Company Supplier: How-To Guide

Purpose

Updated August 12, 2026

This Quick Reference Guide is intended to help a company set up as a supplier with the

University of Nebraska in Ariba.

Getting Set Up in the SAP Business Network

An email invitation will be sent to register as a supplier with the University of Nebraska. To begin

the process, select the Click Here hyperlink in the email.

To

I Caution: Non-NU Email

Hello!

Network, It's free.

Click Here to create account now

Invitation: Register to become a supplier with The University of Nebraska System

@ Valerie Glaser <sdsystem-prod3+NUSystem-T.Doc1562057865@ansmtp.ariba.com>

Register as a supplier with The University of Nebraska System

Valerie Glaser, University of Nebraska Payment Services, has invited you to register to become a
supplier with The University of Nebraska System. Start by creating an account with Ariba

The University of Nebraska System uses Ariba Network to manage its sourcing and procure-
ment activities and to collaborate with suppliers. If Parsons Dance Foundation Inc already has an
account with Ariba Netwark, sign in with your username and password

For more information visit our website: hifps //nebraska edu/offices-policies/business-

finance/procure-to-pay/procurement-resources/ariba-fag

- University of Nebraska

Once the link is clicked, the SAP portal will open in a web browser. Clic

k Use existing account if

there is already an existing SAP Business Network account. Otherwise, click Créate new account

N

wited by The University of Nebraska System
invite. Please review.

Use existing account

Create new account

Connect with University of Nebraska on
SAP Business Network to collaborate.

We found existing accounts based on the information in the

Nebraska

System
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If creating a new account, choose “USA: Quincy, WA” for the Data Center. Click m

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 [Public Sector]

When the popup screen appears, click .

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

() saudi Arabia: Dammam [Public Sector]

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.
[

Confirm the email address listed is the one to be used to create the new account. Click )

Verify your email before you
proceed...

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

Email:*

unvendorgroup@nebraska.edu

An email will be sent from SAP Business Network with a one-time password (OTP).

Action required: Your One Time Password

I Caution:

W Business Network

Hellg

Non-NU Email

Your One Time Password (OTP) is : 845425
Enter the OTP to start your registration for SAP Business Network
This OTP is valid for 30 minutes. If you do not enter the correct OTP within that time,

you may request a new OTP.

Sincerely,
SAP Business Netwark

UNIVERSITY J OF Copyright © University of Nebraska Board of Regents
Nebraska PUTGL© Universiy :
College System

System 2



Company Supplier: How-To Guide

Updated August 12, 2026

Enter the OTP and click .

Enter your One Time Password

Please enter your one time password sent to unvendorgroup@nebraska.edu. Your password expires in 30
minutes.

In the Company Information section, complete all fields with an asterisk (*). DUNS number is not

required.

A2

Create an account to connect and collaborate
with University of Nebraska on SAP
Business Network

Company information @

DUNS number

[&]

Don't know your DUNS number?
Company (legal) name *

Parsons Dance Foundation Inc

Country/Region *
United States [ USA ] ~
Address line 1 *

124 East 91 Street #28

Address line 2

Address line 3

City

MNew York

State *
Mew York [ US-NY ] ~
Zip *

10128

UNIVERSITY J OF Copyright © University of Nebraska Board of Regents
Nebraska PUTGL© Universiy :
College System

System 3



Company Supplier: How-To Guide

Updated August 12, 2026

In the Administrator account information section, create a password, check the agreement

boxes and click I'm not a robot. The reCAPTCHA screen will appear to select the appropriate

images.

e Password must contain at least 1 of each: uppercase, lowercase, number and special
character. Must be between 8 and 32 characters and cannot contain the username.

Additional information visible on the network when creating a password.

After the reCAPTCHA validation is complete, click IRt

Administrator account information @

Jack Parsons

jack@parsonsdance.com

Usae my email a5 my username
jack@parzonsdance.com

ParsonsDance2024# ParsonsDance 20245

' | | have read and agree with the Terms of Use

« | | hereby agree that SAP Business Network will make parts of my Personal
Diatas (a5 defined in the Privacy Statement) accessible 10 other users and the
public based on my role within the SAP Business Network and the applicable

profile visibality settings.

