
 

1 
 

 
 

SAP Ariba registration guidelines  
Supplier Lifecycle (SLP) 

 
for Zambon S.p.A’s suppliers. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

2 
 

Contents 
 
Introduction ..................................................... 3 

1. How to access the ARIBA platform ............................ 3 

1.1 Account already on Ariba Network: ........................ 3 

1.2 New account (first access to the ARIBA platform): ........ 6 

2. Accessing and completing the Zambon global registration 
questionnaire ................................................... 12 

3. Completing the qualification questionnaire ................. 19 

4. How to contact ARIBA direct support service ................ 25 

4.1 The existing account may encounter some issues, but the 
account holder can still log in ............................... 25 

4.2 Problems with the creation of a new account/log-in ...... 31 

 
 
 



 

3 
 

Introduction 
 
These guidelines aim to help suppliers access Zambon’s ARIBA platform and proceed with the registration 
process.  

1. How to access the ARIBA platform 
 

1.1  Account already on Ariba Network: 
 

Click the link in the “Account already on Ariba network” section in the invitation email you received 
from Zambon Global Procurement.  
 

 
 

Figure 1: Email – registration invitation for suppliers already on the Ariba Network Platform 
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 We recommend using Microsoft Edge or Google Chrome as web browsers. However, if you use 
Google Chrome, make sure the zoom is set to 90% or below to view all elements correctly. 

 Save the link to SAP Ariba to favourites. 
That link leads you to SAP Ariba’s welcome page. 

In the displayed screen, enter the credentials of the previously created account, which is used to 
participate in various client events: 

 
Figure 2: SAP Ariba’s welcome page 

 

Enter your Username and Password and click Continue: 

 
Figure 3: Log in to SAP Ariba 

 
Once logged in to Ariba Network, click "More" and select Zambon.  
 

Click <<Login>> if you have an SAP Ariba account. 
Then you can proceed with the following steps. 
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Figure 4: Zambon Client Selection  

 
For the next steps, see paragraph 2, “Opening and filling out the Zambon global registration 
questionnaire”. 
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1.2 New account (first access to the ARIBA platform):  
 
Click the link in the “New Account” section in the invitation email you received from Zambon Global 
Procurement. 
 

 
 

Figure 5: Email –invitation to create a “New Account” 

 

That link leads you to SAP Ariba’s welcome page. 

In the screen displayed, click “Sign up” to create an SAP Ariba account.  
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Figure 6: SAP Ariba’s welcome page 

 

Once you have opened the link, you are asked to fill out all the required fields marked with a red 
asterisk and add the tick to accept the terms of use and privacy policy. 

Add the general information concerning your company to the required sections: 
 Company information; 
 User account information; 
 Tell us more about your business. 

 
Figure 7: “Company Information” section 

 

Remember to note down the email address associated with the username and the password entered in 
the “User account information” section. 

 

Click <<Sign up>> to create an SAP 
Ariba account. 

Then you can proceed with the next 
steps. 
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Figure 8: “User account information” section 

Complete the “Product and service categories” field (look for your category, a similar one, or a random 
one, if you don’t find any, this is a required field of the Ariba tool; therefore, it WILL NOT be included in 
the Zambon registration questionnaire) and the “Ship to or Service Location” section by selecting the 
reference area: 

 
Figure 9: “Tell us more about your business” section 

Please note that the product category required in this stage is requested by ARIBA and not by Zambon. 
Therefore, whether you find the correct one or the most similar one, it won't impact the creation of 
Zambon's vendor list. 

Below is an example of a selection of product/service categories: 

All requests for qualification, 
invitations to purchasing events, etc., 

will be sent to the email entered. 

We recommend ticking this 
flag so your username 

matches the email entered 
during registration. 

Note down 
the 

username 
and 

password 
for future 

logins. 

 

<<Browse>> existing product categories 
in hierarchical order. Click the categories 

to add single services to the selection 
using the “+” icon.  

