TAFE: ¥ Contacting SAP Ariba for Support
for Access to a TAFE NSW Sourcing Event

Purpose

The purpose of this document is to provide step by step instructions on how to contact the SAP
support team through the following methods:

e Pre-Login Support (that is, contacting support without logging in to a Business Network
account)
This is mainly used for support areas such as (but not limited to the following):
- If youdo not know which of your credentials for access (if you have one or more)
- If you need assistance on which username to use or password reset
- If youdo not have credentials to a specific ANID and the ANID Admin owner has left the
company

e Post-Login Support (contacting support after logging in to your Business Network account)
This is mainly used for support areas such as (but not limited to the following):
- If you are unable to see/access the sourcing event
- If you have more than 1 account and would like to link other accounts to the main one
- If the ANID Admin owner has left and you would like SAP Ariba Support to transfer the

admin ownership to you

e Additional Sourcing Support Channels

Note:
- Business Network account was previously called Ariba Network Account

- At TAFE NSW, SAP Ariba is referred to as 'TAFE Checkout'
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Pre-login support

If you do not know your credentials to access the PO, you can raise a ticket to SAP Ariba for assistance.

Here are the steps:

1. From the supplier login page, click on @ and select ‘Help Center’

E’ Ariba Proposals and Questionnaires ~

SAP Ariba

Supplier Login

-]

‘ Help Center ‘

Have you visited our supplier community?

Find the resources you need, including demos,
webinars, blogs, peer-to-peer engagement, and
more, to maximize the value of your supplier

User Name

account on the network.

‘ Password

Learn More

Forgot Username or Password

Supported browsers and plugins

2. A new window opens. Click on ‘Contact Support’

r
27 Help Center - Google Chrome

o

| 25 hc.ariba.com/index.htmli?sap-ui-language=en

f
,I = w Help Center
|

| (@ Home
Q, Search
v
Contact Support
] Documentation
0 News

& Cloud Status -
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a

@ Need expedited assistance for an open event ending within 60 minutes? Leamn More
Welcome to Help Center
Search our knowledge base to get the answers you need

Search Q
Topics we recommend for you Manage account Responding to events

& Emor: The username ... > ©@ Howdolchangemy... > © Whycantlrespondt.. >

© Howdolaccessaso.. » © Howcanlmigrated... > I Responding to Event... >

@ 1 needhelp connecti... > & Emor: The usemame ... > © Howdolchangemy ... >
Supplier questionnaires

© Howdol completefu... >

& My questionnaire dis... >

@ Whyamlunabletoi... >
SAP Cland Status New nraduct faaturas SAP Cammumity
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3. Type in the support required and click on ‘Next’

= w Help Center Search Q &

@ Home

Contact Support

Q search

€3 Get Support v
@ swep1 How can we support you?

Contact Support

transfer of ownershi
U0 Documentation "

L News

& Cloud Status 4 2979 characters remaining
Ostepz  Resources
Osteps  Confirm the details
Osiepas  Contact options

i Legal

4. Scroll to the end of Step 2 and click on ‘Next’

= w Help Center Search Q 2
(@ Home
Contact Support
Q Ssearch
How do | configure my email notification p ?
€3 Get Support v How do | configure my email i Account admini and users have the autharization to edit order routing settings, notification

settings, and for all sub-users with an SAP Business Network Account. To change the not
Contact Support

" . How do | merge/consolidate accounts?

] Documentation How do | merge/consolidate accounts? It is not possible to merge two accounts that have different SAP Business Network 1Ds, however, you do have some
consolidation options. Here are the 3 options you have to manage your accounts: 1. Comp

L News

& Cloud Status. > Can | merge two separate accounts with different ANIDs?
Can | combine two separate accounts with different ANIDs? It is not possible to merge two accounts that have different SAP Business Network |Ds. Instead, you
can create an account hierarchy . While this does not combine the two accounts into on

How do | transfer my DUNS number from an old or outdated account to my current account?
How can | transfer my DUNS number from an old/outdated account to my current one? In order to transfer the DUNS number, you must be able to access the
account. If the account is outdated and you de not have access to it, you can request a

