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THIS GUIDE WILL PROVIDE YOU WITH INSTRUCTIONS OF HOW TO 
ONBOARD AS A VEOLIA SUPPLIER IN SAP ARIBA. 

Please note that onboarding is a two-part process: 

 
All steps need to be completed for you to be registered/onboarded as a supplier with 
Veolia. 

This is not the same as the enablement for the trading relationship. 
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REGISTERING AS A SUPPLIER 

1. An email will be sent to the registered supplier email address that Veolia has on the system and/or your 
Veolia local contact provided. The email will be sent directly to you by SAP Ariba and it will invite you to 
join the SAP Business Network, via a web link in the email. 
 

NOTE: If you are unable to click the link, it could have expired or has become inactive. Please email the Veolia 
SAP Ariba Support team <saparibasupport@veolia.com> and provide details of who received the email and 
what is the error message. 
 
NOTE2: Some companies will have the email address  s4approval‐prodau=panaust@au.cloud.ariba.com 
blocked & sent directly to SPAM. If this has happened to you, either:  

● forward the email from the SPAM folder to your IT department requesting this email address to be 
whitelisted OR  

● Request your IT department to whitelist the following domain *au.cloud.ariba.com* 
 

2. Click on Click Here to open the SAP Ariba website page 
 

 
 

3. Clicking on the link will take you to the signup page 
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a. Review Accounts – You can review accounts previously created by someone in your 
organization and you will have the option to select it and proceed with the onboarding process. 
NOTE: If you choose to “Review Accounts”, please be aware that Veolia does not have any 
login details or information associated with that account. This means that we will not be able to 
assist you with logging in or retrieving any existing account information. By selecting an existing 
account, you acknowledge that you will be responsible for managing the account and its 
associated login credentials. 

b. Use existing account - If you already have an account created in Ariba 
c. Create new account  - If you don’t have an account created in Ariba 
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CREATE NEW ACCOUNT 

1. Click on Create new account  
2. Confirm or update the Company information, information is prepopulated based on the data that Veolia 

previously had on your account 
NOTE: The D-U-N-S (Data Universal Numbering System) field can be left empty during registration, as 
this is not a mandatory field. 

a. Ensure that all fields with an asterisks have been completed 
b. Scroll down to Administrator account information 

 

Company information: Administrator account information: 

 

 

 

 
 

3. Confirm or update the Administrator account information 
4. Create a password, enter the Password and Repeat password  

NOTE: Passwords must contain a minimum of 8 characters including upper and lower case, numeric 
digits and special characters 

5. Open and review the Terms of Use, then click on I have read and agree with the Terms of Use  
6. Click on I’m not a robot  
7. Click on Create Account 
8. You might be prompted to continue the account creation process, please click on “Continue account 

creation”: 
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9. You will receive a confirmation email from <ordersender-prod@ansmtp.ariba.com>, subject “Action 
Required: Confirm your email”, as below: 
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10. After clicking on “Confirm email”, you will be prompted to complete more information for your Business 
Network account. Please note this is not mandatory, you can click on “Don’t show this to me again”: 
 

 
 

11. After this is completed, you will be taken to the Ariba Proposals and Questionnaires dashboard: 
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12. Once you have successfully signed up you will receive a confirmation page from SAP Ariba containing 
important detailed information of the account you just created: 
 

 
 

a. Username: Business Network requires that all usernames be formatted like an email address, 
but they do not have to be a valid email address. For example, if your username of 
example@ariba.com was not accepted, you can try using example1@ariba.com. 
 

b. Business Network ID: The Ariba Network Identification number (ANID) is the unique identifier 
for each SAP Business Network (Ariba Network Account) Click on the question mark in the top 
right hand corner to activate the Help Options Pane to get access to different levels of help 
 

c. Administrator email: The administrator email address for this account, the person who is 
responsible for maintaining the account. 
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USE EXISTING ACCOUNT 

If you click on “Use existing account”, you will be prompted to login using your existing credentials. Please follow 
the steps below:  

1. Enter Username (Username in form of email – does not need to be a real email address – e.g.  
bob@abc.com) 

2. Enter your Password  
3. Click on Connect 
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SUPPLIER REGISTRATION QUESTIONNAIRE 

1. Once you have signed up for an account (or logged in) you will be redirected to the Ariba Proposals and 
Questionnaires dashboard, where you will find the Supplier Registration Questionnaire 
 

 
 

2. Complete all five sections of the Supplier Registration Questionnaire  
3. You can save as a draft, as you progress through the questionnaire 
4. Section 1 covers General Supplier Information 
5. Section 1 - Note: The ABN/NZBN field will be prepopulated and locked in the registration questionnaire. 