These services must not be selected 
specifically for Zambon. 
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Figure 10: Product/Service Category Selection Level 1 

 

Figure 11: Product/Service Category Selection Level 2 

 

Figure 12: Product/Service Category Selection Level 3 
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Figure 12: Product/Service Category Selection Level 4 

You can add a category only when the “+” icon appears. Click the “+” icon to add a category. 

In the same way, you can identify the country served by your company: 

 
Figure 13: Country selection Level 1 

Select the level with the “+” icon, which will turn 
into the “    ” icon. 

Here, you’ll see the 
selection made. 

 

 

Click “OK” to complete 
the process. 
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Figure 14: Country selection Level 2 

If necessary, check with your company whether an SAP Ariba account exists already. We want to 
prevent duplicate accounts.  If your company doesn’t exist yet, click the link “Create account and 
continue”. The following message appears: 

 

Figure 15: Last step for creating an account 

Select “Skip review” if you don’t have duplicates and proceed. 

You’ll be redirected to the questionnaire sent by Zambon, which must be completed. 

If you have problems accessing the platform, refer to the paragraph “How to contact ARIBA’s support 
service”.  

 
 
 
 

 

You can stop at a higher level, provided 
the '+' icon is present. 

Click “OK” to complete the process. 
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2. Accessing and completing the Zambon global registration 
questionnaire 

 
The first access to the SAP Ariba platform must happen via the email sent by Zambon (select “Login” or 
“Signup”, as described in paragraphs 1.1 and 1.2, depending on whether you have an SAP Ariba account 
or not).  
 
You can view and complete the questionnaire after accessing the system with your credentials and take 
the following steps:  

 
1) “Ariba Proposals and Questionnaires”  
2) Select Zambon  
3) Click “Supplier Global Questionnaire” in the “Registration Questionnaires” section. 

 
 

Figure 16: Completing the registration questionnaire 

Once open, declare to accept the Code of Ethics (question 1.1) by choosing “Yes” from the drop-down 
menu. This answer is required to proceed with the subsequent questions and submit the questionnaire: 

 
 

Figure 17: Registration questionnaire – Code of Ethics 
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All questions marked with * are “Required”: 

 
Figure 18: Registration questionnaire – Questions  

Once you give all the answers, you have the following options: 
 

1) You can answer the questions at different times. In this case, click “Save draft” before closing the 
browser. You can resume the questionnaire later by logging in again. 
Therefore, Zambon will not be able to view your answers if you click “Save draft”. This option can 
be helpful if you want to review your answers before submitting them to Zambon. 
 

2) Or click “Submit Entire Response”. In this case, the questionnaire will be submitted to Zambon. 
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Figure 19: Submitting the registration questionnaire 
 
Click “OK” in the following pop-up. 
 

 
 

Figure 20: Submitting the registration questionnaire 
 
 
The submitted questionnaire will undergo Zambon’s approval process. 
You’ll receive a confirmation email in this regard: 
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Figure 21: Confirmation email for submitting the registration questionnaire 

 
 
In the case: 
 

- Zambon approves the questionnaire: the platform shows the “pending approval” status. In this 
case, you will not be able to edit your answers. You can review and edit the questionnaire if 
Zambon asks for more information or approves the document giving it the “Registered” status.  

 
Figure 22: Registration questionnaire in “pending approval” status 

 
 

 



 

16 
 

 
Figure 23: Registration questionnaire in “pending approval” status – Editing not allowed 

 

 
Figure 24: Registration questionnaire in “Registered” status 

 
Click “Revise Response” to edit the questionnaire. The system shows a window where you can confirm your 
intention to edit one or more responses. Click “OK”: 

 
Figure 25: Registration questionnaire in “Registered” status – Editing allowed 
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At this point, the system allows you to update your responses with the new data and submit it again. The 
updated questionnaire will undergo Zambon’s approval again: 

 
Figure 26: Registration questionnaire in “Registered” status – Response review 

Click “OK” in the following pop-up. 
 

