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Main Steps of Supplier Registration
Register as a Supplier in the ALTEO SAP Ariba system!

1. This guide leads you through the process of registration in the ALTEO supplier management system.
This is required for you to participate in a supplier pre-qualification in the future.

2. If you initiate registration yourself, and not ALTEO, then you first need to fill out the respective form
prepared for this purpose, which after the approval of ALTEO will be followed by an invitation for
registration.

3. The registration process may be different in a few of its steps depending on whether your company
already has a Business Network account. This training material also presents the case, when your
company does not yet have a Business Network account.

4. After filling out the specific ALTEO form, if all provided information is found to be adequate by the
ALTEO team, your status will be modified to ‘Registered’ following the approvals.

5. From that point on, you can participate on the supplier pre-qualifications initiated by ALTEO depending
on the decision of ALTEO.

6. Read the Frequently Asked Questions section at the end of this document!
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Supported internet browsers
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1. Filling out the Supplier-initiated Supplier Registration Request form

• If you initiated registration yourself, and it was not ALTEO, who invited you to register to the system (in which case you need
not fill out this form), then you first need to fill out the respective form prepared for this purpose. After submission of the
form and receiving approval from ALTEO, an invitation for registration will be sent to the email address provided on the form.

• First go to the ALTEO website, where you can initiate registration!

• Then fill out the Supplier-initiated Supplier Registration Request form!

* Fields marked with an asterisk are mandatory fields! 4

http://744326358.supplier-eu.ariba.com/ad/selfRegistration/


2. Fill and send the Supplier-initiated Supplier Registration Request form 

• Please provide the data of the primary contact person (a colleague, who is also in charge of supplier registration 
/ pre-qualification)!

Important! 

Please provide a 
person as the 
supplier’s contact 
person, who 
already has an 
active Business 
Network user
account within the 
company account! 

If your company 
does not yet have a 
Business Network 
account, then you 
can obtain this in 
the course of the 
registration 
process.
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3. Supplier Registration Request form – Responses from the system

• After submission of the form, the system will send you a response both on the system interface and via email.

Email
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4. Notification to fill out the registration forms

• After an ALTEO colleague has approved the supplier registration initiated by you (see the previous steps) and
has invited you to register, or after you have been invited to register directly by an ALTEO colleague (in which
case the previous steps of the process do not apply), you will receive an email notification about the invitation
to register.
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5. Registration or Log In

• If you or your company already have a Business Network (BN) account, then log in to the system (Log In button), or arrange
with your colleagues to create a new user account for you within the BN account of your company.

• Only initiate a new registration (Register button), if you do not yet have an active company account within Business Network!
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5.1 Continue with registration – Register as a new company

• If you or your company do not yet have a Business Network account, then the registration process will be made up of the following
steps. As a first step, you must provide general company information. This request of data is aimed to collect information required
for company registration by Business Network, and not by ALTEO, in order to allow you to start using the world’s largest supplier
portal with a number of business benefits.

1
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5.2 Continue with registration – Register as a new company

• In the course of registration, you will have to provide the data of the user account (e.g.: name, email address, password).

2
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After submission, you will receive an automatic email to your email 
account for the purpose of confirmation of the email address.

To confirm your email 
address click on the 
“Confirm email” button 
in the received email 
message.



5.3 Continue with registration – Register as a new company

• In the following step you will need to provide further information about your company related to the fields of activity and the 
supply/service location. The values of the “Product and Service Categories” fields are not the same as the fields of activity 
requested by ALTEO.

• Start typing the product and service categories (e.g.: office accessories) applicable to your company, when found, click on the Add
button. If you cannot find the correct categories this way, then click the Browse button.

3

11



5.3.1 Continue with registration – Selection of product and service categories

• Select the product and service categories applicable to your company. 

• When you find the sought categories, click the “+” symbol next to the category, then click the OK button.
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5.3.2 Continue with registration – Selection of product and service categories

• As an alternative to browsing you can choose the Search function.

