TAFE: ¥ Contacting SAP Ariba for Support
with POs and Invoices

Purpose

The purpose of this document is to provide step by step instructions on how to contact the SAP Ariba
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 you don’t know your username and password for access (or if you have more than one
username/password)

If you need assistance on which username to use or need a password reset and you don’t
receive the reset email

If you don’t have a username and password to access a specific Ariba Network ID (ANID),
and the ANID Account Administrator has left the company.

e Post-Login Support (contacting support after logging into your Business Network account)

This is mainly used for support areas such as (but not limited to the following):

If you are unable to find a Purchase Order (PO)

If you are unable to locate a contract

If you are unable to create an invoice

If you have more than 1 account and would like to link other accounts to the main one
If the ANID Account Administrator has left the company and you would like SAP Ariba
Support to transfer the admin ownership to you.

e Additional support channels

Note:

Email the PO issuer/requester or TAFE NSW Contract Manager

Contact details to reach TAFE NSW Finance team

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 @

EI7 Business Network -

Supplier sign-in

)

Gain more visibility from potential customers
with SAP Business Network, promote
subscription

Username

Get discovered by new customers and grow
your business with this add-on subscription.

Forgot username

New to SAP Business Network?
Register Now or Learmn more

Supported browsers and plugins

w ©:2022 SAP SE or an SAP sffiliste company. All ights reserved.

H

Learn More

Privacy Statement  Security Disclosure  Terms of Use

2. Click on ‘Support’ and click on ‘Support’

E’ Business Network ~

Supplier sign-in

Help Topics

Support e E—
[ Documentation |

Disctaimer: Use of this Support Portal is
outside of the SAP EU and SAP NS2 security
boundaries; it is your sole responsibility for
compliance with any security requirements.

Support

How do | update admin informatio...

’ Username

ERGE Ty, How to change the admin for an .

How to reset/change my password?

Forgot usemame

New to SAP Business Network?
Register Now or Learn more

Supported browsers and plugins

w © 2022 AP SE or an SAP affiliste company. All rights reserved

Learn More

‘Where's my password reset email?

How do | troubleshoot web brows._ .
How do | regisier a new account?
Why was my session terminated f._

How long can | be signed in?
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3. A new tab will appear. Click on ‘Contact Support’

= w Help Center

| @ Home
Q search

€3 Get Support

U0 Documentation
Q News

& Cloud Status.

ih Legal

Welcome to Help Center

Search our knowledge base to get the answers you need

Search

Topics we recommend for you

Billing and subscriptions

Managing purchase orders

& Error: "Could not complete your ...
© How do | cancel or delete an inv...

© How do | process an order in my ...

Creating and managing invoices

@ How Can| Follow Up on my Disp...
© Where can | download a copy of ...

© How can | view my SAP Business...

Manage account

B{] Creating and Managing Invoices,.
B{] Creating and Managing Invoices,.

© 1 need help with invoicing

SAP Cloud Status

© Why am | not able to create a ne...
£l 1 am receving the error: Sorry, an...

© What are some registration tips f...

New product features

View the SAP Trust Center for vour nraduct

4. Type in the support required and click on ‘Next’

= w Help Center Search

Stav current an the new features and functionality

@ Home

Contact Support

Q search

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

@ Why can'tl find a purchase order?
@ Howdol find an order in my Sta...

@ Howdo process an order in my ...

SAP Community

L earn from vour neers and read exnert blogs

Contact Support

19 Do ot transfer of ownership
cumentation

2979 characters remaining

Q News

& Cloud Status. -
Ostepz  Resources
O steps  Confirm the details
Osiepa  Contact options

i Legal
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5. 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 notificati 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?