Created by Al

Cseps  Confirm the details

Oswps Contact options

i Legal
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5. Fill out the form and click on ‘Next’

w Help Center

@ Home
Q Search
€3 Get Support v

Contact Support

&

Documentation

=]

News

o

Cloud Status. 4

Search Q
Contact Support

@sep3  Confirm the details

transfer of awnership

Describe your issue or question and steps to reproduce:*

The Admin owner has left and | will be taking over the Ownership of ANID123456789

Top Recommendations:

(3 How do I change the administrator in my SAP Business Network supplier account?
(@ Howdo | change my company's name or address in my company profile?

Confirm your issue:®

Administration

2918 characters remaining

Select an issue area:*

Administration

@ The combined size of attachments must not exceed 20MB.

Choose a file for upload

Document number(s)

i Legal

How does this impact your business:*

Affected: business tasks are impacted due to system functionality or process

6. Click on the Chat option

= w Help Center

(@ Home

Q search

€3 Get Support ~
Contact Support

) Documentation

0 News

& Cloud Status >

T Legal

Search

Contact Support

9 sepl  How can we support you?
% sepz  Resources
@ seps  Confirm the details

@ seps  Contact options

i

Chat
Estimated wait time: 2 minutes

Recommended
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7. Fill out the form and click on ‘Chat with us’

= w Help Center Search Q a
@ Home
Contact Support
Q search
€9 Get Support v @seps  Contact options
Contact Support
— =
L News Chat
Estimated wait time: 2 minutes
© Cloud Status - Recommended
First name: = \
Last name:*
User name:
Email:*
Your phone number: * Extension:

B8 - +1 201-585-0123

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 ta SAP SE

and support calls and chats may be recorded.

@ Legal Chat with us

A live chat pop-up will appear for you to chat with the assigned support team member.

= EI7 Help center Search Q a

@ Home Contact Support
‘Q search
63 Get Support -

Contact Support

g Documentation
2 News - Thank you for contacting SAP Sugaxi
Your chat has been created. A Support EfE~ -]

O Cloud Status -

Chat support
® ADNAN SAMI @SAP....

transfer of owner

Full Description:
transfer of owner

Thank you for choosing to chat with Ariba
Customer Support. You will soon be cannected
ey with s Support Specialist

Adnan Sami @sap.com has joined.

My name is Adnan Sami @sap.com, and it
would be my pleasure to help you

hello good day

Type your message [©]

Type your message in the box provided and the support team member will reply accordingly.
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Post-Login support

If you need any navigation or technical assistance, here is how you can raise an SAP Ariba ticket:

1. After login in with your credentials from the supplier login page, click on @ and select ‘Help

Center’
EY, ¥ Ariba Proposals and Questionnaires ~  Enterprise Account E @ |®| v
TAFE CHECKOUT - TEST ~ MORE.. [ Help Center ]
Contact Administrator

Welcome to the Ariba Spend Management site. This site assists in identifying world class suppliers who are market L A
TAFE Checkout - TEST Requested Profile cost. Ariba, Inc. administers this site in an effort to ensure market integrity. I —

All required customer requested fields have
been completed.

View customer requested fields > Home

Thers sre no matched postings.
Events =

Title D EndTime } Event Type Participated
¥ Status: Open (2)

VI test sunnlier nending annmoal Pnc1760971337 MUNaN?R 1027 RER N

2. Go to ‘Contact Support’, type in ‘error’ and click on ‘Next’

= w Help Center Q a8

@ Home Contact Support
Q, Search
&g Get Support v
[l Contact Support ] @sep1  How can we support you?
Case Management Need expedited assistance for an open event ending within 60 minutes?

Take these steps

) Documentation
error

L1 News

& Cloud Status >

2995 characters remaining

O sepz  Resources
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3. Scroll to the end of ‘Step 2’ section and click on ‘Next’

w Help Center

Home

Search

2 o B

Get Support ~
Contact Support

Case Management

&

Documentation

(5]

News

o

Cloud Status >

Contact Support

How do | troubleshoot web browser issues?