• When you find the sought category add a check mark into the check box next to the category, then add the found category to your 
own list by clicking the Add button. When done, click the OK button.
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7. Continue with registration – ALTEO specific registration questionnaires

• After providing the information requested by Business Network (BN) and creating your own BN account, you will also have to provide
the information requested by ALTEO, so that after approval of the filled and submitted registration questionnaires you can receive a
‘Registered’ status also in the ALTEO SAP Ariba system, which is required for participation in the supplier pre-qualification process of

ALTEO.
You have 14 days to submit the registration questionnaire from the date of the invitation. We recommend completing registration
as soon as possible, do not leave it to the last minutes!
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8. Continue with registration – ALTEO specific registration questionnaires

• Fields marked with an asterisk (*) are mandatory fields. In case of deficiencies in the information provided in the course of 
registration, you will receive an error message from the system indicating the cause of the problem.

• After providing all answers, click the ‘Send the complete answer’ button.
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10. Continue with registration – Approval of the ALTEO specific 
questionnaire
• After submission, the collegue(s) of ALTEO will review your answers, and if everything is found to be correct, you will receive 

approval. If necessary, you will receive a request for further clarification, of which you will receive an email notification.
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11. Further information (1)

• After approval of your submitted form, you will be able to modify the information in the given form at any time by selecting the
Review answer option. All modifications are subject to approval by the colleagues of ALTEO.
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12. Further information (2)

• After registration, ALTEO may request you to fill out further questionnaires, for example: The filling of supplier pre-qualification 
forms related to various fields of activity, providing of information related to any type of certification (ISO, professional, insurance, 
etc.).

• The above mentioned forms are also accessible under the Ariba Proposals and Questionnaires menu item. All you need to do is fill 
out the questionnaire and submit it until the given deadline, similarly to the registration questionnaires. The system will send you a 
notification, whenever you need to fill out a new questionnaire, and it will also send feedback about the status of the process.
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Frequently Asked Questions andAnswers (1)

Question: My company already has a Business Network account, but the invitation for registration from 
ALTEO was received to an email account, which is not linked to our Business Network company account. 
What should I do?

▪ Answer: 
➢ Do not create a new Business Network company account. Ask the account administrator of the company account to 

create the user profile/contact person indicated by ALTEO.

➢ Or ask ALTEO to create the user profile for the person indicated as a contact person by your company, and ask for a new 
invitation for registration, so that ALTEO can connect to your Business Network company account as a Client.

➢ When the connection is created, you will be able to access the ALTEO specific registration questionnaires under the 
Ariba Proposals and Questionnaires menu item.
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Frequently Asked Questions andAnswers (2a)

Question: My company already has a Business Network account, but we have to create a new contact 
person. How can I do this?

▪ Answer: 
➢ In order to create a new contact person within your company account at Business Network, you must have 

administrator authorization.

➢ You can create a new user for your own company by selecting Account Settings, then the Settings / Users 
menu item.

➢ If a role is not yet allocated/created, then you need to select one or more items from the Business Network 
value set, or give a name (e.g.: Sales), then after the User is created, the given person will receive 2 system 
messages to the provided email account, with information about the further steps.
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Frequently Asked Questions andAnswers (2b)

Question: My company already has a Business Network account, but we have to create a new contact 
person. How can I do this?
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Frequently Asked Questions andAnswers (2c)

Question: My company already has a Business Network account, but we have to create a new contact 
person. How can I do this?
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Frequently Asked Questions andAnswers (2d)

Question: My company already has a Business Network account, but we have to create a new contact 
person. How can I do this?
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Frequently Asked Questions andAnswers (3a)

Question: I forgot my password and cannot log in. What should I do?

▪ Answer: 
➢ Use the password reminder function:
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Frequently Asked Questions andAnswers (3b)

Question: I forgot my password and cannot log in. What should I do?

▪ Answer: 
➢ You will receive an email, which will contain the user names belonging to the email address. If you cannot 

remember the password, you can request to update the password on the following screen:
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Frequently Asked Questions andAnswers (3b)

Question: I forgot my password and cannot log in. What should I do?

▪ Answer: 
➢ Click on the link given in the email message and enter the new password for your account on the following 

screen:
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Frequently Asked Questions andAnswers (4)

Question: I have received an invitation from ALTEO to register to the SAP Ariba system. What should I do?

▪ Answer: 
➢ If you received an invitation from ALTEO, please click on the registration link given in the email message: 

Click here to create an account! If done correctly, you should see the following screens. Follow the 
information provided in this training material.
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