If your ABN/NZBN is incorrect, or needs to be changed, please contact the Veolia SAP Ariba support 
team (email). 
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6. Section 2 - Compliance and Sustainability (Health and Safety) 
 

 
 

7. Section 3 covers Bank Information to be completed  
8. Click on “Add Bank Information” 

 

 
 

 
 

9. Follow the instructions on the page to complete the Bank Information 
10. The BSB number should be entered into the field Bank Key/ABA Routing Number and the Bank 

Account Number should be entered into the field Account Number  
11. For International Bank Account Holders, complete the SWIFT code + IBAN Number or SWIFT code + 

Account Number 
12. Please attach a bank reference or bank statement, from your nominated bank account, by clicking on 

the “Attach a file” button 
13. Click “Save” when complete 
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14. Section 4 covers Veolia’s Terms and Conditions  
15. You must accept the T&Cs and payment terms, or provide an overarching signed agreement with 
16. Veolia Select the blue icon: 
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17. If your organisation qualifies as a small business, please make sure to attach support documentation. 
18. Section 5 covers the Category Information to be selected 

 

 
 

19. Click “Submit Entire Response” when complete 
 

 
 

20. Once registration with Veolia is complete and approved, you will receive a confirmation email like the 
one below. If any required information is missing or unsatisfactory, you will be contacted by Veolia for 
more detail 
 

 

 
SAP ARIBA SUPPLIER ONBOARDING GUIDE- Version 1.6  | p 13 



 

UPDATES ON THE REGISTRATION QUESTIONNAIRES 

After submitting your response, you can update your company details, including trading name, bank information, 
and other relevant information (excluding ABN changes), by revisiting the Supplier Registration Questionnaire 
and/or the ESG Qualification Modular Questionnaire. Simply select the 'Review Response' option and resubmit 
your updated information. Our Procurement administration team will review and re-approve your registration 
accordingly. 
 

 
 

 

 

 

 

 

 

 

 

 

 

 
SAP ARIBA SUPPLIER ONBOARDING GUIDE- Version 1.6  | p 14 



 

HOW TO UPDATE BANK DETAILS? 

1. After submitting your response, you can update your company name, bank details, and any other 
information (excluding ABN changes) in the Supplier Registration Questionnaire. 

2. Open Business Network website page, and then click on the Ariba Proposals and Questionnaires: 
 

 
 

3. Make sure that VEOLIA AUSTRALIA & NEW ZEALAND is selected as a customer on the top left 
corner of the screen: 
 

 
 

4. Scroll down the page and navigate to the Supplier Registration Questionnaire, under Registration 
Questionnaires section: 
 

 
 

5. Click on the option Revise Response: 
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6. Click OK: 
 

 
 

7. Navigate to section 3-Bank Information on the left side menu, and click on Add Bank Information: 
 

 
 

8. Update any fields in this section that need to be changed, ie. Account number; 
By clicking on Update file, you can select the most current bank reference or bank statement, from your 
nominated bank account. 
 

 
 
Please note: The BSB number should be entered into the field Bank Key/ABA Routing Number and the 
Bank Account Number should be entered into the field Account Number; For International Bank Account 
Holders, complete the SWIFT code + IBAN Number or SWIFT code + Account Number. 
 

9. Click Save when complete 
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10. Click Submit Entire Response 
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ESG QUALIFICATION MODULAR QUESTIONNAIRE 

1. Note: You will need to complete all required supplier questionnaires before you are 
onboarded/registered as a supplier for Veolia 

2. You will receive an email with a ESG Qualification Modular Questionnaire to complete  
3. Click on “Submit questionnaire” to complete the questionnaire 

 

 
 

4. Complete all eight sections of the ESG Qualification Modular Questionnaire, you can save your work as 
a draft, as you progress  

a. Section 1 - In which geographic region does your company operate with Veolia, this will identify 
you as a supplier to Veolia in Australia or New Zealand. 
 

 
 

b. Section 2 - Please provide information about the size of your business and the services your 
company offers. Note that the services you select may require specific insurance certificates, 
which will be requested in the next section of the questionnaire. 
 

