Ariba Supplier Guide

This guide aims to help you access your Conagra Ariba account to be able to make changes to
your company data, as well as troubleshooting any errors that may arise

Conagra SLP Support: ConagraSLPSupport@conagra.com
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First Time Access

To access your account for the first time, you must first receive the below email from SAP Ariba. Your
Conagra contact can resend if needed. After opening the email, click the ‘Click Here’ link:

SAP Ariba /\

felcome Michele Test Company,

ichele Flaherty has invited you to register to become a supplier with Conagra Brands. Start by creating an account with SAP Business Network. It's free.

onagra Brands uses SAP Business Network to manage its sourcing and activities and suppliers. If Michele Test Company already has an account with SAP Business Network, sign in with your username and
assword. fo create account now.

nceyou have successfully logged in, you will be prompted to submit the information necessary for Conagra to create your Vendor Master record in our ERP system.
elpful Links: Please review these documents and share with the appropriate teams in your organization to understand and align on your responsibilities. We STRONGLY recommend that you enable MFA to protect your Vendor Master Data.
Access/Register as a Supplier on Ariba Business Network: 111
Registration and Login Guide: biips: /it s com/docs/strategic sourring/rogiirat T
Enabling Multi-Factor Authentication [MFA): 1y i 1y s s ategis sourging/selr account setting: g . tg-onable muliioct tioe for-log 1 —
SAP's Ariba Security Recommendations: 111y i
upport: We are here to help! If you have questions on...

Ariba Business Network, please leverage: g o 53 (Y
Conagra Specific Questionnaire, please reach out 1o Cona

\ankiu for il prompt attention and support in this streambined auioa:h 1o uwnllimanai(ms critical data.h SAP Business Nehvork,s\i in with iwl username and isswurﬁ k Here to create account now

It will then show you the below options:

N

Connect with Conagra Brands, Inc. on SAP
Business Network to collaborate.

Not sure whether your company already has an account?
Search for your company

k.

*If there is a Review Accounts button, disregard it. We have no functionality with that button and it
will cause delays if you try to use it to try to find your existing account (if you have one). Instead do
the below if you have an existing account:

If your company has an existing Ariba login

Choose ‘Use Existing Account’ and input the credentials to the account and hit ‘Login’



SAP Ariba

Supplier Login

User Name

Password

3)
m Foreet Usemame or Fassuord

Note: If you have multiple Ariba accounts that are needing to be updated on our end, you CANNOT use the
same login you used on another account. You will need to Create a New Account. The email on the account
can be the same, the username just needs to be changed. More details on this in the FAQ section.

If Your Company has NEVER used Ariba

You will choose ‘Create New Account’

@

You will then add your HQ address info. The DUNS number is not required (and can be

ignored).

AR

Create an account to connect and collaborate
with Conagra Brands, Inc. on SAP Business
Network

Company information ¢

Michele Test Company

Region *

United States [ US4 | v

Adddvess line 1 *

1000 Howard St

Adcress line 2

It will automatically generate a username, which will be the email the invitation was sent to;
you will just need to create a password. (Note: Username can be changed if ‘Use my email as
my username’ is unchecked. Username does not need to be a valid email, it just needs to end
with the domain name as your original email, i.e. newusername @xxxxxx.com)



Administrator account information
First name *

Michele Flaherty

Email *

michelerenee7@gmail.com

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

Once all required information is filled out and boxes are checked, you can hit ‘Create
Account’. You will then need to confirm an email that gets sent. (It will be sent to the email on
the account, not the username.)

Please confirm your email
address C -

Once approved it will drop you on this screen, hit ‘Don’t show this to me again’

Almost done! We just need a
little bit more information.

Please provide the information below and you will be discovered by
more customers looking for companies like yours.

Product and Service Categories

Enter Product and Service Categories Add 4 Browse

Ship-to or Service Locations

Enter Ship-to or Service Location Add r Browse

Submit Remind me later |  Dor't show this to me again

From there you should have access to your account and be on the below screen. If you
have multiple customers, Conagra may not appear so you’ll need to hit the ‘More’ button if
there is one and ensure Conagra is selected.



