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1. SUPPLIER SIGN UP ON INVITATION   
   

The Supplier will receive a mail regarding invitation to register on Ariba. Click on the link 
given in the mail to create an account in Ariba Network.   

     
 The supplier clicks on this link to get redirected to the registration page.   
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1. The supplier can sign up here filling basic details the first time he/she enters Ariba to 
register or participate in sourcing event.    

2. An existing supplier needs to log in and provide login credentials from here.   

1.1 SIGN UP   
    
a) Given below is the signing up screen. The basic details required are: Company 

Information like Name, Address, etc.   

b) User account information – Name, email id, contact details, and setting of username 
and password.   

c) Few details of the supplier’s business – Product and service categories, and ship to 
locations are mandatory fields, tax id is not.   

After filling all the details, click on “Create Account and Continue”.   
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There may be potential duplicates of the supplier, so this message may pop up. Click on “Review 
Accounts”.   

   

Review the matches and click on “Continue Account Creation” to create a new account.   
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1.2 LOG IN   
   

The supplier logs in to the supplier portal with login credentials from the email invite 
link that gets floated to him once the buyer publishes the supplier request and sends 
the invite to the supplier.   

   
   

   

This is the supplier registration dashboard, where he/she must fill in necessary details in the 
questionnaire set by the buyer.    
   

The top right-hand corner designates the amount of time remaining for the supplier to fill in 
the details and register himself.    
   

On the left-hand side, the dashboard shows the various tabs of the questionnaire contents.   

   

     



 

  

 

 

 

SAP Ariba: Supplier Lifecycle Performance - Supplier Manual  

 Process Owner: Commercial Team: Ariba 

 

6 

  

2. SUPPLIER REGISTRATION QUESTIONNAIRE   
    

The Supplier Registration Questionnaire has the following sections that need to be filled.   
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2.1 General Information   
   

- Fill in the Place as Domestic/Foreign.   

- Select Vendor Category from the dropdown list - Add Telephone 

details.  

   

  
   

  

2.2 Company Details   
   

  

  

  
 -  Fill in all the other details like Registered Name, Trading Name, Company Type, VAT Reg NO. etc.,   
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2.3 Other Registration Numbers  
  

Fill in all the Registration Numbers in this section.   

    

2.4 Security Questions  
  

Answer to the questions listed in the section.  

  

  

  

   

Based on whether Domestic/Foreign is selected in the General Information section, the Tax 

Identification section will be different.   

  

2.5 Commercial References  
    

Click on “Add Commercial References (0)”.  
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2.6 Order Contact Details  
    

Fill in details like Contact First name, Last Name, Email and Telephone Number.  

  

  

   

  

2.7 Address  
  

  

1. Street – This contains multiple lines and is a text field. This is a non-mandatory field 

but is recommended to be filled.    

   

2. House No. – This is a non-mandatory field but is recommended to be filled.    

   

3. District – This signifies the district the company plant or Head office address 

mentioned above is located in. This is a mandatory field.    

   

4. Postal Code – The PIN Code of this address needs to be entered; it is a mandatory 

field.    
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5. City – The city or town of the company location is mentioned. This is a mandatory 

text field.    

   

6. Country – The country the company is registered in needs to be entered. This is a 

search field, from where the country, say India, can be browsed. This is a mandatory 

field.   

   

7. Region – The state where this address exists is entered in Region field, and the state 

field needs to be chosen from the dropdown. This is a mandatory field.    

    

2.8 Remittance Contact Details  
  

   

  
Fill in details like Name, Email, Telephone Number etc.,   

   

2.9 Auditing Company details  
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1. Street – This contains multiple lines and is a text field. This is a non-mandatory field 

but is recommended to be filled.    

   

2. House No. – This is a non-mandatory field but is recommended to be filled.    

   

3. District – This signifies the district the company plant or Head office address 

mentioned above is located in. This is a mandatory field.    

   

4. Postal Code – The PIN Code of this address needs to be entered; it is a mandatory 

field.    

