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Introduction 

Dear Partner, 

 

Dashen Bank S.C. is committed to enhancing efficiency and convenience within our organization. To achieve this, we are undergoing a 

significant transformation of our procurement processes. By modernizing our approach to procure goods, services and works, we aim to: 
 

 Streamline operations: Simplify and digitize procurement procedures for both our company and our suppliers. 

 Enhance employee experience: Provide our employees with a more user-friendly and efficient way to request and obtain necessary 

items. 

 Optimize costs: Identify opportunities to reduce expenses and improve value for money in our procurement activities." 

 

To make it happen, we have selected SAP-Ariba, a leading cloud procurement solution. SAP-Ariba will become the single, simple, 

structured, and digital procurement platform supporting all our activities, from e-sourcing and contract management. 

 

This new way of working will bring clear advantages to you, such as the possibility to boost sales through catalogues, simpler operations, 

fewer errors, greater collaboration, and visibility along the entire order lifecycle. Doing business with clients through the Ariba Network 

platform will be completely free of charge for you. 
 

This new way of working is not an option. Dashen Bank is progressively replacing its current existing manual practices, and SAP Ariba will 
become the electronic procurement platform to procure goods, services, and works. 

 
 

This document is a Quick Start guide to help you start registration, sourcing, and Who to contact in case of need. 

  
Looking forward to continuing doing business together
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Supplier Request and Registration: High Level Process 
 

 
MANDATORY FOR ALL SUPPLIERS 

MANDATORY FOR NEW SUPPLIERS UPON 
BANK’S DECISION FOR EXISTING ONES 
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can be invited to 
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N APPROVAL 
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SUPPLIER 
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Login) and fill out 
registration form 

SUPPLIER 

Filling Client 
Category/Region 
Supplier Regis 

Form 
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REGISTRATION 
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Supplier Registration Statuses 

 
STATUS DESCRIPTION 

Not Invited The Supplier Request has been approved and the supplier is created in the SAP Ariba Supplier 
Management Solution database, but the supplier has not yet been invited to register. 

Invited  The supplier has been invited to register. 

Registered  The supplier registration has been approved. 

In Registration The supplier has started the registration but in progress for completing the External Supplier Registration 
Form 

Pending Approval The supplier has submitted the External Supplier Registration Form for approval. 

Registration Denied The supplier’s registration has been denied. 

 

 

 

 

 

 

 

 



6 
 

Supplier Registration: “How To” Guide Access Log In (1/2) 
 

 

You have received an Invitation to register, similar to the 
one below. Clicking on the link, you will be redirected 
to the Login page 

 
 
 
 

 
 

 

Either Login in SAP Ariba with your existing Ariba account or 
create your new account 

If you have already an Ariba Network account (because you transacted 
with another company) you can click on Log-In and enter your 
credentials. 
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  Supplier Registration: “How To” Guide- Access Log In (2/2) 

 
Please fill your Company Information and the user account 

information. Please don’t forget what you entered for User Name 
and Password. Also fill Tell us more about your business, 
accept the Ariba Privacy Statement and click on Create account 
and continue 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

A welcome email will be received by the Supplier 
upon successful creation of an account in Ariba Network 
(AN). In doing so, the Ariba Network ID (AN ID) is 
created for this supplier and reflected back in Dashen 
Bank Supplier Lifecycle and Performance Management 
module as well. 
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Supplier Registration: “How to” Guide - Supplier Registration 
Questionnaire 

 
In the last section Bank Information you need to prepare your 
general bank related data, like Country, Type or Account  
Number,  

  

 
On the bottom of the page you can always Save draft, when you 
want to save your current entries or Submit response, if you want 
to send the response to the Bank. For content related messages you 
can contact Dashen Bank Supply Chain Management Team via 
Compose message 

 

Immediately after signing up or logging in Ariba, you are directed to 
the Bank’s supplier registration questionnaire. To ensure 
Bank’s business process is not being on hold. 

 

In the General Supplier Information, you should enter the general 
contact details for your company. 
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You have logged out and start with Ariba again? 

Login the Ariba Supplier Network, enter your credentials and click 
on Login. (https://service.ariba.com/Supplier.aw/) 

Switch to Ariba Proposals and Questionnaires and ensure 
that you are linked to the Dashen Bank. You will see all your 
sourcing Events and Questionnaires with Dashen Bank 
here. 

 

  
If you have forgotten your username or password you can click 

     Forgot username or password 
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Invitation to a Sourcing Event 
 

When Dashen Bank invites you to a Sourcing or Procurement Event you 
will receive an email stating the Procurement Name and the Event Start. 
You can respond or deny participating by clicking on the links in this email. 