17 Ariba Proposals and Questionnaires ~  Standard Accourt

CONAGRA BRANDS

Vi Tis sae rtifying workd class supp & ma qualiy. se ’ a, Inc. admi PN
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Public Profile Completene:
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Risk Assessments =
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Registration Questionnaires =

v
Suppiier Registration Questionnaine

Note: The Supplier Registration Questionnaire is the ONLY place in Ariba you will make any
changes to your information for Conagra. Ensure the top left dropdown says ‘Ariba Proposals
and Questionnaires’.

New Sections When Logging In

You could face the screen below, when you do please do the following:

o C % portalusbndoud.ariba.com/dashboard/appext/company-profile#/categories/edit? pageToReturn = sHROCHM6LyIwb3 J0YWwu dXMuYmAuY 2xvdWQuYX IpYmEUY29tL2Rhc2hib2FyZCOhcHBIeHQY Y29t 2 Fwe 2JuY 2RidWiwb 3NOBGIna W4 w

Edit Products And Services

© Piease comect any emors betore continuing

© Product and Service Categories € Ship-to or Service Locations  Industries

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

( — 5)

© Add atleast e categary

Selected categorles (0)

No categories selected yet

Add product and service categories to help customers find you
faster and more accurately.

Add Category

Hit the small squares within search box

Then choose the category that best fits your company’s product/services. It may not
have the exact choice you might be looking for but choose any. This information is not for us so
it is not as important. After you choose, hit Save in the bottom left of the pop-up.

Then hit ‘Ship-to or Service Locations’ at the top and do the same when choosing the

region.



Once the wording is not red and there is no red X, hit Save in the bottom right corner

Once on the main page, hit Proposals and Contracts -> Proposals and Questionnaires

T Business Network v Standard Upgrade 1 Q
Home Enablement Store Discovery v Workbench Catalogs ~ Assessments Insights Proposals & Contracts
Proposals and Contracts View Matched Leads (0) JROTC 0]

Welcome to 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

Customers (1) -
Ql il
Conagra Brands, Inc
AR
Events

Risk Assessments

Registration Questionnaires
v

tion Q

Qualification Questionnaires

If you have multiple customers, search for Conagra and then open the Supplier
Registration Questionnaire in blue. Scroll down to see how to fill out the questionnaire.

Logging Back In

There may be times we need to request more information from you, and you’ll need to
revise your questionnaire responses.

Search ‘SAP Business Network Supplier’ (needs to be Supplier Login) in your browser and get
to the below page. You can try to use this link but SAP may change it: Ariba Sourcing


https://service.ariba.com/Sourcing.aw/109521014/aw?awh=r&awssk=z7PDM6fA&dard=1

€« c 2% senvice.ariba.com/Sourcing.aw/109582018/aw?awh=r&awssk=2baMI5PY&dard=18&ancdc=1 -4 n

[FT7" aviba Proposals and Questionnaires ~ 2

SAP Ariba

Maximize your growth potential with B2B

. . Commerce
Supplier Login

I Unlock new avenues for growth by adding SAP
B2B Commerce capabilities to your e-commerce
program, fostering efficient engagements and
luser Name H grealer partner salisfaction.

Password Learn More

Forgot Username or Password

Note: Ensure highlighted dropdown reads Ariba Proposals and Questionnaires, then put in
your login info and login. If at this point you are still facing login issues, please connect with the
conagra.slpsupport@conagra.com team and we’d be happy to help!

Completing the Questionnaire

First, ensure you are in the Ariba Proposals and Questionnaires section by hitting the top left
dropdown and selecting that option:

57 adiba Propesals and Questionnaires. ~  Standard Account | Get enterprise account = @ @ -

CONAGRA BRANDS

the Ariba Spend Management ste. This site assists in identifying worid class s

Events ]

Risk Assessments

Registration Questionnaires =

Note: If you have multiple customers on your account and Conagra Brands doesn’t appear, you’ll need to hit
‘More’ and search for Conagra Brands. If you still cannot find Conagra Brands reach out to your Conagra contact
to ensure a connection has been established.

