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Purpose

This guide explains how to register on SAP Business Network after receiving an invitation email from
Gloucestershire County Council (GCC).

Before you start
¢ You must have received an invitation email from GCC.
e To submit a quote or tender, complete Stage 1.

e Ifyou are later awarded a contract, you will also need to complete Stage 2 so GCC canissue
purchase orders and arrange payment.

The screens shown may look slightly different depending on your device or browser, but the steps will
be the same.

If you have any problems completing your registration, please contact
purchasingsupporthub@gloucestershire.gov.uk
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Stage 1: Register from your invitation email

You will receive an invitation email asking you to register as a supplier with Gloucestershire County
Council.

Step 1

» Click the “Click Here” link in the email to begin your registration.

€ Reminder + Addtask ~ & Permalink (@ Snooze =

Invitation: Register to become a supplier with Gloucestershire County Council-TEST
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Gloucestershire County Council-TEST

Register as a supplier with Gloucestershire County Council-TEST
Hello!

Gloucestershire County Council has invited you to register to become a
supplier with Gloucestershire County Council-TEST. Start by creating an
account with Ariba Network. It's free.

Gloucestershire County Council-TEST uses Ariba Network to manage its
sourcing and procurement activities and to collaborate with suppliers. If Dave
Sparks already has an account with Ariba Network, sign in with your username
and password.

Click Here to create account now.

If you have any queries or require further information, please contact
purchasingsupperthub@gloucestershire.gov.uk

Reply + ReplyAll - Forward +« Editasnew < Share Email

Step 2



After you click the link in your invitation email, you may see one of the following options:

» Review existing accounts
» Create a new SAP Business Network account
» Log in with an existing SAP Business Network account

If your company already has an SAP Business Network account, choose Review existing accounts or
Log in with an existing SAP Business Network account.

If you need to create a new account, or the existing accounts shown are not relevant, follow the
guidance below.

Create a new account

Step 3

Benefits of a business relationship on SAP (=8

Business Network

Connect with Gloucestershire County Council - TEST on SAP
Business Network to collaborate.

1 Strearmiine business processes

We found existing accounts based on the information you entered. Please review.

Connect with Gloucestershire County Council - TEST on SAP
Business Network to collaborate.
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Create new account

Step 4

» When the Data Center pop-up appears, leave the selection as USA and click Next.

Choose a Data Center

Your account and profile will be created and maintained in the chosen data
center

(®) USA: Quincy, WA
() Netherlands: Amsterdam

() Saudi Arabia: Dammam

Step 5
» Click Confirm on the pop-up.



O Netherlands: Amsterdam

A Note

You can change the selected data center only until the account creation
process is completed. To make changes, start the onboarding process
again by returning to Data center picker page, where the required Data
center can be selected again.

Step 6

» Checkthatyour email address is correct, then click Proceed.

Verify your email before you
proceed...

Please provide the email that you want to use to create your new account.

Email: *

davesparksgcc@zohomail.eu

Step 7
You will then receive a one-time password (OTP) by email to verify your account.

» Enter the one-time password from the email.
» Click Continue.

Enter your One Time Password

Please enter your one time password sent to davesparksgcc@zohomail.eu. Your password expires in 30
minutes.

Step 8

Once your one-time password has been verified, the account creation screen will appear. Complete all
mandatory fields marked with an asterisk (*).

» Review and complete the registration information



Create an account to connect and collaborate with
Gloucestershire County Council on SAP Business
Network

Company Information

DUNS Number:

g

What is a DUNS number?
Company Legal Name:* (&)
TEST - Gloucestershire County Council - TEST SUPPLIER

Country / Region: *

United Kingdom [ GBR ]

g

Address Line 1:* (D

Westgate Street

Address Line 2:

Address Line 3:

Address Line 4:

City: *

Gloucestershire

State:+

Choose a state ~

Postal Code:*
GL1 2TG

Administrator Account Information ()

Name:*

Commercial Services

Email:

commercial.services@gloucestershire.gov.uk

Use my email as my user name

Password: #

Repeat Password: *

» Choose a username (Must be in format
of email address)

» Choose a password

» Review and check boxes

» Complete ReCAPTCHA

[ 1 have read and agree with the Terms of Use.

[ I hereby agree that SAP Business Network will make parts of my Personal Data (as
defined in the Privacy Statement) accessible to other users and the public based on
my role within the SAP Business Network and the applicable profile visibility settings.

