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Introduction
In July 2019 Yorkshire Water (YW) moved to the Ariba platform to facilitate its Source to Contract and Procure to Pay (P2P) 
processes. 

SAP Ariba is the largest business-to-business network in the world, trading with partners from more than 6.7 million businesses 
and operating in more than 190 countries. This electronic platform has been active to global businesses of all sizes since 1996,
and in 2012, Ariba was acquired by SAP, the world’s largest software company.

As a result of transforming its processes, enabling easier and quicker processing of orders and the tracking of orders, its supply 
chain will also benefit as a result of fewer blocked invoices, clearer communication of order status’ and ultimately a quicker 
payment process.

Key Contacts
Invoicing & Payment
Please contact our accounts payable team for queries relating to invoices, copies of remittances, change of company details or year 
end balances.

Telephone: 01274 805845 or email us using accountspayable@yorkshirewater.co.uk and a member of our team will be happy to help.

Training & support
Additional support can be provided on confirming orders through to submitting invoices and credit notes

Please reach out to purchasing@yorkshirewater.co.uk and our purchasing team colleagues will be happy to help with this

mailto:accountspayable@yorkshirewater.co.uk
mailto:purchasing@yorkshirewater.co.uk
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Supplier Onboarding - Overview

Supplier Lifecyle Performance (SLP)
Yorkshire Water have enabled Ariba SLP, which is a new way of creating and managing our supplier data. SLP enables Yorkshire Water to control it’s 
vendor database, by connecting with suppliers who meet a minimum standard.

All activities within the process are completed in Ariba, the process flow below demonstrates the process steps.

Process Requirement Required for 
Sourcing 
Activities

Required for 
Transacting

Supplier
Registration

Tell us about your organisation and whether you agree to Yorkshire Water’s Policies, Terms & 
Conditions. Suppliers must complete the registration phase to take part in any sourcing events, 
including Tendering activity. a a

Supplier Qualification Commodity driven technical questions relating to the goods or services requested, all new 
suppliers are to be created as a vendor in Yorkshire Water’s purchase to pay system and must 
complete a Supplier Qualification Questionnaire r a

To be able to take part in sourcing activities and ultimately transact electronically with Yorkshire Water, we must first 
onboard the supplier onto our Ariba system. This will require suppliers to register on the Ariba Network and complete a 
registration questionnaire and then if successfully awarded a qualification questionnaire.

Supplier 
Request

Supplier 
Registration

Supplier 
Qualification

Final Checks 
& Sync to 

ERP

Send Ariba 
Trading 

Relationship

Accept 
Trading 

Relationship

Confirmation 
email 

received

Vendor 
Creation

Completed by Yorkshire Water                                           Completed by Supplier 
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Account Types
As an Ariba Network supplier, you have two choices in Ariba Network accounts; a ‘Standard Account’ or an ‘Enterprise Account’.

Standard Account:
Standard accounts are completely free, easy-to-use accounts that allow suppliers to exchange an unlimited number of basic documents, such as; order 
confirmations, ship notices, service sheets and invoices. 

A Standard account also allows a supplier to participate in sourcing projects.

Enterprise Account:
Enterprise accounts incur a cost to the supplier and provide all the capabilities that standard accounts offer, plus additional advantages including managing 
all orders directly within the Ariba Network, full ERP integration and publish catalogues.

For more information on Ariba network pricing and accounts, please refer to the SAP Ariba site on the following link:  click here.

The Enterprise Account type is not compulsory to be able to transact with Yorkshire Water via the Ariba Network. The decision to upgrade from a Standard 
Account to an Enterprise Account is solely at the discretion of the supplier.

Yorkshire Water Services is not liable for any fees incurred by the supplier for use of the Ariba Network. The agreement is firmly between the supplier and 
SAP Ariba, to whom any fees must be paid. 

For more information on how to pay your bill, please refer to the Ariba Network Billing and Payment information on the following link:  click here.

https://www.ariba.com/ariba-network/ariba-network-for-suppliers/accounts-and-pricing
https://www.ariba.com/ariba-network/ariba-network-for-suppliers/accounts-and-pricing/billing-and-payment
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Ariba Network Account Types
How do I find out which account type we are on?
Firstly, login to your Ariba Network account: https://service.ariba.com/

Once logged in, the account type will be shown in the top left hand corner and will either show as a Standard Account with the option of upgrading. 

