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Network Settings — Routing Processes - Electronic Order Routing Options

=  There are a number of Electronic Order Routing Options, ensure that you select the correct routing type
= |n most instances the System Administrators email will auto-populate most fields

=  An Email must be provided in all fields with an asterisks, however until the option is selected by placing a tick in the associated
box it will not activate

= Up to 3 email addresses can be entered into each field separated by a comma only, do not include spaces or use other
separators

= Using emails and selecting to attach a copy of the Purchase Order means that Suppliers can view what their Buyer’s require prior
to logging into the SAP Business Network — SAP Ariba

= Order routing method can be modified only by the administrator of the account
=  Email addresses can include Distributions Lists, generic email boxes or specific people email addresses

= Online —This means that the Purchase Order is sent to the SAP Business Network but no email notifications will be sent
to advise there is a new purchase order from your Buyer/s (available only for Enterprise account)

= Email — This is the default settings and means that an email will be sent to advise that a new purchase order/s is in
the SAP Business Network from your Buyer/s
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Network Settings — Electronic Order Routing
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Network Settings — Electronic Order Routing — New Orders

0 Click on Electronic Order Routing under
Network Settings

e Locate New Orders

e Select the Routing Method (the default is
Email)

o Confirm or enter up to 3 emails into Email
Address separated by comma

e Select the required option/s from:

Attach cXML document in the email
message

= Include document in the email message
(is recommended to activate)

= Leave attachments online and do not
include then with email messages etc.

= Attach PDF document in the email

message (is recommended to activate)

= All other New Order routing methods will
reflect the choice made for Catalog Orders
without Attachments

G Scroll down to Notifications
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New Orders e
Document Type Routing Method
Online

cXML
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Email
Email v
EDI

cXML Pending Queue

Catalog Orders without
Attachments

Fax

Catalog Orders with

ne as new ca ers witho chments
Attachments ’ Same as new catalog orders without attachment v‘

Non-Catalog Orders without
Attachments

Same as new catalog orders without attachments ‘

Non-Catalog Orders with
Attachments

Notifications e

Same as new catalog orders without attachments ‘

ype Send notifications when

Send a notification when orders are undeliverable.

Options

Email address: ’

9 D Attach cXML document in the email message
D Include document in the email message
Leave attachments online and do not include them with email message. This applies to
all orders with attachments that have the routing method "Same as new catalog orders
without attachments”.

D Attach PDF document in the email message
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Current Routing method for new orders: Email

Attachmern

Current Routing method for new orders: Email

Current Routing method for new orders: Email

Attachments are left online.

To email addresses (one required)
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Network Settings — Electronic Order Routing — Notifications

Suppliers can identify when they require to be | Notifications
notified about a document by ticking in the

. e . Type d notifications when.. 0 email addresses (one required)
appllcable Send NOtIfI catlons When e % Send a notification when orders are undeliverable a
At |eaSt One emall addreSS mUSt be |n the TO o D Send a notification when a new collaboration request against an existing order is received.
email addresses and the System Administrator ) . R .

m Send notification for new purchase orders to suppliers

email may already be displayed

D Send notification to suppliers when purchase orders are changed.

0 Select the required Send notifications Send a notification when purchase order inquiries are received.
when..., putting a tick in the associated box | Fuensse orcerinauy B T——————— | |
activates the selection N [ Seneanocaon v i shets e uncetvrate | |
Confirm or enter the To email addresses
applicable email address ot o sl P ran. ) Pt ool o o B w2 oo Joa

e Click on Save

= A green ribbon indicates that the information
has been successfully updated, if the ribbon

is red, you may have missed entering
. . . . Net: k Setti
information into a mandatory field stwork Settings =N

@ Click on Close to exit or select the next tab
. /'  Your profile has been successfully updated. X
required

Electronic Order Routing Electronic Invoice Routing Accelerated Payments Settlement

= Even if none of the selections are chosen
there must be an email address in the fields

with an asterisks
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Configure Noaotifications — specify which naotifications to receive and to whom to send

From the home screen click on the icon Account Settings =
with your name abbreviation

Customer Relationships Users Notifications Account Hierarchy Application Subscriptions Account Registration

Choose settings from dropdown menu

General Network Discovery Sourcing & Contracts

Choose notifications in the new
Enter up to three comma-separated email addresses per field. Ensure that you have any required user consents before adding email addresses for sending notifications.
Opened dropdown menu The Preferred Language configured by the account administrator controls the language used in these notifications.

Relationship

The notification account settings
window occurs. Maintain up to three T St ol it et o cmai o QgIRe require)
email addresses, separated by e T e —
comma, to specify who should receive

each notification. Gimomer e eemacen Claogs

@ Send a notification when a customer has shared or updated Master Data or Business Requirements on my Supplier Information Portal L oplier.com; m
. L m.y

/ tion wi tomer r n y i
F/] Send a notification when a customer responds to my trading p request Ar oplier.com: m.y

Trading Relationship Requests

® B

Send a notification when a supplier enablement activity is assigned or a task is overdue.
v ! PPl sieddc |.Dlack@supplier.com; m.yesow@sug

Supplier Enablement Activity and Task Reminder

Joe Black
j-black@supplier.com
=
¢ g
My Account o Other Notifications
14 dave Now we're mohild | ink User IDs Z Send a notification in advance of planned network downtime, unplanned downtime, and new releases. L s Boe
ACCOUNT SETTINGS Network Service o . m.yelow@
Al N
Contact Administrator

Send a notification when company certification information has expired. Examples of company certifications include, Small and

Customer Relationships G Centification Expiration Notifications Disadvantaged Business, Minority-Owned Business, and Veteran-Owned Business ot pplier.com; m.yelow@sug
witch To Tes!

Users Z Send reminders of unconfirmed orders. This notification depends upon a customer rule.

Reminder of Unconfirmed Orders o b pplizr.com. m.y @sur

Supplier Limited

2 Notifications ANID: ANO145071945

D Send other important notifications to this email address when they do not belong to a specific notification category.

Account Hierarchy Company Profile Other Notifications + | Dlack@supplier.com; m.yelow@sug
Application Subscriptions Service Subscriptions Send password reset notification to this email address when users reset the password
Password Reset Notifications — slk @supplier.com; m.y asup
Account Registration _ >
| send a notification when a new user registers with same domain _
NETWORK SETTINGS Logout Domain Registration Notifications sl {ard com; m.y e
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