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1. INTRODUCTION 

1.1. PURPOSE OF THE DOCUMENT  

The objective of this document is to explain the flow of processes that suppliers must execute. From the registration of a 
supplier to collaborate with IDOM, to the filling of basic information records necessary for an efficient collaboration with 
IDOM. 
  



 
Training manual  

 
 

Project SAP Ariba 

Phase: Training 

Author: SAP Ariba team Date:  Version: 2.0 

 

 

4 / 16 

 

 

2. SUPPLIER REGISTRATION 

In order for a supplier to be able to register and work with IDOM, a supplier registration request must first be filled 
out by IDOM itself, which will be carried out by the applicant. In case you want to know how this process is managed, 
you can review the “Applicant” manual. 

Once the registration questionnaire has been filled in, the following invitation e-mail will be sent to the supplier, 
where he will have to click on the link highlighted in the following image, which will take him directly to Ariba's page. 

 

 

 

This link will redirect the supplier to the main Ariba screen as mentioned above. In case the supplier had an account 
before, he would log in directly and the invitation to join IDOM as a supplier should appear in his profile. In case they 
do not have an account, they will have to create one using the “Create new account” option. 
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2.1. LOGIN/SUBSCRIPTION 

 

 

As mentioned above, the supplier may already have worked with Ariba and have an account, so in this case he should 
log in and the forms to be filled in will automatically appear. On the contrary, it is possible that the supplier needs to 
create an account, so he will have to fill in all the requested fields. The first section is information regarding company 
data, such as: Company Name, Country/Region, Address, Postal Code, City, State/Province. 

 

 

When creating an account, you must add user information (email, username and password among others), these 
will be the credentials to access the tool later. You can use your own email as username or even create a different 
username. 
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In the next section you will have to enter information about your business, such as: Fiscal ID, Service Category, 
etc. and once the fields are filled in, you will click on “Create an account and continue”. 
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Once the account has been created, an email will be sent to the supplier. The most important part of this 
email will be the account ID and the username assigned to it. 

 

2.2. COMPLETION OF THE EXTERNAL REGISTRATION 

The system will redirect the supplier to fill in the external registration questionnaire where he will have to complete 
the necessary information shown below. 

 

 

The supplier must complete the external registration questionnaire. Some of the fields are already filled in as they 
are dumped from the registration application questionnaire previously generated by the applicant. Despite this, it is 
possible to edit the fields if there are erroneous or incorrectly completed data.  

It is essential to note that all fields marked with an asterisk (*) are mandatory. Although the other fields are optional, 
it is recommended to provide as much information as possible to complete the form optimally. 
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In this first part of the form you will fill in the supplier's name, if they have a website, their address, contact details 
such as telephone and email, etc. In addition, you must complete the bank information in the next section: 

 

Once all the information related to the IBAN is completed, it will be necessary to save it. 

 

In case you have more than one bank account, the system will give you the option to add more than one account. 
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Returning to the main section, it will be necessary to complete the section related to tax information, in which a file 
can be attached to corroborate the tax information entered. 

 

 

You must also answer if you are a Colombian supplier and review the compliance system, as well as the general 
purchasing terms and conditions. In this last section it is important to note that if we select “Yes” in drop-downs such 
as “ISO”, “Details” will appear in blue. We will have to click on it and attach the documentation corresponding to the 
certificate that we have selected in the affirmative. Finally, we must “Send complete answer”. 
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Once this is done, Ariba will ask us if we are sure to send the answer because, once sent, IDOM will get the answers 

and the flow will continue. 

 

Once this step is completed, the supplier will be able to check if the information has been sent correctly. 

 

Once the information has been correctly sent to IDOM, the supplier will receive the following email stating that 
IDOM will review the information submitted and will be pending approval. The supplier himself will be able to track 
the status through the link provided in the email. 
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Finally, when IDOM has approved and completed the next part of the flow, the supplier will receive the following 
email telling them that they are now registered and to access their profile. This is because they may have a pending 
task to attach qualification documentation. 

 

2.3. POSSIBLE QUESTIONNAIRES TO BE RECEIVED 

In order to be approved and for IDOM to be able to place purchase orders with the supplier, it is necessary to 
complete questionnaires with information about qualifications. For this reason, an email will be sent to the supplier 
indicating which questionnaires are pending to be completed in order to be qualified. In addition, you will also be 
able to view this task from your Ariba area once logged in. 
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In this case, the supplier must complete the three questionnaires shown in the image.  

On the main page of the supplier profile you will also see this task as discussed above. 

 

In the “Status” section you can see that it is not answered, so it is pending to be completed by the supplier. 
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Click on the name of the questionnaire to access it. The information must be completed and submitted. Once this is 
done, the completed questionnaire will appear as “Pending Approval”. 

 

After all outstanding questionnaires have been completed and approved by IDOM, the supplier will be qualified and 
IDOM will be able to complete orders with the supplier. 
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3. UPDATE REGISTRATION QUESTIONNAIRE DATA 

3.1. ACCESS TO THE QUESTIONNAIRE 

From the supplier's profile, we can access the questionnaire as follows: 

We will have to go to the “Ariba Proposals & Questionnaires” section. 

 

 

3.2. MODIFICATION OF DATA AND RESENDING OF QUESTIONNAIRE 

In the registration questionnaire section, go to “Supplier Registration Questionnaire”: 

 

Seleccionaríamos la opción de “Revisar respuesta” 

 

The modifiable fields will then be enabled, and you will be able to update the required information. Once the fields 
have been updated, we will send the complete response. 
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And this email will arrive to the supplier letting them know that your update has been sent. 
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3.3. EMAIL CONFIRMATION OF UPDATE APPROVAL 

IDOM must approve/deny/request extra information. Once this decision is made, the following email will be sent to 
the supplier and the information will be updated. 
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