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SAP ARIBA DEFINITIONS / PROCESS

1. SAP Ariba Network: An Enterprise Ariba Account is provided to our suppliers without network fees associated with 
Abbott transactions. If a supplier is currently transacting on the Ariba Network with a Standard Account, please be advised 
that by accepting a Trade Relationship with Abbott, you may upgrade to an Enterprise account, which includes everything 
the standard account has to offer, with additional capabilities such supplier-managed catalogs and ERP integration and 
automation. If a supplier opts into additional services or transact with other buying organizations on the SAP Ariba 
Network, they may be subject to fees.

2. TRR (Trading Relationship): A trading relationship is a link between a supplier's account and Abbott on the SAP Ariba 
Network. It allows for the transfer of documents such as purchase orders and invoices between a supplier and Abbott.

3. SAP Ariba Supplier Lifecycle Performance (SLP) Module: This module allows Abbott’s suppliers to update their own 
information required for conducting business transactions, including remittance addresses, banking information, and 
qualification documentation (more on this included below). Registering on SLP also gives suppliers the opportunity to 
respond to requests and submit proposals for Abbott sourcing events.

4. Abbott's Registration Questionnaire: The information collected via the 'Supplier Registration Questionnaire' is related to 
general company information, contact information, transaction information, tax detail and documents, banking 
information, and data protection.

5. Abbott's Qualification Questionnaire: The 'Supplier Qualification' questionnaire collects a supplier's diversity status, a 
certificate of insurance when required, acceptance of the Abbott Supplier Guidelines, and acceptance of Abbott Purchase 
Order Terms and conditions.
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PROCESS OVERVIEW TO COMPLETE REGISTRATION

Suppliers must register and complete their remit set up actions to prevent payment delays. These steps must be
completed in sequence.

1. Supplier will receive an email from no-reply@ansmtp.ariba.com with an invitation to register as a supplier with Abbott.
• If you already have an Ariba Network Account, select 'Log in' and go to step 4
• Otherwise select 'Sign up’ and follow step 2

2. Supplier creates an Ariba Network Account.
3. Supplier will receive an email confirming Ariba Network ID.
4. Complete the Supplier Registration Questionnaire and submit to Abbott.
5. Supplier receives an email from no-reply@ansmtp.ariba.com confirming that they are successfully registered.
6. Log into your Ariba Network Account (using your Ariba Network ID) and make sure that the Remittance information in your user profile is

accurate.
7. Once registered, the remittance information you have confirmed in step 6 above will be the same in our system. It is critical to ensure that it 

exactly matches the information in your user profile. If multiple remit addresses and/or ordering addresses are needed, a form for each address 
must be submitted by following step 8.

8. Go to the Supplier Portal - Abbott Supplier Information Portal and download a copy of the Remit Address Ordering Address Form
• Complete the form and save the document to your local drive.
• Log into your Ariba Network Account, go to the Ariba Proposals and Questionnaires Tab, select Supplier Registration Questionnaire.

This provides a secure portal for you to correspond with Abbott on the Ariba Network.
• Select Compose a message and upload the Remit Address Ordering Address Form. One update per form, multiple forms can be 

submitted.
• Select Send.

9. The Abbott vendor master data team will update your records on our system and send you a confirmation to confirm that this has 
been completed.

mailto:no-reply@ansmtp.ariba.com
mailto:no-reply@ansmtp.ariba.com
https://support.ariba.com/item/view/198711
https://service.ariba.com/Supplier.aw/ad/eduPortalDoc?key=MTA0Mzc4fDNXNWhhNjRiNTNhYTV5eDk1Mjl4M3l5


Complete Abbott's Registration Questionnaire

Step 1 – You will receive the below e-mail from no-reply@ansmtp.ariba.com when invited to register. Select the “Click Here” at the bottom of the email.

If you have an existing Ariba 
Network account, you are still 
required to follow the link here

mailto:no-reply@ansmtp.ariba.com


Complete Abbott's Registration Questionnaire (Register on the Ariba Network if needed)

Step 1 Continued – If you have an existing Ariba account, log into the network and skip to Step 4 . If you are new to Ariba, click the 'Sign up' box and move to Step 2.

If you have an existing Ariba Network 
account, please click here**

If you do not have an existing 
Ariba Network account, please 
click here

**If your company has an existing Ariba account, please ensure that this is used to 
sign in and link to Abbott. Failure to do this will result in issues with Purchase Orders 
and invoicing going forward.



Complete Abbott's Registration Questionnaire (Register on the Ariba Network if needed)

Step 2 – Complete the information request as per below and click create account and continue.

Step 3 - Once submitted, you will receive an e-mail from no-reply@ansmtp.ariba.com with your Ariba Network ID.

mailto:no-reply@ansmtp.ariba.com


Complete Abbott's Registration Questionnaire

Step 4 – Access the Abbott 'Supplier registration questionnaire' form by clicking on the link in the Invite email. You can also access by logging into your 

Ariba Network Account, go to the Ariba Proposals and Questionnaires tab, then click on the 'Supplier registration questionnaire', as shown below.



