Request New Company Supplier

Updated March 23, 2026

Purpose

This document is designed to show the steps needed to request a New Company Supplier in
SAP Ariba.

Create A Request

In Firefly, click into SAP Ariba, and then select the SAP Ariba tile to launch the application
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From the Guided Buying homepage, scroll down and click the Procurement and Payment
Forms. Select New Supplier Request. When the form displays/opens, select No for question
#1.

b = e ® 0 o |

Supplier Request Form

1 Is this Supplier Request for an Individual? * () Yes (®) No

3 Reason for New Supplier

+ 4 General Supplier Information

41  Supplier Full Name *

~ 5 Primary Supplier Contact

5.1 Contact First Name *
5.2 Contact Last Name *

5.3 Contact Email* &

m cancel

Complete all required fields and Click Submit.

Note: The request will be reviewed by a P2P Supplier Manager. When approved, the Ariba
supplier registration invitation email will be sent to the supplier via the email address provided
on the request form (see example below). Once the supplier completes the registration it will
route to the P2P Supplier Team for review and approval. Once approved, a supplier number is
assigned and is then available in Ariba. The timeliness of the registration completion is

dependent on the supplier, not P2P.
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An invitation email is sent to the supplier.

Invitation: Register to become a supplier with The University of Nebraska System

@ Valerie Glaser <sdsystem-prod3+NUSystem-T.Doc1361193060@ansmtp.ariba.com>

To © Dave Green

I Caution: Non-NU Email

Register as a supplier with The University of Nebraska System

Hello!

Valerie Glaser, University of Nebraska Payment Services, has invited you to register to become a
supplier with The University of Nebraska System

Network. It's free

The University of Nebraska Systen uses Ariba Network to manage its sourcing and procure-

ment activities and to collaborate with suppliers. If Desktop Ergonomics already has an account

with Ariba Network, sign in with your username and password.

Click Here to create account now

For more information visit our ite: hitps:/nebraska.edu/offices-policies/business-
finance/procure-to-pay/procurement-resources/ariba-fag

- University of Nebraska

Ariba, Inc. 3420 Hillview Ave, Palo Alto, CA 94304, USA

Data Policy | Contact Us | Customer Support

Once the Supplier Manager has sent the registration email, the requester (you) will be added as
a watcher on the workflow. This action will allow you to receive notification when the supplier
submits the registration and when a Supplier Manager has approved the registration. Also, if the
supplier does not complete the registration in a timely manner, a notification email will be sent

from Ariba indicating the registration is past due.

Check the Request Status

To check the status of the request, from the Guided Buying launch page, click B&l Classic IU

tile.

SAP Ariba

B&l Classic Ul
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At the top right side of the screen, click ® (site button), the select The University of Nebraska

System from the drop-down menu.

.......

o & o [¥

.......

The University of Nebraska System-

The Supplier side of SAP Ariba opens. From the top left tabs, select Supplier Management. If

Supplier Management is not visible, click More to select it from the dropdown menu.

System

HOME SQURCING CONTRACTS CATALOG

MORE...v

Home

Fontract Workspace (Procurement)

Search using Title, ID, or an!

Common Actions v To Do
Create Date |
Contract Request (Procurement)
Analytical Report
Compound Report

Folder

Sourcing Request

Sourcing
Contracts
Procurement
Invoicing

Suppliers

Supplier Management

Catalog

From the Supplier Management page, enter the supplier name in the search box. All potential

matches will display based on the search criteria.

AE SOURCING CONTRACTS SUPPLIER MANAGEMENT MORE...v

crescent

Refine results + Add filters 1 - 10 of 53 Results

= Qualification status

Qualified

MINNEAPOLIS, US

- Categories

Search all

e CRESCENT ELECTRIC SUPPLY CO

A MARTINSON ENTERPRISES LLC CRESCENT

0000142453

Select the desired supplier to review. Below are examples of different statuses for supplier

requests.

Nebraska
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Invited Status
The supplier profile displays the status of the registration and the date. For this example, the

invitation was created/sent July 13, 2023 and an ERP Vendor ID has yet to be created. Click the

Registration link on left panel to view more details.

