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Relationship Request Letter from Relationship Request Letter from 
Ariba NetworkAriba Network

You will receive a 

Relationship Request 

Letter via email. 

Your Relationship 

Request Letter 

1
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Request Letter 

includes Username 

& Password for your 

Production Account.

Suppliers with existing accounts receive a different type of Relationship request Letter.



Activate Your Production AccountActivate Your Production Account

http://supplier.ariba.com
�This is the URL you will use to login into your account.

2
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Log into your Ariba Network Production Account 

�Your Production Account is activated automatically.

�Your Username and Password were provided in the 
Welcome Letter.

3



4

Enter your 

Username & 

Password and 

Access
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Password and 

click Log In to 

access your 

Production 

account.



Check the I Agree

boxes to accept the 

Ariba Network 

Terms of Use & 

account ownership.

5 Terms 

of Use

© 2010 Ariba, Inc., All Rights Reserved. The contents of this document are confidential and proprietary information of Ariba, Inc. 
6

Select your 

Secret Question

and provide your 

Answer.

Choose a NEW 

Password, 

confirm your 

password and 

click Submit.

6
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Configure Production AccountConfigure Production Account

You are responsible for the sections below on your 
Production Account. You can return to these sections at 
anytime to make changes or update information:

7
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a) Verify Account Information and Company Profile

b) Update Contact Information

c) Update Order Routing and Invoice Routing preferences

d) Update Settlement Information

e) Update Notification Settings



8

From the Home 

page, click on the 

Administration

tab. 

Account 

Configuration

© 2010 Ariba, Inc., All Rights Reserved. The contents of this document are confidential and proprietary information of Ariba, Inc. 
9



9

On the 

Administration 

tab, click the 

Configuration

link.

Account 

Configuration
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10 Basic 

Information

Click on the 

Configure link 

under Basic Profile

to update your 

company address, 

contact information, 

and company 

classification.
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classification.



Company Info

1. Review your Company 

Name and Address to 

ensure accuracy. 

2. Provide a Main Email

address for this account.

3. Provide a Main Phone

number for this account.

4. Check your DUNS

11

1
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4. Check your DUNS

number for accuracy.

5. Set your Profile Visibility

options.  This will allow 

other organizations that are 

on the Ariba Network to see 

certain information in your 

account profile.

2

4

53



Company Detail

You may choose to enter 

additional detail about 

your company.  

This information is helpful 

for Buying Organizations 

who are looking for 

specific supplier criteria.

12
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Business Info

Enter additional 

Information for your 

company such as Tax ID.

Entering Tax ID here will 

default this information 

onto invoices you create 

using the Create Invoice

option.

13
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You may choose to enter 

additional company 

information as shown.  



Administrator     

Information

On the User Info tab, you will 

need to add the information for 

your account Administrator.  

1. A Username to login to your 

account. 

Note: if you change your 

username, remember to use 

your new name upon your next 

login.  Update your Email 

Address if necessary.

1

2

3

14
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2. Enter a new password.  You 

will need the temporary 

password assigned to complete 

this step.

3. Ensure a Secret 

Question/Answer is present.  

Change as necessary.

4. Update the name and contact 

information of the Account 

Administrator if necessary.

5. Add your Time Zone and 

Default Currency.

4

5



Diversity and 

Advantage Info

You may choose to enter 

additional information about 

your company for any Green 

or Diversity information that is 

applicable to your organization.  

If you are an Advantage 

supplier, you will be able to 

complete information on this 

information tab that will be 

visible to Buying organizations.  

15

© 2010 Ariba, Inc., All Rights Reserved. The contents of this document are confidential and proprietary information of Ariba, Inc. 
16

visible to Buying organizations.  

This screen will not be visible if 

you are not a member of the 

Advantage Program.

For more information about the 

Advantage program, please 

visit www.ariba.com and 

read about the Supplier 

Membership Programs.



Click on the Edit

Configuration button 

under Electronic Order 

Routing to indicate how 

you would like to 

transact business with 

16 Configure 

Electronic Order 

Routing
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transact business with 

your customers on the 

network.



The methods available include email, fax, Online 

(portal), cXML, or EDI.  

Note: “Online” sends the PO to your Inbox, but 

does not send an additional copy to your email or 

fax machine.  Selecting one of the other methods 

provides a copy sent to your Inbox in addition to a 

copy forwarded to the routing selected (email, fax, 

cXML or EDI system).

For email routing:

Select “Include document in the email message”.

Use a non-personalized/ distribution list email like 

Order Routing (continued)
Select how to receive transactions.

Access the Help page for more information on order routing options.
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Use a non-personalized/ distribution list email like 

orders@supplierxyz.com.

To prevent Ariba Network from failing orders sent 

to mailboxes that respond with an “Out of Office” 

message, ensure that “Out of Office” appears in the 

auto-reply message.  See the Ariba Network 

Account Management Guide from the HELP page 

for more information.

For Other Document Types:

Select “Same as new orders” or set according to 

your preference.

Specify a method for sending Order Response 

Documents (Confirmations and Ship Notices).

Specify a User to receive failed delivery 

notifications.



Click on the Edit 

Configuration button 

under

Email Notifications to 

indicate which system 

notifications you would 

like to receive along with 

Email Alerts & 

Notifications

17
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like to receive along with 

which email address you 

would like to send them 

to.

NOTE: You can enter up 

to 3 E-Mail addresses 

per notification type.  You 

must separate each 

address with a comma.



18 Configure Remittance 

Information

From the Company Profile screen, 

located under Settlement, click the 

Configure button.  

Click Create to create new company    

information.
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Note:  If you already have an Ariba 

Network account, you may have already 

completed this information.  If you need 

to change existing information, click Edit.



