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Glossary 

                       Term                         Explanation 

SAP Ariba A cloud-based solution for managing all 
procurement processes consisting of 
functional modules. 

ANID (Ariba Network ID) A unique identifier for a customer or 
supplier. Also called Network ID in some 
CSV files, formerly known as Ariba 
Supplier Network (SN) ID. 

SAP Business Network SAP Business Network gives companies a 
comprehensive, shared business solution 
that automates and streamlines multiple 
business processes, from trading partner 
discovery to transaction management to 
financial settlement. 
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Troubleshooting Web Browser Issues 

Symptom: If you are experiencing issues with your internet browser while navigating in 
SAP Business Network, follow these troubleshooting steps. 

Resolution: To resolve web browser concerns and ensure your SAP Business Network 
pages load properly, it's recommended to clear your browser's temporary internet files, 
cookies, and cache before signing in. 

Instructions for troubleshooting browser problems: 

1. Press Ctrl + Shift + Del to open the clear browsing data window. 
2. Select All Time or Everything, and check Cookies and other site data and 

Cached images and files. 
3. Clear the data and close the browser completely. 
4. Sign in to your SAP Business Network account at http://supplier.ariba.com. 
5. Ensure you're using certified browsers: Google Chrome 88+, Microsoft Edge 88+, 

Mozilla Firefox 87+, or Apple Safari 15+. 

 

Private Browsing Mode 

You can also use Private Browsing or Incognito Mode to ensure cookies are not saved 
while browsing: 

• Microsoft Edge: Open a New InPrivate window or press Ctrl + Shift + N 
• Google Chrome: Open a New Incognito window or press Ctrl + Shift + N 
• Mozilla Firefox: Open a New private window or press Ctrl + Shift + P 

 

 

 

 

 

 

http://supplier.ariba.com/
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Registration 

If you are not already a registered supplier with KPO but wish to become one, please start 

the registration process by filling up a Request Questionnaire.  

ATTENTION: 

• Filling out the questionnaire requires the preliminary preparation of all data and 

documents, so please read this manual carefully in full to get an idea of all the 

data and documents that will need to be attached!  

• The questionnaire cannot be saved or postponed if it is partially completed, it 

must be completed in full and submitted during one session. 

• The time of inactive work in the session is limited (30 minutes), so the 

questionnaire must be completed without delay. 

 

To create an account, you will have to: 

STEP 1. Fill out the Request Form for self-registration of the supplier by clicking on the 

Supplier Self-Registration Link. After clicking the link, you will need to pass a captcha. 

Click on the red colored box as shown in the screen shot below. 

 

 
 

Then you will need to fill the Supplier Self - Registration Request form. 

Please mention that mandatory fields are marked by a red asterisk. * 

https://s1-eu.ariba.com/Sourcing/Main/ad/selfRegistration?realm=744088967
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1 General Supplier Information (Общая информация поставщика) (Жеткізуші туралы 
жалпы ақпарат) 
 

1.1 Country of Company origin / Страна происхождения компании / Компания 
орналасқан мемлекет.  

The country should be chosen according to the company of origin you are 

registering. For example, you are registering a branch in Kazakhstan when your 

company was established in Italy. You should choose Italy in this field. 

1.2 Country of company registration / Страна регистрации компании / Компания 
тіркелген ел. 

In this field, select the country of the company that you are registering. For example, 
if your country of origin is Italy, but you are registering a branch in Kazakhstan, 
then you will choose Kazakhstan here. If the Country of Company origin 
matches with the Country of company registration field, please select the same 
value, for example, Kazakhstan in the field 1.1 and Kazakhstan in the field 1.2.  

