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Introduction and Purpose of this guide

In April 2023, our UK companies of BT, Openreach and PlusNet moved to a SAP/Ariba based platform for our Purchasing and
Finance systems and processes.

We now use the SAP Business Network:

« To maintain our Supplier data via the ‘self-service’ Registration Questionnaire form (form now extended to hold new data
including bank details and further information on CIS tax status)

* To transmit our Purchase Orders to our suppliers (via email)

» Asapreferred electronic invoicing solution.

If you registered with us prior to April 2023, the first time you provide BT with any updates regarding your organisation on the
new form, you will also need to complete the new mandatory data fields.)

Once you have submitted changes to your supplier details, an approval process within BT is initiated to ensure your new
information is validated and updated on our internal purchasing and payment systems.

This guide provides:
« Details on how to log into your Ariba Network account and navigate to the BT Registration Questionnaire

* Guidance on how to update your responses to the Questionnaire
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Logging into your SAP Business Network Account

To log into your SAP Business Network account

https://supplier.ariba.com

Please bookmark this link to use again

()  https://service.ariba.com/Supplier.aw/109528055/aw?awh=r&awssk=G6GhuRL6&dard=1 O & A Q v 74 ] o= :

Log into your account

SAP Business Network ~ B ®

1. Username

Supplier Login Share Your Success on SAP Business Network

2. Password

X Visit the Supplier Spotlight Program page to

check out other suppliers stories, review the
User Name FAQs, and then submit your own! We look
forward to hearing from you!
w Password

« Enter your username and
Forgot Username or Password pa SSWO rd

New to SAP Business Network?
Register Now or Learn More

If you have forgotten these, please
click the Forgot Username or
Password link

Supported browsers and plugins

E- ':l © 2022 SAP SE or an SAP affiliate company. All rights reserved. Privacy Statement  Security Disclosure  Terms of Use



https://supplier.ariba.com/
https://supplier.ariba.com/
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Go to the'Questionnaires’ area for BT

If you also use this SAP Business Network account for Orders and Invoices, you may need to navigate to the Proposals and
Questionnaires area for the SAP Business Network

B https://eu.mu.ariba.com/dashboard/

Click on Business Network

2. Click on Ariba Proposals and

Questionnaires

My widgets BT GroupPLC-TEST1 v &% Customize

Purchase orders Last 3 months v Invoice aging Activity feed | All v

E117%, E1.271 & &

Order received
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You can navigate from this screen to questionnaires for each of the customers you have relationships with.

If your screen shows a different customer by default, please click on More to show and select BT customer

Ensure that BT (British
Telecommunications)
customer is displayed

Click on More if your current
screen is displaying a
customer other than BT.
Select BT

Clck on Supplier
Registration Questionnaire
to start updating your
Supplier information

< C @

SAP Ariba Proposals and Questionnaires ~ Standard Account | Getenterprise account |  TESTMODE

Welcome to the Ariba Spend Management site. This si

Home

Events

D End Time }

Registration Questionnaires

Title

¥  Status: Completed (1)
Supplier registration questionnaire I
Qualification Questionnaires

¥ Status: Completed (2)

te assists In identifying world class supplier:

)  https://service.ariba.com/Sourcing.aw/ 1095550 14/aw?awh=r&awssk=vcg6S0jN&dard=1

s who are market leaders in qu

End Time 4

ality, servic

a M a v ¥ 8t @ @8

E @ @

e. and cost. Ariba. Inc. administers this site in an effort 1o ensure market integrity

End Time |

28/2/2023 21:51 Registered
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Registration Questionnaire: Updating your organisation details

The new questionnaire will now be displayed, showing your original answers and some new mandatory questions.

< C @B hitps://s1-eu.ariba.com/Sourcing/Main/aw?awh=r&awssk=RCDwGuaKb6ZuC3e7&realm=britishtelecommunications-S-T&passwordadapt.. 3 A & g ¥y G =

1. Click Revise Response

. : Company Settingsv  JilAdamsv  Feedback Helpv M »
Ariba Sourcing e

< Go back to British Telecommunications-S Dashboard Desktop File Sync
.
2. Click OK Console

Event Messages You have submitted a response for this event. Thank you for participating.
Event Details
Response History

Response Team

————

| Revise Response ®
¥ Event Contents
All Content = v
All Content
Name 1
1 Company ¥ 1 Company Information -
Information
1.1 Company Legal Name 1
2 Banking Information
1.2 Company Legal Name 2 _;‘ Revise RESpOnSE?
3 Construction 1.3 Company Legal Name 3 ) . . ) i ‘
Industr... You have already submitted a response for this event. Click OK if you would like to revise your response. 2
1.4 Company Legal Name 4
4 Tax Information [ 0K Cancel
15 Region
5 Compliance
1.6 Primary Address
6 Finance Contact
Details 1.7 Telephone Number
1.8 Email Address fit2perform01@gmail.com -
7 Declaration
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Update form as required, completing new questions

Update any details as required by overwriting the previous data.
Scroll down to view sections of the form or jump to the sections using the links on the lefthand side

