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SAP Ariba
Account Creation Guide

How to register as a SD Guthrie Supplier?

Supplier Registration Process
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High-Level Overview of Supplier Registration

Submit Supplier Request Form1

Approve Supplier Request Form2

Supplier Registration

Supplier SD Guthrie

Approve as SD Guthrie Supplier6

Submit Standard Certificate 
Questionnaire5

Submit Vendor Registration Form4
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Registration Successful

Create or Link existing account to 
SD Guthrie in SAP Business 
Network
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ACTION STEP

Submit Supplier Request 

Form

Applicable to All suppliers
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High-Level Overview of Supplier Registration

Submit Supplier Request Form1

Approve the Request2

Supplier Registration

Supplier SD Guthrie

Approve the Registration6

Submit Standard Certificate 
Questionnaire5

Submit Vendor Registration Form

Submit Vendor Registration Form4
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Create or Link existing account to 
SD Guthrie in SAP Business 
Network
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Supplier Request Form Submission
Fill up Supplier Request Form

Step 1: Access to Supplier Request Form via the SD Guthrie Supplier Registration webpage, click Become a SD Guthrie Supplier 

today!

1
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Supplier Request Form Submission
Fill up Supplier Request Form

Step 2: Fill up all the information. Kindly refer to next page for each field details

2



RED
R237 G27 B36

40% 60% 80%20%

GREY
R85 G85 B85

25% 75%

Core Colours

Supporting Colours

ORANGE
R246 G135 B31

40% 60% 80%20%

YELLOW
R247 G210 B57

25% 75%

BLUE
R150 G207 B225

25% 75%

GREEN
R110 G187 B135

25% 75%

Supplier Request Form
Form Content (1/3)

No Key Fields Description

A Countries of Business Operation

Please list the countries where your 

company currently operates or conducts 

business

B Personal Data Protection Info

Please review the document provided, 
which explains how personal data should 
be handled and protected

C
General Data Protection Regulation 

(GDPR)

Please review the GDPR document to 
understand the requirements related to 
personal data protection

D
Agree with the Personal Data 

Protection Info

Please select “Yes” to confirm that you 
have read and agree to comply with the 
personal data protection requirements

E Agree with GDPR

Please select “Yes” to confirm that you 
agree to comply with GDPR requirements, 
where applicable

F
Related SD Guthrie 

Business/Operation Unit

Please indicate the SD Guthrie business 
unit or department that you are working 
with or submitting this request for

G
SD Guthrie Business/Operation Unit 

Contact Person

Please provide the name of your contact 
person at SD Guthrie (if available)

A

B

C

D

E

F

G
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Supplier Request Form
Form Content (2/3)

No Key Fields Description

A Country of Incorporation
Please indicate the country where your 

company is legally registered

B Company Name / Registration Name
Please enter your company’s official 
registered name as per legal documents

C
Company Registration Number / 

Identification Number

Please provide your company’s official 
registration or identification number issued 
by the relevant authority

D Company / Individual Email Address

Please enter a valid email address for your 
company or primary contact person. This 
will be used for all communications related 
to this request

E Category

Please select the category that best 
describes the goods or services your 
company provides

A

B

C

D

E
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Supplier Request Form
Form Content (3/3)

No Key Fields Description

A Contact Person First Name
Please enter the first name of the main 

contact person from your company

B Contact Person Last Name
Please enter the last name of the main 

contact person from your company

C Country Dialing Code
Please select the international dialing code 
for your contact number

D Contact Person Number

Please provide the contact number of the 
main contact person, including the 
selected country dialing code

E Shareholder Information

Please provide details of the company’s 
shareholders, including ownership 
percentages where applicable

F
Business Owner / Directors 

Information

Please provide the names and details of 
the company’s business owners and 
directors for verification and compliance 
purposes

A

B

C

D

E

F
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Supplier Request Form Submission
Fill up Supplier Request Form

Step 3: Click Submit

3

Notes

Once you have submitted your response, you will not be able to make any 

amendments.
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Supplier Request Form Submission
Fill up Supplier Request Form

Step 4: The submission is completed
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Supplier Request Form Submission
Fill up Supplier Request Form

Step 5: You will receive an email regarding your registration

Notes

Please wait for your request to be approved by SD Guthrie so you may 

proceed with the next step.



