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1.1. Registration

Content of this learning unit

. Creating a new account in SAP Ariba
. Orlogging in to SAP Ariba with an existing account
. Filling in the SBB registration questionnaire

Explanation

Screenshot

=y

@
If your company
already has a SAP
Ariba account, please
select “Use existing
account”. You do not
need a new account.

If you do not yet have
an account, please
continue.

K] SBB CFF FFS

Connect with Schweizerische Bundesbahnen SBB
- TEST on SAP Business Network to collaborate.
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Explanation

Screenshot

&

If your company does
not yet have an
account on SAP

K21 SBB CFF FFS

Benefits of a business
relationship on SAP
Business Network

Connect with Schweizerische Bundesbahnen SBB
- TEST on SAP Business Network to collaborate.

Ariba, please select TN

“Create new T -

account’.
Connect with Schweizerische Bundesbahnen SBB
- TEST on SAP Business Network to collaborate.
Invited by SBB AG - Einkauf - TEST

1. Select the

button

@

Use existing account

Mot sure whether your company already has an account?
Search for your company

Powered by w

© 2021 SAP SE or an SAP affiliate company. All rights reserved.
Privacy Statement Security Disclosure Terms of Use
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Explanation Screenshot
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This opens the screen
for creating a new
account in SAP Ariba.
The following guides
you through the steps
to create your
account in SAP Ariba.

Benefits of a business
relationship on SAP
Business Network
1. Digitalize your business
2.En: usta
cor e
—
| |
- 4. Explore new business opportunities
et

on SAP Business Network

Company information

=y
1

The company
information fields are
pre-filled. Please
check that this
information is correct
and amend if
necessary.

Benefits of a business
relationship on SAP
Business Network

Create an account to connect and collaborate
with Schweizerische Bundesbahnen SBB - TEST
on SAP Business Network

Company information

8000

Zorich [ CH-ZH .

Your
correspondence e-
mail address is
displayed in the Email
field. You will receive
all future information
relating to SAP Ariba
via this e-mail
address.

Administrator account information @

First name *

aufnahme

Last name *

unregistriertl

Email *

aufnahme_unregdistriertl@gmail.com

Use my email as my username

Author: u242577
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Explanation Screenshot
Administrator account information @
First name * Last name *
L') aufnahme unregistriertl
The username is
required for logging Email *

in. The username can
be freely chosen, but
must be an e-mail
address.

It is recommended
that you use the
correspondence e-
mail address as the
username.

The option to use the
e-mail address as the
username is already
activated.

aufnahme_unregistriertl@gmail.com

Use my email as my username

Password * Repeat password *

&= &

D | have read and agree with the Terms of Lse.

D | hereby agree that SAP Business Metwork will make
parts of my Personal Data (as defined in the Privacy
Statement) accessible to other users and the public
based on my role within the SAP Business Metwork and
the applicable profile visibility settings.

Please see the Privacy Statement to learn how we process
personal data.

Author: u242577
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Explanation

Screenshot

2. Select a password.

Administrator account information @

First name * Last name *
aufnahme unregistriertl
Email *

aufnahme_unregistriertl@gmail.com

Usze my email as my username

Password * Repeat password *

® ®

D | have read@r&e with the Terms of Use.

D | hereby agree that SAP Business Network will make
parts of my Personal Data (as defined in the Privacy

Statement) accessible to other users and the public
based on my role within the SAP Business Network and
the applicable profile visibility settings.

Please see the Privacy Statement to learn how we process
personal data.

Author: u242577
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Explanation Screenshot

Administrator account information @

First name * Last name *
aufnahme unregistriertl
Email *

aufnahme_unregistriert1{@gmail.com

3. Enter your Use my email as my username
password here again

: i Password * Repeat password *
for confirmation.

& &

D | have read and agree with the Terms of Us@

C] | hereby agree that SAP Business Metwork will make
parts of my Personal Data (as defined in the Privacy

Statement) accessible to other users and the public
based on my role within the SAP Business Network and
the applicable profile visibility settings.

Please see the Privacy Statement to learn how we process
personal data.

- D | have read and agree with the Terms of Use.
i\

@)

Both conditions must
be accepted to create

D | hereby agree that SAP Business Metwork will make
parts of my Personal Data (as defined in the Privacy

an account on SAP Statement) accessible to other users and the public
Ariba. If necessary, based on my role within the SAP Business Network and
have this confirmed the applicable profile visibility settings.

internally.