Or the account type will show as an Enterprise Account.

Note: If you are choosing to upgrade, please ensure you fully understand and agree to the SAP Ariba pricing structure before proceeding.

1

2

I am on an Enterprise Account, how do I downgrade to a Standard Account?
You can downgrade from an Enterprise account to a Standard account. 

You will need to contact SAP Ariba to process this request for you. 

Before you will be able to downgrade, you must ensure any outstanding arrears account on are cleared. 

How do I find out my Ariba Network ID? (ANID) 
An Ariba Network Identification number (ANID) is a unique identifier of an Ariba Network account. 

In the top right hand corner of your Ariba Network Account, click on the initials of the user.

In the drop down menu, your ANID will be displayed under the company name.

https://service.ariba.com/
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Ariba Network - Setting Up Users
Please note: Only the account administrator can perform these steps

1. Firstly, login to your Ariba Network account: https://service.ariba.com/ and then In the upper right hand corner, click on the initials of the user.

2. Click on settings

3. Select Users

4. Once , you will be required to create a role to assign to the user. Click on the plus icon.

1

2

3

4

https://service.ariba.com/
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Ariba Network - Setting Up Users
5. Enter a role name and description, it is recommended to provide a name that represents the role the user will be carrying out in the Ariba Network.

6. Review the permissions list and assign the relevant permissions. Ensure the check box against the permission is checked and click save.

Note: For access to Registration/Qualification Questionnaires and Sourcing Events, “Access Proposals and Contracts” permissions needs to be assigned. For 
access to Purchase Orders, “Inbox and Order Access” permission needs to be assigned.

5

6

6
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Ariba Network - Setting Up Users
7. To create a user, click on the “Manage Users” tab. 

8.      Click on the plus icon in the bottom right.

9. Enter a username (this is case sensitive and must be in the form of an email address), email address, first name and last name.

7

8

9
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Ariba Network - Setting Up Users
10. The next step is to Assign the role just created by ensuring the role is checked. 

11. Select the customer you want the user to be assigned to. We recommend keeping as to the default settings of “All Customers”. 

12. Click Done. 

13. The new user will now receive 2 email notifications from “Ariba Commerce Cloud”. Click on the link in the email with subject “Your User ID on the Ariba 
Network” and follow the onscreen instructions.

10

11

13
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Ariba Network - Setting Up Users
14. On the supplier login page, enter your username and temporary password.

15. Enter your temporary password and new password and Click submit.

15

14
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Steps To Link Multiple Ariba Supplier Accounts
If multiple Ariba accounts have been previously set up, the following guide will show suppliers how to link all accounts 

1. Firstly, login to your one of the Ariba Network accounts: https://service.ariba.com/

2. Click on the account setting initials at the top left and Click Link User IDs.

After clicking Link User ID’s, the following screen will appear:

2

https://service.ariba.com/
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Steps To Link Multiple Ariba Supplier Accounts
3.   Fill the user credentials for another public account and Click Link Accounts.

Note: If you do not know the username and password of the additional account use the ‘Approval Needed’ option

4.  You should received the following message confirming the two accounts are now linked, click done

3
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4.  You should now see that both accounts are linked. You can switch accounts by clicking the account name.

4

Steps To Link Multiple Ariba Supplier Accounts
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Supplier Onboarding- Registering
1.     Suppliers will receive an email invitation to register as a supplier with Yorkshire Water. Regardless if you already have an Ariba Network, click 
on “Click Here” in the body of the email invitation to proceed. If the link expires, please contact us and we will send you a new one.

1

2. Suppliers who do not have an Ariba Network account should click on “Sign Up”. The system will perform a duplicate check against its existing 
records including company name, address and post code at the next stage.