RED
R237 G27 B36

40% 60% 80%20%

GREY
R85 G85 B85

25% 75%

Core Colours

Supporting Colours

ORANGE
R246 G135 B31

40% 60% 80%20%

YELLOW
R247 G210 B57

25% 75%

BLUE
R150 G207 B225

25% 75%

GREEN
R110 G187 B135

25% 75%

Supplier Request Form Submission
Registration Request is Approved

If SD Guthrie approved your request, you will receive an email invitation to register for a SAP Business Network account. 

Please refer to the next section for the registration steps.
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Supplier Request Form Submission
Registration Request is Rejected

If SD Guthrie denied your request, you will be notified via email.

No further action can be taken unless a new request is submitted.
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Next Step: Create or Link existing account to SD Guthrie in SAP 

Business Network

Submit Supplier Request Form1

Approve the Request2

Supplier Registration

Supplier SD Guthrie

Approve the Registration6

Submit Standard Certificate 
Questionnaire5

Submit Vendor Registration Form4

Create or Link existing account to 
SD Guthrie in SAP Business 
Network

3
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Registration Successful

NEXT

STEP
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ACTION STEP

Create an SAP Ariba 

Business Network 

Account to link with SD 

Guthrie
Applicable to suppliers who do not have an existing Ariba 

Business Network account.
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High-Level Overview of Supplier Registration

Submit Supplier Request Form1

Approve the Request2

Supplier Registration

Supplier SD Guthrie

Approve the Registration6

Submit Standard Certificate 
Questionnaire5

Submit Vendor Registration Form4
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Registration Successful

YOU 

ARE

HERE

Create or Link existing account to 
SD Guthrie in SAP Business 
Network

3
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Create account in SAP Ariba Business Network
Create New Account

Step 1: You will receive an email after your request is approved

Step 2: Click on the link to register an account

2

1

Notes

If you do not receive the registration 

invitation email, please check your 

Spam/Junk folder. The invitation email 

may be filtered by your email system.
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Create account in SAP Ariba Business Network
Create New Account

Step 3: Click Create new account

3

Notes

Please do not click "Use Existing Account" 

unless your company has previously 

registered with SAP Ariba
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Create account in SAP Ariba Business Network
Create New Account

Step 4: Enter the email address you wish to use to create your account. Ensure this is the email address that will be 

used for future business communications with SD Guthrie.

Step 5: Tick on the checkbox “User consents to store this email ID”

Step 6: Click Continue

4

6

5

Important: Use a general company email/Business Owner’s Emal (not personal) when registering –
All Ariba notifications go to this email address.
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Create account in SAP Ariba Business Network
Create New Account

Step 7: Enter the One-Time Password (OTP) that was sent to the email you have provided

Step 8: Click Continue

7

8

Notes

If you do not receive the OTP email, please 

check your Spam/Junk folder first. 

If the email is still not received, please contact 

your IT team to ensure SAP Ariba emails are not 

blocked by your company's firewall or email 

filtering settings.
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Create account in SAP Ariba Business Network
Create New Account

Step 9: Select Data Center: USA Quincy, WA

Step 10: Click Next

9

10
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Create account in SAP Ariba Business Network
Create New Account

Step 11: Select Confirm

11
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Create account in SAP Ariba Business Network
Create New Account

Step 12: Fill up all the necessary information. (*) indicates a required field

Step 13: Click Create account

12

13
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Create account in SAP Ariba Business Network
Create New Account

Step 14: An Address Recommendation will be pop up, click Use Entered Address

14
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Create account in SAP Ariba Business Network
Create New Account

Step 15: If this message appear, click Continue account creation

15
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Create account in SAP Ariba Business Network
Create New Account

Step 16: Click Update

16
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Create account in SAP Ariba Business Network
Create New Account

Step 17: Under Product and Service Categories, click the paper icon to select the appropriate service categories of your 

company (What services provided by your company)  

17
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Create account in SAP Ariba Business Network
Create New Account

Step 18: Select the most relevant service categories from the list and click Save 

18
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Create account in SAP Ariba Business Network
Create New Account

Step 19: Click Ship-to or Service Location tab

Step 20: Click the paper icon to select the appropriate Ship-to or Service Location

19

20
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Create account in SAP Ariba Business Network
Create New Account

Step 21: Select the most relevant service categories from the list and click Save 

21
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Create account in SAP Ariba Business Network
Create New Account

Step 22: Click Save 

22
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Create account in SAP Ariba Business Network
Create New Account

Step 23: Your account is now successfully created
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ACTION STEP

Link existing account to 

SD Guthrie in SAP 

Business Network
Only Applicable to suppliers who already have an existing 

Ariba Business Network account
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Link Existing Account
Link Existing Account with SD Guthrie

