SLP - How to Respond to an MSD Questionnaire via ’.’
the Ariba Network

A 4
Purpose:

This information will provide instructions to suppliers about how to respond to MSD
Questionnaires for collecting Diversity or Sustainability information.

Trigger:

Supplier receives an email from MSD Procurement, via Ariba, to login to the Ariba Network
and complete the relevant Questionnaire.

Helpful Hints:

The supplier must login to the Ariba Network in order to respond to Questionnaires. If the
Supplier has already responded to another questionnaire, like the Registration
guestionniare, or a Sourcing event, they will need to respond to the subsequent
guestionnaire from the same Ariba Network account.

Explanation Screenshot
= M Gmail Q s
1. As the supplier contact, e— ¢« DO d oG Bbw

you will recieve an email that
MSD is requesting you to

Action required: Information requested by MSD  Inbox x

% Starred Molly Bresnahan <s4syst

complete a Questionnaire to | o s |

collect additional information | 7 ™ e MSD

from your company. Click o e i BN B

the Submit Questionnaire & e T —
link to login to the Ariba Plsse i the ko
Network and complete the Questionnaire Overview
questionnaire. Fsspord D S 13 by
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Explanation

Screenshot

2. The link from the email
will direct you to the Ariba
Network. If you, or someone
else from your company,
have already responded to a
guestionnaire or sourcing
event for MSD, you will need
to respond to this
guestionnaire under the
same AN ID. If you do not
have access to your
company's Ariba Network
account, contact your
system administrator and
request they provision you.

Enter your username in the
Supplier Loginbox.

SAP Ariba

Supplier Login

SAP Ariba Proposals & Questionnaires ~

test-cool-molly.bresnahan@sap.com

B

| =

3. Enter in the Password
box.

SAP Ariba

Supplier Login

SAP Ariba Proposals & Questionnaires

test-ariba.supplier2020@gmail.com

——
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GAP Ariba Proposals & C

SAP Ariba

Login Supplier Login
pplier Log

test-ariba.supplier?

LLE 2 21411}

‘ L
Forgot User{#)ne or Passw
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5. Once you are logged in,
you will be directed to the
Questionnaire MSD has
asked you to complete.

6. Proceed to fill out the form
by responding to the
guestions.

Doc2416845920 - Supplier Self-Centfication Form

7. Review the information,
then scroll to complete the
form.

Conso

Ariba Sourcing

le

E Doc2416845920 - Supplier Self-Certification Form

All Content

8. Some MSD
Questionnaires will request
you to provide Certificate
information, like Diversity or
Sustainability certificates.

B Doc2416845920 - Supplier Self-Centification Form

9. If your company has the
certificate being asked
about, answer the question
Yes

10. Click the Details link to
provide additional details
about the certificate your
company possesses.
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11. Provide the certificate
metadata, starting with the
certificate Issuer.

12. Enter the Year of

Publication.

13. Provide the Certificate
Number.

14. Provide the Certificate
Location.

4.8.1 Is your business an MBE? If yes, provide details by

become...

Enter details for Certificate. Enter the location of a file to add as an Attachment.

Certificate Type:  Minority-Owned Business Enterprise

tssuer: * | MBE |...

Year of publication: *| 2014 h
Cenificate Number: *] 1230987 N

Centificate Location: | New Jersey

Effective Date: * \.

Expiration Date: * =

15. Click the Calendar icon

to select the Effective Date.

4.8.1 Is your business an MBE? If yes, pi
become...

Enter details for Certificate. Enter the location of a file t
Certificate Type:  Minority-Owned Business Ei

Issuer: *

MBE

Year of publication: * | 2018

Certificate Number: * | 1230087

Certificate Location: * | New Jersey
Effective Date: * (7E

Expiration Date: * M May 20
Sun e Wed Thu

Attachment: *

16. Select the effective date.

4.8.1 Is your business an MBE? If yes, provide
become...

Enter details for Certificate. Enter the location of a file to add as
Certificate Type:  Minority-Owned Business Enterprise
Issuer:* | MBE
Year of publication: * | 2018
Certificate Number: * | 1230087
Certificate Location: * | New Jersey

Effective Date: * | |

Expiration Date: *| M 4 Apr 20 > o»
Sun Mon Tue Wed Thu Fri  Sat

Attachment: * 2 3 4

5 6 7 8% 10 11
12 13 14 15 16 17 18 ~
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17, Click E the calendar
icon to select the expiration

date.

4.8.1 Is your business an MBE? If yes, provide details
become...

Enter details for Certificate. Enter the location of a file to add as an Attach
Certificate Type:  Minority-Owned Business Enterprise
Issuer: * | MBE
Year of publication: * | 2018
Certificate Number: * | 1230087
Certificate Location: * | New Jersey

Effective Date: * | [WTARER =

Expiration Date: *
Attachment: ™ | Choose File | No file chosen

18. Select the expiration
date.

4.8.1 Is your business an MBE? If yes, pri
become...

Enter details for Certificate. Enter the location of a file to
Certificate Type:  Minority-Owned Business En
Issuer: * | MBE
Year of publication: * | 2018
Certificate Number: * | 1230087
Certificate Location: * | New Jersey
Effective Date: * | Wed, 1 Apr, 2020 sy
Expiration Date: * [ |

Attachment: * M < May 21 »
Sun Mon Tue Wed Thu Fri

2 3 45 6 7
9 10 11 12 13 14
16 17 18 19 20 21
23 24 25 26 27 28

30[31
[
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19. Click Ok to save the
certificate data.

20. Click to browser and add
an Attachment of the
certificate itself.

4.8.1 Is your business an MBE? If yes, provide details Y

become...

Enter details for Certificate. Enter the location of a file to add as an Attachmj

Certificate Type:  Minority-Owned Business Enterprise

Apr, 2020 =

ttachment: * | Choose File | No file chosen

21. Continue completing the
remainder of the form.

22. Review the Supplier
Verification information.

Consale E Doc2416845920 - Supplier Seli-Certification Form

All Content

Consale = Doc2416845920 - Supplier Self-Certification Form [C] ;;,
23. Agree by selecting Yes. |
e
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Ariba Sourcing
< Go back to - TEST Dashboard
Console Doc2416845920 - Suppli

Event Messages

Event Details All Content
Response Histary
Response Team Name 1

¥ 4.8 Diversity Cerurications

i ?
—Ee e 4.8.1 Is your business an MBE? /f

24. When finished

; 4.8.2 s your business a WBE? If yg
Comp|_et|n9_ the ) ) All Content ! g
ngstlonnlare, click Su bmlt 4.8.3 Is your business a VBE? /f ye,
Entire Response to submit 3 Definitions
the.queStlonnalre to MSD for 4.8.4 s your business LGBT? If yes
review & approval. 4 Self-Certification

R 4.8.5 s your business a DOBE? /f )
Changes to v 5 Changes to Information Contained
Informati...

5.1 The Supplier Self-Certification Fo
update, navigate to supplier.ariba.com)
6 Supplier Verificati
upphier vertication v 6 Supplier Verification
6.1 | hereby certify that all informatio
of my company that all the information
by law.

(*) iy

Submit Entire Response

't Entire Response
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25, cicx I

v Submit this respd

Click OK to submit
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