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Introduction 

At Publicis Groupe, we are transitioning to the SAP Ariba platform to manage our supplier 

processes, and as a Supplier, we require your registration in our systems. This is the first 

step in strengthening our business relationships and allowing for more robust collaboration. 

This document will guide you through all the steps involved in registering with and 

onboarding to SAP Ariba. 

 
 

Registration Process Overview 

Publicis Groupe has implemented the SAP Ariba Supplier Lifecycle and Performance (SLP) 

solution. SAP Ariba SLP helps manage suppliers from onboarding to qualification through a 

set of linked processes. The Publicis Groupe Buyer initiates the Supplier Request and invites 

the Supplier to register with Ariba via email. The Supplier accesses the Ariba Network, fills 

and submits the registration questionnaire. Once reviewed and approved, the Supplier is 

registered with Publicis Groupe. After registration, further updates may be requested when 

applicable. 



Page 4 of 28 

 

 

 

 

 

Creating an Ariba Network Account 

The Ariba Network is the SAP Ariba Supplier Portal. To continue interacting with Publicis  

Groupe, registration is required. Creating an account is free of charge. Follow the steps 

below to create or log in to an account and register with Publicis Groupe. 

 
Accessing the Ariba Network 

 

1. When the registration process has been initiated internally by Publicis Groupe, you 

will receive an invitation email to register. 
 

 
2. If you have already created an account, click on Ariba Supplier Login link, which will 

redirect you to the login page and registration form. 

 

a. Log in with your credentials. 

 

https://service.ariba.com/Sourcing.aw/109578006/aw?awh=r&awssk=WjeykUPb&dard=1
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3. If you do not already have an Ariba Network account, select Click here to begin the 

process of creating one. If the link has expired, you can create your account or log in 

directly from: https://supplier.ariba.com/ 
 

a. Click Sign Up to begin the process of creating an account. 
 

 
Creating a New User Account 

 

This section details the information needed to create an Ariba Network account and is only 

for those suppliers who do not already have an Ariba Network Account. Find a video guide 

here. Find more about common registration issues here. 
 

1. Fill in the Company Information section. 

 

https://service.ariba.com/Supplier.aw/109574033/aw?awh=r&awssk=A0wYbYik&dard=1
https://sapvideoa35699dc5.hana.ondemand.com/?entry_id=1_tes2dw18
https://support.ariba.com/item/view/154276
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2. Fill the User Account section. 

a. Include the correct email address to receive further invites and requests. 

b. Create a username, which must be in email format. 
c. Create an appropriate password. 

 

 

 

3. Fill in Business Information section. 

a. Fill in Product or Service Company deals and locations fields. 

b. Accept SAP’s Terms and Conditions of Use. 

c. Click Create account and continue. 
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4. If you are using an email domain that is generic or already in use, you may receive 

the below message. Click Yes. 

 

5. You may also receive a message that potential existing accounts already exist. Click 
Review Accounts. 

a. A list of existing accounts will display. 

b. If an existing account from your organization exists and you want to utilize it, 

contact the person who manages the existing account for your company. They 

can create an Ariba login for you and then you can access the questionnaire. 

c. Click Continue Account Creation if the account listed is not one you want to 

use. 
 

 

6. Once account completion is complete, you will receive a welcome email from Ariba. 
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Completing the Publicis Groupe Registration Form 

Once you have activated your Ariba Network account, you must complete the Publicis 

registration form to continue with your processes. 

 
How to submit the registration form 

 

1. In the Ariba Proposal and Questionnaire tab, click Supplier Registration 

Questionnaire to access the form. 

 

2. Complete the Supplier Registration Questionnaire fucn. 

 

 Supplier Registration form supplier need to fill required information mark with Asterisk(*) 

mark and attach supporting document. 

 Save Draft: Please use this option after every section answer filled, to avoid data loss due to 

inactive sesion or if  you want submit response later. 

 Time remaining: Time to complete and submit  registration form. 

 Compose Message: “Compose Message” button for any questions related to completing the 

questionnaire . Your questions will be sent to the correct owner at Publicis Groupe. 

      Note: Before raising question please read Publicis FAQ and Error document, it will 

      It will help you to clear your queries. 

