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CREATING ARIBA NETWORK ACCOUNT

1. You will receive an 
email from SAP Ariba

2. Email Subject: 
Invitation: Register as 
a supplier with 
Fresenius Kabi

3. Supplier’s Name

4. If you need additional 
support, you may 
contact the listed email 
address

5. Click the hyperlink
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CREATING ARIBA NETWORK ACCOUNT

6. You will be redirected to 
Ariba Network Supplier 
Creation/Login Page

7. If you already have 
Ariba Network Supplier 
account, Click “Log In”

8. If you don’t have Ariba 
Network Supplier account, 
Click “Sign Up”

8
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CREATING ARIBA NETWORK ACCOUNT

9. Fields tagged with * are 
required to fill-out before 
submitting. Leaving it 
blank will trigger a 
validation

10. Make necessary
update in company name

11. Check and update the 
correct address

12. Select the correct 
State. Values in chooser 
will depend on selected 
Country/Region
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12.a

12.b

9.b

9.a
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CREATING ARIBA NETWORK ACCOUNT

13. Update Name if 
needed

14. Update Username
and take note of it

15. Nominate new 
password and take note 
of it

16. Repeat the password
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CREATING ARIBA NETWORK ACCOUNT

17. Type the desired 
Product and Service 
Categories, wait for the 
dropdown items to show 
and click the appropriate 
category.

18. Type the desired Ship-
to or Service Locations, 
wait for the dropdown 
items to show and click
the appropriate location.

19. Tick the 2 box

20. Click “Create account 
and continue”

17.a

17.b

18.a

18.b
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CREATING ARIBA NETWORK ACCOUNT

21. In case of duplicate 
accounts, Potential 
existing accounts 
window will pop-up. Click 
“Review accounts”

22. You will be redirected 
to Review duplicate 
Account page. Verify if 
the account is already 
registered in the site. If 
you believe that the 
account is not a duplicate, 
Click “Create Account 
Creation”.

You Ariba Network 
Supplier Account now is 
created

21.a

21.b

22.a

22.b
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ARIBA NETWORK ACCOUNT

• HOW TO LOGIN
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HOW TO LOGIN

1. Go to 
https://service.ariba.com/
Sourcing.aw/124997006/a
w?awh=r&awssk=tn1P73w
S&dard=1

2. Select “Ariba Proposals 
and Questionnaires”

3. Enter the username from 
creation of AN account

4. Enter the password from 
the creation of Ariba 
Network account

5. Click Login

1

2.a

2.b

3

4

5
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ARIBA NETWORK ACCOUNT

• FORGOT USERNAME OR PASSWORD
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FORGOT USERNAME OR PASSWORD -
USERNAME

If you forgot your username, 
do the following steps to 
recover your username

1. Go to 
https://service.ariba.com/
Sourcing.aw/124997006/a
w?awh=r&awssk=tn1P73w
S&dard=1

2. Click “Username”

3. You will be redirected to 
username recovery page, 
enter the email address 
that you used to register 
with Ariba Network (email 
address that received the 
“Invitation to Register”). 
Click Submit

4. You will be redirected to 
Confirmation message.

5. Check in your mailbox if 
you receive an email like 
this

3.b

1

2

3.c

4

3.a
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FORGOT USERNAME OR PASSWORD -
USERNAME

6. You will receive an email 
from Ariba with Subject: 
Request for your Ariba 
Commerce Cloud username.

7. All Ariba Network account 
usernames associated with 
your email address will be 
available in the list.
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FORGOT USERNAME OR PASSWORD -
PASSWORD

If you forgot your password, do 
the following steps to reset 
your password

1. Go to 
https://service.ariba.com/
Sourcing.aw/124997006/a
w?awh=r&awssk=tn1P73w
S&dard=1

2. Click “Password”

3. You will be redirected to 
username recovery page, 
enter the email address 
that you used to register 
with Ariba Network (email 
address that received the 
“Invitation to Register”). 
Click Submit

4. You will be redirected to 
Confirmation message.

5. Check in your mailbox if 
you receive an email like 
this

3.a

3.b

3.c

1

2

4
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FORGOT USERNAME OR PASSWORD -
USERNAME

6. You will receive an email 
from Ariba with Subject: Ariba 
Account Password Reset 
Information

7. Ariba Network account 
usernames associated with 
your email address will be 
available in the list. Click the 
“Click Here” link of the desired 
account you want to reset 
password.

