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Using the SAP Ariba Network to Enroll & Manage Your Supplier Account 
with Alphabet/Google



Confidential & Proprietary

This guide at a glance

*Individuals using a social security number as their Tax ID who are enrolling as a supplier with Alphabet/Google 
should not follow this guide. Please access this site to start your supplier enrollment process.

Alphabet/Google is transitioning to SAP Ariba to do business with suppliers*
See to the overview section

Suppliers* must first register for an SAP Ariba Network account
See the SAP Ariba account registration section

Suppliers* must then fill out and submit the Registration Questionnaire to enroll and 
make updates to their account information
See the Registration Questionnaire section

Support Resources 
See the resources section

Suppliers* must fill out and submit the Tax Questionnaire to complete tax related 
information for the registered SAP Ariba Network account
See the Tax Questionnaire section

Applies to all 
suppliers

Start here if you do 
not have an SAP 

Ariba account

Skip to this section 
if you already 

registered an SAP 
Ariba account

Skip to this section 
if you completed 

your Registration 
Questionnaire

Applies to all 
suppliers
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https://services.google.com/supplier-enrollment/enroll
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What is changing?
Alphabet/Google is transitioning to SAP Ariba© for supplier enrollment and transactions-- making it 
easier to focus on priorities that drive real value to our businesses.

Self-manage and update account 
information with Alphabet/Google

 Enroll as a new supplier to do 
business with Alphabet/Google 

Easily convert purchase orders to invoices 
resulting in more accurate and compliant 
invoices

Access new purchase orders and Invoices 
over a centralized dashboard

One-Stop Shop 
for suppliers 

What will this change mean for you?

We are requesting our suppliers* to register an SAP Ariba Network account 
to continue doing business with Alphabet/Google

The SAP Ariba Network account will be the one-stop shop where you will... 

This guide covers step-by-step guidelines on these functions!

*If you have questions or concerns about this transition. please reach out to our team at p2phelp@google.com 

mailto:p2phelp@google.com
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So, what do I have to do?
As a supplier, there are three important steps to take to set up your SAP Ariba account to do business 
with Alphabet/Google and self-manage account updates to your supplier account information.

Register an SAP Ariba Network account. You can sign-up for a 
brand new account or log-in to an existing Ariba Network account. 

Step 1:
SAP Ariba 

Registration

Step 2:
Google 

Enrollment

This guide will walk you through all of these steps regardless of whether you are a brand new or existing supplier with  Alphabet/Google.

Fill out and submit the Registration Questionnaire to enroll 
your registered SAP Ariba account with Alphabet/Google.

Step 3:
Tax 

Information

Fill out and submit the Tax Questionnaire to complete tax 
information for your supplier account.
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Register an SAP Ariba Network account. You 
can sign-up for a brand new account or log-in 
to an existing Ariba Network account. 

Step 1:

SAP Ariba 
Registration

*Individuals using a social security number as their Tax ID who are enrolling as a supplier with Alphabet/Google 
should not follow this guide. Please access this site to start your supplier enrollment process.

https://services.google.com/supplier-enrollment/enroll
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New Supplier Registration | Click registration invitation link

Key Call Outs: 
- Invitations will be sent out of Ariba 
Administrator<no-reply@ansmtp.ariba.co
m>. 

- Keep an eye on your junk folder or add 
this to whitelisted accounts to receive this 
email . 

- The registration link will be sent to the 
email the Googler enters in the 
enrollment form. Please click on the 
unique link to your supplier account to 
register with Google. 

Note: the registration link expires after 30 
days if you have not yet registered an SAP 
Ariba Network account.

SAP Ariba 
Registration

Your unique link to 
click to enroll with 

Google!

The format of this registration email 
will change slightly after May 18th.

https://meet.google.com/linkredirect?authuser=0&dest=mailto%3Ano-reply%40ansmtp.ariba.com
https://meet.google.com/linkredirect?authuser=0&dest=mailto%3Ano-reply%40ansmtp.ariba.com
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New Supplier Registration | Click “Sign Up”
If you are already on the Ariba Network, you can log in to your existing account and link the account with 
Alphabet/Google. If you want to create separate accounts, please talk to Ariba Network Help Desk.

SAP Ariba 
Registration

mailto:googlesupplierhelp@ariba.com
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New Supplier Registration | Complete Company Information SAP Ariba 
Registration

Select your country from the 
drop-down menu here. You will 

be asked to then submit 
contact details for the country 

you selected where your 
organization is based.
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New Supplier Registration | Complete Company Information SAP Ariba 
Registration
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New Supplier Registration | Complete User Account Information SAP Ariba 
Registration

Key Call Outs

- By setting up this account, you 
will be your company’s Ariba 
Network Administrator!

- This means you control who 
receives Purchase Orders, 
Invoices, and other notifications 
within your company.

