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Introduction 
 
 
 
 
 
 

 

Your customer Atmus selected the Ariba Network as their electronic transacting 
provider. As their preferred supplier, Atmus invited you to join the Ariba Network 
and start transacting electronically with them. 
 
 
 
 

 

The Registration Guide shows new suppliers how to register on the Ariba Network 
and existing users how to incorporate Atmus in their already existing accounts. 
 
 
 
 

 

This guide also deals with the SMP fees and describes how to access supplier 
support. 
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Ariba Network is the leading business network 
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1+ million  $450B 
>60% 

Trading Partners In Annual Global 2000 use the Network 
Commerce 

 

  

65+ million 190 40+ million 
 

Annual Invoices 
Countries

 Annual Purchase Orders 
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Using your existing systems, what if you could... 
 
 
 
 

 

Collaborate immediately with all trading partners?  
 Immediate access to online invoice creation tool



 Automation and catalog posting for your buyers in <8 weeks


 

Turn paper into efficient electronic transactions?  
 75% faster deal closure



 75% order processing productivity gains via cXML


 80% increase in order accuracy through PunchOut


 

Catch errors and correct them – before they even happen?  
 64% reduction in manual intervention



 

Track invoice and payment status online in real time 
and accelerate receivables?  
 62% decrease in late payments



 68% improvement in reconciling payments


 

See opportunities you’re missing and have the ability to 
trade globally?  
 15% increase in customer retention



 30% growth in existing accounts


 35% growth in new business
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Supplier 
Registration Process 
 



 

Before you start 
 
 
 
 
 
 

Ariba Network displays by default in language of your browser (when supported) – make 
sure, that it’s in your preferred language. 

 

In both Internet Explorer and Mozilla Firefox got to Tools and then to (Internet) Options. 
In Internet Explorer, language can be added in section Language on sheet General. For 
Firefox, Language section is on sheet Content. For both of these browsers, move the 
preferred language to the top of the list.  
 
 
 
 
 
 
 
 
 

Please do not use 
the general 

account creation 
process. 

If you open an Ariba  
Network account using 

this link, your new 
account will not 

automatically create a 
trading relationship with 

your customer. 
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Supplier registration process 
 
 
 
 
 
 

 

1 Invitation letter 
 
 This e-mail contains information about 

electronic transactions with Atmus and a 
link to the landing page.


 
 
 
 
 
 
 
 
 
 
 

 

3 New user registration 
 3 steps to complete.



 
 
 
 
 

 

2 Landing page  
 Two possibilities:




– First Time User 

– Existing User  
 
 
 
 
 
 
 
 
 
 

 

4 Account configuration  
 Configuring PO routing methods




 Configuration confirmation
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1 Manage invitation letter + 2 Landing Page 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Atmus 2 

 
 
 

1 

 
 
 
 
 

Open the Invitation Letter that you received at 
your email address from  

ordersender-prod@ansmtp.ariba.com and 
scroll to the section Action Required and click 
on the link Click here to proceed. You will 
be redirected to the landing page. 
 
 

In case you did not receive the Letter, please 
check your spam folder and enable 
ordersender-prod@ansmtp.ariba.com as a 
trusted resource. 
 

Two Possibilities: 
 

1 First Time User – select Register 
Now to start the registration and follow 
the instructions on the next slides. 

 

2 Existing User – log in using you 
current Ariba username and 
password in order to accept the 
relationship with Atmus. 
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Supplier registration – Step 1 
 

 3 1First Time User 
  

Company information 
 

   
     
 
 

 

Information pre-populated on  

this page was provided by  

your customer. 

 

Please, check if the  

information is accurate. 

 

Correct or complete wrong or  

missing data. 

 

For instructions on how to  

select the commodities,  

please see the next slide. 
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Supplier registration 
 

 3 1First Time User 
  Commodity Selection  

   

     
 
 

 

1. Click on Add to access the  

commodities window.  

