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Section 3: How to 

 

 

 

This document is to be used by the suppliers to make changes to the existing registration and insurance 

questionnaire.  

 

1. If there is any 
information that 
needs to be 
changed in your 
existing 
registration form, 
you can do it at 
any point in time 
by using your 
existing username 
& password to log 
in to your account. 
 

 
 

 
 

2. Go to the Ariba 
dashboard.  

 

How to make changes to the existing registration form. 
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3. Select Ariba 
proposals and 
questionnaires 
from the top (Left-
hand side). 
 

 

4. Click on External 
Supplier 
Registration 
Questionnaire. 

 

 
 

5. Click Revise 
Response. 
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6. Click  
Ok. 

 
 

7. Make the required 
changes in the 
exiting form. 

 

 
 

 

 

8. Click Submit 
Entire Response. 

 

 

9. Click Ok. 
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10. Similarly, you can 
make changes to 
the insurance 
questionnaire as 
well.  
 

11. Go to the Ariba 
dashboard.  

 

12. Click on 
Questionnaire. 

 

13. Click Revise 
Response. 
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14. Click Ok. 

 

15. Click Submit 
Entire Response. 

 

16. Click on Details. 
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17. Make the required 
changes. 

 

18. Scroll down and 
click Ok. 

 

19. Click Save. 
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20. Click Submit 
Entire Response. 

 

21. Click Ok. 

 

 

 

 

 

 

End of the process. 

 

 

 

 