Switch to Ariba Proposals and Questionnaires and ensure that 
you are linked to DB. You will see all your sourcing Events and 
Questionnaires with DB here. If you haven’t finished the supplier 
registration, please click on Complete Registration.  
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Login the Ariba Supplier Network, enter your credentials and 
click on Login. (https://service.ariba.com/Supplier.aw/) 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

If you have already filled the registration and it got approved by Dashen 
Bank and then you can access all events 
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Responding to a Sourcing Event 
 

You will find the general details of the event, like Publish time and Due 
Date. You will always find the Time remaining at the top right corner of 
every event screen. If you don’t want to take part in the event you click 
Decline to Respond. If you are interested, please click Review 
Prerequisites 

 

 
 

Before every event you need to accept a general Ariba Bidder 
Agreement to your acceptance on the general terms & 

 

 
 
 

You get forwarded to the response screen. If pricing is involved 
(like in an RFP or an Auction) you need to Select Lots to start 
RFP response.

 

conditions 
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Responding to a Sourcing Event 
 

Before you can respond to the RFP you need to confirm the 
materials/services for which you want to give a proposal. Some 
might be mandatory (like below “Laptop”), some can be optionally 
chosen. After given your selection Confirm Selected Lots. 

If you want to contact us or download the event content to Excel 
please select Compose Message and Excel Import 

 
 
 
 
 
 
 

 
If you have submitted your response, the system will tell you, if you 
have forgotten a mandatory question. If you have filled all 
fields, Ariba will give you a confirmation that your response has 
been sent to Dashen. Your response can always be 

 

revised and you will always see the Time remaining. 

If you have filled out all required (marked with an asterisk) fields of the event 
you can Submit Entire Response. You can also Save draft, if you don’t want 
to send your response to Dashen 



14 
 

Login and Home Page 
 

 
To access to the “Ariba Network Supplier”, click on the 
following link and you will be sent to the Login page: 

 
https://service.ariba.com/Supplier.aw 

 
Insert the credentials you’ve previously 
created and then click on “Next” 

 
If you’ve forgotten the password you can click on 
“Forgot username” and you will be sent to a 
page where to reset and create again your 
password 

 
In the Ariba Network Supplier Home Page you can: 

1. Upgrade your account 

 
2. Access to the action menu 

 
3. Modify your Company Settings 

 
4. Modify your Personal Settings 

 
5. Access to the Ariba Network Help Center 
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Support 
ARIBA HELP CENTER 

(for technical support) - 2 

If you click in “Help”, as showed heighted in above picture, it will be open 
a menu where you can navigate and open different section: 
 You can find a solution by searching the “Help Topics” 
 Click on “Tutorials”  to go through the Ariba Learning Center which has useful Video Tutorials 

for SAP Business Network Tutorials for Suppliers. 
 Click on “Support” to go through the Ariba Support Center, where 

you can find a solution to your problem or raised a question in the 
Ariba Community; 

 Click on Documentation to see previous topic that could contain important information to related queries. 

1 
            

Contact Dashen Bank’s Supply Chain Management Support Team 

If you require any further clarification relating to registration process or status, you can obtain information from bank’s the Supply Chain Management Department 

support team via office telephone number at +25111-518-0356. 
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SAP ARIBA Supplier FAQs 
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Topic Overview (1/2) 
 
 
 
 
 

• Why do we ask you to register and qualify? Click here 
 
• What is ARIBA and the ARIBA Network? – Click here 
 
• I already have an Ariba Network account / ANID – Click here 
 
• A duplicate account was identified during the Ariba Network registration – Click Here 
 
• What to do when I am the wrong person to contact in my company? – Click Here 
 
• What does it mean when ARIBA says that the link has expired? – Click Here 
 
• Do I need to provide a DUNS number during registration? – Click Here 
 
• How to access different events – Click Here 
 
• I forgot my password. What do I do? – Click Here 
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Topic Overview (2/2) 
 
 
 
 
 

• How can I change my email address? – Click Here 
 
• How do I change my password in the ARIBA Network? – Click Here 
 
• How can I add a User / Let a colleague work on a questionnaire? – Click here 
 
• How to find the Administrator of my company's ARIBA Account – Click here 
 
• What if you need help with the questions that we would like you to answer? – Click Here 
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Why do we ask you to register and qualify? 
 
 
 
 
 

• Dashen Bank is mandated to actively manage its supplier base, ensuring up-to-date information 

is available on all its business partners, which includes current certificates as well as address and 

general business information. This is achieved through a process which is run on SAP ARIBA, 

the world’s leading electronic procurement platform. 
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What is ARIBA and the ARIBA Network? 
 
 
 
 
 

• SAP ARIBA is a cloud-based purchasing platform which enables digital business interaction 

between suppliers and customers. 3.6 Million companies worldwide are already interacting 

through ARIBA, 2.3 Trillion US$ of annual commerce volume is being handled at this time. 
 