Please see the Privacy Statement to learn how we process

personal data.
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Explanation

Screenshot

4. Select the
checkbox to agree to
the Terms of Use

D | have read and agree with the Terms of Use.

ereby agree that SAP Business MNetwork will make

s of my Personal Data (as defined in the Privacy
Statement) accessible to other users and the public
based on my role within the SAP Business Network and
the applicable profile visibility settings.

Please see the Privacy Statement to learn how we process

personal data.

5. Select the
checkbox to agree to
the sharing of
(company)
information.

D | have read and agree with the Terms of Use.

L

| hereby agree that SAP Business Network will make
parts of my Personal Data (as defined in the Privacy

tement) accessible to other users and the public
ased on my role within the SAP Business Network and
the applicable profile visibility settings.

Please see the Privacy Statement to learn how we process

personal data.

6. Select the

checkbox to perform oy

the CAPTCHA I'm not a robot

verification. b rECARTCRA

Author: u242577 7 31.01.2025




Registration

IZE] SBB CFF FFS

Explanation Screenshot
State
Zurich [ CH-ZH ] ~
Administrator account information @
First name * Last name *
aufnahme unregistriertl
Email *
aufnahme_unregistriertli@gmail.com
Use my email as my username
. Password * Repeat password *
7. Click
on ® ®

[ oo
to access the SBB

registration
questionnaire.

[:] | have read and agree with the Terms of Use.

[:] | hereby agree that SAP Business Network will make
parts of my Personal Data (as defined in the Privacy
Statement) accessible to other users and the public
based on my role within the SAP Business Network and
the applicable profile visibility settings.

Please see the Privacy Statement to learn how we process
personal data.

™

reCAPTCHA

Privacy - Terms

I'm not a robot

Create account

Powered by w

© 2021 SAP SE or an SAP affiliate company. All rights reserved.
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Explanation

Screenshot

G)
SAP Ariba will notify
you if accounts
already exist for your
company. You have
the option of ignoring
this message if you
wish to create a new
account.

Administrator account information

This is the
dashboard of
your SAP Ariba
profile. Here you
will find an
overview of
current
procurements,
the registration
process and
qualifications.

Important: The
questionnaires
are only
displayed to
those user
accounts that
have been sent
the invitation link
for supplier
registration by
e-mail or are in
the
questionnaire
response team.

X7 Ariba Proposals and Questionnaires ~  Standard Accour

EINKAUF - TEST

Registration Questionnaires

IK:E) SBB CFF FFS
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Explanation

Screenshot

=

)
The following
guides you
through the
steps to
complete the
supplier
registration
questionnaire.

X7 Ariba Proposals and Questionnaires +  Standard Account

IK:2] SBB CFF FFS

d)
Under the menu item
Registration
Questionnaires, you
will find the Supplier
registration

questionnaire.

ET¥ ariba Proposals and Questionnaires ~  Standard Account

wweo JKEEY SBB CFF FFS

Registration Questionnaires

)
The ‘Status ”shows
whether you have
already submitted the
questionnaire and
whether it has been

approved.

e |Invited: You
have been
invited by SBB
to register as a
supplier and
have not yet
submitted the
questionnaire.

e Pending
Approval: The

Registration Questionnaires
Title
v

Supplier registration questionn:

Doc2127941295

End Time | Status

8/10/2024 5:28 PM

Author: u242577
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Explanation

Screenshot

questionnaire

has been sent

to SBB and is

being reviewed.
Registered: The
registration process is
complete.

8. Select
Supplier registration questionnaire
to access the

Registration Questionnaires

End Time |

v
questionnaire_ upj Doc21279412! 8/10/2024 5:28 PM Invite
Ariba Sourcing B Company Sotings v Teutisiname Tosl v Fesdback  Help
- pap— F
Console | Doc2127941295 - Supplier registration questionnaire (9 1»v r= 44:45
All Content 2 v
= B
Qfl ¥ Event
. | -
This opens the

supplier registration
questionnaire screen.

Submit Entire Response:

)
The timer shows you
the time remaining for
submitting the
questionnaire.