On the Create Address/Payment 

Info section, complete all required 

fields.

Select one of your Remittance 

Addresses as a default if you have 

more than one.

Configure Remittance 

Information (continued)
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NOTE: Do not configure a "Contact" on the 

EFT/Check Remittances page of your account 
because the “Contact” name may replace 
your company name in the Remit-To address 
on invoices.  Leave as Select Contact.

Customer ABC



If your organization uses ACH for 

payments, select ACH from the 

Preferred Payment Method drop-

down box.  

Complete the ACH account 

information section to complete your 

ACH setup.

19 Enter your ACH 

Information
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ACH setup.

Click OK when finished.

Click Save to complete. 



Create Your Test AccountCreate Your Test Account

� You will now duplicate your Production 
Account settings to create a Test 
Account.

Your Production Account setup is now complete!
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Account.

� Your Test Account is used for testing 
purposes to ensure all transactions 
(purchase orders and invoices) are 
working as expected before moving to 
a live, Production environment.



20

To set up your Test 

Account, you need to be 

on the tabular view of 

your Ariba Network 

Production Account.

a) Click Switch to Test 

Account.

b) Click OK when Ariba 

Network displays a 

warning indicating you 

Switch to Test  
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warning indicating you 

are about to switch to 

Test Mode.

Note: The Switch To 

Test Account button is 

only available to the 

Account Administrator 

username.  The 

Account Administrator 

can create test account 

usernames for all other 

users needing access to 

the test account.



21

Check the box to 

accept the Ariba 

Network Terms of 

Use & account 

ownership.

Terms of Use
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Select your secret 

question and 

answer.

Choose a NEW 

Password and click 

Submit.

20



Repeat steps 8 through 

20 to review your test 

account settings, similar 

to the way you set up 

your Production account.

Your Test account should 

be configured to match 

Confirm Test 

Account 

Settings

22

Customer ABC

NOTE: The Network will always display which 
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be configured to match 

your Production account.  

This will ensure that the 

results you encounter 

while testing with Buyers 

is consistent with what 

will result in Production.

Once you have set up your test account, you are ready to 

receive a test purchase order.
NOTE: To use EDI or cXML requires additional configuration steps.  Refer to the 

HELP link of your account for more information.

Customer ABC

Customer ABC

NOTE: The Network will always display which 

mode you are logged into,  (Production or Test).  

Your Test account ID has the suffix “-T” 

appended to your Ariba Network ID (ANID). 
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Buyers may assign 

assign enablement tasks 

to suppliers to prepare to 

testing and transacting. 

Select the Enablement 

Tasks tab to view. 

Enablement 

Tasks
23
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Tasks will display as 

Total, My Pending 

Tasks, and Pending 

Buyer Tasks.

Note: Specific tasks will 

vary depending upon 

buyer requirements.

Enablement 

Tasks
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buyer requirements.

Click the arrows to 

expand the sections to 

view individual tasks.

Links will allow you to 

Configure, Complete, 

or Review tasks already 

completed.

Completing a task will 

allow you to add 

comments before 

marking as complete.



Ariba Supplier Membership Program as of September 1Ariba Supplier Membership Program as of September 1Ariba Supplier Membership Program as of September 1Ariba Supplier Membership Program as of September 1stststst, 2010, 2010, 2010, 2010

Supplier Membership Program Fees
Annual Volume Per BuyerAnnual Volume Per BuyerAnnual Volume Per BuyerAnnual Volume Per Buyer----Supplier RelationshipSupplier RelationshipSupplier RelationshipSupplier Relationship Fees Fees Fees Fees 

< $50,000 USD or < 5 documents sent FREE

$50,000 to $13M and 5+ documents sent 0.155%

Use of integration & catalog technologies (per ANID) $495/year

Relationship with over $13M and 5+ documents sent* Flat $20K fee 

*Less than 1% of suppliers will hit the $20K cap 
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�FREE for all suppliers to join and begin transacting

�Shows value before asking payment 

�71% of supplier memberships remain free

�Integration fee only applicable after document count and       
spend volume thresholds are reached.

To learn more about the supplier programs visit

http://www.ariba.com/suppliermembership



Contact Information

Ariba Network Support

•Web Form

a) Go to http://supplier.ariba.com and logon to 
your Ariba Network account.

b) Click on the Help link in the upper right 
corner and choose Contact Support to submit a 
ticket.  Reference your customer.

If you have problems logging on to your 
account 

Resources

Supplier Education Portal

Accessible from the “Customer Relationships” page 
of your Ariba Network account

Ariba Network Documentation

a) Go to http://supplier.ariba.com.

b) Click on the Help link in the upper right 
hand corner for documentation & on-line 
tutorials.
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account 

a) Go to http://supplier.ariba.com.

b) Click on the Account Problems? link and 
submit a ticket.  Reference your customer.

•Telephone

America: 1-800-577-1522

Customer Specific Questions & Support

For questions about the program, contact 
wm_enablement@ariba.com and a 
representative from Waste Management will 
contact you.

Ariba Network Hot Issues and FAQs

https://connect.ariba.com/anfaq.htm

Ariba Network Notifications 

Information about downtime, new releases 
and new features 

http://netstat.ariba.com

Ariba Supplier Membership page

http://www.ariba.com/suppliermembership



Ariba Support

From the Home page 

click on the Help link. 

You can choose 

Documents and Tutorials 

Or

You can choose to 

contact Support.

Documents and 
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Documents and 

Tutorials: Allows you to 

access and search for 

articles, Guides, White 

Papers and more.

Contact Support: Allows 

you to enter basic 

information on your 

problem and submit a 

request to our Help Desk 

for direct support.  You 

will be contacted by Ariba 

support.