 
 

c. Section 3 - Insurance certificates information; Veolia requires suppliers to provide valid 
certificates of Public and Product Liability Insurance and Workers Compensation Insurance in 
order to approve the questionnaire. 
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Please note when updating your insurance certificates in Ariba, it is crucial to enter the correct 
dates, including the effective date and expiration date. Ariba uses these dates to send 
notifications when your certificates are approaching expiration. Therefore, it is essential to 
ensure that the dates you enter match the dates on the attached certificate file. 
 

d. Section 4- Supplier Diversity 
 

 
 

e. Section 5 - Ethics & Compliance 
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f. Section 6- Corporate Social Responsibility 
 

 
 

g. Section 7 - Modern Slavery 
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h. Section 8 - Environmental 
 

 
 

5. Click on “Submit Entire Response” when complete 
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6. Once the questionnaire is complete and approved by Veolia, you will receive a confirmation email like 
the one below, from <no-reply@au.cloud.ariba.com>. If any required information is missing or 
unsatisfactory, you will be contacted by Veolia for more detail. 
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HOW TO UPDATE INSURANCE CERTIFICATES? 

One of the key benefits of the Ariba Business Network is that your company can keep its information up-to-date 
at any time after approved registration status. 

1. Open Business Network website page, and then click on the Ariba Proposals and Questionnaires: 
 

 
 

2. Make sure that VEOLIA AUSTRALIA & NEW ZEALAND is selected as a customer on the top left 
corner of the screen: 
 

 
 

3. Scroll down the page and navigate to the ESG Qualification Modular Questionnaire, under 
Questionnaires section: 
 

 
 

4. Under Certificates section you can check your previously uploaded certificates status, and monitor 
which ones are expiring and which ones are still valid: 
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5. Click on the Revise Response button: 
 

 
 

6. Click OK: 
 

 
 

7. Navigate to section 3-Insurances on the left side menu, which covers all the insurances uploaded 
previously.  
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NOTE: When updating your insurance certificates in Ariba, it is crucial to enter the correct dates, 
including the effective date and expiration date. Ariba uses these dates to send notifications when your 
certificates are approaching expiration. Therefore, it is essential to ensure that the dates you enter 
match the dates on the attached certificate file. 
 

8. Please update the fields accordingly, in case of any changes: 
a. Insurance Issuer: The insurance company or insurance organization who issued the certificate; 
b. Certificate Number: The unique reference number allocated by an issuer and printed on the 

certificate, policy number; 
c. Certificate Location: The location for which the certificate was issued; 
d. Insurance Amount: Total amount of insurance coverage; 
e. Effective Date: The effective date of the certificate; 
f. Expiration Date: The expiration date of the certificate; 
g. Update file: The certificate file, which is an attachment; 

 

 
 
NOTE: These fields apply for all types of certificates. 
 

9. After the updates are done, click on Submit Entire Response: 
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WHAT HAPPENS IF I HAVE AN ISSUE WITH ARIBA? 

1. There is a help button (?) on the top right-hand side of the screen 
 

 
 

2. Clicking this will allow you to search for help topics. 
3. There is also an option to search for existing documentation or to contact SAP Ariba Support (“Request 

immediate assistance”). 
4. If you have any questions related to Veolia supplier onboarding, please email us at 

saparibasupport@veolia.com. 
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DO I HAVE TO PAY TO JOIN THE SAP BUSINESS 
NETWORK? 

1. SAP Ariba is free for standard account holders. Suppliers will only get charged if they have an enterprise 
account and are transacting significant purchase orders / invoices through the Ariba network. 

2. You can use the calculator below, from SAP Ariba, to investigate the costs if you would like to move to 
an enterprise account. The page also includes information on the features of the enterprise account. 
Calculator (scroll down the web page to view the calculator) 
https://www.sap.com/products/business-network/suppliers/enterprise-account.html 
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FAQs 

What is SAP Ariba? 

SAP Ariba is a complete procurement solution that can digitise and simplify the procurement processes, 
end-to-end, on a single integrated cloud platform. It is the world’s largest B2B Trading Platform (4.03M 
companies). Suppliers can leverage the benefit of the SAP Business Network to reach new customers. SAP 
Ariba will be the procurement platform used by Veolia to process payments to suppliers, manage requests for 
tender and manage suppliers. 
 
What is the SAP Business Network? 

The SAP Business Network is a dynamic, digital marketplace where millions of suppliers have a catalogue of 
goods and services that buyers can browse and buy. Suppliers can quickly receive electronic purchase orders 
and send invoices as well as track their status online and process them. 
 
What are the benefits of using the SAP Business Network? 