Please see the Privacy Statement to learn how we process personal data.

™
|:| I'm not a robot

reCAPTCHA

» Once all required fields have been
completed, click Create Account.

Step 9

If the system cannot confirm your postal address exactly, you will be asked to choose one of the

following options:

> SelectUse Entered Address, or
» Use the radio button to select one of the suggested

addresses, then click Confirm.




Address Recommendation

We noticed that your address is incomplete or invalid. Please make a selection from the recommendations below and click Confirm.

You entered:
Westgate Street, Gloucestershire, Gloucestershire, GL1 2TG
We recommend:

GL1 2TG Westgate Street, Gloucester, United Kingdom

() Westgate Street, Gloucester, GL1 2, United Kingdom

(O) Westgate Street, Gloucester, GL1 2, United Kingdom

Use Entered Address

Please see the Privacy Statement to learn how we process personal data.

rsonal Data (ad
public based o

visibility setting

v

Step 10

A confirmation screen will then be displayed.

Do not press any key and wait to be redirected

T

You are almost done

You will soon receive an email confirmation once your account is created. Please wait a
moment. The page will automatically redirect once the process is complete.

Step 11

Click “Update”

Update your company profile

You must provide your products and service categories and ship-to or service locations so that you can
be discovered by customers searching for companies like yours.

Sign Out

Step 12

Update your product details



| Qﬂ We made updates since you were last here. Click here 1o find out more.

This site uses cookies and related technologies, as described in our Cookie Statement, for purposes that may

include site operation, analytics, enhanced user experience, or advertising. You may choose to consent to our
use of these technologies, or manage your own preferences.

Statement | Cookie Staterment

Accept All m Manage Settings

Enter your company's products and services. Postings made by buyers will be matched to you based on the product and service categories you enter below.

Product and Service Categories:*

{

a)

Selected categories (6)

Health service planning

Health system evaluation services.
Occupational health projects

Reproductive health kit

The diagnosis of unspecified problem related to medical facilities and health care

Traditional healthcare services

X X X X X X

Step 1

Update Product & Location

Edit Products And Services

| © Prease comect any errors before continuing

N
Cancel J

Product and Service Categories

€ Ship-to or Service Locations

Industries

Add the locations your company ships to or serves. Buyers and their postings are matched to you based on the locations in your profile.

If you have global capabilities, toggle o

"Serve globally”.

After adding locations, click the building icon to mark locations with a physical presence. The icon will be highlighted when selected.

Serve Globally

Ship-to or Service Locations:*

Selected locations (0)

No locations selected yet

Add Ship To or service locations to help customers find you faster and
more accurately.

Cancel




Edit Products And Services

>roduct and Service Categories  Ship-to or Service Locations  Industries

Add the locations your company ships to or serves. Buyers and their postings are matched to you based on the locations in your profile.

If you have global capabilties, toggle on “Serve globally”

After adding Locations, click the building icon to mark locations with a physical presence. The icon will be highlighted when selected.

(@FFPserve Globally

Ship-to or Service Locations: *

0 @)

Selected locations (1)

Gloucestershire

Step 14

You are now setup on SAP Business Network

T Business Network v

Home  Enablement  Store

New item to check!
The store is a place where you
can purchase packages.

Welcome to SAP Business Network

Overview
Open postings. Enablement Tasks
Standard Standard

0 0

Setup Actions

Configure notifications Add roles and users
Highlights  Gloucestershire Co.. &

Profile Views

0

Last 3 months ~

P

Mostlv cloudy

Matched Leads
Standard

2

Add product and service categories

Insights

Invited Le|
Standard

0

Proposals-Questionnaires & Contracts

Welcome to SAP Business Network

Set yourself up for success

Your account has everything you need to g
business on the world's largest business networl

v | By Product Q

Get started

Review our getting started document to setup your >

account quickly

Learn more

Explore tips to get you through your first transaction
and effectively manage your account

Close

For You

Protect your account with Multi-
Factor Authentication

Supplier Success Hub.

How Unite builds stronger buyer-
supplier connections

L=fakdE0DCaES

8 o |

Feedback

12
12/06/20

Once your SAP Business Network account has been created, a welcome email will be sentto the email

address you used to register.

w Business Network

Welcome to SAP Business Network

Dear davesparksgcc@zohomail.eu,
Please find your account information below:

¢« + Company name Dave Sparks

s » User name davesparksgcc@zohomail.eu

* « SAP Business Network ID AN11396725820-T

s + Business Network ID BNO-100000176048287-T




Stage 2: Complete the full registration questionnaire

Once your account has been created, you can log in to SAP Business Network.

