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INTRODUCTION 
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SAP Business Network is a collaborative web platform where a network of buyers and suppliers
communicate. This portal enables a wide range of interactions. JCDecaux will use this solution to assist in
gathering information from its suppliers: general information, banking information, taxes, contacts, and
certificates. This way, your client will have up-to-date data about you.

➢ As a supplier, JCDecaux may ask you to complete questionnaires.

➢This kit will help you learn more about the features of this tool and easily access your account.

It is essential to set your browser to the language of your country in order to have your account
displayed in the correct language. To do so, click on "..." in your browser > Settings > Language, and set
your country's language as the default.
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YOU HAVE RECEIVED AN INVITATION FROM JCDECAUX
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JCDecaux may invite you to use the SAP Business Network (SBN) in order to:

• Respond to questionnaires (external registration questionnaire)In this questionnaire, your client
will ask you to verify and complete information regarding your company (address), contacts,
banking information, as well as any attachments to be provided.

You must have a SAP Business Network account to respond to this request.

➢ If you already have a SAP Business Network account, simply log in with your username and password
using the invitation email you received. The information to be filled in can be found in the "Proposals &
questionnaires" section of your account. Please follow the procedure “Option 1: You already have an SBN
account with other clients.”

➢ If you do not have a SAP Business Network account, please follow the procedure “Option 2: You do not
have an SBN account” to create an account. It will only take a few minutes, and registration is free.
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OPTION 1: YOU ALREADY HAVE AN SBN ACCOUNT WITH OTHER 
CLIENTS
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1. You have received a similar email:

2. You will be redirected to the page below. Click on “Use existing account "
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OPTION 1: YOU ALREADY HAVE AN SBN ACCOUNT WITH OTHER 
CLIENTS
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3. Enter your Username and Password and
Click on Connect.

➢ If you have forgotten your username or
password, click on "Forgot username?" or "Forgot
password?" to reset them.

Once logged in, you will be able to access your
SBN JCDecaux space.
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OPTION 1: YOU ALREADY HAVE AN SBN ACCOUNT WITH OTHER 
CLIENTS
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4. Questionnaires can be found in the "Ariba Proposals and questionnaires" section (at the top left of the
screen).
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OPTION 2: YOU DO NOT HAVE AN SBN ACCOUNT” TO CREATE AN 
ACCOUNT
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1. You have received a similar email:

2. You will be redirected to the page below. Click on “Create new account"
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3. Complete your company information : company name, address, city, state.
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OPTION 2: YOU DO NOT HAVE AN SBN ACCOUNT” TO CREATE AN 
ACCOUNT
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4. Complete your user information: username, password, email address for receiving purchase orders.

➢ By creating an account, you become the administrator of this account. The administrator of an SAP Business
Network account is the primary user who manages the account and its settings on behalf of their company.

Important : The username section 

will be your login to access to SBN 

(SAP Business Network) account 
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5. You can review the accounts to check if your company has already created an account. Otherwise, you can
continue with the account creation process.
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OPTION 2: YOU DO NOT HAVE AN SBN ACCOUNT” TO CREATE AN 
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6. Once the information is completed, you will receive an email to confirm the email address provided. Click on
the blue area of the email that says, "Confirm email."
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OPTION 2: YOU DO NOT HAVE AN SBN ACCOUNT” TO CREATE AN 
ACCOUNT
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7. A summary email will be sent to you, indicating that your account has been successfully created. Inside the
email, you will find your company name, your login, your Ariba account number (ANID), as well as the link to log
in.

Link to connect to SBN 

https://service.ariba.com/Supplier.aw/109540056/aw?awh=r&awssk=0clxficO&dard=1
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8. You have two sections left to complete:

➢ The categories of products and services that your company offers in "Product and Service Categories.“

➢ The geographic areas served by your company in “Ship-to or Service Locations.“

Try to get as close as possible to your industry (this information is collected by SAP Ariba) but is not used by JC
Decaux. If you cannot find your industry, please click on "Don't show me this again."