➔ Secure and guaranteed invoice delivery - no more lost invoices 
➔ You can check the status of your invoice online - from delivery through to payment 
➔ Reduced processing time - we receive your invoices faster which improves payment processing 
➔ Instant invoice validation - fewer delays due to missing information 
➔ Higher processing transparency and better cash flow management - 24/7 access and reporting 

 
What is Electronic Invoicing? 

Electronic invoicing is a communication methodology that utilises the internet to allow Veolia to receive invoice 
information directly from suppliers, without the need to print and mail paper invoice copies. 
 
Why is Veolia asking suppliers to transact with them electronically? 

Electronic invoicing reduces the cost of manually handling the large volume of paper invoices received daily, 
without the associated costs and complexity of traditional paper methods. This allows better matching and 
tracking of invoices, immediate response to payment inquiries, reduces unnecessary errors and results in a 
more efficient process. 
 
As a supplier, you: 
➔ are instantly notified when Veolia creates new Purchase Orders 
➔ can effortlessly ‘flip’ a Purchase Order into an electronic invoice 
➔ have 24/7 access to the status of your invoices 
➔ have instant access to remittance details for easy payment reconciliation 
➔ know the moment a payment has been initiated for your submitted invoices. 

 
What infrastructure do I need to use the SAP Business Network? 

A regular internet connection and a web browser are the only requirements. 
 
Are there any costs involved in registering through the SAP Business Network? 

Basic access to the SAP Business Network is available free of charge. There are options to move to a paid 
version (enterprise account) if you’d like to take advantage of more features of the global SAP Business Network 
and if you significantly increase the number of purchase orders / invoices you process through the SAP 
Business Network. Please click on this link for more information. 
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What is the privacy policy for registration and company information? 

By registering on the SAP Business Network, suppliers make their company profile information available to their 
current customers, as well as other buying organisations on the network. Your customers use this information to 
conduct transactions with you through the network, and prospective buyers use it to initiate new business 
relationships. Protected account information, such as Tax ID and account settings, is not shared. Suppliers do 
not have access to the account information of other suppliers. 
 
What if we are already on the SAP Business Network? 

You can complete the registration questionnaires by using your existing account in the Business Network. 
Please be aware that you will still need to complete our onboarding process, so that your SAP Business Network 
account gets linked to our Veolia SAP Ariba site.  
 
Will this system be used for both Veolia and ex-Suez businesses? 

Yes, SAP Ariba will be utilised for both businesses. 
 
I’ve received an error message when I clicked on the link for supplier onboarding - “Did 
Not Connect: Potential Security Issue” What do I do? 

This error occurs due to network restrictions on the supplier end. Please contact your IT department to resolve 
this issue. 
 
How do I access and change the former administrator's account? 
 
If the account administrator is still with your company, contact them by clicking [user initials] in the upper-right 
corner of the application and selecting Contact Administrator. 
If the account administrator is no longer with your company, but you have access to the registered email: 

1. Use the Password link on the login page to request a password reset. 
2. Once you have access, you can reassign the administrator account to another user or change their user 

information to a different person. 
If the account administrator is no longer with your company and there is no access to the email address on file, 
contact SAP Support. You will be required to provide the ANID number of the account, the listed administrator 
name, and email address. 
 
How do I change the administrator user in my SAP Business Network supplier account? 

1. You're the current administrator user and you'd like to transfer the administrator role to another user that 
already exists in the account 

a. If you currently have the Administrator role assigned to your user, use the following procedure 
to transfer the administrator role to another existing user: 

i. Click [user initials] in the upper-right corner of the application 
ii. Click Settings > Users 
iii. Click the Manage Users tab 
iv. To the right of the user you would like to transfer the account to, click Actions > Make 

Administrator 
b. Since only one user can administer an account at a time, you must select a new role for your 

user. 
i. Select a role for your own user and click Assign 
ii. Click OK to transfer the account administrator role 

2. You have access to the previous administrator's account and you'd like to make yourself (or another 
employee) the administrator 

a. Update the administrator account's details to reflect the new administrator's information: 
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i. Click [user initials] in the upper-right corner of the application, and select My Account 
ii. Update this page with the new administrator information. Remember to change the 

following: 
1. Username 
2. User's full name 
3. User email 
4. Contact information 

iii. Click Save 
3. The previous account administrator left your company, but you have access to the email address 

associated with their user profile 
a. Reset the account's password, then reassign the account using one of the previous methods: 

i. On the Supplier Login page, click the Password link 
ii. Enter the email address associated with the previous administrator's user profile 
iii. Select Submit 
iv. SAP Business Network sends a password reset to the email address you entered 
v. Follow the instructions in the email to reset the profile's password and sign in 

b. After you sign in, you can transfer the administrator role to an existing user or update the the 
administrator user's info 

 
If needed, please watch this video with instructions: Regaining access to your Ariba Network account if the 
administrator has left the company  
 
How do I change or update my email address or username in my supplier account? 