 Excel Import: This option is to export excel template to filled information in excel and upload 

to filled date. 

o Limitation Excel Import can not attach file and fill Bank and tax information, supplier 

user need fill details over portal only.  
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3. Submit the Supplier Registration form for approval by clicking Submit Entire 

Response. 
 Steps to follow submit Registration form 

1) Fill supplier registration form information 

a. If require detail assistance to fill form, please refer below Supplier Detail user 

guide. 

b. If facing any error, please check Error code file and FAQ 

c. If you have any question related to registration form reach to Publicis team 

with compose message functionality. 

2) Use Save Draft: Save your answers after every section content to avoid data lost due to 

inactive session. 

3) Submit response with Blue Highlighted “Submit Entire Response” 
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If required fields are left blank or not in appropriate format, there will be an error 

message. 
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Registration Form Sections and Question Detail Guide 
 

This section details the various parts of the form. 

 
Section 1: General Supplier Information 

 

 Section 1 includes questions 1.1 through 1.6. Fields marked with an asterisk require 

an answer. Time Remaining informs the supplier of the due date for submitting the 

registration form.
 

 

 Visibility Condition (VC) means some questions’ visibility depends on the answer of 

the previous questions. For example: If the supplier answers NO to question 1.4, they 

will not see question 1.5.




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 If the supplier answers YES to question 1.4, they will see question 1.5.


 

 Question 1.6 requires a Legal Name Document attachment from the supplier. Follow 

the below system criteria to attach the document successfully.
o Please attach official supporting documentation that supports Legal Name 

entered from question 1.2 and 1.3. 

o Please ensure that file name is not more than 45 characters, or it will not be 
stored with Publicis Groupe. 

o Please ensure your attachment size does not exceed maximum size limit of 1 
MB. 

o Note that the allowed file format is PDF only. 

 

Please follow below steps to attach document 
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Section 2: Address Details 

 

Provide exact address details as mentioned in one of the residence certificates in question 

1.6. 

 

 Mandatory details for all locations

o Street 

o City 

o Postal / Zip Code 

o Country / Region 

 Mandatory details for Indian addresses only

o State / Province / Region 

 Optional details for all locations

o Street 1 

o Street 2 

o PO Box 

o PO Box Postal Code 

o PO Box Deviating Region 

o PO Box Deviating Country 

 Optional details for US addresses

o District (County) 
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 Note: The postal code field is country specific. For example: France requires a 5-digit 

code. The system will not accept any other format.

 
 
Section 3: Tax Information 

 

Please follow these general instructions when entering tax information. 

 

 The system captures Tax IDs as per tax resident country.

 Ensure that the country provided in Section 2 for address is same as Tax resident 

country.

 Enter NA for tax types that are not relevant.

 If the provided Tax ID(s) are not in the correct format, Publicis Groupe will 

automatically reject the profile and supplier must update and re-submit the 

response.
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 If you are already registered as a supplier with Publicis Groupe, then you are not 

allowed to change your provided Tax IDs. If you find any discrepancies, please 

contact MDM@publicisresources.com.
 

Question 3.2: Tax 

 

 Choose Tax country from list. 

 
 After selection, a country-specific tax field will open. Find the below examples for 

reference. 

o France 

 
o India 

 

 
Question 3.3: Tax Certificate Document 

 

 Attach official supporting documentation that matches supporting tax documents 

entered question 3.2 and 1.3. 

 Please ensure that file name is not more than 45 characters, or it will not be 

stored with Publicis Groupe. 

 Please ensure your attachment size does not exceed maximum size limit of 1 MB. 

 Note that the allowed file format is PDF only. 

mailto:MDM@publicisresources.com
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1. To attach, first click Add Tax Certificate document. 

 

 

 

2. Click Attach File > Choose File. 

 
3. Click Save when done. 
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Section 4: Bank Information 

Bank related questions 

 

1. Suppliers need to answer below mandatory questions with selection Yes/No, depends on 

answer few more required questions will be visible to answer (Shown in screenshot 2). 