- In the ‘Email orders to’ field, enter 
the email you would like Purchase 
Orders to be sent to. 

- This can be a distribution list or 
listserv if you want multiple 
people in  your company to 
receive POs.

View this 
short 

tutorial on 
changing the 
Ariba Admin 

or adding 
users

https://support.ariba.com/item/view/188064
https://support.ariba.com/item/view/188064
https://support.ariba.com/item/view/188064
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New Supplier Registration SAP Ariba 
Registration
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New Supplier Registration SAP Ariba 
Registration
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New Supplier Registration SAP Ariba 
Registration
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New Supplier Registration SAP Ariba 
Registration
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New Supplier Registration SAP Ariba 
Registration
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New Supplier Registration SAP Ariba 
Registration
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New Supplier Registration SAP Ariba 
Registration
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New Supplier Registration SAP Ariba 
Registration
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New Supplier Registration SAP Ariba 
Registration
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New Supplier Registration SAP Ariba 
Registration
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New Supplier Registration SAP Ariba 
Registration
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New Supplier Registration | Potential Duplicate Account 
- It is common for Ariba to find information you entered (e.g. Company Name, email domain, etc.)  that is 

similar to an existing company account already on the Ariba Network. 
- If this happens,  you will receive a Potential existing account warning. To proceed, click ‘Review 

Accounts’

SAP Ariba 
Registration
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New Supplier Registration | Potential Duplicate Account 
- Review potential duplicate accounts. If your company already  has an account already existing account,  reach  out 

internally to your Ariba Network administrator.  You can do this  by viewing the company profile which is accessible 
under the ‘actions’ column. 

SAP Ariba 
Registration
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New Supplier Registration

You’re almost done!

You have now now registered an 
SAP Ariba Network account!

Next, you need to Fill out and 
submit the Google LLC 

Registration Questionnaire to 
enroll your registered SAP Ariba 

account with Google.
(see next section)

SAP Ariba 
Registration
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Step 2:

Google 
Enrollment

Fill out and submit the Registration 
Questionnaire to enroll your registered SAP 
Ariba account with Alphabet/Google.

Why is accurate supplier information important? 
Mismatched or outdated supplier account info is the top 

reason for purchase orders and invoices not being 
submitted successfully/being rejected.

For additional support on filling out specific fields, please access this guide.

https://support.ariba.com/item/view/188522
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Key Call Outs: 
- Make sure ‘Ariba Proposals & 
Questionnaires’ is selected from the 
drop down. 
Then select Registration 
Questionnaire (Form 1 of 2) to fill the 
first form.

- Note:  If you are a supplier who was 
doing business with Alphabet / 
Google before the transition to Ariba, 
your questionnaire will be 
prepopulated with your original  
information on file. Please email 
p2phelp@google.com to be granted 
access to your questionnaire. You can 
then revise your information and 
re-submit the questionnaire with 
updates. See the following pages for 
steps on how to submit the 
questionnaire.

Select the Registration Questionnaire Google 
Enrollment

For additional support on filling out specific fields, please access this guide.

mailto:p2phelp@google.com
https://support.ariba.com/item/view/188522
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Complete the Registration Questionnaire Google 
Enrollment

Key Call Outs: 

Note:  If you are a supplier who was doing business 
with Alphabet / Google before the transition to 
Ariba, your questionnaire will be prepopulated 
with your original  information on file. You can revise 
any of this information and then re-submit the 
questionnaire if you need to make updates. See 
following steps.

For additional support on filling out specific fields, please access this guide.

https://support.ariba.com/item/view/188522
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Enter required contact information Google 
Enrollment

Fill out Required Primary 
Contact Information

Fill out the registered 
Company Information

For additional support on filling out specific fields, please access this guide.

https://support.ariba.com/item/view/188522
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Add Site Locations to your account

- First click the ‘Add Payment Site Location’ link to add your first site 

- Tip: The number in the parentheses (0) represents the number of 
sites your company has. At least one site is required.
 

Google 
Enrollment

NOTE: Existing suppliers will have their site info with Google prepopulated. Please do not delete any sites 
prepopulated for your account unless you are the confirmed manager for that site information. Even though the 
“Delete” button is available, please do not use it to delete any payment sites. If you want to delete a site please contact 
Google P2P Help Desk.

EXISTING SUPPLIERS

1
If you add a new payment site, please note 
the location names of existing or already 

added sites, and select the next value from 
the location dropdown in the new site. 

Location Name values should not be 
repeated in more than one payment site.

For additional support on filling out specific fields, please access this guide.

https://support.ariba.com/item/view/188522
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Add Site Locations to your account Google 
Enrollment

-After clicking the ‘Add site location’ link, you will 
be redirected to a new screen where you can 
enter your site information

-Tip:  When you’ve finished entering information, 
click the ‘OK’ button in the top right. 