&~ C M ()  httpsy//s1-eu.ariba.com/Sourcing/Main/aw?awh=r&awssk=RCDwGuaKb6ZuC3e7&realm=britishtelecommunications-S-T&passwordadapt.. © A & g u a3 = L
1. Scroll down the form to ° SR
. . - EEE Company Seftingsv  JillAdamsv  Feedback Helpv Messages »
display all the questions Ariba Sourcing
< Go back to British Telecommunications-S Dashboard Desktop File Sync
Console

.
Update any values as required
Q e Event Details All Content =
by typing into the boxes
Response Team Name t
¥ 1 Company Information p—
v Event Contents 1.1 Company Legal Name 1 *‘ Fit2perform01 |
All Content 1.2 Company Legal Name 2 | |
Company 1.3 Company Legal Name 3 | |

Event Messages

Information

1.4 Company Legal Name 4 | |

2 Banking Information

15 Region *All [ select ]
Construction * .
3 ndustr Street: | 1 New Road |
"
4 Tax Information City: | London |

5 Compliance
(*) indicates a required field

Finance Contact

Details
Submit Entire Response [ Reload Last Bid ] [ Save draft ] [ Compose Message ] [ Excel Import

7_Declaration
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Entering your Banking Information (Section 2)

You now need to add and maintain your Banking Information in the form

Sectio n 2. Ba n ki n < O m )  hitps://s1-euariba.com/Sourcing/Main/aw?awh=r8awssk=RCDwGuaKb6ZuC3e78&realm=britishtelecommunications-S-T&passwordadapt.. & A & g i [ = :
. g

0 % Company Settingsv  JilAdamsv  Feedback Helpv
Ariba Sourcing pany Seting Pv  Messages »

Information

< Go back to British Telecommunications-S Dashboard Desktop File Sync

Console

1. Click on Add Banking

Event Details All Content =

Response History

Information

1.12 Please provide Company Registration Number *‘ 01234567 ‘

v Event Contents

n
1.13 PO Email Address ‘ fitzperform01@gmail.com ‘

All Content ~
*
1.14 Remit-to Email ‘ fit2perform01_remit@gmail.com ‘
1 Company
Information 2 Banking Information

Add Banking Information (1)

3.1 Is your company registered in the Construction Industry Scheme? *‘ No goods/services | provide will be covered by CIS

¥ 3 Construction Industry Scheme
2 Banking Information id

Construction

Industr... ¥ 4 Tax Information

4 Tax Information 4.1 Are you a company registered for VAT (or local equivalent) .,‘ Yes v

5 Compliance

(*) indicates a required field
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Entering your Banking Information (Section 2)

Enter your Banking Information in the form

Note: If you have Multiple bank accounts, you will need to click Save before you click Add additional Bank Details to
enter the next account. Once all bank accounts have been entered, click Submit Entire Response

Section 2: Banking [ comcet ]
°
°
I nfo r m at I o n Clicking Save will only save your Repeatable Section answers. To submit your response, you will need to click Save and then click Submit Entire Response on the main screen.
All Content > 2 Banking Information
Choose Bank Type from Banking Information (1) = v
Name t
t h e d rO p d OW n - ¥ Bank Details #1 Delete
S : * Bank Type: Domestic ~ 1
Domestic or Foreign
Bank Id: 0000
Country/Region:  United Kingdom
Enter Bank Name and ) [ I-a
Bank Branch:
o Street:
Address fields
ity: -
Add an additional Bank Details (*) indicates a required field
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Enter your Banking Information in the form
Note: If you have Multiple bank accounts, you will need to click Save before you click Add additional Bank Details to
enter the next account. Once all bank accounts have been entered, click Submit Entire Response

Section 2: Banking
Information

4. For UK Bank Accounts
Enter the sort code (6
digits - no spaces) into

Bank Key

Enter the Bank Account
number

Clicking Save will only save your Repeatable Section answers. To submit your response, you will need to click Save and then click Submit Entire Response on the main screen

All Content > 2 Banking Information

Banking Information (1)

Name 1

Postal Code: ‘

Account Holder Name ‘ Fit2Perform Ltd

Bank Key/ABA Routing Number: I 309617

Account Number: I 00709943

IBAN Number: ‘
SWIFT Code: ‘

Bank Control Key: ‘ No Choice v

Add an additional Bank Details (*) indicates a required field

Save | Cancel

«
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Entering your Banking Information (Section 2) — Attach evidence

For each bank account, you will need to provide documented confirmation of account details by uploading a document.

The document must be on Headed paper (i.e. showing your organisation details)and include the full details of your bank
account.