• ARIBA Network, as part of the ARIBA product suite, is the central platform that allows 

Customers and Suppliers to interact. This includes the exchange of business documents (like 

tenders and questionnaires) as well as general company and marketing information. 
 
• Basic access to ARIBA Network (which allows participating Dashen Bank tenders) is free of 

charge. If you wish to further explore technical options, like a full integration of the product into 

your own ERP and Sales systems, SAP offers various commercial options too. 
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I already have an Ariba Network account / ANID 
 
 
 
 
 

• You still need to formally link your ARIBA Network account in the registration process. 
 
• Please have your User Id and password available and make sure that you are NOT already 

logged in to your ARIBA Network account when proceeding with the registration process. 
 
• Please proceed by opening the registration invitation email and selecting “Log In” option 
 
• See instructions how to proceed here 
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A duplicate account was identified during the Ariba 
Network registration (1/2) 
 
 
 
 

 

• (1) During the Ariba Network registration, Ariba informs you if there are 
potential existing accounts. Please click on “Review accounts”. 

 
• (2) Should you find the legal entity that you wanted to register in the 

search results list, please click on the three dots under “Actions” (3) 
and select “View Profile” (4). Then click on “Contact Admin” (5) and 
follow the instruction described on the next page. 

 
• Should you not find a matching legal entity, please click on “Continue 

Account Creation” (6) and create a new Ariba Network account.  
 
 
 
 
 

1 

 
 
 
 
 
 
 
 
 

6 
 
 
 
 
 
 
 
 

 

2 
 

3  

 
 
 
 
 
 
 
 
 

4  
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A duplicate account was identified during the Ariba Network registration (2/2) 
 
 
 
 

•  
• In order to receive access to your 

company’s existing Ariba Network 
account, you need to contact the account 
administrator. 

 
• Your name, company name and email 

address will be provided in the contact 
form by default. You may add your phone 
number and/or alter the message. 

 
• Please click on “Send Email” to proceed. 
 
• You will be notified once the account 

administrator has approved your request, 
granting you access to your company’s 

Ariba Network account. 
 
• This will allow you to proceed with your 

Fortum registration.  
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What to do when I am the wrong person to contact in my company? 
 

 

• Please contact the Dashen Bank contact person who invited you and request to set up a different contact. Once this 

is done, another invitation will be sent to the person that you named. 

 

What does it mean when ARIBA says that the link has expired?
 
 

– You click on the link and receive this 
notification 

 
 
 

–  In this case you will most likely already 
have created a UserID and a password 

 
 
 

–  The email link will not work anymore 
 
 
 
 
 
 

 

Please log in with your user credential under  

“service.ariba.com” 
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Do I need to provide a DUNS number during registration? 
 
 

• No. providing a DUNS number is optional. 
 
 

How can I change my email address? (1/2) 
 
 
 
 
 
 
 
 
 
 
 

 1) Sign in to the Ariba Network with the 
user you would like to change the email 
address for. Then click on the initials at the 
top right corner of the screen and chose the 
option “My Account”
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How can I change my email address? (2/2) 
 
 
 
 

 

– 2) A new window will appear where you can change the email address.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 3) Click on “save”. 
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How do I change my password in the ARIBA Network? (1/2) 
 
 
 
 
 
 
 

 1) Please log in to your existing ARIBA Network account, using the user name and 
password that you created when first registering.




 2) Now klick on your initials at the top right corner of the screen.




 3) Select “My Account”.

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How do I change my password in the ARIBA Network? (2/2) 
 
 
 
 
 
 
 
 

–  3) You will be lead to 
a configuration page. 

 
 
 

– 4) Click on “change 
password” below 
your username. 

 
 
 

– 5) Make sure to click 
on “Save”. 
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What if you need help with the questions that we would like you to answer? 
 

• Please do not hesitate to contact your contact person within the Bank organization. We can help you answer these 

questions. 
 

How to access different events / questionnaires? (1/2) 
 

• In ARIBA we have different types of events for which Dashen Bank can invite you to participate via an invitation link. 

The link is valid for the initial connection between both accounts. If you want to access the events again to take further 

actions you have to take the steps as described in the next slide 
 
 

1  
 

Supplier Request  
 

Initial Questionnaire  
for General 
Company  
Information 

 

2  
 
Supplier Registration  

Questionnaire 

 

Detailed   
Registration 
questions related to  
the category you will  
Provide Goods, 
service or works to 
Dashen Bank 
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Sourcing events 

 

Sourcing events that  
You have been  
Invited to participate 
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How to access different events / questionnaires (2/2) 
 
 
 
 

• If you already have an ARIBA Account or the invitation link is not valid anymore, please open 
the following url: supplier.ariba.com 
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1 
 
 
 

2  
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I forgot my password. What do I do? 
 
 
 
 
 

• Please follow the link to https://supplier.ariba.com, click on word “Password” and follow the  

Instructions on the screen.
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Thank You!!!! 