Please do not create a new Ariba Network account if you already have one. 
If you have multiple AN accounts and want to link these accounts, please refer to the steps outlined in ‘Linking Supplier Accounts’ section of this 

guide Ariba Network: Linking Supplier Accounts

3.     Suppliers who are already registered on the Ariba Network, click on “Log In”. Enter your login credentials associate with your account and go 
to step. 14

2

3



Supplier Onboarding- Registering

4.     Suppliers who have clicked on “sign up”, will be required to create an Ariba account. Complete the required information in the following 
sections:

5.     Company Information (Company name and address- some of this information is pre-populated from the information we entered in the 
supplier request form in our system)

6.     User Account Information (Create a username and password. You will need these to login to your Ariba Network account)

7.     Tell us More about your Business (Select the commodities and locations you provide goods/services for)
5 6

7



Supplier Onboarding- Registering
8.     Once you have completed the required fields for creating an account, at the bottom of the page, review and agree the ‘Terms of Use’ and 
‘SAP Business Network Privacy Statement’. Check both boxes to proceed.  

8

9.     Click on ‘Create account and continue’

9

10.     The Ariba system will perform a duplicate check. If any duplicates are found, you will be prompted to review accounts. We recommend 
selecting Review Accounts. If no duplicates are found, go to step 14

10



Supplier Onboarding- Registering
11.     SAP Ariba will return any potential duplicates. To contact the administrator, click on the 3 horizontal dots icon under actions and select “View 
Profile” from the drop down. If there is no match, click on ‘Continue Account Creation’.

12.     In the top left hand corner of the supplier profile, click ‘Contact Admin’. 

13. Write an email to the account administrator, requesting confirmation if this is the correct account to use and if they are able to set you up a          
user. Click Send. As soon as you are set up a user, return to the registration email invitation (step 1) and click ‘login’. (step 3)

11

12

13
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Supplier Onboarding- Registering
14. The Yorkshire Water supplier registration questionnaire will open and require completing. 
Complete all required fields. 

Any fields with an information icon need additional attention to ensure the response is submitted in the correct format. 

The registration questionnaire remains open for 30 days from the day of invitation. If the event has closed, please contact your Yorkshire Water 
Sourcing/Buying Contact and they will re-open the event for you. 

Important Information
• Company Name: should be submitted with a maximum of 35 characters. This includes spaces, special characters & numbers.

Important: Please ensure the company name entered matches the company name registered with Companies House

• VAT Registration Number: Select the country. For UK suppliers please enter your VAT Registration number, this must contain prefix GB, ensure 
no spaces or special characters. Your VAT number should be 11 digits including the GB prefixed. (ex : GB123456789). For non-UK suppliers 
please enter your Tax Registration number, this must contain the relevant prefix (i.e. FR, DE ),  ensure no spaces or special characters. (ex : 
FR12345678901, DE123456789). If you do not have a VAT number, please leave it blank.

15.     Once the full questionnaire has been completed, click ‘Submit Entire Response’. Click ‘OK’ to submit this response.

15
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Supplier Onboarding- Registering (Supplier registration submitted)

15.  Your response has now been submitted. The registration questionnaire submission will be reviewed by the Yorkshire 
Water Buyer/Sourcing Contact. You will receive an email notification to inform you that your response has been successfully 
submitted.

15
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Supplier Onboarding- Registering (Supplier registration approved)

16. Once all the correct details have been received, your registration will be approved, you will receive an email notification.

If you are participating in a sourcing project, once the registration is approved, you will be able to review and participate in
the sourcing event.

If you are successful in the sourcing project and/or being fully onboarded as a supplier, you will receive a supplier 
qualification.

16
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Supplier Onboarding- Registering (Requires additional information)
You may receive an email notifying you that Yorkshire Water requires additional information. We would only ever request additional information if your 
registration is yet to be approved. 

1.   In the body of the email, select “Click Here”, enter your login credentials.

1

2.   Select “Revise Response”. (Note: The revise response option will not be available if the event is closed. If this occurs, please contact your Buying/Sourcing 
Contact to reopen the event.). Complete the required information and select ‘Submit Entire Response’.

