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Welcome,

This guide is created by NSRP to instruct you to register to become NSRP’s Supplier on 
Ariba.

For any technical support on Ariba, please contact:

NSRP Procurement Vendor Management Team:

Email: vendor.management@nsrp.com.vn
Hot line: +84 (0) 237 873 8540, Ext 5092

Best Regards,
NSRP Vendor Management Team

Preface
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Minimum system requirement
1. Internet connection
2. Web Browser – Go  

to https://supplier.ariba.com
and click Supported browsers and 
plugins at the bottom left of the page 
to access a list of currently supported 
browsers.



Confidential

4

Receive the invitation

1

2

Registration using Email:
1. An email invitation will be 

triggered by NSRP.
2. On the body of the email click, 

Click Here hyperlink to create 
account now. 
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Log in page

If you are new to 
Ariba, click Sign up 
button

If you already have an 
existing account click Log 
in and Enter your existing 
credentials. 
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Company Information

2

1

Create Sourcing Account
1. Create Account window 

will appear. All fields 
mark with an * are 
mandatory.

2. Under Company 
Information, enter your 
basic information. 
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User account Information

2

1

Create Sourcing Account
1. Scroll down to User 

Account Information 
section.

2. Populate the required 
fields:
Note : Your email address 
will serve as a username. 
If you do not wish this to 
be your user name, 
uncheck the box “use my 
email as my username”. 
And populate your 
username. Please note 
that username should be 
in email format.
It is recommended to use 
your email address as 
your  username
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Tell us more about your business

2

1

Create Sourcing Account
1. You are required to select 

the required fields
2. Review Terms of Use and 

the SAP Ariba Privacy 
Statement , by clicking 
the tick box you have 
read and agree to the 
Terms of Use and SAP 
Ariba Privacy Statement 

3. Click Create account and 
continue

3
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Review duplicate account

1

2

Review Duplicate 
Account
1. Ariba Network will 

provide some 
recommendation and 
potential existing 
account. When this 
appears click Review 
Account. 

2. Review duplicate 
account displays. If 
there is no match 
click Continue 
Account Creation to 
progress the 
registration. 
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Account has been created
1. Once account has been 

created, an email will be 
triggered by Ariba 
Commerce Cloud and you 
will receive it on your 
email.

2. Please save your log in 
credentials for future log 
ins. 
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Review duplicate account

1

2

Review Duplicate Account
1. Ariba Network will 

provide some 
recommendation and 
potential existing 
account. When this 
appears click Review 
Account. 

2. Review duplicate 
account displays. If there 
is no match click 
Continue Account 
Creation to progress the 
registration. 
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Complete Supplier Registration Questionnaire
Complete Supplier Registration 
Questionnaire:

1. Log in as a supplier
2. Select the type of questionnaire to 

complete
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Enter the response for questionnaires
Please follow the steps to complete 
questionnaire:

1. Answer questions in the questionnaire. 
2. Click “Detail” to submit more 

information regarding the answer.
3. Click “Submit Entire Response” to 

send your response to NSRP.
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Attach files and comments 
If there is a file uploaded request, you can 
follow the steps below to upload the file.

1. Click “Attach a file”
2. Brower your computer to upload a file
3. Click “OK” to upload.

Note: In the case of uploading multiple 
files, please create a zip file to upload or 
upload them in the comment area (please 
refer to the next page)
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Attach files and comments 
If there is icon [        ] beside response field, it shows 
you can add comments and attachments. In order 
to do that, please follow steps:

1. Click on the comment icon [       ] on the 
proposal submit field.

2. Comment field is a required field. Please write 
down the comment.

3. Upload the file by clicking [Attach a file] and 
click [OK].

4. After saving, the comment icon will change into 
[ ].

5. Click the comment icon again to confirm the 
uploaded file.

Note: In case of uploading multiple files, please 
create a zip file to upload or hit the “add” button to 
add more files.
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Submit the response
After answering questions, 
please:

1. Click “Save draft” to save the 
values 

2. Click “Submit entire 
response” to submit the 
response.

3. A message will display when 
you successfully submit your 
response.
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Revise the response
Revising Response on 
the Questionnaire
1. Click on 

Questionnaire that 
needs to be updated

2. Click Revise 
Response

The update Process 
remains same for all 
Questionnaire 
(Registration, 
Qualification and Bank)
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How to do if I do not receive email from Ariba

Incase you do not receive email from Ariba, you can:

1. Recheck the email you register with NSRP

2. Check in your spam mailbox and add the domain of @ansmtp.ariba.com and @eusmtp.ariba.com to 

the safe senders

3. Check whether your company firewall block the email from Ariba address

4. Contact with email admin to check if email quarantined on email gateway

5. Check with NSRP for validation
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THANK YOU