 
Figure 27: Registration questionnaire review confirmation 

 
Once approved, your response will have the following status: 

 
Figure 28: Approving the registration questionnaire 
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You’ll receive an email if the registration is approved: 

 
Figure 29: Registration approval confirmation email 

 
 

- Request for additional information: Zambon can request additional information during the 
approval stage, indicating the specifications and question number. Zambon will approve the 
questionnaire once they receive the information needed (follow the steps above); 

 
 
You’ll receive an email if integrations are needed:  

 
Figure 30: Email requesting additional information 
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- Zambon does not approve the questionnaire: the registration process will be declined. This means 
that you cannot be part of Zambon’s vendor list or participate in any events. 

 
You’ll receive an email if the registration is declined:  

 
Figure 31: Email declining registration 

3. Completing the qualification questionnaire 
 
Zambon can request the qualification for one or more product categories. 
 
You’ll receive an email inviting you to qualify.  

 
Figure 32: Qualification invitation email 
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Once you receive the email, you have to log in to the Ariba platform with your credentials. 
 
To go to the questionnaire, click:  
 

1) “Ariba Proposals and Questionnaires”  
2) Select Zambon  
3) In the Questionnaires section, you’ll find the qualification questionnaires you need to complete: 

 
Figure 33: Accessing qualification questionnaires 

 
 
Click and complete each qualification questionnaire. 
For example, if you click on the first one, you’ll see the following screen: 

 
Figure 34: Questions of the qualification questionnaire 

 
Questions marked with * are required.  

Click each questionnaire 
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Once you answer all the questions, you’ll have the following options: 
 

1) You can answer the questions at different times. In this case, click “Save draft” before closing the 
browser. You can resume the questionnaire later by logging in again. 
Therefore, Zambon will not be able to view your answers if you click “Save Draft”. This option can 
be helpful if you want to review your answers before submitting them to Zambon. 
 

2) Or click “Submit Entire Response”. In this case, the questionnaire will be submitted to Zambon. 
 

 
Figure 35: Submitting the qualification questionnaire 

 
Click “OK” in the following pop-up. 
 

 
Figure 36: Submitting the qualification questionnaire 

 
 
The submitted questionnaire will undergo Zambon’s approval process.  
 
You can complete the other questionnaires received by following the same steps. 
 
In the “Questionnaires” section, you can also see the submission status of the questionnaires: 
The example below shows two questionnaires. One has been submitted and has the status of “Pending 
Approval”. The second one has not been submitted yet, therefore its status is “Not Responded”: 
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Figure 37: Qualification questionnaire and statuses 

 
After submitting the various questionnaires, you may encounter the following cases: 
 

- Zambon approves the questionnaire: the platform shows the “pending approval” status. In this 
case, you will not be able to edit your answers. You can review and edit the questionnaire if 
Zambon asks for more information or approves the document giving it the “Registered” status.  

 
Figure 38: Qualification questionnaire in “pending approval” status 

 

 
Figure 39: Qualification questionnaire in “pending approval” status – Editing not allowed 

  

 

  

 

Questionnaire 1 

Questionnaire 2 
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Figure 40: Qualification questionnaire in “Approved” Status 

 
Click “Revise Response” to edit the questionnaire. The system shows a window where you can confirm your 
intention to edit one or more responses. Click “OK”: 

 
Figure 41: Qualification questionnaire in “Approved” Status – Edit allowed 

 
At this point, the system allows you to update your responses with the new data and submit it again.  
 
The updated questionnaire will undergo Zambon’s approval again: 
 

 
Figure 42: Qualification questionnaire in “Approved” Status – Response review 
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Click “OK” in the following pop-up. 

 
Figure 43: Qualification questionnaire review confirmation 

 
Once approved, your response will have the following status: 

 
Figure 44: Qualification questionnaire approval 

 
You’ll receive an email if the qualification questionnaire is approved: 

 
Figure 45: Qualification approval confirmation email 

 
- Request for additional information: Zambon can request additional information during the 

approval stage, indicating the specifications and question number. Zambon will approve the 
questionnaire once they receive the information needed (follow the steps above); 

 
You’ll receive an email if additional information or modifications to your answers are requested:  
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Figure 46: Email requesting additional information 

 
 

- Zambon does not approve the questionnaire: the qualification process will be declined. This 
means you cannot participate in any events. 