  Do NOT click the ‘Add Site’ button as this will 
create an unnecessary site. 

For additional support on filling out specific fields, please access this guide.

https://support.ariba.com/item/view/188522
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Enter required banking information Google 
Enrollment

Fill out required banking details

Ensure that Location Nickname # 
corresponds to Site #
Example: if you select Location Nickname 
2 above, the system will decline your 
enrollment questionnaire.

For additional support on filling out specific fields, please access this guide.

https://support.ariba.com/item/view/188522
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Enter Account Administrator Email Google 
Enrollment

Key Call Out: 

- The ‘Ariba Network Account Administrator Email’ is very important to enter 
when setting up your first Pay Site Location!

- Why? This email will be used to establish the initial trading relationship with 
Alphabet/Google.  After the trading relationship, you can configure where other 
POs should be routed within your company in the Ariba Network

For additional support on filling out specific fields, please access this guide.

https://support.ariba.com/item/view/188522


Confidential & Proprietary

Enter required Purchase Order Sharing Information Google 
Enrollment

Key Call Outs: 

- Entering details for a Payment 
Authorization Contact is required. 
Google will reach out to this contact to 
verify important Payment Information if 
needed

- Tip: You can have the same individual 
listed for the different contacts (e.g. 
Payment Authorization, PO Sharing, and 
Supplier Relationship Manager)  at your 
company if needed.

- It is also required to list your point of 
contact at Google. This email must end in 
@google.com

After completing information for one site. If you wish to add additional sites, click the ‘Add Site’ button. 
- Tip: You will see the number in the parentheses increase each time you click the ‘add site’ button. You must 
always click the Add Payment Site Location link to actually add information to those sites
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Submit your Registration Questionnaire Google 
Enrollment

Once all information is entered 
correctly, click on Submit Entire 

Response to submit the 
questionnaire. You will now be 

required to complete and submit the 
Tax Questionnaire.

For additional support on filling out specific fields, please access this guide.

https://support.ariba.com/item/view/188522
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Step 3:

Tax 
Information

Fill out and submit the Tax Questionnaire to complete tax 
information for your supplier account.

Why is accurate Tax information important? 
Suppliers will need to submit out tax information for your 
tax jurisdiction as well as the countries/regions being 

provided goods & services. Missing tax information can 
impact and delay payments from Alphabet/Google.
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Access the Tax Questionnaire 
Click on Tax Questionnaire from your supplier dashboard to access 
this form to fill out. This is a required form to complete and submit to 

finalize the enrollment process with Alphabet/Google.

Why is submitting 
accurate Tax 

information important?
 

Suppliers will need to submit 
tax information for your tax 
jurisdiction as well as the 
countries/regions being 

provided goods & services. 
Missing tax information can 
impact and delay payments 

from Alphabet/Google.

Tax
Information

For additional support on filling out specific fields, please access this guide.

https://support.ariba.com/item/view/188522
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Fill out and submit required Tax Information
Use information from your country's official tax form. 
For example, in the U.S. this would be the W-9.

Tax
Information

Fill out required fields based on W9. Input  Optional 
fields as needed

W-9 U.S. Tax fields are shown 
here as an example!

For additional support on filling out specific fields, please access this guide.

https://support.ariba.com/item/view/188522
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Fill out and submit required Tax Information Tax
Information

Fill out Required Tax Information  based on 
W9 (input optional fields  as needed)

For additional support on filling out specific fields, please access this guide.

https://support.ariba.com/item/view/188522
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Submit Tax Information for all regions you are providing 
Goods/Services to 

Select the boxes for all 
the regions your 

organization will provide 
goods/services to

KEY CALL OUT:

Field 16 ‘Tax Information’ is dynamic. 
Additional fields will appear depending on the 
regions you select and the tax requirements 
for each jurisdiction. Refer to the 
country-specific guide for more details and 
support on specific fields to fill out for your 
country/region.

Tax
Information

For additional support on filling out specific fields, please access this guide.

https://support.ariba.com/item/view/187938
https://support.ariba.com/item/view/188522
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Europe, Middle East & Africa (EMEA) Fields Tax
Information

Key Call Outs: 
VAT ID and Invoices: EMEA 
suppliers are required to 
maintain their VAT ID in their SAP 
Ariba Network profile to auto 
populate into invoices to 
Alphabet/Google.

Example: Italian suppliers need to 
register their organizations at the 
SDI (Italian Revenue Agency) 
portal. The VAT ID/Tax ID are the 
relevant identifications for the 
SDI portal. 

For additional support on filling out specific fields, please access this guide.

https://support.ariba.com/item/view/188522
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Tax Identification on Registration Number Tax
Information

Adding Tax Identification Number (TIN) is a new four-step process as shown here. You will be 
redirected to a new screen to enter the TIN or applicable EMEA VAT Registration Number.

