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USER GUIDE:
SUPPLIER 
REGISTRATION



2

Any supplier wanting to work with the AA will need to register and qualify on the SAP Ariba network. 

Once the below steps are completed a supplier will be set up and ready to work with the AA.

Login to or create an account with SAP ARIBA

Complete AA’s Supplier registration form

Complete AA’s Supplier qualification forms

SUPPLIER CREATION IN ARIBA - OVERVIEW
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The AA will send out an e-mail inviting you to log into the SAP Ariba portal in order to register as a company to work with:
CREATING AN ACCOUNT OR LOGGING IN

Date when the 
link will expire

Click Get Started 
to be taken to the 

Ariba platform

To create an 
account click here

If you already have 
an account, log in
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Company name is 
pre-populated

Update country as 
required

Enter address
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Contact name and email 
address is pre-populated

Tick box if want to use e-mail 
address as user name – NB 

user name must be an in 
email address format

Create and verify password, 
must be a minimum of 8 

characters including letters 
and numbers

Amend email address 
to where any orders 

should be sent

Select language 
preference
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Start typing commodity or 
click Browse

Continue to select relevant 
commodity until you see a + sign Click the relevant + signs 

and click OK
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Create account

Review and once 
comfortable tick boxes

Repeat for Ship-to or 
Service Locations
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COMPLETE THE AA SUPPLIER REGISTRATION QUESTIONNAIRE
User account logged 

in

Time left for link 
available to 

register

The registration questionnaire comprises of three sections which all require to be completed.

Any questions with *
are mandatory

Quick links to all 
three sections

Click here to review the Supplier code of 
conduct
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Basic supplier information is requested

Complete all 
information
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Click here to 
bring up the AA 
commodity list

You can select multiple 
commodities (as 

appropriate), or at any 
level

To drill down 
from level one 
click on arrow, 
(commodities 

are mapped to 3 
levels)

Selected 
commodities will 

appear on the 
right hand side

Tick box next to 
the commodity to 

select
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Selected commodities 
will appear here

Select shipping country for 
goods/services to the AA –

generally will be United 
Kingdom

Click here to bring 
up locations
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If you don’t know your 
Duns number logo onto 
the Dun and Bradstreet 
website to obtain search

https://www.dnb.co.uk/dun
s-number/lookup.html

Questions 2.18 and 2.20 are 
drop down questions, only 

appear if answer yes to 2.17 
and 2.19

https://www.dnb.co.uk/duns-number/lookup.html
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Questions 3.2 and 3.4 
are drop down 

questions, only appear 
if answer yes to 3.1 and 

3.3

3.2 – specify when 
bankruptcy occurred 

and any other relevant 
details

Once fully completed 
submit 

If need to return 
later can save, 
and not submit

Create and send 
message to the 

AA

Not required for 
submitting details
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Additionally an e-mail will be sent to 
confirm registration created.

Confirm via “OK” ready to 
send response to the AA for 

review

Able to review 
current 

response here
Final screen will appear with 
messaging to say response 

has been submitted

Count down clock amends 
to “closed” as response 

submitted
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