 
 

Screenshot 2: 

 

 Question 4.1 answer Yes, will show additional question, supplier need to give answer 

to each required * question  

 
 

Please follow these general instructions when entering bank information. 

 

 When entering Account Name, ensure no special characters are entered.

 Please ensure that file name is not more than 45 characters, or it will not be stored 

with Publicis Groupe.

 Please ensure your attachment size does not exceed maximum size limit of 1 MB.

 Note that the allowed file format is PDF only.

 Please attach on of the below supporting documentation files that supports Bank 

Details for Question 4.4:

o Copy of a Voided cheque OR 

o Official Document issued by the bank OR 

o Copy of an Invoice 
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Follow the below steps to add Bank Details: 
 

1. Click Add Bank Details. 

 

 
 

 

 

 
2. Fill in the Bank Details. 

a. Suppliers must follow the above instructions for bank details to be accepted 

by Publicis Groupe. 

b. Supplier can add a maximum of four Bank Details. 

c. For Bank Account Validation details: 

i. IBAN specific country: skip bank key and account number field 

ii. Non-IBAN country: complete bank key and account number field 

d. Required fields include: 

i. Bank document attachment 

ii. Bank Currency 

iii. Bank Type 
iv. Account Holder Name 

v. IBAN or Bank key/IFSC code and Account Number 
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3. Add multiple bank accounts if applicable 

a. Click Add Additional Bank Details. 

b. Fill in the new form. 

c. Click Save. 

 
 

 

Tips for entering bank details: 

 

  IBAN: Refers to International Bank Account Number.                                    

o How Can I Get an IBAN? 
You can request an IBAN if you are a customer of a bank in an IBAN region. 

Note that an IBAN can only be used to receive payments, and is not used 

when making withdrawals.                                                                         

 

o What Does an IBAN Number Look Like? 
An IBAN number contains up to 34 alphanumeric characters. It is prefaced by 

a two-character country code, two check digits, and a Basic Bank Account 

Number (BBAN) that contains specific bank and account details. 
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 Bank Country: Refers to Country in which Bank Account exist.

                                                                                                                                                                           
 Bank Key/ABA Routing Number/IFSC Code:  A bank key or ABA Routing Number or 

IFSC Code is a key that uniquely identifies your bank in a specific country. It is the 

detailed address information about the bank account with the account number. In 

other words, the identification of the bank branch is the bank key, each bank key 

represents a particular bank branch.                                                                                         

                                                             
 Account Number:  A bank account number is a unique set of digits assigned to the 

account holder when you open a bank account. Financial institutions will assign such 

numbers to each account you hold. Businesses and banks use these numbers to 

identify your account.                                                            

                                                             
 SWIFT Code: Society of Worldwide Interbank Financial Telecommunication (SWIFT) is 

an 8-to-11-character code, also known as Bank Identifier Code (BIC). Each bank has 

a unique SWIFT code indicating its name, location, and branch.                                            

                                                         
 Bank Currency: The currency in which an account is maintained and shall be any one 

of the currencies in which the Bank may offer services from time to time.

 

 
Section 5: Additional Tax Information and Exemptions 

 

Follow the below steps for Section 5. 

 

 For Question 5.1, if the answer is YES, please attach supporting certificate.


 For Question 5.3, if the answer is YES, please attach supporting certificate.
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 For Question 5.5, if the answer is YES, please attach supporting certificate.

 
 

 For Question 5.6.2., if the answer is YES, please attach supporting certificate.
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Section 6: Your Contact Profile 

 

 Please fill your primary supplier contact person, Secondary contact is optional, select 

 yes to Question 6.2. 

Remittance and PO contact: Please click on Add email: to submit Remittance and PO 

Contact details. 

 

 
 

Section 8: General Terms and Condition 

Please give your response to Publicis Terms and Condition. 
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Submitting the Publicis Groupe Registration Form 

Once you have submitted the questionnaire, you will be notified in the questionnaire 

itself at the top of the screen with the following message: 
 

 

You will be able to see the status of your application in the "Proposals and questionnaires" 

tab in the "Registration questionnaires" section under "Status." 
 