 

Note: attachment file size shall not exceed 10 MB. You may attach multiple files 

by archiving them and uploading an archive (RAR, ZIP). The maximum size of all 

attachments shall not exceed 104 MB. 
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1.3 Company Name in English (Latin letters) / Наименование компании на 
английском (латинскими буквами) / Компанияның ағылшын тіліндегі атауы 
(латын әріптерімен)  

1.4    Company Name KZ / Наименование компании на казахском / Компанияның 
қазақ тіліндегі атауы  [ For Local Supplier Only ] 

1.5  Company name in Russian / Наименование компании на русском / 
Компанияның орыс тіліндегі атауы [ For Local Supplier Only ]    

1.6 Please load Company Registration document / certificate. / Пожалуйста, 
загрузите регистрационный документ / сертификат компании. / Компанияның 
тіркеу құжатын / сертификатын жүктеуіңізді сұраймыз. 

 

1.7 Organization or Individual? / Организация или физическое лицо? / Ұйым немесе 
жеке тұлға?  
Choose one from the list. 
 

1.8 BIN / IIN. БИН / ИИН. БСН / ЖСН * [For Local Supplier Only] 
Please be sure that you mention your BIN/IINN without spaces or additional signs. 
     

1.9 Tax ID Number / Налоговый идентификационный номер / Салық төлеушінің 
сәйкестендіру нөмірі * 
Please be sure that you mention your Tax ID number without spaces or additional 
signs. [For Foreign Supplier Only]  
  

1.10 Type of Legal Entity / Правовая форма компании / Компанияның ұйымдық-
құқықтық нысаны * 
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1.11 TRN / RNN. / Налоговый регистрационный номер / Салық төлеушінің тіркеу 
номері *    
 

1.12 Is your company a VAT payer? / Является ли ваша компания плательщиком 
НДС? / Сіздің компания ҚҚС төлеуші ме? * [For Local Supplier Only]   
 

1.13 VAT ID / НДС / ҚҚС * [For Local Supplier Only] 
 

1.14 Certificate of VAT Registration / Свидетельство о постановке на 
регистрационный учет по НДС / ҚҚС бойынша тіркеу есебіне қою туралы 
куәлік [For Local Supplier Only] 
 

1.15 Type of Supplier / Тип поставщика / Жеткізуші түрі * 
In this field you may choose one or multiple types. 
 

1.16 Date of Incorporation / Дата основания / Құрылған күні 
Click on the calendar in the right side of the row and choose a correct date. 
 

1.17 Company Address / Адрес компании / Компанияның мекенжайы *  
Here you need to mention the address of the company you create a request from. 
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1.18 Head of Organization name / Руководитель организации (Имя) / Ұйым басшысы 
(Аты) * 
 

1.19 Head of Organization Last Name / Руководитель организации (Фамилия) / Ұйым 
басшысы (Тегі) * 
 

1.20 Head of Organization patronymic / Руководитель организации (Отчество) / 
Ұйым басшысы (Әкесінің аты) * 
 

1.21 Head of Organization Position / Руководитель организации (Должность) / Ұйым 
басшысы (Лауазымы) * 
 

1.22 General Director Phone / Генеральный директор (Телефон) / Бас директор 
(Телефоны) * 
 

1.23 Shared mailbox / Общий почтовый ящик / Ортақ пошта жәшігі * 
Please provide a shared email address such as info@nnn.com or tender@nn.com. 
This is necessary to ensure that there is constant access to the company and to 
avoid situations where an employee is on vacation or no longer works for the 
company. 
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1.24 Contact First Name / Контакт (Имя) / Байланысатын тұлға(Аты) * 
 

1.25 Contact Last Name / Контакт (Фамилия) / Байланысатын тұлға(Тегі) * 
 

1.26 Contact Position / Контакт (Должность) / Байланысатын тұлға(Лауазымы) * 
 

1.27 Contact Phone / Контакт (Телефон) / Байланысатын тұлға(Телефоны) 
 

1.28 Contact Email / Контакт (эл.почта) / Байланысатын тұлға(эл.пошта) * 
 

1.29 Website Address / Адрес веб-страницы / Веб-парақшаның мекенжайы 
 

1.30 Brief Description of Business Activity / Краткое описание деятельности / 
Қызметінің қысқаша сипаттамасы * 
 

 