   

   

5. City – The city or town of the company location is mentioned. This is a mandatory 

text field.    

   

6. Country – The country the company is registered in needs to be entered. This is a 

search field, from where the country, say India, can be browsed. This is a mandatory 

field.   

   

7. Region – The state where this address exists is entered in Region field, and the state 

field needs to be chosen from the dropdown. This is a mandatory field.    

    

 -  Specify the Phone Number, Fax No and Email, these fields are mandatory   

  

2.10 Vendor Due diligence List  
  

Answer to the questions in this section.  
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2.11 Attachments  
  

You will have to provide attachments of Supplier Declaration, Monitoring Checklist, Merge Letter 

etc.,  

    

   

2.12 Additional Data 1  
  

Fill details like BEE status, Size, Total % Black Owned etc.,  

  

  



 

  

 

 

 

SAP Ariba: Supplier Lifecycle Performance - Supplier Manual  

 Process Owner: Commercial Team: Ariba 

 

14 

  

2.13 Additional Data 2  
  

Fill in details like Material classification, Service Classification etc.,  

  

  

  

2.14 Additional Data 3  
  

  

Fill in additional details like Parastatal, Disabled Ownership etc.,  
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2.15 Additional Data 4  
  

  

Choose value of Class and Class of Entry from dropdown. in this section  

  

  

  

     
  

2.16 Bank Details  
  

  

  

  

  

  

You will be redirected to this page. Click on “Add Bank details''.   

     

Fill in all the mandatory details.   

1. Bank Type – Specify if Domestic/Foreign. This is a Mandatory Field.   
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2. Specify the country. This is not a mandatory field.   

3. Bank Name – This is a mandatory field. The supplier must mention the bank where the 

suppliers have their account. All payments will be directed to this bank accounts. This is a 

text file and must be correctly filled by supplier to avoid payment related problems.    

4. Bank Branch – This is a mandatory field and the branch name of the bank where the 

supplier account is registered needs to be entered. Also specify the Full Address (Street, 

City, State, Province, Postal Code, etc.)   

5. Account Holder Name – This is a mandatory field. Fill in the bank account holder’s 

name.   

6. Bank Key/ ABA Routing Number - This is a mandatory field. Fill in the bank key.   

7. Account No. – This is a mandatory field. Fill in the bank account number.   

8. IBAN Number - This is not a mandatory field. Fill in the IBAN Number.   

9. Swift Code - This is not a mandatory field. Fill in the Swift Code. Also mention the Bank 

Control Key.   

10. Attach a Bank Reference or a Bank Statement from the Nominated Bank Account. This is 

a mandatory field. Select an attachment and click OK.   

  
  

   

   

- After filling all these details, the supplier clicks on “Submit Entire response” to 

submit his/her registration form details. If any error shows up, necessary corrections 

must be made before resubmission.    

   

- Compose Message – If there is any message that the supplier wants the buyer to know, 

and the information is not being captured in the registration form, the supplier can click 

on “Compose Message” and submit his/her message. It gets reflected on buyer portal 

when the supplier registers with the buyer site.    
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- Excel Import – The supplier, instead of filling the above details online, can also download 

the Ariba excel format, make necessary edits and additions offline, and re-upload it. If the 

necessary fields are filled correctly, all the data gets imported in the form.   

   

   
As we can see, when all fields are correctly filled and the supplier submits his/her response, the 

supplier details are successfully submitted for the buyer to review and verify on his portal.   

  

- Excel Import – The supplier, instead of filling the above details online, can also 
download the Ariba excel format, make necessary edits and additions offline, and 
re-upload it. If the necessary fields are filled correctly, all the data gets imported in 
the form.   
   

   
As we can see, when all fields are correctly filled and the supplier submits his/her response, the 
supplier details are successfully submitted for the buyer to review and verify on his portal.   

Once the buyer approves all the details submitted by the supplier, supplier will receive a mail 
confirmation.  
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