Stage 2 only needs to be completed if GCC asks you to do so, for example if you have been awarded a

contract. This allows GCC to issue purchase orders and arrange payment.

Complete supplier registration questionnaire

Step 15

» Click the “Proposals - Questionnaires & Contracts” tab.

» Choose “Gloucestershire County Council”

» Open the Supplier Registration questionnaire.

EE‘ ': Business Network v Test Mode

Home  Enablement  Discovery v

Proposals and Contracts

Customers (1)

ires & Contracts

Search

Gloucestershire County Council - TEST

Welcome o the Ariba Spend Management

site. This site assists in identifying world class suppliers who are market leaders in quality, service, and cost.
Ariba, Inc. administers this site in an effort to ensure market integrity.

posals and ionnai Contracts

Title D End Time }

Registration Questionnaires

Title

¥ Status: Open (1)

Supplier Registration Questionnaire

Title D End Time |

Questionnaires

Title 1>] End Time }
Certificates
Certficate Info Effective

Expiration

Status Event Type

No items

D

Doc3169742314

Commodity

No items

Commodity

No items

Attachment

No items

Standard  Upgrade

¥ Q R @ Dbs

Bv

LI e  Customer requested fields

Participated

End Time §

10/7/2026 23:59

Regions

Regions

Questionnaire

tGlouce

stershire

COUNTY COUNCIL

Status

Invited

Status

Status

Status

If the form does not appear after you click “Proposals and Questionnaires”, please zoom out.
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Feedback

Step 16

» Fill out all the mandatory fields (*) including “Tax Information” & “Bank information”

Company Setings v~ Commercial Services v~ Feedback  Helpv

Messages %

10 back to Gloucestershire County Council Dashboard Desktop File Sync

) I _— Time remaiing
Console E Doc3173294056 - Supplier Registration Questionnaire Cl—)
g PP € Q 29 days 23:39:58
Event Messages
Event Details All Content ¥
Response History
Response Team Neme 1
1 For assistance completing this form, please contact Purchasingsupporthub@gloucestershire.gov.uk. If you are not -
based within Great Britain, please do not complete this form and contact
v Event Contents Purchasingsupporthub@gloucestershire.gov.uk
v 2 General supplier Information
All Content

2.1 Suppler full name [ ST - Gloucestershire County Council - TEST SUP} ]

General Supplier
2
Int.

Meain telephone number

WMobile teleph b [ |
3 TaxInformation oblle telephone number

IS

Email address: General contact

4 Bank Information

Email address for PO

Email address for BACS Remittance

(*) indicates a required field

T o ) [ ) [ e )




In the Bank Details section, you must complete the following fields:

» Country - must be a UK bank account
» Bank Key - enter your sort code with no spaces or dashes
» Bank Account Number - enter your account number

Please attach your latest company bank statement or Account Confirmation letter from the bank
for validation purposes (Please hide any confidential information, if required)

Postal Code: ‘ |

Account Holder Name: ‘ |

Bank Key.".ﬂ.El;':. Routing Number:

Account Number: [ 91888564 l

INARE Blevmnbces | |

dicates a required field

Step 18

» When the form is complete, click “Submit Entire Response”.
> You can save a draft and return later if needed.

provided.
3.2 Tax number(s)

3.3 Please select Yes to confirm that if you have a VAT Registration number, it has been entered on this form. Select No if you do not
have a VAT Registration number.

3.4 Please select Yes to confirm that if you have a Company Registration number, it has been entered on this form. Select Mo if you do
not have a Company Registration number.

3.5 Please attach official supporting documentation that supports the tax information provided

3.6 Bank Information: Please complete the following fields: Country/Region, Account Holder Name, Bank Key (for Sort Code,
please enter numeric characters only), Account Number. Note we do not accept IBAN Numbers.
4 Bank Information Add Bank Information (1)

(*) indicates a required field

Submit Entire Response | l Save draft l l Compose Message l l Excel Import

The submitted questionnaire will be reviewed by the Purchasing Support Hub at GCC. If the review
is successful, the Supplier registration will be approved, and the Supplier will become Registered
on GCC Ariba system.
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