The choice of the purchasing classification has no impact for JCD.
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9. Questionnaires can be found in the "Ariba Proposals and questionnaires" section (at the top left of the
screen).
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HOW TO RESPOND TO AN EXTERNAL QUESTIONNAIRE ? 
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The questionnaires sent by JCDecaux help gather up-to-date data about their suppliers. There are three types of
questionnaires:

• The Registration Questionnaire (common to all suppliers)

• The Direct Questionnaire (dedicated to certain suppliers)

• The Group Questionnaire (dedicated to certain suppliers)

In order to be registered with JCDecaux, it is crucial to complete these questionnaires.
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HOW TO RESPOND TO AN EXTERNAL QUESTIONNAIRE ? 
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1. In the "Ariba Proposals and Questionnaires" section, you will be able to access the questionnaires initiated
by JCDecaux. They will appear in the "Registration Questionnaires" section.
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HOW TO RESPOND TO AN EXTERNAL QUESTIONNAIRE ? 
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2. Complete all the information requested by JCDecaux. The information is divided into several sections : General
information, Contact information, Bank Information, Tax Information, Document to sign. The mandatory
questions are marked with a red asterisk*. You will not be able to submit without having completed all mandatory
questions.
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HOW TO RESPOND TO AN EXTERNAL QUESTIONNAIRE ? 
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3. If necessary, you can modify your answer.

Once an answer is submitted, JCDecaux is notified and will be able to view and approve your data.
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HOW TO RESPOND TO AN EXTERNAL QUESTIONNAIRE ? 
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4. You also have the possibility to export the external questionnaire, fill it and import it back on the tool.

First you download the excel file

After completion, you import the file here

And click on Upload
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HOW TO CREATE A TEST ACCOUNT? 
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Only the account administrator can create the test account.

1. Log in to your SAP BUSINESS NETWORK (SBN) account via this link

2. Click on your initials in the top right corner of the page.

3. Select Switch to Test ID

4. A message will appear indicating that you are switching from the
production environment to test environment . Click “OK”.

https://service.ariba.com/Supplier.aw/109540056/aw?awh=r&awssk=0clxficO&dard=1
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HOW TO CREATE A TEST ACCOUNT? 
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5. Enter and confirm the new username and password for your test account.

Click “OK”.
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HOW TO CREATE A TEST ACCOUNT? 
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6. When you are in test account mode, the term "Test Mode" will appear at the top.

➢ You can return to the production account by clicking on your initials and selecting “Switch to
production”.

➢ Keep in mind that you cannot access your production account if you have logged in directly to your
test account.



Confidentiel // 2808/01/2025

05
How to give 
access to other 
people in my 
company to my 
SBN account?



Confidentiel 

HOW TO GIVE ACCESS TO OTHER PEOPLE IN MY COMPANY TO 
MY SBN ACCOUNT?
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Only the account administrator of your company can add users to your account.

To add users to the account, you must first create at least one role. You can assign multiple users to the
same role or create a separate role for each user.

1. To create a role:In the top right corner of the application, click on your initials > Settings and select
Users.
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HOW TO GIVE ACCESS TO OTHER PEOPLE IN MY COMPANY TO 
MY SBN ACCOUNT?
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2. Under the Manage Roles tab, click on "+"
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CREATE A ROLE
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3. Enter a Name for the role. Select the appropriate access rights below to respond to the questionnaires:
Access to proposals and contracts.

4. Click on “Save”
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CREATE A ROLE
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All roles are visible:
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CREATE A USER
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Now that the role is created, it is necessary to create a user.

6. Under the Manage Roles tab, click on "+"
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CREATE A USER
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7. Enter the user information (Username, Email address, First name, Last name, and Phone).

8. Select a role in the Role Assignment section.

9. Assign a client (All clients or Select clients).

10. Click on Done.
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CREATE A USER
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11. Once the user has been created, they will receive an email with their username and a temporary
password. The user must access the account and change the password when logging in for the first time.
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ACCESS TO VIDEOS AND ARIBA RESOURCES DEDICATED TO 
SUPPLIERS
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Ariba provides suppliers with a website that includes documentation and videos in multiple languages. The
documents are regularly updated. Click on the picture to see more :

https://support.ariba.com/item/view/208357_en?min=0&toolbars=1&gutter=1&popwin=0&footer=1
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