SAP Business Network - Setting up () A
Legal Profile

This guide is essential for suppliers looking to establish a legal profile in the SAP
Business Network, particularly for those operating in Singapore. It provides
step-by-step instructions on creating and managing company profiles and additional
entities, ensuring compliance with GST requirements. By following this guide, users
can avoid common pitfalls and ensure their legal information is accurately, facilitating
smoother operations within the network & able to proceed with Invoice Submission.
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& Suppliers must create a Legal Profile in SAP Business Network before submitting
invoices.

Without a Legal Profile, suppliers cannot submit invoices through SAP Business
Network.
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2  Navigate to supplier.ariba.com

Log in using your supplier account username and password to access the SAP
Business Network supplier portal.
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3 Click Company Settings (name initials on Home Page top right corner) and click
on Company Profile" from the drop-down.
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4  Additional Entities creation

« In Company Profile, go to Additional Entities section and click Create or Edit (if an entry
already exists) to configure additional supplier addresses.

* Click on Create within the Company Settings section to add additional Legal Entities.
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@ Fields marked with the * asterix will be mandatory to add the additional entity.




5 Key Considerations to Create the New Additional Entity

1. Company Legal Name:
« Must be unique if the supplier has one entity in the same country.

2. Address Details (Please provide the response to the mandatory fields marked with an
asterix):

 Country/ Region (Choose Singapore)
» Address Line 1
* City
* Postal Code
* State
3. Functions:

« Select Sold From (This is required to maintain the Legal Profile)
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@ 1fyou plan to set up the country configuration (legal profile) and are GST registered, make sure to complete the following field: GST ID.

Company and location information Network collaboration information
Company (Legal) Name:* 1 Functions:*
TRR_SUPPLIER_2 3 Sold From ~

Country/Region:*

Singapore a Identification information
Address Line 1:* Internal ID:
CBD 19 Street 2

Address Line 2:
Legal and tax information

Type here

Address Tine 3 TAX ID:
Type here Type here

T VAT ID:
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@ If the supplier is GST-registered, please provide the registered GST ID under the
Legal and Tax Information section.

(This applies only to GST-registered suppliers and Non GST-registered suppliers
can leave this as blank)
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6 Once all required information has been entered, click Create to complete the
process.

If the supplier's address matches but is not fully accurate, the system will suggest
corrected address options. The supplier can select the appropriate suggestion and
click Confirm or if the entered address is correct, choose Use Entered Address.
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Once the additional entity is created, the supplier will see it listed under the

relevant section.
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8 Inorder to proceed with the Legal Profile Creation, follow the below steps:
g . .
1. Navigate to Country Configuration tab.
2. Click on Create button to create the Legal Profile.
W Business Network v  Standard Account "Get enterprise account ‘ - « QA ® b
Home Di: Y v Catalogs v Assessments > Quick Links
TRR_SUPPLIER_2 View My Public Profile | | Goto Catalog | «++
BNO ID: BNO-100000161586762-T | ANID: AN11242997977-T | DUNS:—
Overview | v Certifications Ratings [o] ion Structure Entities Country Configuration Contacts Settings | v Business Information +2 v
Country Configuration
Editing Status: Country/Region: Status:
Search Q A v v v @ Adapt Filters
AHR
Country Configurations Create
Status

Company Name Country/Region

_™



O  steps to Create the Legal Profile.

1. Select the country Singapore among the list of 8 countries that require Legal profile.

2. Based on the Country Selected (i.e. Singapore), select the relevant system address
created under Additional Entities.

3. Click on Continue.
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Country/Region: *

‘ Singapore

Company Name: *
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10 1. Tax Type GST & Identification Number will auto populate for the GST Registered
suppliers. (Note: The GST Number is derived from Address Created under Additional Entities.
Please Make sure the information is provided accurately).

2. For GST Registered Suppliers
* Select Yes

3. For Non-GST Registered Suppliers
* Select No

4. Click on Create Button.
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11  Please make sure the status is Accepted for the relevant country configuration.

NOTE

* The GST Number is derived from Address Created under Additional Entities. Please Make

sure the information is provided accurately

» Update the GST number in the Additional Entities section before marking the entity under the
Country Configuration for Legal profile. Failing to do so may result in error.
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