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1.1. Registration 

 

Content of this learning unit 
  

• Creating a new account in SAP Ariba 

• Or logging in to SAP Ariba with an existing account 

• Filling in the SBB registration questionnaire 

 
 

Explanation Screenshot 

  
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. 
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Explanation Screenshot 

  
If your company does 
not yet have an 
account on SAP 
Ariba, please select 
“Create new 
account”. 
 

 

1. Select the 
button 

. 
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Explanation Screenshot 

  
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. 
 

 

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

 

  
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. 
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Explanation Screenshot 

  
The username is 
required for logging 
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. 
 

 



Registration  

 

Author: u242577 5 31.01.2025  

Explanation Screenshot 

2. Select a password. 
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Explanation Screenshot 

3. Enter your 
password here again 
for confirmation. 
 

 

  
Both conditions must 
be accepted to create 
an account on SAP 
Ariba. If necessary, 
have this confirmed 
internally. 
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Explanation Screenshot 

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

 

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

 

6. Select the 
checkbox to perform 
the CAPTCHA 
verification. 
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Explanation Screenshot 

7. Click 
on 

 to access the SBB 
registration 
questionnaire. 
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Explanation Screenshot 

  
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.  
 

 

  
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.  

 

 



Registration  

 

Author: u242577 10 31.01.2025  

Explanation Screenshot 

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

 

 

  
Under the menu item 
Registration 
Questionnaires, you 
will find the Supplier 
registration 
questionnaire. 
 

 

  
The “Status” shows 
whether you have 
already submitted the 
questionnaire and 
whether it has been 
approved. 
  
• Invited: You 

have been 
invited by SBB 
to register as a 
supplier and 
have not yet 
submitted the 
questionnaire. 

• Pending 
Approval: The 
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Explanation Screenshot 

questionnaire 
has been sent 
to SBB and is 
being reviewed. 

Registered: The 
registration process is 
complete. 
 

8. Select 

 
to access the 
questionnaire. 
 

 

  
This opens the 
supplier registration 
questionnaire screen. 
 

 

  
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 
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Explanation Screenshot 

digitalereinkauf@sbb.c
h. 
 

9. Select   
to expand the view. 
 

 

10. Select the 
dropdown menu to 
display a selection list 
 

 

11. Select your 
company form. 
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Explanation Screenshot 

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

 

12. Select your 
country or region. 
 

 

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

14. Select your 
correspondence 
language. 
 

 

15. Select the 
required checkbox. 
 

 

16. Indicate whether 
your company has a 
DUNS number. 
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Explanation Screenshot 

  
Select the 
appropriate entry. 
 

 

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

 

18. Select the 
required entry. 
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Explanation Screenshot 

19. Specify whether 
this is a mobile 
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. 
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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  
 . 
 

 

23. To add new bank 
details , select  
 

. 
 

 

24. To add new bank 
details , select  
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Explanation Screenshot 

25. Select Domestic. 
 

 

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

 

27. Select the desired 
country. 
 

 

28. Click the double 

arrow   
to maximise the view. 
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Explanation Screenshot 

  
These fields do not 
have to be filled in and 
can be left blank. 
 

 

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. 
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Explanation Screenshot 

30. To add an official 
bank document, 
select  
  
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. 
 

 

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

31. Once you have 
uploaded your bank 
document, select  

  
to add it as an  
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Explanation Screenshot 

attachment. 
 

  
Your uploaded bank 
document is displayed 
here. 
 

 

  
To update or delete 
your bank document, 
select the 
blue“Update file” 
or“Delete file” button. 
 

 

  
To add additional 
bank details, select 
the blue text“Add 
additional bank 
details”. 
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Explanation Screenshot 

  
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. 
 

 

  
The number in 
brackets indicates the 
number of banks for 
which data has been 
added. 
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Explanation Screenshot 

  
Confirm the 
compliance questions. 
 

 

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

 

  
If you do not yet wish 
to submit your 
questionnaire, you 
can initially save it as a 
draft. The 
questionnaire will not 
yet be sent to SBB. 
 

 

34. Click on 
 

 
to submit the supplier 
registration 
questionnaire to SBB. 
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Explanation Screenshot 

35. Click on 

  
to confirm the 
submission. 
 

 

  
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. 
  

36. Click on 
 

 
to return to the 
Dashboard. 
 

 

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

 

 