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

] Documentation
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 inta on

How da | 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 ene? In order to transfer the DUNS number, you must be able to access the
account, If the account is outdated and you do not have access to it, you can request a

Created by Al

O steps  Confirm the details

Oswps Contact options

Legal

6. Fill out the form and click on ‘Next’

= w Help Center Search Q a
@ Home Contact Support

Q Search

€3 Get Support v @swep3  Confirm the details

Contact Support

&

Documentation transfer of ownership

L News Describe your issue or question and steps to reproduce: *
& Cloud Status 5 The Admin owner has left and | will be taking over the Ownership of ANID123456789
2918 characters remaining
Top Recommendations:
(3 Howdo | change the administrator in my SAP Business Network supplier account?
(® How de | change my company's name or address in my company profile?
Confirm your issue:*
Administration ~
Select an issue area:*
Administration ~
@ The combined size of attachments must not exceed 20MB.
Choase a file for upload
Decument number(s):
How does this impact your business:*
Affected: business tasks are impacted due to system functionality or process v
i Legal
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7. Click on the Chat option

= w Help Center Search

Hi
@ Home Contact Support
Q search
€3 Get Support ~
9 s=p1  How can we support you?
Contact Support
) Documentation
©se=p2 Resources

L News
& Cloud Status. -
@ sep3  Confirm the details
@ seps  Contact options
Chat
Estimated wait time: 2 minutes
Recommended
W Legal

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

= w Help Center Search

Home
@ Contact Support
Q search
€3 Get Support v ©@sep4  Contact options
Contact Support
— Q
0 News Chat
Estimated wait time: 2 minutes
O Cloud Status > Recommended
First name: »
Last name:
User name:
Email:*
Your phone number: * Extension:

B - +1 201-555-0123

Company:*

Account ID;

Help us help you faster:

and support calls and chats may be recorded.

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

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

= w Help Center Search Q a

@ Home Contact Support
Q. Search
£3 Get Support ~

Contact Support

a
] Documentation
e - Thank you for contacting SAP Support sap
L1 News -

Your chat has been created. A Support Engineer will be assig) Chat support

& Cloud Status -

® Chat with SAP Supp...

transfer of ownership

Full Description
The Admin owner has left and | will be taking
over the Ownership of ANID123456T8%

Thank you for choosing to chat with Ariba
Customer Support. You will soon be connected
- witha Support Specialist..

© Routingyou to a live agent...

- ©

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

im Legal
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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 logging in with your credentials from the supplier login page, click on ®@ .

BT business Network v Entrprise Account [N « a o

Home Enablement Discovery v Workbench Catalogs v Create v

S wmw 34

In Location v | By Product Q

=\ A YN | .
O O c 0 |

Open postings i Matched Leads Invited Leads i Enablement Tasks

Overview

Last 90 days Last 90 days Last 90 days

My widgets  Technical and Furthe... v 32 Customize

2. Click on ‘Support’

Business Network ¥  Enterprise Account .
B P [ESTROE] Help Topics

Home Di y v Catalogs ~

4
In Location v~ | By Product

s k] Bl " 1

SAP Community

Tutorials

Support

Overview

Documentation

O | O | 0 O i [T) What is SAP Business Netwo__

Open postings | Matched Leads | Invited Leads H Enablement Tasks

(=) Introducing the new help center

Last 90 days Last 90 days Last 90 days

(=] Finding orders, invoices, and ...

My Widgets Technical and Furthe... = Customize I’_'—ll Common browser issues

B R How do | create an invoice?
My leads Download app Shipment tracking

My leads widget

We are now

ﬂ mobile.

Purchase order number.

Download app widget

‘Shipment tracking widget
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3. Go to ‘Contact Support’ and type in ‘error’

= w Help Center Search

(@ Home

Contact Support
Q. Search

€3 Get Support ~

@sepr  How can we support you?
l Contact Support ]

error
Case Management

J Documentation

L News

2994 characters remaining

& Cloud Status -

Oswepz  Resources

4. If you have an Enterprise Account, click on ‘Next’
= w Help Center Search

@ Home Contact Support
Q Ssearch
€3 Get Support ~
@ sepl How can we support you?
Contact Support

error
Case Management

J Documentation

0 News

o Coudsans > .

Osepz  Resources

2994 characters remaining

If you have a Standard account, click on ‘Need help with a technical issue like an ANERR error, IP

Address error, Invoice Failure, or Catalog issue?’ followed by ‘ANERR error’ and ‘Next Step’

w Help Center Search

Home

@ Contact Support

Q, Search
Get Suj rt ~

6 PP @sepl  How can we support you?
Contact Support

error
Case Management

20 Documentation

1 News

& Cloud Status >

yhasa
tab of our Help Center.

SAP Support can only assist you via phone, chat, andior email if you Upgrade your account.

