How to update / revise your
response

A GUIDE FOR SUPPLIERS WHO NEED TO EDIT THEIR REGISTRATION INFORMATION

AHLSTROM
MUNKSJO



Infroduction

As part of the Ahlstrom onboarding process, suppliers are required to fulfil our registration and
qualification questionnaires through SAP Ariba and submit them for our review and approval.

In some cases suppliers might need to revise their response if we have found that the registration or
qualification answers are missing information or the required attachments.

In these cases, we will send the questionnaire back to the supplier and they will get an e-mail
informing them of this. They will then have the possibility to follow the link in the e-mail or to access
the questionnaire by entering supplier.ariba.com in their browser and logging in with the Ariba
credentials they have created after receiving our initial invitation.

The most common cases are that the bank certificate is missing a signature or a stamp. We also
require our suppliers to attached our full Supplier Code of Conduct with signature. Attaching only
the last page is not accepted, nor are any changes made to our Supplier Code of Conduct.

Our suppliers can always update their answers in the questionnaires and the process is the same as
when revising the response on our request. If updates are made, they will also go through our
infernal approval processes. Typical cases include bank account updates.


http://supplier.ariba.com/

Accessing the questionnaires

Suppliers can access their questionnaires either via a) the link in the e-mail or b) via
supplier.ariba.com at any time.

a ) Action needed: Ahlstrom-Munksjo - requires additional information for Supplier Registration Questionnaire b)
D Inbox x
Ariba Administrator <no-reply@eusmtp.ariba.com> Tue, Aug 30, T:46 PM Y -
SAP Ariba

AHLSTROM
MUNKSIO

Hello Supplier Login

Ahlstrom-Munksjé - has reviewed the updates to Supplier Registration
Questionnaire submitted by on Sun, 28 Aug, 2022 and requires
additional information about the update.

Comments:

Please input the revised bank account LJSEI' Name

To provide this additional information to Ahlstrom-Munksjé - TEST, Click Here

Best Regards,
Password

SAP Ariba team

Forgot Username or Password




Revising the response / Updating information

Once the link in the e-mail has been followed, suppliers are redirected to the questionnaires. If the Ariba
account is accessed via the login page, the questionnaires can be found under “Proposals & Questionnaires”.

SAP Ariba Proposals and Questionnaires ~  Standard Account | Get enterprise account  TeST MODE

AHLSTE Ariba Discovery

There are

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
Ariba Contracts an effort to ensure market integrity. /‘

Ariba Network

Home

Events

Title ID End Time |} Event Type Participated

No items

Registration Questionnaires

Title D End Time | Status
¥  Status: Completed (1)

Supplier Registration Questionnaire Docl098520777 8/15/2022 12:09 PM Registered

Qualification Questionnaires

Title ID End Time | Commodity Regions Status

¥  Status: Completed (1)
Supplier Qualification Docl099537286 8/3/2022 1:.07 PM PACKAGING D EMEA Europe Qualified




Revising the response / Updating information

Suppliers can open the questionnaire by selecting it from the list. Once the questionnaire is open,
modifications can be made by first selecting “Revise Response”, which is available if status of the
questionnaire is either Pending Resubmission or Registered. Attachments can be deleted, and new

attachments can be added.

Doc1104120930 - Supplier Registration Questionnaire

You have submitted a response for this event. Thank you for participating.

All Content

Name t

¥ 1 Ahlstrom-Munksjo's Code of Conduct

1.1 Please select a language in which you want to review the Ahlstrom-Munksjo’s Supplier Code of Conduct

i Revise Response?

1.2 Ahlstrom-Munksjo's Supplier Code of Conduct in CHINESE Referencesv

You have already submitted a response for this event. Click OK if you would like to revise your response.

1.13 Do you accept the Ahlstrom-Munksjo's Supplier Code of Conduct? I

OK I [ Cancel

Please review the cede of business conduct attached above, review, sign and attach the document back in the next question

1.14 Attach the signed Ahlstrom-Munksjo's Supplier Cede of Conduct —

¥ 2 General Information Less.

Tirmy ng
@ 29 days 23:58:27

«

7.4 Email address

¥ 8 Internal content for Ahlstrom-Munksjo (Suppliers to ignore this section)

8.1 Country of AM Plant/AM Buying Organization

8.2 Material/service category

Submit Entire Response

|

(*) indicates a required field

Reload Last Bid l l Save draft

Once all changes have been made it is important 1o select Submit Entire Response. »‘




Special case: Questionnaire has become inactive

The questionnaires are active only for a certain number of days from the fime they have
been sent out. (60 days for registration, 30 days for qualification)

Time remaining
® 29 days 23:57:56

If suppliers find that their questionnaires have become inactive, they should contact their
contact at Ahlstrom, who can relay the information to the Ariba team. The questionnaire
can then be re-activated.



Common requests for additional information

 Bank certificate not stamped or signed by bank

Supplier needs to delete the old attachment and add a new one containing signature or stamp
from bank.

 Bank key incorrect

Supplier should refer to the insfructions in the bank details section and inserf the bank key
accordingly. This is crucial for the integration fo work, and the supplier being created in our ERP
system.

« Supplier Code of Conduct inconformity

Supplier needs to delete old attachment and upload signed Supplier Code of Conduct in its

entirety.



