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Steps to be Ready To Transact

2

1. Trading Relationship Request Acceptance (Status “In 
Progress”)

2. Profile Registration (Status “Relationship Established”)

3. Set Up and Configure Your Account (Status “Configured”)

4. Test account creation (Status “Ready To Transact”)

5. Create roles and users

6. Support



© ALSTOM SA 2022. All rights reserved. Information contained in this document is indicative only. No representation or warranty is given or should be relied on that it is complete or correct or will apply to any particular project. This will depend on the technical and commercial circumstances. It is

provided without liability and is subject to change without notice. Reproduction, use, alter or disclosure to third parties, without express written authorisation, is strictly prohibited. 3

01 Trading Relationship Request 
Acceptance
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In order to start with SAP Ariba Business Network Portal
Registration, you will be sent an email from the SAP Ariba
Network

1. Go to your mailbox, find the email sent by “ordersender-
prod” contact and open the document (Check in your
Spam if you do not find it in your mailbox)

2. Scroll down the page to “Action Required”

3. Click on “Accept your customer’s relationship request”

Trading Relationship Request 
Email sent by SAP Ariba
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02 Profile Registration
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Profile Registration 
Welcome to Your Supplier Portal

Depending on if you are an existing User or a New one,
you will have to choose one of the suggested options

Existing user :

1. You can create a new account for Alstom or use
your existing ANID (Use the ANID sent by SAP
Ariba with the Trading Relationship Request)

2. In case you a “Pop Up Window” is appearing,
please click on the cross

New user :

Please refer to Slide 9 to start Registration

1
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Profile Registration
SAP Ariba Existing User

In order to set up your Existing Account and link
it to Alstom, please follow the steps described
below :

1. Please Click on your XX ID

2. Go to "Settings"

3. Select "Customer Relationships"
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Profile Registration
SAP Ariba Existing User

Once you are in “Customers Relationships”
Page, please follow the actions to be done
below :

1. Scroll down the page till "Current
Customers "

2. Verify that "Alstom" is appearing

3. Then Click on the tab "Close"
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You are a New user for SAP Ariba Business Network Portal : 

Go to “Create new account”

Profile Registration 
SAP Ariba New User
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Profile Registration
SAP Ariba New User

You are a New user for SAP Ariba Business
Network Portal :

1. Please enter your “Company Information”

2. Scroll Down the page until Click on “User
account Information“ (Account Administrator)

3.Click on Create account
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Profile Registration
SAP Ariba New User
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03 Set Up and Configure Your Account 
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Set Up and Configure Your Account
Routing Settings

Now that your account has been duly  
registered, you can set up your account :

1. Please click on your Initials at the top right 
corner in “Home Page”

2. Go to “Settings”

3. Select “Electronic Order Routing”
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Set Up and Configure Your Account
Routing Settings

This step to configure “Electronic Order Routing”:

1. Select “Email”

2. Enter one to five Email addresses for notifications

3. Tick the two boxes as described

4. Click Save 
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This step to configure “Email Notifications”:

1. Please Click on “XX ID”

2. Go to “Settings”

3. Select “Notifications” and select “General” tab

4. Tick the chosen boxes, enter one to three Email

addresses for notifications and Save

Set Up and Configure Your Account 
General Email Notifications
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This step to configure “Email Notifications”:

1. Please Click on “XX ID”

2. Go to “Settings”

3. Select “Notifications” and select “Network” tab

4. Tick the chosen boxes, enter one to three Email 
addresses for notifications and Save
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Set Up and Configure Your Account 
Network Email Notifications
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04 Test account creation
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This step to create “Test account”:

1. Please Click on “XX ID”

2. Go to “Switch to Test ID”

Nota Bene : Only the Supplier Ariba 
Administrator cab realize this task

1

2

Test account creation
Switch to Test ID
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This step to create “Test account”:

1. Please Click on “Ok”

2. Go to “Fulfill Username (automatically 
created, do not change it)” and password (same 
Password as in Production Mode)

3. Please Click on “Ok”
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Test account creation
Switch to Test ID
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This step to create “Test account”:

1. Please select the right Position and Tick it

2. Go to “Continue on Ariba Network”

3. Your Test Account is done, and you are “Ready 
To Transact”
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Test account creation
Test account created
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05 Create roles and users
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This step to configure “Roles”:

1. Please Click on “XX ID”

2. Go to “Settings”

3. Select “Users” and select “Manage Roles”
tab

4. Please click on 

Create roles and users 
Roles
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Create roles and users 
Roles

This step to configure "Functions":

1. Enter the name of the function

2. Select applicable "Permissions" and check the 
required boxes

3. Click Save

1
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This step to configure “Create Users Vs Roles”:

1. Please Click on “XX ID”

2. Go to “Settings”

3. Select “Users” and select “Manage Users” tab

4. Please click on 

Create roles and users
Users Vs Role
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Create roles and users
Users Vs Role

This step to configure “Create Users Vs Roles”:

1. Please fulfil the asterisk boxes (email has to be in

Email Format)

2. Under role Assignment, select the checkbox for

desired role

3. click on “Done”

The New User will receive an email prompting him to
create a password and a Log in

4. Select “Manage Users” tab and tick the

corresponding box with the required Username

5. Please click on Save
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05 Connexion and Support
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Login
Get logged in 

To login : 
https://service.ariba.com/Supplier.aw/125013038/aw?awh=r&awss
k=KrIlXlnd&dard=1

1. Enter Username 

Account Administrator (to make User Settings) or User Account

2. Enter your Password

3. Click on Login

1
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Support
Supplier Information Portal
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Alstom SAP Ariba Business Network
Support references

• How to Find the Supplier Information Portal

Supplier Support During Deployment

SAP Ariba Business Network Registration or Configuration Support

Alstom Enablement Business Process Support

Alstom Supplier Information Portal

SAP Ariba Portal Supplier Registration to Test account Creation (screencast.com)

Supplier Support Post Go-Live

Global Customer Support

Use the Help Center directly from your Ariba Network Account.

• Registration, Account configuration

• Business-Related Questions

• Email: Vincent.mathieu@alstomgroup.com

• Email: gerald.cagnin-ext@alstomgroup.com
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https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.screencast.com%2Ft%2F3BJAV5D2qp&data=04%7C01%7Cgerald.cagnin-ext%40alstomgroup.com%7Cccc577f8a5064b00554a08d9c7cc3c2a%7C0d993ad3fa73421ab1291fe5590103f3%7C0%7C0%7C637760502260024720%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=ozWIWDe1xObROWR5J1SwDgwvu3Q8OPj%2Fkf9lRqBuqac%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.screencast.com%2Ft%2F3BJAV5D2qp&data=04%7C01%7Cgerald.cagnin-ext%40alstomgroup.com%7Cccc577f8a5064b00554a08d9c7cc3c2a%7C0d993ad3fa73421ab1291fe5590103f3%7C0%7C0%7C637760502260024720%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=ozWIWDe1xObROWR5J1SwDgwvu3Q8OPj%2Fkf9lRqBuqac%3D&reserved=0
https://connectsupport.ariba.com/sites/Company?ANID=AN01546588864IND&h=y4mFfqk4bW1bQQbGBsAKbw#Enablement-Inquiry
mailto:Vincent.mathieu@alstomgroup.com