1 am having Web/Internet Browser concems, and | am unsure how to troubleshoot them. If you
are experiencing issues with your internet browser while navigating in SAP Business Network, we
recommend that you clear your browser's temporary i

'Why do | receive a Punchin Error when creating a contract invoice?

Question Why did | receive a Punchin Error when creating a confract invoice? Answer A Punchin
Error indicates an issue in your buyer's application. You must contact your buyer to request the
issue be resolved. 2022-04-02 18:12:5

How do | add a Remittance ID to my supplier Business Network account?

How do | add a Remittance 1D to my account? Please follow the steps as mentioned below: Click
[user initials] > Settings > Remittances Click on circle next to your banking information under the
EFT / Check Remittances

Created by Al

O sep3  Confirm the details

4. In‘Step 3’ section, fill out the form and click on ‘Next’

= w Help Center Search Q a
@ Home
Contact Support
Q search
€3 Get Support v ©sweps _Confirm the details
Contact Support Subject:*
Case Management
J Documentation Describe your issue or question and steps to reproduce: *
Q News error
& Cloud Status ->
2994 characters remaining
Top Recommendations:
(® Why am | seeing an unexpected error (ANERR)?
(3 How to Clear Browser Cache and Cookies to Resolve Access Issues
Confirm your issue:*
v
Select an issue area:*
© The combined size of attachments must not exceed 20MB.
Choose a file for upload
Document number(s).
How does this impact your business:*
e .
@ Legal
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5. In‘Step 4’ section, select your Contact option preference for a call, Chat, Webform or to ask an
expert and click on ‘Call Me’ / ‘Chat with us’ / ‘Submit’

= w Help Center

@ Home
Q, Search
63 Get Support
| Contact Support
Case Management
2 Documentation
L1 News

& Cloud Status.

i Legal

Search Q
Contact Sl.lpport
—— ——r———————
Request a call 8
Estimated wait time: 2 minutes Chat Webform

Estimated wait time: 2 minutes
Recommended

Last name:*

User name:

Email:*

vivian.chiu3@tafensw.edu.au

Your phone number:* Extension:

6 - +1 201-555-0123

Confirm phone number: *

Account ID:*

AN11211762670-T

Help us help you faster:

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

may be recorded.
() 1agree*

Do not record my phone call.

Note: The contact options available will vary based on what you have selected as option for ‘your
issue’, ‘issue area’ and ‘How does this impact your business’.

You will then see this screen:

= w Help Center

(@ Home

Q search

€3 Get Support
Contact Support
Case Management

J Documentation

0 News

& Cloud Status

Search Q
Contact Support
-‘ Thank you for contacting SAP Support
o Your case has been successfully submitted. Go to Case Management to view the status or update your case.

R Case Management
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If you selected ‘Webform’ as a contact option, you will also be able to access the case/request you
have submitted under ‘Case Management’:

= w Help Center Search Q 8
® Home Cases (2)
Q search
Case Number Status Description Created Date
€3 Get Support v

10767970/2025 Sent to SAP error Sep 30, 2025 >

10767963/2025 Sent to SAP transfer Sep 30, 2025 >
Case Management

J Documentation

Ll News

& Cloud Status d

Note: you can only see what you have submitted and the status of the request; you will not be able
to see the reply from this page. The support reply will be by email. You may be expected to reply to
the email to provide further information for the support team to be able to assist you.

Additional Sourcing Support Channels
1. Email suppliers@tafensw.edu.au.

2. TAFE NSW Sourcing Manager
You can also email the TAFE NSW Sourcing Manager who has invited you to participate in the event /
tender. Their email address is found in the invitation email:

e L e Ll |

Raise a support request to SAP Ariba. Click the Guide explaining the
steps to get a phone call back from SAP Ariba or;

If SAP Ariba is unable : ou are still unable to access
the event, contact @TAFENSW.EDU.AU.

Name of Sourcing
Manager
Accepting Prerequisites and Accessing Event documents

It is important to review and accept the prerequisites. This must be
completed before you are able to view the event documents. Accepting
is essential to receiving any additional event notifications, such as

AAAAem A
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