 
Depending on your answers, the Publicis team can reject and ask for correction or give 

approval to become registered Publicis supplier. If you receive the email notification with 

rejection comment, then you must access your Ariba Network account and the questionnaire 

section and take necessary action. 

 

Once you send the response, it will be reviewed and evaluated to proceed with the approval 

or rejection. 

 

Once the registration form is approved, the status will be updated to Registered, which 

completes the registration process at Publicis Groupe. 
 

 

 

 

Updating the Publicis Groupe Registration Form 

After a supplier is registered with Publicis Groupe, the supplier can update their information 

in the form until the due date. Follow the below steps to update the Supplier Registration 

Questionnaire for approval. 

 

1. Log in to the Ariba Network with correct credentials. 
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2. Use the following link or link within the invitation email to access Publicis Support 

Business Network. 

 

 

 

3. Click on Revise Response to access the registration form. Note that the Revise 

Response button is visible only when the previous response was Approved by the 

Buyer, and Supplier was successfully registered in Publicis Sap Ariba SLP system. 

 
 

4. Update the required information, upload new certificates or attachments, etc. as 

needed. 

5. Click Save Draft to save changes before submitting. 

https://service.ariba.com/Sourcing.aw/109578006/aw?awh=r&awssk=WjeykUPb&dard=1
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6. Once done with updates, click Submit Entire Response to send to Publicis Groupe for 

approval. 

 

Freelancer /Individual SLP Registration Guide 
How to fill Supplier Questionnaire –Freelancer  
Q. 1.1   Are you an individual/freelancer/contractor/single-member LLC? 

Questions 1.1 Response Decide whether the supplier is a company or an individual/ Freelancer,  

 

 
The supplier is an individual/ Freelancer then his information will be secured on the PIIP portal or section 8 will 

start appearing where the individual will get the link of PIIP portal where he must secure his bank and Tax 

details. 
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** Apart from the Banking and Tax section all the details remain the same for individuals/freelancers. 
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Frequently Asked Questions 

Navigation on the Ariba Network 
 

I have already logged in, unable to see questionnaire, what do I do now? 
After logging into the Ariba Network homepage you will be directed to the Ariba Network 

homepage where you will be able to access the functionalities. 

 

In this case, to continue with the registration process we will access the Proposals and 
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questionnaires page, to do so you must click on Ariba Network located in the upper left 

corner of the screen, as you can see in the following image: 
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By selecting "Proposals and questionnaires," you will be redirected to the page where you 

will have access to: Publicis registration form, to which you are invited, etc. 
 

 

How to request assistance from SAP Ariba Support 

NOTE: Please note If you have query/issues with Registration form questions, then please  read FAQ, 

Error list (https://support.ariba.com/item/view/206323) and details questionnaire guide with 

screenshot mentioned above, still If it does not resolve then reach to Publicis team with 
Compose message functionality or email to Ariba Support Team 

aribasupport@publicisgroupe.net 
 

What is the help center? 
The SAP Help Center is a feature that you can access from your Ariba Network account, 

allowing you access to a variety of information that you may find useful. 

 

How do I access the help center? 
The Help Center is visible in the top righthand corner of the screen and can be accessed by 

clicking on the icon. 

 

mailto:aribasupport@publicisgroupe.net
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Once you click on Help center, a tab will open like the one shown below, where you can do 

the following: 

 

1. Access “Contact us” Search SAP's search engine for information using key terms. See 

the Frequently Asked Questions (FAQ), you can get more information by clicking on 

each search. 

 

2. Click on “Request Immediate assistance” to raise support request to the SAP Ariba 

Support team. SAP Ariba team can only support issues related to account 

maintenance, login/access issues, technical issue-Event having error like system 

error (shown in below screenshot). 
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Can’t find the invitation email? 

Look out for an email with the following details: 

From: Publicis 

Subject: Invitation: Register to become a supplier with Publicis 
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 If you are having issues locating this email, please ensure you check any junk, spam, 

or trash folders for this email.

 The supplier will also receive daily reminder emails for each day the Registration 

form is not complete and submitted back to Publicis.

 
 

From: Publicis 

Subject: Action needed: Complete your registration for [Publicis] 
 

This email also has the “Click Here” link to provide the supplier access to the Ariba 

Network. The supplier can complete PUBLICIS’s registration form by clicking through 

this link.

