Supplier Onboarding Ariba User Guide
Log In to an Existing Ariba Network
Account
For Suppliers
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Overview
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Purpose of this Document
Document Purpose:
The purpose of this document is to provide detailed guidance for IPG’s suppliers
to navigate the supplier onboarding portal (SAP Ariba Network) and complete
the various supplier onboarding forms from the system:
► External Registration Form
► Certificates
► Risk Assessments
► Self-reporting any information updates through the SAP Ariba Network
Document Structure:
Each form has its own section outlining step-by-step directions and supplemental
screenshots to successfully register to become a new supplier with IPG.
Also included in this document is a section for suppliers to reach out to Ariba in
the event they have questions or run into any technical issues.

Scenario
A role-based scenario, providing an
overview of the objectives from an
operational business perspective

Instructions
Detailed instructions of the testing
process, including visual depictions of
the steps to help walk testing
participants through the process

Key
#

Required

This process step is critical and should be completed
before proceeding to the next step

#

Optional

This process step is not critical for the end-to-end process

#

Conditional

This process step is informed by a predecessor. It may or
may not appear depending how driving questions are
answered

?

Help tip

Footnotes or additional information that may be helpful to
understand how certain functionality works in the solution
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Supplier Registration: Key Terms Definition

Key Term

Definition

US Domestic Third party

Supplier is based in the U.S. providing goods /
services to IPG

Foreign Supplier

Supplier is based outside of the U.S providing goods
/ services to IPG; undergoes Comply Tax review

US Domestic Individual
Person

Supplier is an individual person providing goods /
services to IPG and using a social security # (SSN);
Worker Classification is required and may be
eligible to be set up as a temp employee of the
Agency instead of as a Supplier

Supplier Registration

IPG leverages the SAP Ariba Network to onboard
new suppliers. Suppliers will provide key information
such as bank info, tax IDs, diversity classification,
etc. to register as a supplier with IPG

Comply

Foreign suppliers registering to become a supplier
with IPG will undergo this tax process. When the
supplier receives an email to register with IPG,
directions will be provided to complete and upload
their W-8 form while registering

Category Classification

The category/-ies best associated with the product
/ service the supplier is providing to IPG

Diversity Certificates /
Certifications

Suppliers may hold certifications related to diversity
classifications. If applicable, the supplier will receive
separate certificate questionnaires (one per
certification) to complete. This process will not
delay the registration process
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Account
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Log In with Existing Ariba Network Account
Scenarios
The supplier contact will receive an email notification, inviting them to register on the
Ariba Network – the supplier-side of the portal. If you already have an Ariba Network
account with other customers that use Ariba, follow these steps to log in with existing
credentials.

1.1

The supplier will receive an email notification, requesting them to sign up or log
in to the Ariba Network. The system generated email will be sent from IPG
Corporate.

2.

Click on the Click Here link in the email.
1.?

NOTE: To access training and support materials, paste the provided link
into your browser to access IPG documentation.

2.?

NOTE: For foreign suppliers located outside the US, complete the Comply
tax process. The W-8 attachment will be required as you complete the
Registration form in Ariba.

1

?

#

Required

#

Optional

#

Conditional

?

6
Help Tip

Log In with Existing Ariba Network Account
‣2

If the supplier contact already has an SAP Ariba Network account that they use
for other customers that use Ariba, click Log In.

2

1.3

You will be directed to another page, prompting the existing username and
password credentials. Enter your credentials.
1.?

2.4

If you forgot your username or password, click the associated links on this
page.

Then click Continue.

3

?
4

#

Required

#

Optional

#

Conditional

?
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1.18 Upon successfully logging in with your Ariba Network account, the supplier will be
taken directly to IPG’s registration form to fill out and submit to IPG.
1.?

NOTE: The supplier will only be taken directly to the registration form page if
he/she followed the link in the invitation or reminder email.

IPG’s registration form:

IPG’s daily reminder email to register:

1.

#

The supplier has 2 weeks to complete the form and submit their information. After 2
weeks, the supplier will need to follow up with IPG to ask to be reinvited. For more
information, please see IPG’s supplier site.
Required

#

Optional

#

Conditional

?
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Troubleshooting Errors
Error: Account already merged to another Ariba Sourcing user account

1.

Did you receive this error message when trying to enter your existing Ariba Network
login credentials?

1.

If so, you may have another account with IPG with the same login credentials. You
can merge your existing and new account under one account.

2.

This will ensure you can log in to all your accounts using one username and
password and switch between multiple accounts.

3.1

If you’d like to approve and verify the account linkage, enter the existing username
under the Approval Needed section to send the request to the account’s
associated email address.

4.2

If you’d like to link without approval, enter the username and password of the
account you’d like to link under the No Approval Needed section.
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#

Required

2

#

Optional

#

Conditional

?
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