2

2
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Supplier Onboarding – Registering (Keeping your details updated)
You may want to revisit your supplier registration questionnaire in the future i.e. to update your details

1. Login to your Ariba Network account.
2.   In the top left hand corner, select “Business Network”
3.   From the drop-down, select “Ariba Proposals and Questionnaires”

3

2

4.   In the Registration Questionnaire section, click on the “Supplier Registration Questionnaire”

4

From the date of submission, your Registration Questionnaire will stay open for a further 365 days, allowing you to revise/amend your 
response any point. 
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Supplier Onboarding – Registering (Keeping your details updated)

5.    To amend the details in the Registration questionnaire click on “Revise Response” then click “ok”

5
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Supplier Onboarding – Registering (Keeping your details updated)

6.   Once all the required details have been amended click the “Submit Entire Response” and then “Ok” you will then see a notification that you revised response 
has been submitted 

6
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Supplier Onboarding- Qualification
1. Suppliers will receive an email invitation to qualify as a supplier with Yorkshire Water. 
2. The commodity we have chosen to qualify your organisation will be detailed in the body of the email.
3. To complete the supplier qualification questionnaire, click on “Click Here” within the email invitation.

1

2

3
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Supplier Onboarding- Qualification

4. Enter your login credentials 

4

5. The supplier qualification questionnaire will open
6. Complete all required fields (mandatory fields are marked with *)
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Supplier Onboarding- Qualification

8. When completing the supplier qualification questionnaire, look out for the icons which prompts you to attach supporting 
information 

8

Important Information:

Please follow the below guidance when Entering your organisations banking details: 

Note: The bank details provided must be supported by a letter headed paper on a PDF of your bank details

• Bank Type: Please choose from either Domestic or Foreign. 
• Bank ID: Default to 0001. You do not need to change this. 
• Name: Please provide the name of the bank (i.e. Barclays) 
• Bank Branch: Please provide the name of the bank branch (i.e. Barclays Bank Bradford) 
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Important Information

Street/City/Region/Postal Code: Please provide the address details of your bank 
Account Holder Name: Please provide the name of the Company the bank account is registered to 
Bank Key/Routing Number: Please provide your bank Sort Code. The Sort Code needs to be in the following format; 
123456 (no spaces/dashes). 
Account Number:  Provide your bank account number. The bank account number needs to be in the following format;
12345678 (no spaces) 
IBAN Number: For International Accounts Only. 
Swift Code (otherwise known as BIC): For International Accounts Only. 

Bank Account Type: Please choose from either Savings, Checking (Current), Investment. 

Supplier Onboarding- Qualification
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Supplier Onboarding- Qualification

9. Once you have completed all sections and required fields, click on Submit Entire Response. 

10. Your response has now been submitted. The qualification questionnaire submission will be reviewed by the Yorkshire 
Water Buyer/Sourcing Contact. You will receive an email notification to inform you that your response has been successfully 
submitted.

9
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Supplier Onboarding- Qualification (requires additional information)

You may receive an email notifying you that Yorkshire Water require additional information. We would only ever request additional information if your 
qualification is yet to be approved. 

1.   In the instance you will receive the following email. Select the “Click Here” to go in the Qualification Questionnaire and revise your 
response. You will need to login in to your Ariba Network account.

1
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Supplier Onboarding- Qualification (requires additional information)

2.   Click on  “Revise Response” 

2

3.   Make the necessary changes and then click “Submit Entire Response” the revised submission will now be submitted for Yorkshire 
Water approval

2
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Supplier Qualification – Keeping your details updated
The data provided in the qualification questionnaire is used to update your accounting information,  If at any point you need to update any of the details in the 
table below, then you must amend your Supplier Qualification Questionnaire. To do this you will first need to request your that the Supplier Qualification 
Questionnaire Event is “re-opened”  - you will need to contact the procurement contact at Yorkshire Water to action this.

