
Ariba Supplier Guide

Supplier Registration

August 2018



Contents

2

• Target audience

• How to register

• Log in page

• Registration confirmation

• Company profile information

• Auckland Council specific questions

• Ariba support



Target audience

• Auckland Council and CCOs use Ariba to manage tenders and contracts records. 

• If you are an existing supplier with a contract in place with Auckland Council and 

CCOs, or you are intended to participant tender events, you will need to register on 

Ariba.

• Registering with the Ariba network is free.
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A few things before we start

• Check whether your organisation has already registered with Auckland Council in 

Ariba

• Consider who should be your Ariba account admin. Because Auckland Council uses 

Ariba for tender and contract activities, you might want to have your tender 

manager/tender coordinator manage your Ariba account. 

• Set aside 20 minutes to complete you registration 

• Use the Ariba Help Center if you have any questions on the registration process. The 

Help Center is located on the top right corner of the Ariba page. 
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Let’s get started 
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1. Go to the Auckland Council website and search ‘Working with Council’

2. Select ‘Our tendering process’

https://www.aucklandcouncil.govt.nz/about-auckland-council/working-with-us/Pages/our-

tendering-process.aspx

3. Click the link through to SAP Ariba

https://www.aucklandcouncil.govt.nz/about-auckland-council/working-with-us/Pages/our-tendering-process.aspx


Let’s get started – Important Note
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1. You must use the link listed in the Auckland Council website to access Ariba 

registration or login page. 

2. This is the only channel to create a connection between your supplier account and 

Auckland Council’s buyer account in Ariba. So your account will be visible to Auckland 

Council. 

3. If you have an existing Ariba account, you would still need to log in via that link to see 

council questionnaire. 



If your company already has an Ariba 

account, please click Login. 

Once you have logged in, you need to 

complete and submit the Auckland Council 

questionnaire. 

If you are new to Ariba, please 

complete your company and user 

account information and accept 

the terms of use
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Terms of use – New account only
• Read the terms of use and privacy statement and click the check box if you agree. 

• Click ‘Register’



Activate Ariba account – New account only

• Check your email,  you will have received an email from Ariba containing a link for you 

to activate your Ariba account.
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Once the account is activated, you will receive 

another email with your Ariba ID – New account only
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Continue with your registration – New account 

only 

• Login to http://supplier.ariba.com

• Click ‘Go to Company Profile’
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http://supplier.ariba.com/


Company Profile Information – New account 

only

• Your profile does not need to be 100% complete. Only a few of the Ariba Network 
questions are mandatory

• To complete the mandatory questions select the Basic tab
• Product and Service Category and Location are mandatory  

• Tax ID and DUNS fields are optional

• Once you have completed the basic information, you can see the Customer 
Requested  tab.
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Auckland Council Specific Questions – New 

account and existing account 

• Go to Customer Requested tab

• Click on ‘Auckland Council’
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Auckland Council Specific Questions
• Complete all questions marked with *

• If the question does not apply, select ‘No’

• You can always go back to update the information
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Auckland Council Specific Questions -

Insurance

• To complete the insurance related questions you will need your insurance certificate, 

make sure you have a scanned copy to upload
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Click ‘Submit’ once completed

• We can now see and approve your organisation as a registered supplier

• You can come back to this questionnaire and update information as required
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For help and support 
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• The Ariba Help Centre is available on the top right of the screen. 



For help and support 
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• For further support click on ‘Support’ at the bottom of 

the Help Center panel. A new screen will open and you 

can see related articles, or you can get help by email 

or phone. 