To update the email address or username: 
1. Click [user initials] in the upper-right corner of the application. 
2. Click My Account. 
3. Edit the fields as needed. 
4. Click Save. 

 
If you update your email address, be sure to click the link in the confirmation email sent to the new email 
address. 
 
You can also follow the steps above to edit contact information, preferred language, time zone, or currency in 
your account. 
 
NOTE1: Usernames are unique and cannot be used multiple times. They also need to be formatted like an 
email, but do not need to be a valid email address. For example, if your username of test@ariba.com was not 
accepted, try test1@ariba.com. 
 
NOTE2: Please keep in mind that usernames are case sensitive. For example, Test@ariba.com will be different 
from test@ariba.com. 
 
Ariba Registration and Enablement, what's the difference? 

Ariba Registration or onboarding, is related to completing two questionnaires (Registration questionnaire and 
ESG Modular Qualification questionnaire). 
The Enablement is related to the trading relationship between Veolia and the supplier, after the buyer issues the 
first purchase order to the supplier, they will receive an email notification and click on the link to accept the 
trading relationship request. After that is done, the supplier is enabled to view purchase orders and submit 
invoices. 
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What do I do if I can’t find my Ariba Invitation email in my inbox? 

First confirm with your local Veolia contact that the invitation was sent.  If confirmed that the invitation was sent, 
inquire with your IT department to ensure emails can be received from email domain: ansmtp.ariba.com. 
 
What do I do if the Ariba Invitation email went to the wrong email address?  

Contact Veolia SAP Ariba support and provide the correct email address. They will coordinate with the internal 
supplier administration team. 
 
What should I do if I encounter an expired link error when I “Click Here” in the Invitation 
Email? 

First try clearing your web browser cache and cookies, closing out the browser and then opening a new browser 
session. If the issue persists, contact Veolia SAP Ariba Support so the invitation email can be resend. Please 
note that the registration link on the invitation email expires within 72 hours. 
 
What do I do if I’m signed into the Ariba Network, but I cannot see/access the Registration 
questionnaire or the ESG Modular Qualification questionnaire? 

Ensure that you have followed the instructions to navigate to Ariba Proposals And Questionnaires.  If you still 
cannot see the Questionnaire, contact your Veolia local contact to check if the ANID on your side matches the 
ANID on the Veolia side. 
➔ If the ANIDs do not match, go to the Invitation Email, “Click Here” again, then create a new account 

instead of signing into your existing Ariba Account. 
➔ If the ANIDs match, contact Veolisa SAP Ariba Support 

 
What do I do if I need more time to complete the Registration Questionnaire? 

After clicking on the registration link and opening the registration questionnaire, you will have a period of 90 days 
to complete it. If you need more time, contact the Veolia SAP Ariba Support team  or your Veolia local contact to 
request the extension. They will coordinate with the internal supplier administration team. 
 
What do I do if Ariba will not let me save the Questionnaires? 

Ensure that there are no data validation errors (some fields may require specific formatting). If there are errors, 
try going to a different section or addressing the errors, and then saving again. 
 
Understanding Ariba Registration and Enablement: What's the Difference? 

Ariba Registration, also known as onboarding, involves completing two questionnaires: the Registration 
Questionnaire and the ESG Modular Qualification Questionnaire. This process is a prerequisite for suppliers to 
work with Veolia. 
 
Enablement, on the other hand, refers to the establishment of a trading relationship between Veolia and the 
supplier. After the buyer issues the first purchase order, the supplier receives an email notification with a link to 
accept the trading relationship request. Once accepted, the supplier is enabled to view purchase orders and 
submit invoices. 
 
Note: This guide focuses specifically on the registration process, which is a separate step from enablement for 
invoices and purchase orders. 
 

 
SAP ARIBA SUPPLIER ONBOARDING GUIDE- Version 1.6  | p 31 

http://ansmtp.ariba.com


 

Can I use the same account for responding to SAP Business Sourcing requests and 
exchanging documents in SAP Business Network? 

You can use the same account for both Proposals and Questionnaires and document transactions such as POs 
and Invoices. You can switch between the solutions by clicking on the top left button of your home page and 
choosing the respective one. For instructions on how to fill out the registration questionnaire check out SAP’s 
video. 
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