2. Type in a keyword which would  

describe in general what your company  

provides and click on Search – if no  

matches are found, use a different  

expression.  

3. Select the area of business and click  

on Add or Browse the Categories to  

find more precise matches.  

4. Selected commodities appear in My  

Selection section.  

5. Click on OK or Add to add more  

commodities.  

6. After the Commodity Selection window  

closes, the chosen commodities are  

displayed in the Commodities section. 
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Supplier registration 
 

 3 1First Time User 
  Sales Territories Selection  

   

     
 
 

 

1.  Click on Add Sales Territories to 
access the Territories window. 2.  Select 

either Global or Select  

 Territories to indicate where you sell. 3. If 
you have selected the second option,  

select region in the first column. List on 

countries appears in 2nd column. You 
may enter your Sales Territories on 
country level, or on states/provinces 

level (3rd column).  

4. When your territory is highlighted, click 
on Add button.  

5. Selected commodities appear in My 
Selections section.  

6. Click on OK or Add to add more 
commodities. 
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Supplier registration  3 
  Commodity and Sales Territories Selection – Ariba Discovery   

   
 
 

 

Ariba Discovery is the business matchmaking service that helps you 
find leads among thousands of large companies on the Ariba Network. 
 
 

Postings made by any Ariba Network registered buyer are matched to you based on the 
commodities and sales territories you select. That is why commodity selection is an 
important part of creating and maintaining an Ariba Discovery profile. You’ll receive relevant 
business opportunities in a form of Leads, or as email notifications.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

More info under 
http://www.ariba.com/solutions/sell/dis 

covery-for-sellers 
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Supplier registration – Step 2 
 

 3 1First Time User 
  

Administrator information + Terms of Use 
 

   
     
 
 
 
 
 

Complete the information in the fields  

(those ones marked with an asterisk  

are required to be completed). 
 

Username can be identical with your  

email address but it is not necessary. 
 

Password must consist of at least 8  

characters  and  must  contain  letters  

and numbers, it is case-sensitive. 
 

The answer to the Secret question is  

not limited (will be needed when  

requiring a forgotten password or  

username). 
 
 
 
 
 
 

Check the box to accept the Terms of Use. 
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Supplier registration – Step 3 
 

 3 1First Time User 
  

Activate and verify your email 
 

   
     
 
 

 

After clicking on Continue, 
you will be asked to verify your 
email address. Click on a 
confirmation link in received 
email to confirm your address. 
Click Resend, if you haven’t 
received any email, or enter 
another email address. 

 

You will receive one 
more email to your 
email address 
containing 
information about the 
Ariba Network and 
instructions for next 
steps. 
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Supplier account is created 
 
 
 
 
 
 
 
 
 
 

 

Your Ariba Network 
account is created! 

 
 
 
 
 
 
 
 
 
 
 

 

Once logged in to your account you have the option to give a more detailed description of your 
company’s profile. 
 

This information is optional but we advise you to complete as much information as possible as 
this will give your buyers a more detailed overview of your activities. 
 

More information about this can be found in the Account Configuration guide. 
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4 Account configuration 
 
 
 
 
 
 
 
 

Atmus may have 
assigned enablement 
tasks to suppliers to 
prepare for testing and 
transacting. 

 
 

Configure your account 
through clicking on the 
Pending Tasks or 
Select the Enablement 
Tasks tab to view. 
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4 Account configuration 
  

Enablement Tasks 
 
 
 
 
 

 

1. Tasks will display as 

Total Tasks, My 

Pending Tasks, and 

Pending Buyer Tasks. 
 

2. Click the arrows to 

expand the sections to 

view individual tasks. 
 
3. Links will allow you to  
Configure, Complete 
Task, or Review tasks 
already completed. 
 
4. Completing a task 
will allow you to add 
comments before 
marking as complete. 
 
 
 
 
 
 
 
 

When your Enablement Tasks are completed, you may start to transact with <buyer> electronically. 
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