Once the time has
expired, the
registration
questionnaire can no
longer be completed.
In this case, please
contact SBB Support
at

Time remaining
® 1 day 05:44:43

Author: u242577
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Explanation Screenshot
digitalereinkauf@sbb.c
h.
Console Doc2127941295 - Supplier registration questionnaire @ 1 c;a\- ﬂIE 44:39
All Content ]
' ®
9. Select ¥ -
to expand the view. N

10. Select the
dropdown menu to
display a selection list

Submit Entire Respanse

11. Select your
company form.

All Content

Author: u242577
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Explanation

Screenshot

ey
a/
|

Your company
information is pre-
filled. Check this
information and
complete any required
fields (*). All details
must match the
UID/DUNS register.

All Content

12. Select your
country or region.

13. Enter the VAT
(MWST) number and
VAT ID (UID)
number of your
company.

Author: u242577
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Explanation

Screenshot

14. Select your
correspondence
language.

All Content

15. Select the
required checkbox.

Subemit Entire Response

16. Indicate whether
your company has a
DUNS number.

Submit Entire Response:

Author: u242577
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Explanation Screenshot
IY. .
) :
Select the
appropriate entry.
e

17. If you wish, you
can enter a telephone
number.

Subemit Entire Response

18. Select the
required entry.

Submit Entire Response:

Author: u242577
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Explanation Screenshot
IY. »
19. Specify whether * ‘
thisisamobile | e ®
number.
20. The telephone
number must be
entered without the
country code or
spaces.
21. Enter the e-mail
address to which you
would like SBB
orders to be sent.

Author: u242577
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Explanation

Screenshot

22. To verify your
bank details, we
require an official,
unalterable bank
document. This may
be a confirmation
letter from the bank,
an invoice or payment

slip. Select
Add Bank data (D),

Submit Entire Response:

v

aLuaOvENa eI Arealm=shib. Thpasswardadap ters SourcingSuppleriiser dard =18

23. To add new bank
details, select

Add Bank details

< Go back to SBB AG - Einkauf - TEST Dashboard

Clicking Save will only save your Repeatable Section answers. To submit your response, you will need to click Save and then click Submit Entire Response on the main screen.

All Content > 4 Bank data

Bank data (0)

Name t

Add Bank details

No items

(*) indicates a required field

24. To add new bank
details, select

Ariba Sourcing

oy save your Repeatable Section answers. To submit your response. you will need

Bank data (1)

Bank details #1

o click Save and then click Submit Entire Response on the main screen

Author: u242577
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Explanation

Screenshot

25. Select Domestic.

Ariba Sourcing

Bank data (1)
ne 1

¥ Bank details 71

26. Click the arrow ™
to select the country
or region.

Bank data (1)
ot

Bank datails 71

and ther, click Submit Entire Response on the main screen

27. Select the desired
country.

Bank data (1)
1

¥ Bank details £1

28. Click the double

> 4 Bank data

bt Bank data (1) =
arrow ¥ _ ®
to maximise the view. S
Author: u242577 18 31.01.2025
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Explanation

Screenshot

These fields do not

have to be filled in and
can be left blank.

Bank data (1

29. You can choose
to enter either your
IBAN (if available) or
your bank sort code +
account number.

SBB prefers the IBAN.
Fill in the IBAN field
without spaces.

If you use the IBAN,
the ABA Routing
Number and Account
Number fields remain
empty.

Author: u242577
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Explanation

Screenshot

30. To add an official
bank document,
select

Attach a file

The bank document
must be unalterable
(file type .pdf, .jpg,
.gif) and contain your
account details and
the name of your
company.

The following
examples are
acceptable:
Confirmation letter
from the bank,
invoices, payment
slips.

Important: If your
bank document
contains a QR-IBAN,
please enter these
bank details as well.

Bank data (1)

You can choose
whether you want to
upload your bank
document via drag-
and-drop or by
browsing your file
system.

Ariba Sourcing

Add Attachment

31. Once you have

Ariba Sourcing

uploaded your bank A Atachment

document, select . o

to add it as an )

Author: u242577 20 31.01.2025
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Explanation

Screenshot

attachment.

4 i. N
Y

Your uploaded bank
document is displayed
here.