Step 1: You will receive an email

Step 2: Click on the link

2

1



RED
R237 G27 B36

40% 60% 80%20%

GREY
R85 G85 B85

25% 75%

Core Colours

Supporting Colours

ORANGE
R246 G135 B31

40% 60% 80%20%

YELLOW
R247 G210 B57

25% 75%

BLUE
R150 G207 B225

25% 75%

GREEN
R110 G187 B135

25% 75%

Link Existing Account
Link Existing Account with SD Guthrie

Step 3: Click Use existing account if your company has previously registered with SAP Ariba

3
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Link Existing Account
Link Existing Account with SD Guthrie

Step 4: Enter your existing username and password

Step 5: Click Connect

Supplier

5

4
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Link Existing Account
Link Existing Account with SD Guthrie

Step 6: You are now successfully connected with SD Guthrie 

Supplier

6
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Next Step: Submit Vendor Registration Form

Submit Supplier Request Form1

Approve the Request2

Supplier Registration

Supplier SD Guthrie

Approve the Registration6

Submit Standard Certificate 
Questionnaire5

Submit Vendor Registration Form4
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Registration Successful

Create or Link existing account to 
SD Guthrie in SAP Business 
Network

3

NEXT

STEP
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ACTION STEP

Submit Vendor 

Registration Form

Applicable to All suppliers
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High-Level Overview of Supplier Registration

Submit Supplier Request Form1

Approve the Request2

Supplier Registration

Supplier SD Guthrie

Approve the Registration6

Submit Standard Certificate 
Questionnaire5

Submit Vendor Registration Form4
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Registration Successful

Create or Link existing account to 
SD Guthrie in SAP Business 
Network

3
YOU 

ARE

HERE

Notes

If you have not submitted your response by the due 

date, email reminders will be sent starting 180 days 

before expiry and subsequently every 90 days until 

the response is submitted.
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Submit Vendor Registration Form
Fill Up Vendor Registration Form

Step 1: You will receive a notification email

Step 2: Click on the link to register or log in to your account

Notes

If you do not receive the email, please check 

your Spam/Junk folder first. 

If the email is still not received, please contact 

your IT team to ensure SAP Ariba emails are not 

blocked by your company's firewall or email 

filtering settings.
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Submit Vendor Registration Form
Fill Up Vendor Registration Form

Step 1: After log in to your account, click More in the homepage

Step 2: Click Proposals-Questionnaires & Contracts

1

2
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Submit Vendor Registration Form
Fill Up Vendor Registration Form

This is how the Proposals and Contracts page looks like

This is the expiration 

date of the form

Open: Active

Close: Inactive

Registration Status

Please refer to the 

next page for details
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Submit Vendor Registration Form
Registration Status

Registration Status Description

Invited You have received an invitation to register on SAP Business Network, but 
you have not started the registration yet.

In Registration You are currently completing the registration form. Your registration is still a 
draft and has not been submitted.

Pending Resubmission Your registration was reviewed and returned to you for updates or 
corrections. Please review the comments, make the necessary changes, and 
resubmit the form.

Pending Approval 
You have submitted your registration successfully. It is now being reviewed 
by SD Guthrie and is awaiting approval.

Registered Your registration has been approved and completed. You are now a 
registered supplier with SD Guthrie.
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Submit Vendor Registration Form
Fill Up Vendor Registration Form

Step 3: Under Proposals and Questionnaires

Step 4: Scroll down to Registration Questionnaire section, here are the forms pending your action, click on the form to open it

5

6

This is the expiration 

date of the form
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Submit Vendor Registration Form
Fill Up Vendor Registration Form

Step 5: Fill up the Vendor Registration Form, (*) indicates a required field

Step 6: Click Submit Entire Response

5

6
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Vendor Registration Form
Form Content – Attachment

Click Choose File to 

upload the file from your 

local or drop the file in the 

box

For fields that require 

attachment, click on 

Attach a file
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Vendor Registration Form
Form Content – Expand all fields

Always expand each 

section of the form and 

ensure all required 

information is completed.
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Vendor Registration Form
Form Content – Shareholder, Business Owners/Directors

For Shareholder and 

Owners/Directors 

Information, click on the 

blue text Add 

Shareholder Information
Click Add Shareholder 

Information, fill up the 

shareholder information

If you have more than 1 

shareholder, click Add an 

additional Shareholder 

information

Ensure the total 

Shareholdings(%) equals 

100%
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Vendor Registration Form
Form Content – VIP Declaration

For VIP declaration, click 

References, click on the 

file name to download the 

file Sign the document and 

upload it by clicking 

Attach a file
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Vendor Registration Form
Form Content – Error Message

After clicking Submit, if any required field is incomplete, an error message will appear at the top of the page. 