Please ses theé Privacy SIaMement 1o leadn how we process personal data

™
\/ I'mi Nt @ robot

The message below appears and the registration process will continue shortly.

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.
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Below is an example of the confirmation email sent after the account has been created.

Welcome to SAP Business Network

SAP Business Network <noreply@us.bn.cloud.ariba.com=
To NU Vendor Group

\i ) If there are problems with how this message is displayed, dick here to view it in a web browser.

I Caution: Non-NU Email

w Business Network

Welcome to SAP Business Network

Dear unvendorgroup@nebraska.edu,

Please find your account information below:

« * Company name lowa lllinois Office Solutions LLC
+ * User name unvendorgroup@nebraska.edu
+ * SAP Business Network ID AN11432548984-T

* Business Network ID BNO-100000178257191-T
* Administrator email unvendorgroup@nebraska.edu

Completing the Ariba Supplier Registration Questionnaire

The account has been created and the SAP Business Network dashboard is visible. On the pop-

up window, click clese

A\ Yourein test mode. C} here will not affect the Iy

Welcome to SAP Business Network

Overview '
Open postings Tasks Matched Leads Invited Leads

Enablement
Standard Standard ‘Standard Standard
Set yourself up for success
Get started
>

Setup Actions Learn more

Configure notifications  Add roles andusers  Add product and service categories  Add ship-to or service

Highlights  university of Nebra... @
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Click on Proposals-Questionnaires & Contracts at the top of the screen.

q

Business Network ¥

Home Enablement Discovery ~ Workbench Assessments | Proposals-Questionnaires & Contracts |

When the next screen opens, a supplier registration questionnaire will be listed under the

Registration Questionnaires category. Click the link to open the registration form.

ET7  Business Hetwork * Stendard  Upgrsde w1 0O By

Home  Enablemem  Discovery -  Workbench  Assessment s Proposals-Guestionnaires & Contracts E

Proposals and Contracts View Matched Leads (0) BRSO et
Customers (1)

o the Aiba Spend Management
world class suppliers who are market Leaders in quality. service, and cost. Ariba. Inc. administers this site in an effort to ensure market integriy.

University of Nebraska - TEST

Qualification Questionnaires

Questionnaires

On the supplier registration questionnaire, complete all fields with an asterisk (*).

e The name(s) listed in 1.1 and 1.2 (optional) and the tax ID listed in 2.14 must be entered
exactly as on file with the IRS.

e The only required fields on the address section are street, postal code, city,
country/region and state/province/region. All other fields are optional.

e In the Tax Information section, fields 2.17 and 2.18 are where ACH documents should be
uploaded. Use the URL link in 2.17 to access the University of Nebraska's ACH

enrollment form.
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Once the form is complete, click Submit Entire Response.

Submit Entire Response ‘

d the ACH Enrallment Form from the URL listed below

[emEn Buwestamcoop com

us organizaton

Cour

3]- § Corparation

| Compose Message | ‘

Updated August 12, 2026

12303679

Nebraska

System
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Once submitted, the form will route through a few validation checks (USPS address check, IRS
name/tax ID check, etc.). If any of the checks fail, an email will be sent from Ariba with detailed
information regarding the failure. A link will be included in the email to log back into the account
and fix the questionnaire. Once the questionnaire passes all the validation checks, it will route to

the University of Nebraska supplier maintenance team for review and approval.

Once the registration is approved by the University of Nebraska team, SAP Ariba will send a

notification email. The supplier registration process is now complete.

Registration with The University of Nebraska System

Congratulations! The University of Nebraska System has approved your supplier registration.
Paragon Interiors has now been included in the supplier database of The University of Nebraska
System

You will be notified when next steps of the supplier onboarding process require your attention.
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