8. You will be redirected to the 
Ariba Network Password reset 
Page. Remember to follow the 
password creation guidelines

9. Enter New Password

10. Confirm your password

11. Click Submit

6

7.a

7.b

8.a

8.b
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• RESPONDING TO REGISTRATION 
QUESTIONNAIRE

REGISTRATION QUESTIONNAIRE
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REGISTRATION QUESTIONNAIRE

From creation of Ariba Network 
Supplier account, you will be 
automatically redirected to the 
Registration Questionnaire.

If you are not automatically 
redirected, do the following 
steps to access the Supplier 
External Registration 
Questionnaire.

1. Login to Ariba Network 
Supplier Account by going 
to 
https://service.ariba.com/
Sourcing.aw/124997006/a
w?awh=r&awssk=tn1P73w
S&dard=1

2. You will be redirected to 
“Global External 
Questionnaire”, If not, go 
to “Registration 
Questionnaires” and click 
“Global External 
Questionnaire”

2.a

2.b
2.c
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REGISTRATION QUESTIONNAIRE

3. Time remaining to respond 
on the Registration 
Questionnaire

4. Fields marked with * are 
required to fill-out before 
submitting, leaving it blank will 
trigger a validation

5. Download and read the 
Fresenius Kabi’s Code of 
Conduct. Confirm that you 
acknowledge it.

6. Make necessary change in
Supplier Legal Entity Name

7. Input you trade name or
DBA aside from your Legal
entity name.

8. Address information is pre-
populated from the supplier 
request made in Ariba SLP, 
make necessary update to the 
address

9. Click Show More

3

4

5.a

5.b

5.c

5.d
6

7
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9
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REGISTRATION QUESTIONNAIRE

10. Additional address fields 
are shown (e.g., PO details)

10
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REGISTRATION QUESTIONNAIRE

11. Answer if you have DUNS 
ID. Click “Yes” if you have 
DUNS ID, new field to input 
your DUNS ID will be visible

12. Make necessary update in 
you first name

13. Make necessary update in 
you last name

14. Select Country Code of 
Main Telephone Number 
from the dropdown menu

15. Input your Main 
Telephone Number

16. Make necessary update in
Website Address

11.a

11.b

11.c
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14.a

14.b
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REGISTRATION QUESTIONNAIRE

17. Input additional Contact 
Information

18. Answer if your payment 
address for POs is different 
from your main address. 
Answering Yes to this will 
show additional fields to enter 
your Payment address for 
POs

19. Enter Email address for 
Purchase Orders

20. Enter Email address for
Remittance Advice
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18.a

18.b

18.c
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REGISTRATION QUESTIONNAIRE

21. Enter Tax Information by 
clicking “Add Tax 
Information”

22. You will be redirected to 
Tax Information page. Click 
Add Tax Details

23. Tax Details #1 will be 
visible in the page. Choose 
your country/region on the 
dropdown menu

24. Tax fields will be visible 
depending on the selected 
Country’s Tax System

25. Fill-out Tax details, Fields 
that are tagged with * are 
required to fill-out before 
submitting.
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23.a

23.b
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REGISTRATION QUESTIONNAIRE

26. For US Suppliers providing
products or services in the US, 
please attach signed and dated
W9 Form.

27. For Non-US Suppliers 
providing products or services 
in the US, please attach signed
and dated W-8BEN-E Form

28. Attach the signed and dated
form

29. Click OK. Attached form will 
be visible in the interface

30. In the upper section of the 
page, Click Save

31. Add Tax Information field has
“1” value now
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REGISTRATION QUESTIONNAIRE

32. Enter Bank Information by 
clicking “Add Bank 
Information”

33. You will be redirected to 
Bank Information page. 
Click Add Bank Details

34. Bank Details #1 will be 
visible in the page. Select 
Bank Type.

35. Choose your 
Country/region on the 
dropdown menu

36a. Fill-out Bank details,
Fields that are tagged with *
are required to fill-out before 
submitting.