The message will indicate the specific section or field that requires your attention.
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Submit Vendor Registration Form
Fill Up Vendor Registration Form

Step 7: Click OK to proceed

7

Notes

Once submitted, the response cannot be edited while awaiting 

approval.

After approval, amendments are permitted; however, any 

changes will initiate a new approval workflow.
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Submit Vendor Registration Form
Fill Up Vendor Registration Form

Step 8: You have successfully submitted your response

8
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Submit Vendor Registration Form
Fill Up Vendor Registration Form

Step 9: You can always check the task status here. In the screenshot below, the form is currently pending approval

9
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ACTION STEP

Submit Standard 

Certificate Questionnaire

Applicable to All suppliers
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High-Level Overview of Supplier Registration

Submit Supplier Request Form1

Approve the Request2

Supplier Registration

Supplier SD Guthrie

Approve the Registration6

Submit Standard Certificate 
Questionnaire5

Submit Vendor Registration Form4
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Registration Successful

Create or Link existing account to 
SD Guthrie in SAP Business 
Network

3

YOU 

ARE

HERE

Notes

If you have not submitted your response by the due 

date, email reminders will be sent starting 180 days 

before expiry and subsequently every 90 days until 

the response is submitted.
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Standard Certificate Questionnaire Submission
Fill Up Standard Certificate Questionnaire

Step 1: You will receive a notification email

Step 2: Click on the link to register or log in to your account

1

2

Notes

If you do not receive the email, please check 

your Spam/Junk folder first. 

If the email is still not received, please contact 

your IT team to ensure SAP Ariba emails are not 

blocked by your company's firewall or email 

filtering settings.
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Standard Certificate Questionnaire Submission
Fill Up Standard Certificate Questionnaire

Step 3: After logging in to your account, click More in the homepage

Step 4: Click Proposals-Questionnaires & Contracts

3

4



RED
R237 G27 B36

40% 60% 80%20%

GREY
R85 G85 B85

25% 75%

Core Colours

Supporting Colours

ORANGE
R246 G135 B31

40% 60% 80%20%

YELLOW
R247 G210 B57

25% 75%

BLUE
R150 G207 B225

25% 75%

GREEN
R110 G187 B135

25% 75%

Standard Certificate Questionnaire Submission
Fill Up Standard Certificate Questionnaire

Step 5: Under Proposals and Questionnaires

Step 6: Scroll down to Questionnaires section, here are the forms pending your action, click on the form to open it

5

6
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Standard Certificate Questionnaire Submission
Fill Up Standard Certificate Questionnaire

Step 7: Fill up the Standard Certificate Questionnaire, (*) indicates a required field

Step 8: Click Submit Entire Response

7

8

Notes

If you have submitted a certificate with an expiry 

date, you will receive reminder emails starting 6 

months before the certificate expires. Please ensure 

the latest valid certificate is uploaded before the 

expiry date to keep your information up to date.
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Standard Certificate Questionnaire
Form Content – Attachment

Click Choose File to 

upload the file from your 

local or drop the file in the 

box

For fields that require 

attachment, click on 

Attach a file
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Standard Certificate Questionnaire
Form Content – Company Registration Certificate/Business Registration Document

The default answer for 

this question is “No”. If 

you have any documents 

to provide, change the 

answer to Yes

Click Details to upload the 

documents

Notes

If you have submitted a certificate with an expiry 

date, you will receive reminder emails starting 6 

months before the certificate expires. Please ensure 

the latest valid certificate is uploaded before the 

expiry date to keep your information up to date.

Fill up the certificate or 

document details. Once 

done, click OK.
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Standard Certificate Questionnaire
Form Content – Relevant Certificates

You can also click Add Relevant 

Certificates to add more document. 

You can add more than one 

certificates. The number in the 

bracket indicates the number of 

records.

Click Add Relevant Certificates.

Select Yes in the question to provide 

certificates

Click Details to 

upload the file

Click Add an additional 

Relevant Certificates to 

add more certificate
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Standard Certificate Questionnaire Submission
Fill Up Standard Certificate Questionnaire

Step 9: Click OK to proceed

9

Notes

Once the questionnaire response is submitted, you cannot revise it.

 

Changes can only be made after the questionnaire has been 

approved by SD Guthrie. 

