1. How to become aregistered
supplier on SAP Business Network

1.3 Supplier registration — Configure profile account
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How to configure your SAP Business Network account profile

Go to the main menu and select “Company profile”.
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How to configure your SAP Business Network account profile

Scroll down and click on ‘Business Information’. Update your company name, address, legal status, capital,

type of company and company registration n°, Tax ID, and any additional information. These will be

automatically carried over to the standard invoice creation.

* Move from tab to tab to complete your profile.
* Click on ‘Save’ when done.
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VAT 1D:
—

Customer Requested

Additional Documents

Save Close

dsm-firmenich ese



How to configure your SAP Business Network account profile

W Q@ T
If you go back to the homepage and select ‘your initials’ and ‘Settings’, |
. igs v Reports ~ More ~ TestSupplier Three
you will see a menu appear on the left: | TestSupplier3@dsm.com
Support humanitarian aig
. . | My Account .
* You can set up how you want to receive Orders and who should receive
. ., . Link User ID
orders and changed orders in your company in ‘Electronic Order e
Routingl Contact Administrator
* You can change how you want to send invoices and who should be DSM Test Supplier 3
notified of the status in ‘Electronic Invoice Routing’'. A
* You can add users from your company by clicking on ‘Users’.
Company Profile
Please see separate instructions in the following guides (1.3a, 1.3b, 1.3c). Account Sexines | ﬂ s ’
Customer Relationships Logout
Users o

Notifications

Application Subscriptions

Note:

* An Order can be cancelled by dsm-firmenich up until the moment that a Shipping Notice is placed by you.

* All Orders need to be confirmed within the “need by date”.

*  You will receive reminders by email, if want to change the settings go to ‘Notifications’. Please ensure that
you whitelist Ariba in your mailbox to prevent emails from being directed to the spam/junk folder.
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