2
3

4

1
Key Call Outs: 

- Click on Add Taxpayer Identification Number tab to enter 
values in this field 

- Click on Click Here after entering TIN and then press OK

- Clicking OK will only save your Repeatable Section answers. To 
submit your response, you will need to click OK and then click 
Submit Entire Response on the main screen.
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Submit your entire registration questionnaire

Once all information is entered 
correctly, click on Submit Entire 

Response to submit the 
questionnaire.

Once BOTH your registration and tax questionnaires are submitted, Alphabet/Google will 
validate the information. Please allow for approximately 4 business days for validation. 

Once complete, you will be notified that you are able to manage your account and make 
updates to your supplier information!

Tax
Information
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You will receive two notifications. Confirmation and Approval
After submission of both the Enrollment Questionnaire and the Tax Questionnaire, you will receive a confirmation 
your questionnaire was received by Google. The Google team will review your registration information, and send a 
final notification once fully approved!

Your registration was received CONGRATULATIONS! Your registration was approved

If clarification is needed on any information 
your organization submitted in your 

questionnaires, the Alphabet/Google team 
will reach out to you.
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Moving forward: Updating your account information
In the future, you may need to update your account information. Now you can self-manage this process 
through your SAP Ariba account and updates you make will be sent to Alphabet/Google!

Access the Ariba Proposals & Questionnaires page from your Ariba account 
dashboard to make updates to your account information on the Google 

Registration Questionnaire and re-submit the form with updates made. This 
information will be sent to Google to validate and update your account!
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Suppliers already doing business with Alphabet/Google

Email p2phelp@google.com 
to let the Google team 
know you need to update 
your account information 
on SAP Ariba. 

Validate supplier account 
information through the 
registration invitation 
received from Google.

Receive enrollment 
invitation from Google and 
click on LOG IN using your 
existing supplier credentials
(provided you already have 
an SAP Ariba Account) 

Submit the Registration 
Questionnaire with your 
updated info

Submit the Tax 
Questionnaire with 
your updated info

Submit the entire 
response

If you already do business with Google, have an SAP Ariba Network account and need to update your account 
information, you will need to complete the enrollment process for the first time. Please follow these steps:

Watch tutorial here

Watch tutorial here

1 32 64 5

Once BOTH your registration 
and tax questionnaires are 
submitted, Alphabet/Google 
will validate the information. 
Please allow for approximately 
4 business days for validation.

mailto:p2phelp@google.com
https://support.ariba.com/item/view/187043
https://support.ariba.com/item/view/188422
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Support Resources
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If a supplier has two registered accounts and would like to link them together for ease of switching between the two, they can take 
the below steps:

1. Log-in to your existing SAP Ariba account at supplier.ariba.com 

2. Click on the circle with your initials in it at the top right hand corner of the account

3. From the drop down menu, select Link User IDs

4. If it is your user account: Enter your username/password for the account on the right side under the ‘No Approval 
Needed’ section. Click Link Accounts.

5. If it is a different user’s account: Enter the username for the account on the left side under the ‘Approval Needed’ 
section. Click Send Link Request.

6. The individual associated with the entered username will need to login to their account, follow steps 1 & 2, and 
Approve the request.

Once linked, the supplier will be able to click the circle with your initials at the top right hand corner and see the linked account on 
the drop down menu. All you need to do is click on the linked username to toggle back and forth between the two accounts 
without needing to logout and login again.

Please Note:  Once usernames are linked, they cannot be unlinked. Please make sure this is an action you want to take before 
linking the accounts.

How can I link an existing SAP Ariba account with Alphabet/Google or merge two SAP Ariba 
accounts to do business with Alphabet/Google?

http://supplier.ariba.com
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Where else can I get help?
If you have further questions, please utilize the following resources:

Dedicated supplier support team - please reach out to us with questions!

Google Supplier Support Team

Additional step-by-step SAP Ariba Network user guides

Supplier Information Portal

If you already transact on SAP Ariba and encounter any difficulties with 
navigating the Ariba Network site please click on the question mark (Help) link on 
your Ariba Network page, then click on “Support” to contact Ariba Network Help 
Desk. Please refer to this video on how to contact the Ariba Network Help Desk.

Access this resource for additional guidance on completing the 
Registration and/or Tax Questionnaires. 

Enrollment Questionnaires Details Guide

mailto:p2phelp@google.com
https://support.ariba.com/item/download?item_id=184818&locale=en
https://www.youtube.com/watch?v=RdfEsMvrcFc&feature=youtu.be
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Thank you for your business!

At Alphabet/Google, we seek to create 
products and services that change the world 
for the better, and our supplier partnerships 
are essential in achieving that vision.