Then you can open the questionnaire by hitting the blue words Supplier Registration
Questionnaire under the ‘Registration Questionnaires’ section.



mailto:conagra.slpsupport@conagra.com

Vou have submitted a response for this event. Thank you for participating,

©
All Content
Name 1
¥ 1 General Supplier Information

11 Supplier Legal Name

12 Duns

Once the questionnaire is open, you'll need to hit ‘Revise Response’ and then ‘OK’ on the pop-
up to start making changes to the questionnaire.

Note: If the Revise Response button is not available you may have some changes in progress, or the time to fill
out the questionnaire could have also expired. Please reach out to Conagra.SLPSupport@conagra.com if you get
to this point and do not see the Revise Response button.

Sections (in order):

Section 1 — General Supplier Information

1. *Supplier Legal Name — MUST be the name listed on tax documents
a. US Companies — Must match line 1 of your W9
b. Canadian Companies — Must match the name on GST/HST/QST
c. Foreign Companies doing business with Conagra US — Must match the name on
your W8
d. Foreign Companies doing business with Conagra Canada — Must match the
name on your country’s Tax document
DUNS # - Not required (can leave blank)
*Vendor Contact First Name — First name of individual filling out questionnaire
*Vendor Contact Last Name — Last name of individual filling out questionnaire
*Vendor Contact Phone # - phone number of individual filling out questionnaire

o v e wN

*Vendor Contact Email Address — Email address of individual filling out questionnaire

Section 2 — Address Collection

1. *Headquarter Name — Company Name

2. Headquarter Name 2 — 2"¥ name for company (can leave blank if not applicable)

3. *Headquarter Email Address — Generic email address (typically see an orders/customer
service email address)



4.
5.

*Headquarter Phone Number — company phone number
*Headquarter Address — address of company’s main location

Section 4 — Company Ordering Address (hit the blue words to open section, not + sign)

1.
2.

*Company Ordering Name — Name that will need to be on POs

Company Ordering Name 2 (DBA) — Additional name that needs to be on PO (leave blank
if not needed)

*Ordering Email Address — Email address that PO needs to be sent to

*Ordering Phone Number — (as stated)

*How/where should Conagra send PO? Please choose preferred method — Your choice
(preferably email)

Update Summary — any extra notes you would like to add (can leave blank)

*Ordering Address — Address that is already on/to be listed on the PO

Good to Knows for Ordering Address Section

Hit ‘Save’ to save your changes and go back to the main screen or hit ‘Cancel’ to undo
changes

Save

To add another remit to address, hit ‘Add an additional Company Ordering Address’
button

Add an additional Company Ordering Address

GS Locations are also added in this section. Create a GS location as you would a normal
Ordering Address. Please specify in the Update Summary that it needs to be a GS
location.
If you accidentally added an extra Ordering Address:
o For New Vendors — Simply hit the delete button (if there is no delete button, you are not a new
vendor, follow the next steps)
o For Existing Vendors — Ariba does not allow us to delete at this time. You will
need to overwrite out the fields with the following:
= Ordering Name: DO NOT USE
= Ordering Email Address: none@none.com
= QOrdering Phone #: 000-000-0000
=  How/where...: Email

= Ordering Address: Use an address on the account
If you have a Canadian address and the address includes any of the following, add that
information on the Company Remit Name 2 line:


mailto:none@none.com

o STNA
O CJO *¥*kxk
0 Lockbox T******

Section 5 — Remit to Address (hit the blue words to open the section, not the + sign)

1. *Company Remit Name — name that will be listed on the invoice to remit to
2. Company Remit Name 2 — additional name that will be listed on the invoice (leave blank

if not needed)

*Remit Phone Number — (as stated)