Any subsequent updates to company certificates or supporting 

documents will trigger a new approval workflow.
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Standard Certificate Questionnaire Submission
Fill Up Standard Certificate Questionnaire

Step 10: You have successfully submitted your response

10
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Standard Certificate Questionnaire Submission
Fill Up Standard Certificate Questionnaire

Step 11: You can always check the task status here, the quentionnaire is currently pending approval.

11 11
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Thank You for Registering! 

Your Registration Is Now 

Pending SD Guthrie 

Approval

PENDING SD GUTHRIE APPROVAL
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Next: Wait for SD Guthrie Approval

Submit Supplier Request Form1

Approve the Request2

Supplier Registration

Supplier SD Guthrie

Approve the Registration6

Submit Standard Certificate 
Questionnaire5

Submit Vendor Registration Form4

Su
p

p
lie

r 
R

e
q

u
e

st
 

Fo
rm

Su
p

p
lie

r 
R

e
gi

st
ra

ti
o

n

Registration Successful

Create or Link existing account to 
SD Guthrie in SAP Business 
Network

3
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Wait for Approval
Registration Request is Approved

Step 1: If SD Guthrie approved your registration request, you will be notified via email

1
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Wait for Approval
Registration Request is Approved

Step 2: In SAP Ariba, you will see the task status updated to Registered

2
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Wait for Approval
Additional Info is Requested

Step 1: If SD Guthrie request for additional information, you will be notified via email

Step 2: Check the comment, and click on the link to access to the system

1

2
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Wait for Approval
Additional Info is Requested

Step 3: You can see the status is Pending Resubmission

Step 4: Click the link to open the form

4 3
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Wait for Approval
Additional Info is Requested

Step 5: Click Revise Response to update your submission and provide the additional information requested. Once the required 

changes are completed and submitted, the supplier registration process can continue

5



RED
R237 G27 B36

40% 60% 80%20%

GREY
R85 G85 B85

25% 75%

Core Colours

Supporting Colours

ORANGE
R246 G135 B31

40% 60% 80%20%

YELLOW
R247 G210 B57

25% 75%

BLUE
R150 G207 B225

25% 75%

GREEN
R110 G187 B135

25% 75%

Wait for Approval
Additional Info is Requested

Step 6: Click OK in the pop out

6
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Wait for Approval
Additional Info is Requested

Step 7: Update your response and click Submit Entire Response

7
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Wait for Approval
Registration Request is Rejected

Step 1: If SD Guthrie denied your registration request, you will be notified via email

1
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Wait for Approval
Registration Request is Rejected

Step 2: In SAP Ariba, you will see the task status updated to Registration Denied

2
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ACTION STEP (ONLY IF REQUIRED)

Category Expansion -

Update Vendor 

Registration Form

Only required when there is an expansion of categories 

within your company
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High-Level Overview of Supplier Registration

Update Vendor Registration Form1 Approve the Registration2

Expansion of Category

Supplier SD Guthrie

YOU 

ARE

HERE

Notes

This action is only required when there is an 

expansion of categories within your company.
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Vendor Registration Form Update
Update Vendor Registration Form (Access via Email)

Step 1: You  will receive a notification email to update your vendor registration form

Step 2: Click on the link to log in to your account

1

2
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Vendor Registration Form Update
Update Vendor Registration Form (Access via SAP Ariba Dashboard)

Step 1: After logging in to your account, click More in the homepage

Step 2: Click Proposals-Questionnaires & Contracts

1

2



RED
R237 G27 B36

40% 60% 80%20%

GREY
R85 G85 B85

25% 75%

Core Colours

Supporting Colours

ORANGE
R246 G135 B31

40% 60% 80%20%

YELLOW
R247 G210 B57

25% 75%

BLUE
R150 G207 B225

25% 75%

GREEN
R110 G187 B135

25% 75%

Vendor Registration Form Update
Update Vendor Registration Form 

Step 3: Under Proposals and Questionnaires

Step 4: Scroll down to Registration Questionnaire section, here are the forms pending your action, click on the form to open it

3
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Step 5: Click Revise Response
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Step 6: Click OK to continue
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Step 7: Scroll for the section NO ACTION REQUIRED Until Further Notice from SD Guthrie

Step 8: Change the answer to Yes
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Step 9: Answer all the mandatory question, (*) indicates a required field

Step 10: Click Submit Entire Response
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Step 11: Click OK to proceed
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Step 12: You have successfully submitted your response. SD Guthrie will review the form based on the latest revision
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