
 
 
 
 
 
 
 
 
 
 
 

  

 

SAP Ariba Quick Reference Guide 

SAP Ariba Supplier Registration Process 

Supplier Process 

*All screenshots provided are examples only 

Overview 

This guide outlines the step-by-step process for a new or existing suppliers to register on the SAP 
Ariba Network and complete the External Registration Questionnaire. Following this guide will ensure 
a smooth and efficient onboarding process.  
 
Not sure if you have an existing SAP Ariba account? 
Please check with your Finance or Accounts department to verify whether your organisation already 
possesses an SAP Ariba account. 

 

Instructions 

Step 1 

You will receive a registration invitation email from the TMR Supplier Enablement team, including a 
link to register for an SAP Business Network Account.  
 

 
 
Important Note 
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If you have not received the expected email, please check your Junk or Spam folder. If you have not 
received the email, please contact supplier_enablement@tmr.qld.gov.au for assistance.  

Step 2 
Select ‘Click Here’ Link to advance to the SAP Ariba registration regardless of if you are creating a 
new account or have pre-registered account with SAP Ariba.  

 
 

Step 3 
Registration for Supplier with an existing Account. 
 

For those with an existing SAP Ariba account, select ‘Use existing account’.  

Continue to sign in, using your username and password to sign in.  

If you are unable to recall your username or password for your account, please use the ‘How 
to Reset your Password’ on the Business Network Guide for instructions on resetting your 
login details. 
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Enter existing account details then select ‘Connect’ 
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Step 4 
Registration for Supplier not on Ariba Network (New to Ariba)  
Select ‘Create new account’.  
 

 
 
Verify the email to be used to create your account. (this email can be changed). If this is the email to be used 
Select ‘Proceed’ 

 

 

Step 5 
You will receive a ‘One Time Password’ via your email.  
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Enter the ‘One Time Password’ then select ‘Continue’ 

 

 

 

Step 6 
Your details will auto populate. 
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Create a ‘Password’. Once you have read the ‘Terms of Use’ and ‘Privacy Statement’ tick the required 
boxes. 

Tick ‘I’m not a robot’ then select ‘Create account’ 

 

 

 

If the address is correct under the Address Recommendation, select ‘Use Entered Address’. If address is 
incorrect this can be changed. 
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Select ‘Continue account creation’ 
 

You are Almost done 
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Important Note 
Upon completing this next step, please note that the registration process is not yet concluded.  
You must proceed with the External Registration Questionnaire to finalise your registration and begin 
transactions with TMR. 
 

Step 7: 

Select ‘External Registration’  

 

 
Once you have read the ‘Queensland Government Supplier Code of Conduct’. Use the drop down on the 
right select ‘Yes’ 
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Step 8:  
Review and complete all the mandatory fields from steps 2.2 to 4.6. Some fields will be auto populated 
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Please ensure at step ‘3.1 and 3.2’ to enter the email address to received purchase orders and Remittance 
advice. 
 

 
 
Please take note of the required supporting documents needed to validate bank details 
 

 
 
. 
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4.6 – Please provide ONE of the following supporting documents for the stated bank account details: 

1. Copy of most recent bank account statement which includes bank name, address and logo as well as 
BSB, Account, Account Name and statement period (transaction details can be truncated) OR 

2. Stamped, signed and dated bank correspondence on bank letterhead which provides BSB, Account 
and Account Name OR 

3. Signed and dated correspondence on the organisation's letterhead (must include name and 
title/position of signatory) and contain BSB, Account and Account Name. 

NOTE: The documents provided MUST be dated within the last 3 months. 

 
When attaching supporting documentation, please note that SAP Ariba will only accept one attachment.  
 
If more than one document is needed to provide sufficient evidence, suppliers should combine documents into 
one PDF or compress ZIP file 
 

Step 9:  
Once all required information has been entered select ‘Submit Entire Response’. 
Select ‘OK’ to confirm submission. 

 

External Registration Questionnaire has now been submitted 
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The status ‘Pending Approval’ means you have successfully completed the registration process.  

Please wait for a response from TMR (via email) for either an approval or request for additional information.  
 

Step 10: 
SAP will send through a confirmation email.  

Please ensure you keep this email in a safe place as it states important information.  
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Step 11: 
Await Review and Further Instructions from TMR 
After submitting the questionnaire, you will receive a confirmation email acknowledging receipt of your 
registration and questionnaire.  
 
TMR will review your submission and may contact you for further information or clarification if needed.  
 
If our Master Data Team require further information you will receive an email with comments to explain the 
information required.  

 
Potential request for information could include:  

- Inconsistencies with the supplier's details and contact information.  
- The supporting documentation the supplier has provided is insufficient or does not match the details 

included on the external registration form. 
 

If the form requires updating, Suppliers will receive an email notification from SAP Ariba requesting the 
required actions. (See example below). 
 

 
 
Select ‘Click here’. 
 
Log in to SAP Ariba. 
 
Select ‘Revise Response’. 
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Complete the required information and select ‘Submit Entire Response’.  
 
The status will now show Pending Approval.  
 
Important Note 
If the update relates to the supporting documentation, SAP Ariba will only accept one attachment. If more than 
one document is needed suppliers should combine documents into one pdf or attach a zip file. 
 

Step 12:  

Upon successful review, you will receive an email confirming your approval as a registered supplier on the 
SAP Ariba Network.  
 
You will be able to see the status of the External Registration as ‘Approved’. 
  

 

Once fully registered and approved, you will be able to access the SAP Ariba Network to view and respond to 
procurement opportunities, manage orders, and track payments. 



  

 

SAP Ariba Quick Reference Guide – SAP Ariba Supplier Registration Process  - 15 - 

 

If you require additional supporting using the SAP Ariba platform, please refer to the Quick Reference Guides, 
available within the SAP Supplier portal. 
 

Document control 
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Need further assistance? 

For assistance with creating your SAP Business Network account contact the Supplier Enablement 
Team on supplier_enablement@tmr.qld.gov.au 

For SAP Ariba purchase order, payment and invoicing queries please contact the Ariba Support 
team on Ariba_Support@tmr.qld.gov.au  

For SAP Fieldglass enquiries please contact the Fieldglass Central PMO team on 
Fieldglass_CentralPMO@tmr.qld.gov.au 