2 Additional Information (Дополнительная информация) (Қосымша ақпарат) 
 
2.1 Category of goods and services provided by your company (FPAL) / Категория 
товаров и услуг, предоставляемых вашей компанией (FPAL) / Сіздің компания 
көрсететін қызмет пен жеткізетін тауар санаты (FPAL) *  
 
Here you need to choose your provided goods / services. You may start typing the 
associated word and the system will show you the list of suitable codes. 
Or you may click the magnifier and by clicking the arrow right open more detailed level 
of codes. 

There is an attached file for information purpose which could allow you to see all the 
possible codes in a usual format. 
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Attention: Please choose the last level of FPAL codes. No need to choose 
everything or a big number of codes. In this case request might be rejected. Select only 
the codes corresponding to the services/products you provide. 

Choose only the codes correlated to your provided services / goods. 

2.2    Please attach the organizational break-down structure / Предоствьте 
организационную структуру / Ұйымдық құрылымды беріңіз * 

SAP Ariba supports attachment of various file formats. If you require the attachment of 
multiple files, we recommend using zip or rar archives. 

2.3    Please provide certificates and/or licenses according to the selected activity type. 
/ Предоставьте лицензии, сертификаты и другие разрешения, относящееся к 
заявленным видам деятельности / Таңдаған қызмет пен жеткізетін тауарларға 
қатысты лицензияларды, сертификаттарды және басқа рұқсаттарды беріңіз 

2.4    Please attach feedbacks from major clients/customers (3 maximum) / 
Предоставьте рекомендательные письма/отзывы от основных 
клиентов/заказчиков (3 максимум) / Негізгі клиенттердің/тапсырыс берушілердің 
ұсыным хаттарын/пікірлерін беріңіз (ең көбі 3) * 

2.5    List of works performed for over the last three years / Перечень выполненных 
работ за последние 3 года / Соңғы 3 жылда орындалған жұмыстардың тізбесі 

Please download the attached form and complete it before submitting your Request. 

 

After successfully filling in all the required fields of the questionnaire and the attachment 
of all documents, click Submit. 
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After sending the questionnaire, you will see information about it on the screen. 

 
 

Self - Registration Request Form is submitted Successfully. Now, KPO will review and 
approve or reject it. You will receive an email on the mentioned mail address.  

STEP 2. The KPO will review it and approve or reject it or request additional information. 
You will receive an email to the email address you provided. 
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Proceed to Registration: 

 

STEP 3. If your application has been approved, you will receive an email with further 

instructions.  

ATTENTION - Check your incoming messages so as not to miss it, including the mail 

folder with spam messages. Suppliers must carefully follow the instructions in the email 

in order to continue registration without any delay. 

This email will provide information about the next steps in the registration process, 

including what necessary steps need to be completed to register for the SAP Business 

Network.  

Click on the link as shown in the screenshot below, indicated in a red frame. 
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Access to SAP Business Network: 

After opening the link, you will be taken to the SAP Business Network - Supplier Link   

Step 4: After clicking on the link in the email, you can choose any option: 

a) Review Accounts - Select this option if you have already registered or logged in 
with different accounts and want to review which one you prefer to access your 
dashboard. 
 

b) Use Existing Account - Select this option if you already have an account in SAP 
Business Network and want to use your credentials to log in and access the 
dashboard. 
 

 
 

 

 

 

 

 

https://supplier.ariba.com/
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Then enter your username and password and click “Connect”: 

 
 

After you have successfully logged into your Ariba Business Network account based 

on an invitation from KPO, you will link your account to KPO 

 

c) Create New Account - Choose this if you are a new supplier and you do not have 
an account yet. This will allow you to create a new supplier profile and start the on-
boarding process. 
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Step 5: Create an account. 