X NV ARW

below

*Remit Email Address — email address that remittance needs to be sent to

Remit Fax Number — (as stated, not required)

Update Summary — any extra notes you would like to add (can leave blank)

*Remit Address — address that is going to be on the invoice as a Remit To address
*Select the payment statement that applies — depends on many factors please see

If:

Choose:

You're doing business with Conagra US; Your
bank is in the US; You’re being paid in USD
(ACH)

US Vendor being paid in US Dollar

You’re doing business with Conagra US; Your
bank is NOT in the U.S; You’re being paid in
usD

(Wire)

Foreign Vendors paid in USD

You’re doing business with Conagra US;
Your bank is NOT in U.S; You’re being paid in
currency that is NOT USD

(Wire)

Foreign Vendors paid in Foreign Currency

You’re doing business with Conagra Canada;
Your bank is in Canada; You’re being paid in
CAD
(EFT)

Canadian Vendor being paid by CAD

You're doing business with Conagra Canada;
Your bank is NOT in Canada; You're being paid
in CAD

(Wire)

CAD $ Wire to Non-CAD Bank

You’re doing business with Conagra Canada;
Your bank is NOT in Canada; You're being paid
in currency that is NOT CAD

(Wire)

USD $ Wire to Non-CAD Bank

10



You're doing business with Conagra Canada; USD $ Wire to CAD Bank
Your bank is in Canada; You’re being paid in
usD

(Wire)

You’re doing business with Conagra Canada; FX Wire (Except US)
Your bank is in Canada; You’re being paid in
currency that is NOT CAD or USD

(Wire)

If you have been told to choose Check or are | Check (not preferred)
a Government Agency/Legal vendor/or Union

Good to Knows for Remit To Address Section

Hit ‘Save’ to save your changes and go back to the main screen or hit ‘Cancel’ to undo
changes

To add another remit to address, hit ‘Add an additional Company Remit to Address’
button

Add an additional Company Remit to Address

If you have a Canadian address and it includes any of the following, add that information
on the Company Remit Name 2 line:

o STNA

O C]O **¥¥*x*

O Lockbox TH*****
Foreign banks tend to error out when going through our 3™ party validation. If you
receive an error from Ariba and are unsure of what to do, please reach out to
Conagra.SLPSupport@conagra.com, include a bank letter and the issue you are facing.

Section 6 — Tax Information

1.
2.

*Tax Country — Country where tax number originates

*Tax ID Number (s) or Equivalent — ensure you insert your Tax ID into the correct
corresponding section that populates when you choose your country

*Attach Tax Documents — Tax form will need to be attached here (W9 for US Vendors.
WS for Foreign vendors. Must be signed/dated within past 2 years) Downloadable copies
can be found under the References dropdown in section 6.2

11



mailto:Conagra.SLPSupport@conagra.com

4. *Are you providing a service? — Choose Yes or No
a. If yes —Download Service Provider form in ‘References’ dropdown in section 6.4,
then attach completed form.

Section 8 — Category*

e Category of product/service you provide (Should be given by Conagra contact, if not
please reach out to them)

Section 9 — Region*

e Region you are doing business with Conagra in (United States or Canada, only 1 not
both)

o Do not choose ALL, as this will cause errors on our end. For Canada since there are
multiple, choose one that makes most sense for you or close enough to your region.

Section 10 — Are you a diverse business enterprise?*

e Select Yes or No (depends on the business, most choose No)

Section 11 — Please provide any additional comments (optional)

e Can leave blank if not applicable

Section 12 & 13 — Terms of Service

e Must be ‘Yes’ for both

Submitting Your Questionnaire to Conagra

e Click ‘Submit Entire Response’ at the very bottom to begin Conagra’s approval
process
a. If a Conagra approver requires a correction or change to your
guestionnaire, then you will receive an email with a link and
instructions.
b. Your Conagra contact will receive notification when your company is
approved.