 

4. How to contact ARIBA direct support service 
 

4.1 The existing account may encounter some issues, but the account holder can 
still log in 

 
You can request assistance by taking the following steps if you encounter some problems with your 
account, but you can still log in (existing supplier account): 

 
a. Go to the platform log-in page and click  in the top right-hand corner. If you don’t view 

the icon, we recommend setting the page zoom to 90%. 
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Figure 47: Ariba Assistance - 1 

 
b. Click “Support” at the top of the Help menu. 

 

 
Figure 48: Ariba Assistance - 2 

 

 

 
Click here 
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c. Click “Contact us”. 
 

 
Figure 49: Ariba Assistance - 3 

 
d. Add a question or a brief description of the problem in “Start here to find your answer” 

 

 
Figure 50: Ariba Assistance - 4 

 
e. Click the search icon  

 

 
Figure 51: Ariba Assistance - 5 
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f. After the research, click a topic based on the recommendations received or the button 
related to the question/problem in the “Choose from the options below to continue” 
section if you need more information or assistance. 

 

 
Figure 52: Ariba Assistance - 6 

 
 

i. If, after reviewing the indicated steps, you still need assistance: 
 

1. In the options provided in “What do you need help with?” Click “Something else” at the 
bottom of the screen. 
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Figure 53: Ariba Assistance - 7 

 
2. You’ll view a bar at the bottom of the screen: Can’t find what you are looking for? Click 

Create a Case in the bottom right-hand corner. 

 
Figure 54: Ariba Assistance - 8 

 
3. Fill out the form, adding as many details as possible 

 
Click here 
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Figure 55: Ariba Assistance - 9 

4. Click One last step in the bottom right-hand corner 
 

 
Figure 56: Ariba Assistance - 10 

 
 

5. Select the contact method and click Send. If you choose “Phone” as contact method, you 
will be contacted on the phone number you provided when filling in your request data.  
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Note: You’ll be contacted by Ariba only after submitting your request for assistance. In case you 
cannot answer Ariba’s phone call, you’ll have to submit a new request following the procedure 
above. 
 

4.2 Problems with the creation of a new account/log-in 
 

If you encounter problems when creating a new account or logging in, you can request assistance 
by taking the steps below: 
 

1. Go to https://supplier.ariba.com 
2. Click  in the top right-hand corner of the platform log-in page. If you don’t view the icon, 

we recommend setting the page zoom to 90%. 
 
 

 
Figure 57: Ariba Assistance - 11 

 
 

3. Click “Support” at the top of the Help menu. 
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Figure 58: Ariba Assistance - 12 

 

 
4. Click “Contact us”. 

 

 
Figure 59: Ariba Assistance - 13 

 
 

5. You’ll view the following options: “Register on SAP Business Network”, “Reset my 
password”, “Forgot username”, and “Unsubscribe”. 

 

 

 



 

33 
 

 
Figure 60: Ariba Assistance - 14 

 
6. Select an option and click a button related to the question/problem in the “Choose from 

the options below to continue” section if you need more information or assistance. 
 
 

 
Figure 61: Ariba Assistance - 15 

 
7. If, after reviewing the indicated steps, you still need assistance, select “Something else” 

and click “Create a Case”: 
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Figure 62: Ariba Assistance - 16 

 
 

8. Fill out the form, adding as many details as possible 
 

 
Figure 63: Ariba Assistance - 17 

 
9. Click “One last step” in the bottom right-hand corner and select the contact method. Then 

click “Send”. If you choose “Phone” as contact method, you will be contacted on the phone 
number you provided when filling in your request data. 
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Note: You’ll be contacted by Ariba only after submitting your request for assistance. In case 
you cannot answer Ariba’s phone call, you’ll have to submit a new request following the 
procedure above. 

 
 

 
Figure 64: Ariba Assistance - 18 

 
Click here for questions regarding when to contact the customer: 
 
Who do I contact when I have a question or issue? Ariba or the customer?  
 

 
Figure 65: Ariba Assistance - 19 

 

 


