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SUMMARY

1. Create an Ariba Network 

account on your own

2. Access a sourcing event you 

have been invited to

3. Access a sourcing event from 

the Ariba Network login page

4. Management of Ariba Network 

contacts’ accounts

5. How to get help from the SAP 

Ariba Customer Support 

6. Invitation Email not received:

IT Checks
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Everyone can independently create its own Ariba Network account, the subscription to the 
Ariba Network for Sourcing is free for all the suppliers.

Use the link: https://supplier.ariba.com

CREATE AN ARIBA NETWORK ACCOUNT ON YOUR OWN (1/5)

From the Supplier Login page click on the 

«Register Now» link. The system will lead 

you to the registration page.
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A page like the one shown below will appear. You will need to fill in the missing information in 
order to create your own account on the Ariba Network.

CREATE AN ARIBA NETWORK ACCOUNT ON YOUR OWN (2/5)

To have a closer look of the User 

Account information section 

check Slide n. 6.

To have a closer look of the 

Company Information section 

check Slide n. 5.
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Company information section needs to be filled in with general data about the company.

CREATE AN ARIBA NETWORK ACCOUNT ON YOUR OWN (3/5)
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User Account information section needs to be filled in with personal data about the user that 
will be the Administrator on the Ariba Network. 

CREATE AN ARIBA NETWORK ACCOUNT ON YOUR OWN (4/5)

You can flag the option 

«Use my email as my 

username». If you want 

to use another 

username keep in mind 

that it must be in email 

format. 
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Do not forget to accept Terms and Privacy conditions and then click on the «Register» button.

CREATE AN ARIBA NETWORK ACCOUNT ON YOUR OWN (5/5)
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When a company invites you to a Sourcing Event you will receive an invitation email, as the 
one shown below.

ACCESS A SOURCING EVENT YOU HAVE BEEN INVITED TO (1/8)

From the invitation email, click on the 

«Click Here to access this event» link to 

access the event.

This link might expire after the first use, 

therefore make sure that you complete 

the next steps all at once.

8



A
R

IB
A

 S
O

U
R

C
IN

G
 –

SU
P

P
LI

ER
 S

U
P

P
O

R
T

If this is the first sourcing event you have been invited to for Maire Tecnimont, you must access 
the event from the email shown in the previous slide in order to connect your account to Maire 
Tecnimont’s one.

ACCESS A SOURCING EVENT YOU HAVE BEEN INVITED TO (2/8)

Click on the first button if this is the first 

time you use the Ariba Network and you 

do not have an account already.

Click on the second button if you already 

have an account in the Ariba Network.
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If you have clicked on the «Sign Up» button a page like the one shown below will appear. You 
will need to fill in the missing information in order to create your own account on the Ariba 
Network.

ACCESS A SOURCING EVENT YOU HAVE BEEN INVITED TO (3/8)

«Sign Up»

10



A
R

IB
A

 S
O

U
R

C
IN

G
 –

SU
P

P
LI

ER
 S

U
P

P
O

R
T

If you have clicked on the «Sign Up» button: company information section will be already filled 
in, if you need to change any info you are free to do so.

ACCESS A SOURCING EVENT YOU HAVE BEEN INVITED TO (4/8)

«Sign Up»
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If you have clicked on the «Sign Up» button: user account information section will be already 
filled in, if you need to change any info you are free to do so. This information section needs to 
be filled in with personal data about the user that will be the Administrator on the Ariba 
Network. 

ACCESS A SOURCING EVENT YOU HAVE BEEN INVITED TO (5/8)

You can flag the option 

«Use my email as my 

username». If you want 

to use another 

username keep in mind 

that it must be in email 

format. 

«Sign Up»
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If you have clicked on the «Sign Up» button: do not forget to accept Terms and Privacy 
conditions and then click on the «Create Account and Continue» button.

ACCESS A SOURCING EVENT YOU HAVE BEEN INVITED TO (6/8)

«Sign Up»
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If you have clicked on the «Log In» button it means you already have an Ariba Network account 
and you simply need to link it to the Maire Tecnimont Ariba System. 

ACCESS A SOURCING EVENT YOU HAVE BEEN INVITED TO (7/8)

If this is the first sourcing event you have 
been invited by Maire Tecnimont, you 
must access the event from the email 
shown in the previous slide in order to 
connect your account to Maire 
Tecnimont’s one.

«Log in»
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In either case, no matter which button you picked, the system will lead you directly on the 
page of the event you received the invitation for. From this point you can work on the Sourcing 
Event as shown in the dedicated videos.

ACCESS A SOURCING EVENT YOU HAVE BEEN INVITED TO (8/8)

15

In some case for example Event configured by the Buyer with Envelope, you have to declare your 
intention to participate, clicking on “Review Prerequisites” in order to accept the related info note. 
It simply announces that this is an event in which the buyer has set the possibility to keep and open 
the rejected offers.
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In either case, no matter which button you picked, the system will lead you directly on the 
page of the event you received the invitation for. From this point you can work on the Sourcing 
Event as shown in the dedicated videos.

