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Glossary 

Abbreviation Definition 
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1. SAP Ariba Supplier Registration (For External 
Supplier)  

1.1. Supplier Onboarding and Registration 

Overview: 

This section will describe the steps to create an account for Supplier Onboarding and Registration: 

1. Supplier Onboarding to SAP Ariba 
2. Supplier Registration Questionnaire 
3. Revising Supplier Response to Registration Questionnaire 

 

1.1.1 Lesson 1 - Supplier Onboarding to SAP Ariba 

 

 

1. Suppliers who are keen on partnering with DIALOG as suppliers will receive an email invitation to create 
an account and get onboarded on SAP Ariba. 
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Scenario 1: For New SAP Ariba Users 

Note: If you have not previously registered for an SAP Ariba Network Account, click on the link in the email 
and sign up for an SAP Ariba account. 
 

 

1. Click on  button to register as a new supplier on SAP Ariba. 
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2. After clicking on , a <Create an SAP Ariba Supplier Account> screen appears. These are the 
snapshots of how the entire screen would appear. 
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3.                   “                                ”          Product and Service Categories field, click 
   ‘   ’    ‘      ’ to select the Product and Service category that you are providing. This information is 
for SAP Ariba account creation. 
 

 

4. Select the categories of the Product and Services that your company is providing. Click on icon to 
add your selection. 

 
5.       “OK”                                             to save and add your selection. 
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6.                   “                                ”          Ship-to or Service Locations field, click on 
‘   ’    ‘      ’ to select the service location where you are currently operating.  
 

 
7. Select the                                                                       ‘      ’                  

offers global coverage. Click on icon to add your selection. 

 
8.          “OK”                                             to save and add your selection. 

** Note: Please provide and update your information in full as this section is intended for SAP Ariba 
Supplier Database record purpose. 
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9. After you have completed filling up the details on the <Create an SAP Ariba Supplier Account> screen, 
         “                           ”   

 

Scenario 2: For existing SAP Ariba Users 

 
1. Suppliers who are keen on partnering with DIALOG as suppliers will receive an email invitation to create 

an account and get onboarded on SAP Ariba. Click on the link provided in the email invitation. 
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2. For suppliers who are already on SAP Ariba, after clicking the link provided in the email invitation, log in 

                                                 “      ”                                           

existing supplier on SAP Ariba. 

 

1.1.2 Lesson 2 - Supplier Registration Questionnaire 

1. After registering on SAP Ariba, suppliers are required to take note and remember their login ID. A 

recommended step would be to bookmark/ save the link used to login to SAP Ariba Network.  

** Note: Supplier can bookmark/ save the link, supplier.ariba.com for future reference to login to SAP 

Ariba Network.  

 
2. After logging in,                                  “SAP                                  ”      

where the <SAP Ariba Spend Management> screen appears. Suppliers can view the Supplier 

                                        “Open”     “Invited”                                      

required to fill up and complete the Registration Questionnaire with DIALOG               “         

                          ”  

https://service.ariba.com/Supplier.aw/109530053/aw?awh=r&awssk=mf_yl_gC&dard=1
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3. The <Supplier Registration Questionnaire> screen appears. Refer Section 1 of the questionnaire, 

“                   ”                                                                       

 
4. After completing Section 1, Suppliers can proceed to complete the following sections and questions to 

review and update their information accordingly. 
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5. Refer         4   “                          ’         (             (           ”           ‘      ’ to 

further select specific options.  

 
6. Suppliers can search and        ‘M       ’  ‘       ’         categories if their company is a provider of 

both commodities. After expanding the selection, suppliers can further narrow down their choice of 

‘Material’ or ‘Service’ they are providing.                                                “    ”  

 

 
7. Refer Section 4.5, please provide supplier major top three customer information as per highlighted format. 
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8. Suppliers can now select which region/ country they are able to provide their Product(s) or Services(s) to. 

Suppliers can expand the selection 

 

 
9.               5 “               ”, suppliers are to fill up their tax information and upload a copy of their 

                                                                            5   “          (  ”          

        5   “                                                                                          ” 

             “*             ”                                                              
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10.                “*             ”      <Add Attachment>                          “           ” and a pop-up 

screen prompting suppliers to select required document(s) that need to be uploaded. After selecting the 

                 (                                                                          ‘ K’       

ensuring that the right document is attached. 

 

 
11.               6 “                ”                                  ‘                    ’ to add their bank 

details. 
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12.                   “                    ”  he <Bank Information> screen appears. Suppliers are required 

to fill up their bank details accordingly as shown in the above screenshot. After filling in the required 

details, suppliers will need to attach a bank reference or bank statement from the nominated bank 

                  “*             ”                                                            (    
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13.                “*             ”      <Add Attachment>                          “           ”          -up 

screen prompting suppliers to select required document(s) that need to be uploaded. After selecting the 

                 (                                                                          ‘ K’       

ensuring that the right document is attached. 

 
14.                                                                 “    ”                              

progress.  

 
15.               7 “                           ”                                             and provide a 

response if their company has any financial statements for the last 3 years. After selecting their response, 

suppliers are required to fill up the questions accordingly and                               ’          
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Financial Report (Latest).          “*             ”                                     ’          

Financial Report. 

 

 

 
16.                “*             ”      <Add Attachment>                          “           ”          -up 

screen prompting suppliers to select the attachment. After selecting the required document(s), you can 

                                                              ‘ K’                                        

is attached. 
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17.                                                         ‘       E              ’                       

pop-up screen will appear asking to submit the response. 

 

 
18. Click ‘ K’                         
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19.                                                                            “Y                      

                                                    ”                                             
successfully submitted their response. 

** Note:  If in case of any additional information required, suppliers will receive the respective email 
notification requesting for additional information by DIALOG. Please be sure to provide the necessary 
additional information when requested. 

 

 

20. After reviewed and approved by DIALOG representative, suppliers who have submitted the Supplier 
Registration Questionnaire will receive an email notification indicating that they completed their 
registration. The above snapshot is the email notification that suppliers will receive after their supplier 
registration has been successfully completed. 
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1.1.3 Lesson 3 - Revising Supplier Response to Registration 
Questionnaire 

 

1. If suppliers are looking to make changes to their response which they have already submitted, they can 
                         ‘               ’         
 
** Note: Supplier will only get this ‘Revise Response’ option once the registration has been approved. 
During the approval stage, if any changes the Supplier wants to amend, notify to DIALOG. 
 

 

2.                   ‘               ’       -up screen appears prompting the supplier to revise the 
                   ‘ K’                                                                       
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3. After the response reviewed by DIALOG team, suppliers who have submitted the Supplier Registration 

Questionnaire will receive an email notification indicating that they completed their registration. The above 

snapshot is the email notification that suppliers will receive after their supplier registration has been 

successfully completed. 

 

** Note: Please note that the response icon is open for a limited time. In the future, if there are any 
updates that are required, please reach out to DIALOG’s representative for assistance. 

 

 

 

 