Submit Entire Response

12



Revising Your Questionnaire’s Response

e We sometimes may need to request more information when reviewing
information on your submissions. You will get an email like this:

From: Ariba Administrator <no-reply@ansmtp.ariba.com>

Sent: Thursday, February 27, 2025 5:51 PM

To: RECIPIENT

Subject: Action needed: Conagra Brands requires additional information for Supplier Registration Questionnaire

CAUTION: This email criginated from outside your organization. Exercise caution when opening attachments or clicking links, especially from unknown
senders.

Hello RECIPIENT,

Conagra Brands has reviewed the updates to Supplier Registration Questionnaire submitted by
RECIPIENT on Thu, 27 Feb, 2025 and requires additional information about the update.

information, we found that the W9 is not dated within 1.5 years.

1. To resolve, click on the “Click Here” link in the email or go to Ariba Sourcing.

2. Loginto your account.

3. Click on the blue “Revise Response” button, and then click “OK” on the next
popup.

4. The feedback from the email will display at the top of the screen. Make the
necessary changes.

5. Once done with all changes, click on the blue “Submit Entire Response” button
to send the workflow back to Conagra.

If you have any questions, please reach out to Conagra.SLPSupport@conagra.com

FAQs

What if | don’t see my question here?
Please hit CNTL+F to search for key words related to your problem.

If you are unable to find any resource, feel free to send us an email at
Conagra.SLPSupport@conagra.com and we will send you a response in 48

hours.

You can also search for help on SAP’s website for any tips there. Go to
https://supplier.ariba.com/ and let the page load. Click on the Help icon in the

upper right:


https://service.ariba.com/Sourcing.aw/109555009/aw?awh=r&awssk=lhS2Vnzd&dard=1
https://service.ariba.com/Sourcing.aw/109555009/aw?awh=r&awssk=lhS2Vnzd&dard=1
mailto:Conagra.SLPSupport@conagra.com
https://supplier.ariba.com/
https://supplier.ariba.com/

10
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|SAP Business Network

Supplier sign-in Do you want to be seen by businesses around

tha tadldn

Click on Support twice, and this should take you to SAP’s help center. You can
click on “Contact Us” to look for help, or create a case with SAP.

What is an ANID?

This is your company’s account number with Ariba. It is not the same thing as
your Conagra account number.

Why can’t you just send the questionnaire to my ANID number?

When you click the link in the Conagra email and then sign into your account,
this automatically connects your ANID number to your Conagra profile. Our
system does not allow for alternative methods.

| forgot my password:
Click on “Forgot Password” or go to this website.
I need help from Ariba:

From inside your Ariba account click on the question mark symbol @ or go to
this website. Click through the troubleshooting prompts until you find the
answer to your question or get to Ariba’s contact information.

My company’s Ariba Administrator is no longer with my organization or no
longer manages relations with your Conagra:

Contact Conagra SLP Support Request at Conagra.SLPSupport@conagra.com

to have us unlink both the account and ANID.
| haven’t received payment:

Please access help resources here: AP Help Form | Conagra Brands or create a

ticket for our Accounts Payable team.
| am getting an error that says my username is already connected to another account:

Please follow through with creating a new account. You just need to create a new
username. Password and email can remain the same. You can just add a 1 to the end of the
username before the @ symbol or a completely new username, up to you it just needs to end in
an email format with your domain name.

14


https://accounts.sap.com/ui/createForgottenPasswordMail?spId=5e2720954984cf144407093f&targetUrl=&sourceUrl=
https://accounts.sap.com/ui/createForgottenPasswordMail?spId=5e2720954984cf144407093f&targetUrl=&sourceUrl=
https://help.ariba.com/index.html
https://help.ariba.com/index.html
https://helpcenter.ariba.com/index.html?sap-language=en#/item&/i/KB0395564
https://helpcenter.ariba.com/index.html?sap-language=en#/item&/i/KB0395564
https://helpcenter.ariba.com/index.html?sap-language=en#/item&/i/KB0395564
https://www.conagrabrands.com/our-company/suppliers/aphelp
https://www.conagrabrands.com/our-company/suppliers/aphelp