You can view your completed Qualification at any point. Log in to your Ariba Network account, use the link below. Enter your login credentials

Insurance Human Rights and 
Environmental

Construction 
Industry Scheme

Bank Details Correspondence

Health & Safety Quality Conflict of Interest Information Security Vendor Declaration

1. Login to your Ariba Network account.
2.   In the top left hand corner, select “Business Network”
3.   From the drop-down, select “Ariba Proposals and Questionnaires” then find the relevant Questionnaire 

3

2



Supplier Onboarding-
Accepting Trading Requests

39Click Here to return to Contents Page



Document title 40

Supplier Onboarding - Accepting the Trading Request
A trading relationship invitation begins with an email sent by Yorkshire Water after a supplier is successfully qualified. This email is an invitation 
to connect with Yorkshire Water, enabling you to start receiving orders and / or submitting invoices on the Ariba Network. 

Note: Only the account administrator can accept the trading relationship or users set up with the trading invitation ‘account merge’ 
permissions  - Purchase orders are unable to be sent to the supplier without acceptance.

If your account is set up to automatically accept a Trading Relationship skip to step

1.   You will receive an email requesting you to accept a Trading Relationship. To accept, click on the link to access your Supplier account and enter your 
log in credentials

1
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Supplier Onboarding - Accepting the Trading Request

2.   Once logged in, select  “Ariba Proposals and Questionnaires” from the dropdown on the home page on the right 
hand side, then click on the settings tab from the drop down menu and select “Sourcing & Contracts Notifications”

3. Click on the “Customer Relationship” tab then select “Pending”

4.   Scroll down to find any Pending trading request. Ensure the check box is selected and click “Approve”

2

4

3
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Supplier Onboarding - Accepting the Trading Request

5.   Once approved, you will receive an email when your Trading Relationship has been accepted and established.

5
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Supplier Onboarding – Enablement Tasks
You may receive an email notification about pending enablement tasks that require your action. This means that your account requires 
certain tasks to be completed in order to ensure your account is fully configured and ready to transact. It's important to complete tasks prior 
to the due date.

1.   To access any outstanding Enablement Tasks tab, first click on the “Enablement’ tab on your account home page

1

2.   Click the associated link to complete a task. You can also reopen tasks that are manually closed, if the subsequent task is not yet completed. It is recommended 
to enter a comment when reopening a task. Ensure that all Enablement Tasks ae completed
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Supplier Onboarding  - Frequently Asked Questions 
Question Response

Can we use the Standard Ariba account? The Standard account allows you to transact free of charge and flip a purchase order into
an invoice using the interactive email shown in the managing purchase orders and invoices
section of this guide. There are no volume restrictions.

Do we need an Enterprise account? Suppliers who receive more than 100 purchase orders from Yorkshire Water per year may benefit
from system integration, whereby your companies sales system is integrated with SAP
Ariba and you simply manage the transactions from your own system. If you think this may
benefit you, please contact us at p2psystemsteam@yorkshirewater.co.uk

How do I know what type of account We Hold? You can see the account type at the top of your Ariba account screen.

what do non VAT registered companies enter in 
the supplier VAT field?(Registration 
questionnaire)

Suppliers should leave the VAT number blank if they are not VAT Registered

The “revise response” option in the registration 
and qualification questionnaire is not available, 
what do I do?

Please contact your YW Sourcing/Buying contact, they will re open the required event for you.

I have accidently rejected a trading 
relationship request – What should I do?

Please contact p2psystemsteam@yorkshirewater.co.uk and ask for the Trading Relationship Agreement to 
be resent 

The sourcing event and/or qualification 
questionnaire sent from Yorkshire Water is not 
available to view in the “Ariba Proposals and 
Questionnaires” drop down?

The Log in credentials being used are may not associated with the ANID that the invite or Questionnaire has 
been sent to.

It is essential that Accounts ID’s must match, please refer to the Ariba Network: Account Types and Ariba 
Network: Setting Up New Users section of this document for further guidance around ANID numbers.

Please also contact your YW Sourcing/Buying contact and they will be able to confirm which ANID has been 
used.

I receive the following message:
Error: The username and password entered has 
already merged to another Ariba Sourcing user 
account – what should I do?

This error message is received when accessing an event through the email invitation sent by YW and 
supplier logging in with credentials linking to an incorrect ANID, please follow the same guidance as above to 
ensure all ANID’s are matching.

mailto:p2psystemsteam@yorkshirewater.co.uk
mailto:p2psystemsteam@yorkshirewater.co.uk