 

o PLEASE BE SURE TO ACCESS ARIBA THROUGH THE EMAIL LINK. 
 

 The supplier has 30 days to complete the form and submit their information. After 30 

days, the supplier will need to follow up with Publicis to ask to be reinvited. Please 

work with your Publicis contact.

 
How do you recover your username and password? 

 

 There are options to recover Username or Password, click the corresponding Forgot 

Username or Password links and enter the email address used to register with the 

Ariba Network

 Supplier can access login page with below URL
 

https://service.ariba.com/Sourcing.aw/109578006/aw?awh=r&awssk=P0LQvx8o&dard=1 

&ancdc=1 
 

https://service.ariba.com/Sourcing.aw/109578006/aw?awh=r&awssk=P0LQvx8o&dard=1&ancdc=1
https://service.ariba.com/Sourcing.aw/109578006/aw?awh=r&awssk=P0LQvx8o&dard=1&ancdc=1
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How do you link Ariba Network accounts? 

 

I have several accounts; can I link them? 
If you have multiple user accounts on the Ariba Network and want to centralize them in a 

way that makes it easier for you to manage them, you can do so by using the User ID. 

Important: Once two accounts are linked, it is not possible to unlink them. 

How do I link my accounts? 

To access the Ariba Network account linking process you must first open the drop-down 
menu from your profile icon, which is located to the right of the support center icon in the 

top right corner, as shown in the image below. 
 

 
 

In this menu you can see your Ariba Network ID or ANID as well as your account type. ANID 

as well as your account type. You can also modify various configurable aspects of your SAP 

Ariba Network account, such as subscriptions or company profile. 

 

To start the process of linking your accounts you will need to click on Link User IDs, this will 

direct you to the tab shown on the next page of the document, where you will need to 

choose the type of linking method. 

 

To access Linking Accounts for Ariba Network, select the option Link User IDs Ariba Network 

Account Linking Process Window: 
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There are two methods for linking accounts depending on whether the secondary account 

credentials are available. Both methods are defined below: 

 

1. Approval required: If the credentials of the secondary account are not available, the 

linking must be done through the first method, by which the user requests the 

owner/administrator of the second account. To do this, you only need to enter the 

recipient user and he/she will receive a link through which he/she can link both 

accounts. 

 

2. Approval not required: If you have the credentials of the second account (username 

and password), you can link them without the need for intervention of the 

administrator of the second account. To do so, you only need to enter them, and this 

account will automatically be defined as a secondary account to the one currently in 

use. 

 

 

How do I contact the Publicis team about a registration event that I am participating in? 

 
(Note: Please Read Error Code and FAQ document before contacting, we have listed queries from 

supplier in FAQ and Error information in Error codes document) 

https://support.ariba.com/item/view/206323 

 

Answer 
 

If you have any questions regarding the content of an event/questionnaire that you are participating 

in, you can contact the project owner by sending message. There are two ways to send a message 

from an event or questionnaire.  

 

The first way to send a message is: 

1) Access the event/ questionnaire from the ARIBA Network Supplier Dashboard. 
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2) Click Event Messages. 

 
3) Click Compose Message. 

 
4) Enter your message. 
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5) Click Send. 

  
6) All the sent and received message logs can be visible below: 

 
The second way to compose a message within an event or questionnaire: 

1) Once in the event/questionnaire, locate the Compose Message Button. 

2) Click Save Draft. 
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3) Click Compose Message. 

 
4) Enter your message and attach any files your need to. 

5) Click Send. 

 
 

Note 

The messages are not set up with appropriate data protection measures. Hence, it is recommended not to include 

sensitive personal data (for example, social security numbers) or personal data (for example, phone numbers) in 
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messages or attachments posted in the Messages tab. 

 

How to access Publicis’s Supplier Documents 

Supplier FAQ(Frequently asked Questions) Document. 

Error List Document 

Supplier Quick user guide document 
 

  Please use below Link to access supplier user Guide Document. 
https://support.ariba.com/item/view/206323 

 

 

 
 

https://support.ariba.com/item/view/206323
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