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SAP Ariba Network Account CreationINVITATION FROM SNCB

As a supplier, you might receive an 

email notification from SNCB for 

different reasons. These ones 

could be for example to register as 

a supplier, or to participate for a 

sourcing event. In these emails, 

you will receive a link to get to the 

SAP Ariba Network. To do so, 

press the “Click here” button as 

shown in the example.

We recommend you to use 

Google Chrome or Mozilla 

Firefox for a better SAP 

experience.
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SAP Ariba for Procurement - SNCB

Please, navigate to:

https://www.belgiantrain.be/en/3rd-party-services/supplier/procurement/ariba
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SIGN UP TO CREATE AN 

ARIBA SUPPLIER ACCOUNT

Once you reach the Ariba Supplier 

portal, you have the choice 

between “sign up” and “log in”. 

Press “sign up” to start creating 

your account.

BE AWARE that each supplier 

must have ONLY ONE Ariba 

Network ID for all the different 

transactions.
2

2

SAP Ariba Network Account Creation 

!



SAP Ariba Training: How to create an account? – p. 6

CREATE AN ARIBA ACCOUNT (1/2)

Fill out the company and user account 

information.

Complete the mandatory company 

information:

• Company name

• Country/Region

• Address

• Post code

• City

Complete the user account 

information:

• Name

• User email address (cannot be 

changed at this time, it is the 

one to whom the invitation was 

sent)

• Username

• Password

• Email orders to (to whom the 

PO’s will be send)
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CREATE AN ARIBA ACCOUNT (2/2)

Fill out the information about the business, 

agree with the terms and finalize the 

creation.

Complete the information 

about your business:

• Product and Service 

Categories: based on the 

UNSPSC classification

• Ship-to or Service locations: 

where do you deliver?

• The rest is optional at this point

Read and agree with

• The Terms of Use

• The SAP Business Network 

Privacy Statement

Finish the process of account 

creation by pressing “Create 

account and continue“.

Before creating the account, the 

network will check whether your 

company already has accounts or 

not. You can “Review accounts” 

to see them. 
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REVIEW ACCOUNTS (1/2)

If you clicked on “review accounts”.

You will have a view on all the 

potential accounts that your 

company may already have. Check 

the list to avoid unwanted 

duplicates. 

If you think that one of the list is the 

correct account, you can click on 

the “…” and then on “view 

profile”.

Once on the Supplier Profile, you 

can contact the administrator by 

clicking on “Contact Admin”.
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REVIEW ACCOUNTS (2/2)

If you clicked on “Contact Admin”.

You have the possibility to send an 

email directly to this 

administrator. This person will 

have your contact information in 

order to get back to you.

The Administrator is in charge to 

validate the permission to add you 

as a user for your company. This is 

required in order to login through 

the invitation to avoid a duplicate.
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CONFIRMATION EMAIL

If you had no potential duplicates or if you 

skipped the “Review Accounts”, your 

account will be created.

You will then receive a 

confirmation email. We 

recommend you to keep this email 

as it includes important information.

If you cannot find this email, make 

sure to check your junk mails or to 

contact the SAP Ariba Help Center.
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Account administration
CONNECT TO YOUR ACCOUNT

Browse to the following link to get to SAP 

Ariba Supplier: http://supplier.ariba.com

Fill in your User Name and your 

Password, then click on “Login” to 

connect.

You will reach your SAP Ariba 

Supplier portal.
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http://supplier.ariba.com/
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NAVIGATE IN YOUR SETTINGS

Once you are on your SAP Ariba Supplier 

account.

Click on your initials in the top 

right corner to see a dropdown 

menu with your account settings. 

By clicking on “My Account”, you 

can see and modify your contact 

information.

If your company has multiple SAP 

Ariba Accounts, an administrator will 

be determined. You can find 

information about your administrator 

and reach him by clicking on 

“Contact Administrator”.
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MANAGE YOUR NOTIFICATIONS

You have the possibility to modify your 

settings regarding notifications.

In order to do so, first click on your 

initials, and then on “Settings”.

Another menu will appear with the 

different settings. You can now click 

on “Notifications”.

You can check the boxes to set the 

notifications in 4 different tabs:

• General (on the screenshot)

• Network

• Discovery

• Sourcing & Contracts

You can set up which email 

address will get each notification.

Once you have made all your 

modifications, you can click on the 

“Save” button.
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If you need more information :
 
• You can visit our website:
→SAP Ariba for Procurement | SNCB
 
• You can have a look at our FAQ

• You can reach out to your SNCB contact person

https://www.belgiantrain.be/en/3rd-party-services/supplier/procurement/ariba
https://www.belgiantrain.be/en/3rd-party-services/supplier/procurement/ariba/faq
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