
ARIBA
Vendor´s Portal

Quick Guide for Vendors



In this guide you will find the following contents: 

1. Supplier registration management: ARIBA Suppliers Portal
User creation, Mail and password generation
Initial data of the Vendor
Main good or service category
Place of dispatch/service delivery
1.A. Questionnaires requested by Globant
[Vendor Form]: Corporate / Tax / Bank Data

Please, we request that before beginning your registration you have the following 
documents:

● Bank certificate: Document containing the account number, name of the banking 
institution and name of the vendor.

● Document indicating the supplier's identification number 
● Tax documentation (if applicable)

INITIAL UNDERSTANDING: 
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USER CREATION IN ARIBA

You will receive an email with the
invitation to register to the Ariba portal,
where you will find a link to create a
standard account or link your already
created account with other clients.

Please, select the link.

LOGIN TO NAVEX

In addition to registering with Ariba, you must complete 
the Due Diligence questionnaire on the Navex platform. 
In order to complete this questionnaire you will receive 
an automatic email from noreply@navexglobal.com with 
the subject Globant Screening Program. In this email 
there will be a link to enter the platform along with your 
login credentials.
Please enter the platform.

mailto:noreply@navexglobal.com


USER CREATION IN ARIBA

Once entered the link of ARIBA, the
following screen will be displayed.
In case you do not have an account
created in ARIBA, you must select
"Subscribe".
In case you have an account created
with other clients, you must select “log
in”. Then add your username and
password to associate your created
account with GLOBANT.



USER CREATION IN ARIBA 
You must complete all the fields that have (*)

In this section you will configure your user data and
manage your password (which must contain at
least one special character) and language.

By default it will bring your email, which will be
your user to access the portal later, as long as you
check the option "use my email address as
username" [Check that field]



USER CREATION IN ARIBA 

The “service and product 
categories” field opens a 
drop-down menu with 
different options, as shown in 
the following image.
If you do not specifically find 
the category of the service 
you provide, please choose 
the most similar option to 
continue.

To find the category that best
suits the product or service you
sell, we suggest exploring the
"Browse" field to see all the
available options..

With these data, you already created your user. You
will receive a confirmation email from your email



MAIN CONSIDERATIONS

● You will enter the ARIBA home portal.
You must enter from Business Network >
ARIBA Proposals & Questionnaires to get started.

● Below, in the REGISTRATION QUESTIONNAIRES section,
you must complete the Supplier Registration S4

● If you do not see the questionnaire, we suggest that you 
can log in from another browser, or delete the cookies of 
the current browser.
If it was not possible to solve the problem, contact via
mail to our team of Globant Vendors.

CLARIFICATION: 
You don’t need to fill out the vendor profile from
your user icon.
With the information provided in both questionnaires it is 
enough to register and operate with Globant.

mailto:vendormaintenance@globant.com


QUESTIONNAIRES IN ARIBA

When entering ARIBA Proposals & Questionnaires profile, you will be able to see the Globant name on the left
side of the screen and both questionnaires in the lower section.
We ask that you complete and submit both forms online so that the Globant team can begin the review and
approval process.
Please, verify that both forms are in the "Finished" status
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QUESTIONNAIRES IN NAVEX

The first time you log into Navex using the credentials in the invitation email, the platform will ask you to 
change your password:
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QUESTIONNAIRES IN NAVEX

Once you have changed the password you will be able to enter the platform where you will be able to see:

- Select the preferred language from the options available in the upper right corner
- Start the due diligence questionnaire by clicking on the “Begin” button
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QUESTIONNAIRES IN NAVEX

Clicking on “Begin” will open the questionnaire. All questions in the questionnaire must be answered:
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QUESTIONNAIRES IN NAVEX

NOTE / FAQ:

It is possible that when you log in to 
complete your questionnaire you will see 
that some of the initial information with 
the provider's address is already 
completed with the text “string”, please 
update that information to reflect the 
provider's current address.
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QUESTIONNAIRES IN NAVEX
Once you have answered all the questions you can click on the “Submit” button. The information you have 
provided in the questionnaire will be reviewed by Globant.



¡Thanks! 

If you have any questions or concerns, 
you can contact us: 

vendormaintenance@globant.com

mailto:vendormaintenance@globant.com