36b. Please note that
"Account Holder Name" field 
should be left empty as long as 
it is the same as the "Supplier 
Legal Entity Name" provided 
in the "General Information" 
section of the questionnaire

32
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36a
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39
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REGISTRATION QUESTIONNAIRE

37. Attach the bank
letter or bank statement
of account

38. In the upper section
of the page, Click Save

39. Add Bank Information
field
has “1” value now

37
37

7
37
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38
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39

26



REGISTRATION QUESTIONNAIRE

40. Select your language on the 
dropdown menu.

41. Click Submit Entire Response

42. Click OK

43. Confirmation message will be 
displayed in the page

40.a

40.b

41

42

43
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• REVISING RESPONSE TO REGISTRATION 
QUESTIONNAIRE

REGISTRATION QUESTIONNAIRE
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REVISING RESPONSE TO REGISTRATION QUESTIONNAIRE

Requirement: Initial response 
should have been 
approved/registered

Submitted registration 
questionnaire response can be 
revised by doing the following 
steps

1. Login to Ariba Network 
Supplier Account by going 
to 
https://service.ariba.com/
Sourcing.aw/124997006/a
w?awh=r&awssk=tn1P73w
S&dard=1

2. Go to “Registration 
Questionnaires” and click 
“Global External 
Questionnaire”

3. Click “Revise Response”

4. Make necessary update 
and Click “Submit Entire 
Response”

2.a

2.b

3

29
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• RESPONDING TO CSR SUPPLIER SELF-
ASSESSMENT QUESTIONNAIRE

REGISTRATION QUESTIONNAIRE
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7. You will be redirected to 
Ariba Network website. Enter 
the username from creation of 
AN account

8. Enter the password from 
the creation of AN account

9. Click Login

10. You will be redirected to 
the Registration 
Questionnaires page. Click 
the Questionnaire name.

11. You will be redirected to 
the CSR Questionnaire page

7

8

9

ACCESSING CSR SUPPLIER SELF-
ASSESSMENT QUESTIONNAIRE

11

10
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1. Time remaining to submit 
response

2. List of sections, clicking this 
link will only show the 
questions and fields that are 
under that section

3. Answer the fields in 
Corporate Social 
Responsibility – Contact 
Details Section

4. Company Name is pre-
populated from the 
registration form

RESPONDING TO CSR SUPPLIER SELF-
ASSESSMENT QUESTIONNAIRE

1

2.a

2.b

3

4
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5. Answer the questions under 
General Information on 
Corporate Social Responsibility 
(CSR)

6. Answering “Yes” to this will 
show new field to insert 
additional answer

7. Answering “Yes” to this will 
show new field to insert 
additional answer

RESPONDING TO CSR SUPPLIER SELF-
ASSESSMENT QUESTIONNAIRE

5

6.a

6.b

7.a

7.b
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8. Answer all the questions 
under Environmental 
Protection & Occupational 
Health and Safety Section

9 Most of the questions are
answerable by Yes or No

10. Other questions if 
answered by “Yes” will add 
new comment field to insert 
additional answer

11. Some questions are 
answerable by percentage

RESPONDING TO CSR SUPPLIER SELF-
ASSESSMENT QUESTIONNAIRE

8

9

11

34
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12. Answer all the questions 
under Human Rights, 
Business Ethics Sustainable 
Procurement Section

13. Some of the questions are
answerable by Yes or No

14. Most of the questions are 
answerable by percentage

15. After answering all the 
questions, Submit the 
questionnaire by clicking
“Submit Entire Response”

16. On the pop-up window, 
Click OK

17. Your response to the 
questionnaire has been 
submitted

RESPONDING TO CSR SUPPLIER SELF-
ASSESSMENT QUESTIONNAIRE

12
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