Estimated wait time: 2 minutes

Recommended
@ seps  Confirm the details P

a @ To receive communications, add this email in your allow list itsm.notification-service @sap.com X
0 @step4  Contact options First name: *

B Last name: *
Request a call

Estimated wait time: 2 minutes Chat Webform
Estimated wait time: 2 minutes

Recommen: ded User name:

Email:*

suppliergroupl12@yahoo.com

Your phone number: * Extension:

B ~ +]1 201-555-0123

Please choose the option you prefer to be contacted by from the SAP agents.

Please provide e

- mandatory contact information Help us help you faster:

- your username in the form of your email address E&j}}‘;g}g}jﬁf;ﬂ;“;zi‘:f::d"z;:se?%‘n"fz?;:;;mtfﬁ:‘si‘;?iﬁ";ixs S it o el e
- your account ID -> ANXXXXXXXXXX e

Please mark the check box ,| agree”

() 1agree*

Submit your ticket

VAILLANT GROUP
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