To update or delete
your bank document,
select the

blue “‘Upaate file’

or “Delete file” button.

r: i N
ATy

To add additional
bank details, select
the blue text “Add
additional bank
aetalls’.

Author: u242577
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Explanation Screenshot

Ariba Sourcing
If you would like to |

remove bank details
at a later date, you
can do so by selecting
the blue “Delete” text.

32. When you have
filled in all the
required fields, select

to return to the
questionnaire.

Ariba Sourcing

¢e and then diick Submit Entire Response on the main screen.

Bank data (1) 82 =
et

v Bank detalls 71

The number in
brackets indicates the
number of banks for

which data has been
added.

Ariba Sourcing

eskton Fil Sync
Console Doc2127941295 - Supplier registration questionnaire @ T -1-., M :;4 a0

All Content 5 &

Author: u242577
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Registration

Explanation Screenshot

Q) & Bankdsts I
Confirm the
compliance questions. >

33. Select the
checkbox to confirm
that you are
authorised to provide
the required
information for your
company.

arny
1

@)

If you do not yet wish st
to submit your gy

questionnaire, you * -
can initially save it as a B :
draft. The =

questionnaire will not

yet be sent to SBB. ) s

(without country code and without spaces, e.g. 0551112233) Vrehessnnl

5 Compliance .
= Comg ¥ 35 Integration
351
e
cf[“”";‘ on Grder e-mail address
authorisa. (i possible, enter a group e-mail address. SBB orders are sent to this address as a
PDF if the supplier is not connected via EDI)

5 " orders@testsupplier.ch

35.2 Do you use any EDI Integratins with your customers? " Unspecified v/

34. Click on

Submit Entire Response

4 Bank data Add Bank data (1)

v 5 Compliance

5.1 The supplier confirms that it agrees to n in-depth review of the details it
provided for the supplier registration and qualification. Such reviews will be carried -~

out by SBB AG or by third parties on behalf of SBB AG on the basis of publicly =[] ves
accessible sources or the data of business service providers and permitted at any

time.

5.2 The supplier confirms that neither its own company nor another company from

to submit the supplier
registration
questionnaire to SBB.

the same group is on any national or international sanctions list.
5.4 The supplier confirms that neither the supplier nor staff who represent the e
supplier andlor any company linked to the supplier in a company group have been ‘ Yes v ‘
nvolved in corruption, criminal fscal or cartel proceedings over the last five years —

v & Completion authorisation

6.1 | confirm that | am authorised to provide the required information for the x ‘7‘ Yes
supplier in a legally binding manner. —

(#) indicates a required field

Submit Entire Response [ Save draft ] [ Compose Message ][ Excel Import

Author: u242577
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Explanation

Screenshot

35. Click on
OK

to confirm the
submission.

v Submit this response?

Click OK to submit.

==

The green text box
confirms that the
questionnaire has
been sent to SBB.
The questionnaire will
then be reviewed by
SBB.You will then
receive confirmation
of your registration by
e-mail or will be asked
to revise it.

Ariba Sourcing

FR LR s s ————

esktop Flle
C] ‘Iy 05:32:18

Console | Doc2127941295 - Supplier registration questionnaire
+ Vour respanse s been submitied. Thark you fo paricipating in the event
Event Cantents
I All Content =
con

36. Click on

< Go back to SBB AG - Einkauf - TEST Dashboard

to return to the
Dashboard.

Ariba Sourcing
(S Gaback 1o SBBAG - Einkauf - TEST Dashbasid]

Console D) Doc2127941295 - Supplier registration questionnaire

V' Vous respanse has been submitied Thark you fo paricisingin the event.

B CompanySomings v TestfrsmameTesi v  Fosdback Hlpw

Kiop Fil Sync
@ ‘_d:'-‘_v“C:EAﬂ 10

arny

)
The status of the
questionnaire has
been changed to
Pending Approval.

Registration Questionnaires
Title D
¥ Status: Completed (1

Supplier registration questionnaire Doc2127941295

End Time

8/9/2024 11:55 AM

Status

Author: u242577
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Explanation

Screenshot

)
You have now
reached the end of
these instructions.

If you have any further
questions, please
contact:
digitalereinkauf@sbb.c
h

X7 Ariba Proposals and Questionnaires +  Standard Account

IK:2] SBB CFF FFS
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