@ About
Registration Status: Preferred Status: ERP Integration Status:
Harold Offices Invited 1 Preferred Integrated
SM Vendor ID: S11223344 Qualification Status: Onboarding time: Created On:
Qualified Not Available Jul 13,2023
[¥] Summary
] Contacts Supplier IDs
& ERP data
. B SM Vendor ID: ERP ID: AN ID:
(£ Certificates 511223344 Not Available
] Activity lo
(5 Activity log ACM ID:
ACM_16958681
£ Supplier request
»# Registration i

The supplier registration process flow is mostly blue, indicating steps that are currently active
(e.g., supplier is in the process of completing registration). In the Questionnaires section, email
status is SENT. Once the supplier opens the email invitation, the status will change to OPEN,
and the date changes accordingly. However, this does not necessarily mean that the supplier

has taken any action.

& Supplier request Process Flow
17 Registration
....................

El Qualifications

£ Preferred

H
'

_ o H

(® Questionnaires @—n. ..................
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Pending Resubmit Status

The supplier status is Pending Resubmit indicating the registration was returned to the supplier

by Ariba for necessary updates. Click the Registration link on left panel to view more details.

@ About
Registration Status: Preferred Status: ERP Integration Status:
Viable Internet Pending Resubmit Not Preferred Not Integrated
SM Vendor ID Qualification Status: Onboarding time: Created On:
View SAP Business Network profile Not Qualified Not Available Nov 20, 2024
[ Summary Supplier IDs
7} Contacts
O ERP data SM Vendor ID: ERP ID: AN ID.
. 599887766 VDR10155024 AN11217109313
C+ Certificates
[#7] Activity log ACM ID:
ACM_27197709
4 Supplier request
7 Registration  e—es Diversity

The supplier registration details display. Click the action button as indicated below.

Process Flow

Questionnaires

Supplier Registration Questionnaire External D

Intemal Form Intemal
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Scroll down to the comments section and select show more. The requested changes are

shown in the comments section. Ariba sent an email to the supplier containing this same

information on the date shown. As the user requesting the supplier, it is acceptable to reach out

to the supplier to remind them when action is needed.

Comments (1) n Questionna

Relish Data Assure requested more information for Approval For Supplier Registration Questionnaire
Nove or 21, 202

TAX

Comments (1) “ Cuest

Relish Data Assure requested more
November 21, 2024

TRANSACTION RESULT: FAILED ‘
TAX

RESULT: FAI

show more

Pending Approval Status

The supplier status is Pending Approval and an ERP Vendor ID has yet to be assigned. Click

the Registration link on left panel to view more details.

@ About
: ERP Integration Status:

Registration Status: Preferred Status:
. Pending Approval 1 Preferred Integrated
Titan Refuse
Qualification Status: Onboarding time: Created On:
SM Vendor ID: 512345678 Qualified Not Available Jul 13, 2023
View SAP Business Network profile
Supplier IDs
¥ Summary
] Contacts SM Vendor ID: ERP ID AN ID
S12345678 AN11184331807
© ERP data
ACM ID:

£} Certificates
ACM_16975665

[#7] Activity log

& Supplier request Diversity

1/ Registration  sfec—c—
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The supplier registration displays a green process flow, indicating the supplier has completed

the registration. The P2P Supplier Manager now needs to approve it.

. Process Flow
& Supplier request

»# Registration

() Questionnaires To Do for Internal Form

()
&)

©

Approval for Supplier Registration Que:

Registered Status

The supplier status is Registered and an ERP Vendor ID has been assigned. Click the

Registration link on left panel to view more details.

About

St

Registration Status Preferred Status: ERP Integration Status:

SHEPPARDS BUSINESS Registered 1 Preferred Integrated
INTERIORS 5 — ) :
Qualification Status: Onboarding time Created On
Qualified 6 weeks Jul 13, 2023
Vies
Supplier IDs
[ Summary
- SM Vendor ID: ERP ID: AN 1D:
{7} Contacts
563134070 0000109037 AND1004984787
) ERP data
ACM ID

£ Certificates
ertificates ACM_16955454
[ Activity log

& Supplier request Diversity

27 Registration g

The supplier registration displays as Registered and the process flow is entirely green,

indicating the supplier has completed the registration and a P2P Supplier Manager has

approved it. The supplier is ready to use in Ariba.

[&] Activity log Process Flow

On

& Supplier request

»# Registration

=] Qualifications

O,

®

= Preferred

7) Questionnaires
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