Technical assistance is provided to Standard accounts for:

IP address error Invoice failure

imes,

2995 characters remaining

try searching above or on the Home

e message preceding the ANERR number can help you determine the cause of the issue and how to resolve it. If you cannot determine the

cause or solution based on the error message, first try clearing your browsing history/cookies, restarting the browser, and trying again. If the issue

persists, create a Case and provide the following:

« The full ANERR number

» The steps that you took before receiving the ANERR message
» Whether the error occurred only once or each time you took the steps

Osepz Resources

Contacting SAP Ariba for Support with POs and Invoices_Oct2025.docx
Version 2.0. Date: 27/10/2025

Disclaimer: Printed copies of this document are regarded as uncontrolled.

Please check Existing Suppliers | Invoicing, Payments and Compliance | TAFE NSW to ensure this is the latest version.

Page 8 of 12


https://www.tafensw.edu.au/partnerships/suppliers

TAFE: % Contacting SAP Ariba for Support

with POs and Invoices

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

= w Help Center Search Q A
@ a
Home
Contact Support
Q search of the help menu. Click the Contact us tab. Enter a brief descr
63 Get Support v
Error: "Cannot access the customer's site. Your buying organization must”
Contact Support Upon uploading a catalog in the Business Network, when a supplier clicks on Validation Errors Found by Customer under the Status column in the Catalogs page,
the user sees the following error: Punchin Error- Cannot access the customer's
Case Management
g N How do | troubleshoot web browser issues?
Documentation | am having Web/Intemnet Browser concemns, 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
Q. News
& Cloud Status > Why do | receive a Punchin Error when creating a contract invoice?
Question Why did | receive a Punchin Error when creating a contract 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
Osweps  Confirm the details
‘ ’ H H H ‘ 7
6. 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 ¥, @ sep3  Confirm the details
Contact Support L bject:*
Case Management
J Documentation Describe your issue or question and steps to reproduce: *
Q News error
O 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:*
N —
i Legal
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7. In‘Step 4’ section, select your Contact option preference for a call, Chat or Webform and click on
‘Call Me’ / ‘Chat with us’ / ‘Submit’

= w Help Center

Search

Home
@ Contact Support
Q, Search o Rt did
€3 Get Support 4
| Contact Support % Q 8
Case Management . Request a call Chat
Estimated wait time: 2 minutes Webform
' ntati et Estimated wait time: 2 minutes
ocumentation
L1 News
& Cloud Status. >
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.
i Legal ]

Note: The contact options available will vary based on what you have selected as option for ‘issue’,

‘issue area’ and ‘How does this impact your business’.

You will then see this screen:

= w Help Center Search Q

@ Home Contact Support
Q search

€3 Get Support ~

Contact Support
Thank you for contacting SAP Support

Case Management
o ‘ Your case has been successfully submitted. Go to Case Management to view the status or update your case.

J Documentation
R Case Management

L News

& cloud Status 4
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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

@ Home Cases (2)

Q. search
Case Number

€3 Get Support -
10767970/2025

10767963/2025
Case Management

J Documentation
Ll News

& Cloud Status d

Status
Sent to SAP

Sent to SAP

Search

Q 8
Description Created Date
error Sep 30, 2025 >
transfer Sep 30,2025 >

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.
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Additional support channels

You can also:

1. Contact the PO requester (that is, the person indicated on the PO) or the TAFE NSW Contract

Manager if you have a contract.

The requester’s contact information can be found in the following section of the PO:

TAFE: ¥

From:

To: Purchase Order
TAFE NSW (ABN 89 755 348 137) New
7000109272

Lewel 6, 56 Station St
Parramatta NSW 2150

Amount: $2,388.00 AUD
Australia Australia

Version: 1
Phane:

Email Track Order

Payment Terms |
NET 7

Comments

Cormnment Type: Terms and Conditions
Body.All purchases made by 5
hitps.ficd tafensw.edu. au/api’

W are subject 1o the purchase order terms and conditions in effect a1 the date of this purchase order, These can be found at the following link

ETAFENSW.EDU AL

atus: Sent

Note: The TAFE NSW contact is also located on the PO notification email or directly within the PO

on the SAP Business Network.

2. Call 1300 823 323 and select Option 2 (for Finance) follow by Option 2 (for supplier seeking help

with Ariba) or 3 (for Accounts Payable, Supplier Accounts and outstanding invoices).
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