Section 2: Banking
Information

—
Is your bank account located in the same country in which you operate | Yes v

Please attach a headed letter with Bank Information e Attach a file

Uploading Confirmation ~ :
Add an additional Bank Details

You will need to upload a
letter, using headed paper,
confirming your bank
details for our audit
purposes

6. Click Attach afile

7. Click Save to Save your
bank details
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Section 3: Details of Construction Industry Scheme membership

Section 3 requires you to provide information related to CIS. If you answer “All goods/services that | provide will always be
covered by CIS” there will be further questions to answer depending on the status of your organisation

8. Select the appropriate All Content =
CIS status for the
gOOd S/Se rvices you r - Z iankitng I:forll'na:im: — Add Banking Information (1)

O rg a n isa t i O n p rOVi d es to BT 3.1 Is your company registered in the Construction Industry Scheme? 1 No goods/services | provide will be covered by CIS vI
from the dropdown " 4 Toxitomatn

K«




Section 3: CIS: Company and Partnership

BT Group

| 17

Section 3 requires you to provide information related to CIS.
If “All goods/services that | provide will always be covered by CIS” there will be further questions to answer depending on

the status of your organisation

Company

*  You will need to provide
the UTR for your
organisation

Partnership

* You will need to provide
further details about your
Partnership

¥ 3 Construction Industry Scheme
3.1 Is your company registered in the Construction Industry Scheme?

3.4 Please select Business type

3.5 Please provide Unique Taxpayer Reference (UTR) / Tax Identification Number (TIN) / National Insurance Number (NIN)

*| All goods/services that | provide will always be covered by CIS v

=

|

¥ 3 Construction Industry Scheme
3.1 Is your company registered in the Construction Industry Scheme?
3.4 Please select Business type
3.6 Please provide at least one Partner's Name
3.7 Please provide at least one Partner's UTR Number
3.8 Please provide at least one Partner's National Insurance number

3.9 Please provide your company's Trading Name, if any

*| All goods/services that | provide will always be covered by CIS AV

* Partnership  ~

|
| |
|
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Check all the information previously provided in the Registration Questionnaire is correct and current.

When complete, click Submit Entire Response to submit your response to BT.

Click Submit Entire
Response

To submit the update to
your Registration form

T T TATICe S UTTas T T TTOT TS TIuTTTeT

¥ 7 Declaration

7.1 | confirm that the details provided are correct.
Completed by: Name

7.2 Position

7.3 Date

7.4 Suppliers are reminded that under no circumstances should any goods and services be commenced on behalf of BT at
anytime without a valid purchase order in place. Please confirm your agreement to comply

(*) indicates a required field

* .
| Jill Adams

*
| Director

| Tue, 28 Feb, 2023

*
|Yes v‘

Excel Import

| Reload Last Bid ‘ | Save draft ‘ | Compose Message ‘ |
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Help and Guidance

BT Resources

To learn more about BT and our Procurement and Accounts Payable processes please visit Selling to BT

Selling to BT

Home What do we buy? Our expectations Accounts payable Health and safety FAQs
o /f/ 7'/ yﬁ w 77 / RN
> » . ~ &/
r , , = Y7,
. : y

=—="\[a ome to Sellf

“*Key/information and guidance aboyit procurementand-accountsipayableinBIforour existing and potential suppliers.

We have also provided a FAQ
guide to help answer some of
your questions about the move to
the SAP Business Network

We are moving our suppliers to Ariba (SAP Business Network). Click here for more details.

Find out what we buy & View our requirements and expectations & Learn about our payments & Moving our Suppliers to Ariba (SAP Business
Network) >

If you have an SAP Business Network Enterprise account and wish to set up a Trading relationship with us please email mfb.supplier.enablement@BT.com with
your organisation name, Supplier ID (if known) and the ANID you wish to use for your POs and Invoices



https://www.selling2bt.bt.com/
mailto:mfb.supplier.enablement@BT.com
https://groupextranet.bt.com/selling2bt/downloads/Supplier_FAQs_V0.1_new.pdf
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Help available from your SAP Business Account

You can access SAP help guides, and ask questions using the interactive help facility

1.Click ® to display the Help

Help Topics
Topics

Support

2. Support takes youto the Help

[E] What is SAP Business N

Center where you will be
directed to the most
appropriate resources for your

query

Iniroducing the new SAP Bu:

Adding payment files (2:48)

o | Discovering new insights
nnan X |

Y Common browser issues

Y5 How do | create an invoice?
On-fime payment rate widget
Paid invoices widget

Purchase orders widget

My leads widget

Invoice aging widget

Download app widget

Company profile widget

Documentation

What's new in Standard gy —_—

How can we help you?

tions”, "user suthorization”

Introducing the new help ce__

Finding orders, invoices, an...
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Help and Guidance

Training and tutorials available from SAP

Supplier Learning Site Walkthrough tours and guides to help you to learn how to get the best
from your account

Supplier Training Video Library It_etarr.n Tow to use SAP Business Network in a series of short video
utorials

SAP Business Network - Enterprise ...

Account Overview

SAP Business Network and the New Supplier
Portal

Create an Order Confir...

Create a Ship Notice

Create an Invoice

Create a Service Sheet

Create a Service Invoice

Create a Non-PO Invoice

Create a Credit Memo

Connect with your Cust...



https://support.ariba.com/Adapt/SAP_Business_Network_Supplier_Training/#/
https://support.ariba.com/Adapt/SAP_Business_Network_Supplier_Training/#/id/61c1fd3832f93d37144ec598
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