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Playbook Intention

The information contained in this playbook is intended to guide ALL suppliers through the SAP
Business Network and SLP registration process. Following the steps contained in this
playbook will be critical in continuing business with SSM Health post SAP Ariba Go-Live in

Summer 2024.



P SSMHealch, Register Ariba Account with SSM Health

Contents

Register for the SAP BUSINESS NEIWOIK .........ceviiiiiiiiiiiiiiiiiiiiiieiieieeeeeee ettt 3
Materials Needed for SAP Business Network Registration............cccovvvvuviiiiiieeeeeeeeiiiccee e 3
Approximate Time for COMPIELION .........cooii i e 3
Invitation to JOIN SAP BUSINESS NEIWOTK .........ccviiiiiiiiiiiiiiiiiiiiiiiiieiiiieeeeeeeeeeee et 3
Log In or Sign Up to the SAP BUSINESS NEIWOIK .........cceviiiiiiiiiiiiiiiiiiiiiieieeeeeeeeeeeeeeeeeeeeeeeee e 4
Fill Out SAP Business Network Registration FOrM. .........ooouuuiiiiiiiiiiiie e 4

(@ 111110 S PSSP 10



P SSMHealch. Register Ariba Account with SSM Health

Register for the SAP Business Network

Materials Needed for SAP Business Network Registration

e Full Name

e Email Address

e Company Name

e Company Address

e Order Processing Email Address

e Company Product and Service Categories
e Company Ship-to Locations

Approximate Time for Completion
15 minutes

Invitation to Join SAP Business Network

SSM Health has requested all suppliers to register for the SAP Business Network by sending
an email invitation to the email addresses we have on file for each supplier. Details below.

Sender: Ariba Administrator <no-reply@ansmtp.ariba.com
Subject: Invitation: Register to become a supplier with SSM Health

Fwd: Invitation: Register to become a supplier with SSM Health

Register as a supplier with SSM Health

SSM Health has invited you to register to become a supplier with SSM Health. Start by creating an account with SAP Business Network. Its free

550 Health uses SAP Business Network to collaborate with suppliers in the management of supplier master data. S5M Health also plans ta use SAP Business Network beginning in early 2024 for procure-to-pay transactions. if | Supplier Name already has an account with SAP Business Network, sign
in with your ime and passwor

1. Locate and Open Email.
a. If you are unable to locate the emailed invitation to join SAP Business Network,
contact SSMSupplierEnablement@ssmhealth.com.
2. Click Link in Email.

Click Here to create your account now.

a. Link will expire 45 days after the invitation is sent. If your link has expired, please
reach out to SSMSupplierEnablement@ssmhealth.com to receive a new Invitation
email.
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b. The link will direct you to SAP Business Network Welcome Page.

Log In or Sign Up to the SAP Business Network

After clicking the link from your invitation email, you will be directed to the SAP Business
Network Welcome Page below.

[T¥ Ariba Proposals and Questionnaires

Welcome,

About SAP Business Network

¢

3. If your company already has an existing SAP Business Network Account, click “Log In”.

a. Enter credentials.
b. You can now close this playbook and skip to Register for Supplier Lifecycle and
Performance (SLP) Playbook.
4. If your company does not have an existing SAP Business Network Account, click “Sign Up”.

a. Proceed to Fill Out SAP Business Network Registration Form.

Fill Out SAP Business Network Registration Form.

After you click “Sign Up”, you will be directed to the SAP Business Network Registration form
below. Only fields with an asterisk are required.
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User account information

F Bu P
Email
| e
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L English v
P Busi
Tell us more about your business
s Enter Product an Categ 2] 2
Locat Ent B
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b based o v
Can
Company information
* Indicates a required field
Company Name: ’f‘ ‘
Country/Ragion:* | United States [USA] - If our company has mare than one offce, enier the min office address. You can enter more addresses such o5 your
shipping address, billing address or other addresses later in your company profile.
Address ‘ ‘
‘ Line 2 ‘
‘ Line 3 ‘
city ‘ ‘
State: \ Alabama [US-AL] v‘

a. Some information may pre-populate from SSM Health Master Data.
b. Verify all information is correct.
c. State may default to Alabama. Confirm correct state is selected from the drop-down

menu.
State:* | Alabama [US-AL] R ‘
Zip:* - ‘
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6. Create User Account Information.
User account information

* Indicates a required field

SAP Business Network Privacy Statement

a. Designate an account administrator.
i. THE ACCOUNT ADMINISTRATOR WILL BE RESPONSIBLE FOR ALL THE
INFORMATION HELD IN YOUR SAP BUSINESS ACCOUNT INCLUDING,
BUT NOT LIMITED TO
1. Maintaining SAP Business Network Account
2. Creating and managing sub-users
b. If someone else in your company should be designhated as the account
administrator, STOP here.
i. Close out of SAP Business Network registration page.
ii. Email SSMSupplierEnablement@ssmhealth.com with your company name
and account administrator’s full name and email.
c. If you are the designated account administrator, continue to next step.
d. Enter Full Name and Email.
e. Create Username and Password.
i. If you want to use your email as your username, check the “use my name as
username” box.

J Use my email a5 my usermams

ii. If you do not want your username to be your email, make sure the box is
unchecked and enter desired username.
1. Username must be in email format.
2. Username does not need to be a valid email.
7. Enter email address that should receive POs/Orders from SSM Health in “Email orders to”
box.