ACCESS A SOURCING EVENT YOU HAVE BEEN INVITED TO (/9)
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Once you have linked your Ariba Network account to Maire Tecnimont you can display events 
even starting from the login page.

Use the link: https://supplier.ariba.com

ACCESS A SOURCING EVENT FROM THE ARIBA NETWORK LOGIN PAGE (1/5)

If this is the first sourcing event you have 
been invited by Maire Tecnimont, you 
must access the event from the email 
shown in the previous slide in order to 
connect your account to Maire 
Tecnimont’s one.
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ACCESS A SOURCING EVENT FROM THE ARIBA NETWORK LOGIN PAGE (2/5)
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Depending on how many companies you have linked to your account in this page you might 
have to look for the Maire Tecnimont’s one.

ACCESS A SOURCING EVENT FROM THE ARIBA NETWORK LOGIN PAGE (3/5)
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ACCESS A SOURCING EVENT FROM THE ARIBA NETWORK LOGIN PAGE (4/5)
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The system will lead you directly on the page of the event. From this point you can work on 
the Sourcing Event as shown in the dedicated videos.

ACCESS A SOURCING EVENT FROM THE ARIBA NETWORK LOGIN PAGE (5/5)

21

In some case for example Event configured by the Buyer with Envelope, you have to declare your 
intention to participate, clicking on “Review Prerequisites” in order to accept the related info note. 
It simply announces that this is an event in which the buyer has set the possibility to keep and open 
the rejected offers.
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If your company is already using SAP Ariba you can ask to your Administrator to create you a 
contact. Those contacts will be available to the buyers who want to invite you to participate to 
Sourcing Events.

MANAGEMENT OF ARIBA NETWORK CONTACTS’ ACCOUNTS (1/8)

From the Administrator Ariba Network 

account, click on «Company Settings».

From the dropdown menu select the 

option «Users».
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By selecting the option «Users» the system will lead you on the Account settings page.

MANAGEMENT OF ARIBA NETWORK CONTACTS’ ACCOUNTS (2/8)

Every contact needs to have a role 

associated. Therefore before creating a 

contat you need to create the Role. Click 

on «Create Role».
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MANAGEMENT OF ARIBA NETWORK CONTACTS’ ACCOUNTS (3/8)

Enter a Name for the Role you want to 

create.

Select the standard permission “Access 

Proposals and Contracts” that will allow 

contacts to respond to Sourcing Events.
Click on the «Save» button to save the 

new role.

Move on page 2.
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The new role will be visible in the Role section. At this point you can proceed with the Contact 
creation.

MANAGEMENT OF ARIBA NETWORK CONTACTS’ ACCOUNTS (4/8)

Click on the «Create User» button 

available in the Manage Users section.
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From the User creation page you will need to fill in the information regarding the contact, 
assign a role and select for which customers the specific contact will be available.

MANAGEMENT OF ARIBA NETWORK CONTACTS’ ACCOUNTS (5/8)
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MANAGEMENT OF ARIBA NETWORK CONTACTS’ ACCOUNTS (6/8)

You can flag the option 

«Use my email as my 

username». If you want 

to use another 

username keep in mind 

that it must be in email 

format. 
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MANAGEMENT OF ARIBA NETWORK CONTACTS’ ACCOUNTS (7/8)

You can assign the role you previously 

created to the contact.

You need to select for which customers 

this contact will be active.

Once you are done click on the «Done» 

button.
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Once you have added the new contact it will be shown in the Manage Users section. As soon as 
the contacts are created they will be available also on the buyer side ready to be invited to a 
Sourcing Event.

MANAGEMENT OF ARIBA NETWORK CONTACTS’ ACCOUNTS (8/8)

In order to save the new contact creation 

click on the «Save» button. As soon as 

the changes will be saved the contact will 

receive a confirmation email.
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Supplier registered in the Ariba Network can easily access to support material and can get 
support from the SAP Ariba Customer Support.

HOW TO GET HELP FROM THE SAP ARIBA CUSTOMER SUPPORT (1/5)
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HOW TO GET HELP FROM THE SAP ARIBA CUSTOMER SUPPORT (2/5)
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HOW TO GET HELP FROM THE SAP ARIBA CUSTOMER SUPPORT (3/5)
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HOW TO GET HELP FROM THE SAP ARIBA CUSTOMER SUPPORT (4/5)

If you could not solve your problem with the questions, therefore you answered «No» to all of 
them, the system shows you a new section though which you can receive direct assistance.
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If you selected the «Get help by phone» link, the system opens up a page in which you will 
insert your contact details in order to allow the Support Team to call you back. 

HOW TO GET HELP FROM THE SAP ARIBA CUSTOMER SUPPORT (5/5)
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If you don’t receive the Invitation email, please verify also with your internal IT

INVITATION EMAIL NOT RECEIVED: IT CHECKS
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