Complete Abbott's Registration Questionnaire

Step 5 – Complete the Abbott Supplier Registration Questionnaire form as seen below



Complete Abbott's Registration Questionnaire

Step 6 – Question 1.12 is regarding suppliers that are an individual, sole proprietorship, or single member LLC and how Abbott collects Personally Identifiable 

Information (PII). PII is associated with a personal U.S. Social Security number, national insurance number, personal credit card, personal banking account 

numbers, or personal address.

If your answer to question 1.12 is No: Section 1.17 of the questionnaire will open to allow you to enter a 

tax ID, upload a tax document (Example: W9), and banking information in Section 3. See page 13.

If your answer to question 1.12 is Yes: Move on to Section 2, question 2.4. See page 16.



Complete Abbott's Registration Questionnaire

Step 6 Continued – If response is No to question 1.12, section 1.17 open to allow collection of tax info and banking in section 3.

1.17.1 Must be Yes to allow entering of a tax ID, 

upload of a recent tax document (Example: W9).

Bank information is entered here.



Complete Abbott's Registration Questionnaire

Step 7 - You have now submitted your registration to transact over the Ariba Network with Abbott. You will receive a confirmation email from

no-reply@ansmtp.ariba.com to confirm a successful registration.

mailto:no-reply@ansmtp.ariba.com
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Individual / Sole Proprietor / Single Member LLC

Step 1 – If you answered 'Yes' to question 1.12 in the Registration questionnaire, you will do the following.

Password Reset: 

Enter the E-Mail or 

User Name, then 

select Log On



Individual / Sole Proprietor / Single Member LLC

Step 2 – Continued



Individual / Sole Proprietor / Single Member LLC

Step 3 – Continued



Individual / Sole Proprietor / Single Member LLC

Step 4 – Continued



Individual / Sole Proprietor / Single Member LLC

Step 5 – Continued



Individual / Sole Proprietor / Single Member LLC

Step 6 – Continued
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Update / Validate Remittance Address Information in Your Ariba Profile
Step 6 – Click on the SAP Business Network option in the drop-down menu.



Update / Validate Remittance Address Information in Your Ariba Profile

Step 6 Continued - Click on Settings and navigate to the “Remittances” option.



Update / Validate Remittance Address Information in Your Ariba Profile

Step 6 Continued - Enter Remittance Address information and save.



Update / Validate Remittance Address Information in Your Ariba Profile

Step 6 Continued - Enter Remit to details and save.
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How to add Multiple Remit To and/or Ordering Addresses when needed

Step 1 - If multiple remit addresses and/or ordering addresses are needed, visit the Abbott Supplier Information Portal and download a copy of the ‘Remit

Address Ordering Address Form’. Complete a form for each address needed and save to your local drive.

https://support.ariba.com/item/view/198711


How to add Multiple Remit To and/or Ordering Addresses when needed

Step 2 - Log into your Ariba Network account and go to the Ariba Proposals and Questionnaires Tab.



How to add Multiple Remit To and/or Ordering Addresses when needed

Step 3 - Click Compose Message to attach the completed Remit-To Form.



How to add Multiple Remit To and/or Ordering Addresses when needed

Step 4 – Attach the completed form to the message.



How to add Multiple Remit To and/or Ordering Addresses when needed

Step 5 - Click Send.

Dear Abbott,

Please find attached our completed Remit To and Ordering Address Form as requested.

Regards
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Qualification on the Ariba Network for Abbott
Step 1 – You will receive the below e-mail from no-reply@ansmtp.ariba.com when invited to complete the qualification questionnaire. Click on the “Click 

Here” option at the bottom of the mail



Qualification on the Ariba Network for Abbott





For more details on Certificate of Insurance (COI), please refer to page 16 - 18 





For more details on PO Terms & Conditions, please refer to page 18 
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Certificate of Insurance (COI)

Certificate of Insurance (COI) – For most categories, a supplier is required to provide a COI that 
complies with its contract or PO terms with Abbott.

As part of the qualification questionnaire, Abbott requires the supplier to confirm their insurance in 
section 2 and upload a copy of the COI in 2.1.

The named insured should reflect the supplier entity that is contracting with Abbott and the 
certificate holder should reflect the Abbott contracting entity or collectively:

Abbott Laboratories and its Subsidiaries
100 Abbott Park Road
Abbott Park, IL 60064

Please reach out to your Abbott contact/Abbott procurement professional if you need to confirm 
contract insurance requirements.

The following slide provides an example of an acceptable COI. Please note the required limits of 
insurance in the supplier’s contract may require more or less than the amounts displayed in the 
example.



Certificate of Insurance (COI) - Example Certificate

Named Insured

Insurance Coverage

Special Requirements

Additional Insured Wording, 

Waivers, Primary & Non-

Contributory Clauses

Certificate Holder Name and Address

Insurance Company

Limits of Insurance
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How to Revise a Response and Re-submit a Questionnaire – COI Example



How to Revise a Response and Re-submit a Questionnaire – COI Example



How to Revise a Response and Re-submit a Questionnaire – COI Example



How to Revise a Response and Re-submit a Questionnaire – COI Example



How to Revise a Response and Re-submit a Questionnaire – COI Example



How to Revise a Response and Re-submit a Questionnaire – COI Example
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