Email orders to:*
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8. Enter Details about your Business.

Tell us more about your business

Product and Service Categories:* | Enter Product and Service Categories ‘ Add -or- Browse
Ship-to or Service Locations:* | Enter Ship-to or Service Location ‘ Add -or-  Browse
Tax ID Optional | Enter your nine-digit Company Tax ID number.
DUNS Number Optional | Enter the nine-digit number issued by Dun & Bradstreet. (i)

a. Add product services and categories.
I. Click the “Browse” button.

Product and Service Categories:*

Enter Product and Service Categories ‘ Add -or- Browse <4——

ii. Click the “Browse” tab.

t:‘.‘-' Ariba Proposals and Questionnaines

Product and Service Category Selection

Search Browse  l———

Browse Product and Service Categories ot

Computer Handware, Software & Telecom 3 Py _'.\}""! Ho fema Mo items
Construction & Mainlenance Senvices D !

Consiruction Matedsly >

Consumar Dectronics §& Applances 3

Craalive Sardoes

Digtribution & Conditioning Systema 2

Drags & Pharmacsuticals >
-

iii. Select a product and service category from the left most box. If you would like
to get more specific within the product and service category, you can make
selection from the list that appears in the box to the right. Continue until you
have narrowed the product and service category to your preference.

iv. Select the product and service category by clicking the plus sign button next
to the category.

v. You can follow the steps above to select multiple product and service
categories.

vi. Once you have made all selections, click “OK” in the bottom right corner of
the screen.

b. Add Ship-to or Service Locations.
i. Click the “Browse” button.

Ship-to or Service Locations:* | Enter Ship-to or Service Location Add -or- Browse €——
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ii. Make sure radial button for “Select Ship-to or Service Location” is selected.

Global

@ Select Ship-to or Service Locations

iii. If your company only operates in the US, complete the steps below.

United States > M Alabama
Bermuda @®
Canada > @®
Greenland @®
Mexico > @®

Saint Pierre and Miquelon ®

All of the above ®

1. Select North America from the left most box.

2. Select United States from the middle box.

3. Alist of US states and territories will appear in the right most box. You
can select the individual states your company operates in by clicking
the plus sign button next to each state. You can skip this step if your
company operates throughout the United States and you do not wish
to distinguish the individual states.

iv. You can follow the steps above to select other countries if your company also
operates outside of the US.
v. Once you have made all selections, click “OK” in the bottom right corner of
the screen.
9. Enter Tax ID Number (optional).
a. Enter your nine-digit Company Tax ID Number without special characters.
b. If you enter with special characters, you will receive the error message below.

10.Read and Agree to the Ariba Terms and Conditions.

have read and agree to the Terms of Use

that SAP Busin

atement to learn how we process personal data.

a. Read and agree to the Terms of Use.
I. Click the blue “Terms of Use” hyperlink.
ii. You will be directed to Ariba Terms Center where you can use the blue
hyperlinks to navigate to and read through the Terms of Use.

rk will make parts of my (company) information 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 SAP Business Network

N CHCHCCECICHC



P SSMHealch. Register Ariba Account with SSM Health

Ariba Terms Center

Introduction

TERMS AND POLICIES FOR SERVICES
Long-Term Document Archiving[Click H

Dynamic Discounting Credit Mermos[Click Here]

TERMS AND POLICIES FOR PAYMENTS

AribaPay [Click Here] Financial Ecosystem [Click Hen

TERMS AND POLICIES FOR OPTIONAL SERVICES

Cloud Integration Gateway [Click Here] Master Content Services [Click Here]

lii. Once you have read through the Terms of Use, click the browser back button
to navigate back to the SAP Business Network Registration page.
iv. If you agree to the Terms of Use, click the small check box below.

J havee redd &nd apree o the Terms of Llse
1. By selecting this box, you are signifying that you have read and agree
to Ariba’s Terms and Conditions.
b. Read and Agree to the SAP Business Network Privacy Statement.
i. Click the blue “SAP Business Network Privacy Statement” hyperlink.
ii. You will be directed to SAP Business Networks Agreement page.

Agreements

SAP Business Network

Curvent

SAP Business Network Privacy Statement I

- SAP Business Network Privacy Statement
31

o

I

fi|
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iii. The SAP Business Network Privacy Statement will be broken out into
different languages. Select the “Read more” hyperlink next to the SAP
Business Network Privacy Statement in your language.

Iv. Once you have read through the SAP Business Network Privacy Statement,
click the browse back button to navigate back to the SAP Business Network
Registration page.

v. If you agree to the SAP Business Network Privacy Statement, click the small
check box below.

1. By selecting this box, you are signifying that you have read and agree
to the SAP Business Network Privacy Statement.
11.Complete SAP Business Network Account Registration
a. Click “Create account and continue”.

Congratulations! You have successfully registered for the SAP Business Network. You will now
be directed to a new page where you will register for the Supplier Lifecycle and Performance
(SLP) solution. While this solution offers various functionalities, SSM Health will primarily be
using the supplier master data capabilities to allow for improved data accuracy and integrity in
our supplier master. You can now close this playbook and continue to Register for Supplier
Lifecycle and Performance (SLP) Playbook.

Questions?
Refer any questions to SSMSupplierEnablement@ssmhealth.com.
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