Fill in all mandatory fields marked with an asterisk and create a profile by clicking on the 

blue “Create Account” button. 
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Step 6: Confirm your email. 

After submitting the supplier registration form, you will receive a confirmation email to 

verify your registration request. 
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Step 7: Fill in information about the goods and services provided and 

delivery/service locations. Click the “Browse” button. Once completed, click the 

“Submit” button. 
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After submitting the information, you will get access to SAP Ariba Network. 

 
After you have successfully registered your account in Ariba Business Network based on 
an invitation from KPO, and linked your account with KPO. 
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Request for additional information 

Additional information is only required if specifically requested by the KPO or if the 
supplier is involved in other activities. 

The supplier will receive an email notification requesting additional information 
from the KPO Specialist. Pay attention to comments added by KPO to see what you 
need to add or update. 

Step 1: Pay attention to the example screen below highlighted by red. 

 

 

Step 2: In “Ariba Proposals & Questionnaires” section, you can find the Supplier 

Registration Questionnaire. 
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Step 3: Select the Supplier Registration Questionnaire for registration in KPO 

database. 

 

 

 
Step 4: If you need to add or edit any information, Click on “Revise Response”. 
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Step 5: Click on OK. 

 

 

 

Step 6: Go to the specified question or field where you were asked for edit or provide 

more information. 

 

 

Step 7: Add information. As an example, on the screen below, the red box indicates 

that a document has been added/updated. 
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Step 8: Click on «Submit Entire Response».            

     

 
 

 

Step 9: Click on «OK». 

 

 

Step 10: Revised Response Submitted Successfully. 
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The vendor will receive this letter after the KPO representative approves the vendor 

enrollment form. 
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Event messages 

Event messages are a secure way to contact a KPO representative who can help with 

questions and concerns. 

If you need information from the KPO person responsible for an event, you can contact 

them using event messages. 

Suppliers can trust this method for important updates and communication. Messages 

won't be missed if suppliers check their emails regularly, ensuring they are informed at 

every step of the process. 

To create an event message, go to “Ariba Proposals & Questionnaires” where you can 

find the KPO questionnaire to register suppliers in the KPO database. 

 

 
                     

Select the KPO questionnaire for vendor enrollment in the KPO database or any other 

event to which you have been invited, depending on your question. 
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Click on Event Messages. 

 

Click on Compose Message. 

 

Enter your message in the blank area. 

Then Click on Send. 
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Event message uploaded Successfully. 

 

 
 

KPO Representative will receive this event message through the Email. 

Supplier should wait for the reply from KPO. 
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Registration re-invite process 

Additional information is only required if specifically requested by KPO or if the supplier 

is involved in other activities. 

The supplier will receive an email notification requesting additional information 

from the KPO specialist. Pay attention to comments added by KPO to see what 

you need to add or update. 

 

Step 1: Click on the link as shown in the screen shot below, indicated by the red colored 

box. 
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In Ariba Proposals & Questionnaires Section, you can find the Supplier Registration 

Questionnaire. 

 

 
 

Step 2: Select Supplier Registration Questionnaire. 
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Step 3: Click on Revise Response. 

 

 

 

Step 4: Click on OK.   
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Step 5: Edit the form. 

 
Step 6: Click “Submit” if you have filled in all the required fields and want to send the 

completed form for review by KPO.  

 
If you want to save the data and return to the form later, you can click the “Save Draft” 
button. The system will save the entered data. 
 
The “Create Message” button is used to contact the QCU specialist responsible for this 
event (see the next section “Event Messages”). 
 
The “Import from Excel” button is used to streamline the process of importing large data 
sets. This functionality helps users upload data using a specific Excel format. 
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Step 7: Click on OK. 
 

 
 
 
Supplier Registration Response is submitted successfully. 
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Supplier will receive this mail after the Form Submission. 

 

 
 

The supplier will receive this letter after the KPO representative approves the supplier 

registration form. 

 


