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Supplier Registration Form 
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DXN Supplier Registration process is used to collect and maintain essential supplier 
information. Suppliers are required to complete the Supplier Registration Questionnaire, providing 
details such as company information, contacts, compliance data, etc. to enable the buyer 
organization to review and onboard the supplier into the system. 



Supplier Registration Form

A1A1 Register a New SAP Ariba User.

A2A2

BB Completing the Supplier Registration Form.

CC

Existing SAP Ariba User.

Revise Response - Supplier Registration Form

Before continuing to fill out the Supplier Registration Form, you need to have or 
register in the SAP Business Network.
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There will be 3 options:

11 Click the Click Here hyperlink to 
continue.
Ensure you are using a supported 
browser such as Google Chrome, 
Microsoft Edge, Safari, or Opera for 
the best experience
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Supplier Registration Form:

Register a New SAP Ariba User (1/9)
Supplier Registration Form:

Register a New SAP Ariba User (1/9)A1



22 Click on the Create new account button to continue the supplier 
registration process

22
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Supplier Registration Form:

Register a New SAP Ariba User (2/9)
Supplier Registration Form:

Register a New SAP Ariba User (2/9)A1



33

44

55

33 A DUNS Number is not a mandatory.
You may leave DUNS Number field blank.

Fill in your company name in Company (legal) name44

Fill in all relevant information, especially with the 
asterisk (*) which indicates mandatory fields.
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Supplier Registration Form:

Register a New SAP Ariba User (3/9)
Supplier Registration Form:

Register a New SAP Ariba User (3/9)A1



66 Tick the Use my email as my username so you can 
log in using your email address.

Fill in the Password (7a) and Repeat Password (7b). 
Both passwords must be the same. 
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Tick the SAP Terms of Use and the SAP Privacy 
Statement.

88

66

7a7a 7b7b
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Continue by ticking the I’m not a robot for verification99

7

Supplier Registration Form:

Register a New SAP Ariba User (4/9)
Supplier Registration Form:

Register a New SAP Ariba User (4/9)A1



Tick the picture(s) as instructed by the system. 
Continue by clicking the Verify button

1010
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Supplier Registration Form:

Register a New SAP Ariba User (5/9)
Supplier Registration Form:

Register a New SAP Ariba User (5/9)A1



Click the Create account button.1111

Select Confirm to proceed.

1212 When an address recommendation 
appears, choose between the manually 
entered address (12a) or the   
system-suggested version (12b). 

12a12a

12b12b

1313

1313
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Supplier Registration Form:

Register a New SAP Ariba User (6/9)
Supplier Registration Form:

Register a New SAP Ariba User (6/9)A1



14
Open the email located in your Inbox or in your Spam folder to confirm your 
email and click the Confirm email button.

1414

It will redirect you to the SAP Ariba page to start the registration process by filling in the 
Supplier  Registration Form.

Log in to your email to confirm your email   address.
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Supplier Registration Form:

Register a New SAP Ariba User (7/9)
Supplier Registration Form:

Register a New SAP Ariba User (7/9)A1



15 Fill in your username, password, and click log in button to log in. 
When you forgot either your username or password, click the Forgot Username or 
Password 
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Supplier Registration Form:

Register a New SAP Ariba User (8/9)
Supplier Registration Form:

Register a New SAP Ariba User (8/9)A1



16 Complete your SAP Public Profile.

16a16a

16a16a

16b16b

16b16b

16c16c 16d16d

To complete your SAP Public Profile, use the Add (16a) or Browse (16b) buttons to define your 
products, services, and service areas. Click Submit (16c) to save.
If you aren't ready to share this info, click Remind Me Later (16d). This will bypass the profile 
setup and take you straight to our registration form. 12

Supplier Registration Form:

Register a New SAP Ariba User (9/9)
Supplier Registration Form:

Register a New SAP Ariba User (9/9)A1



Supplier Registration Form

A1A1 Register a New SAP Ariba User.

A2A2

BB Completing the Supplier Registration Form.

CC

Existing SAP Ariba User.

Revise Response - Supplier Registration Form

Before continuing to fill out the Supplier Registration Form, you need to have or 
register in the SAP Business Network.
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Supplier Registration Form:

Existing SAP Ariba User (1/2)
Supplier Registration Form:

Existing SAP Ariba User (1/2)
22 Click on the Use existing account button to continue the supplier 

registration process

22

14

A2

If your company already uses SAP Ariba for 
other customers, click 'Use existing account' 
to link your profiles and avoid creating 
duplicate company records



3 Fill in your username, password, and click log in button to log in. 
When you forgot either your username or password, click the Forgot Username or 
Password 
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Supplier Registration Form:

Existing SAP Ariba User (2/2)
Supplier Registration Form:

Existing SAP Ariba User (2/2)A2



Supplier Registration Form

A1A1 Register a New SAP Ariba User.

A2A2

B B Completing the Supplier Registration Form.

CC

Existing SAP Ariba User.

Revise Response - Supplier Registration Form

Before continuing to fill out the Supplier Registration Form, you need to have or 
register in the SAP Business Network.
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Tips: Click here to maximize the 
questionnaires window for a 
better experience.

Submission Deadline: Keep an eye on the countdown 
clock in the right sidebar. This represents your remaining 
time to complete and submit the Registration Form to DXN

Click Reference to download 
the reference provided

B
Supplier Registration Form:

Completing the Supplier Registration Form (1/8)
Supplier Registration Form:

Completing the Supplier Registration Form (1/8)

17

Suppliers must download and read the DXN Code of 
Conduct before clicking 'Yes' to the acceptance 
question



All fields marked with a red asterisk (*) must be completed before the system will allow submission.11
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B
Supplier Registration Form:

Completing the Supplier Registration Form (2/8)
Supplier Registration Form:

Completing the Supplier Registration Form (2/8)



Once finalized, click 'Submit Entire Response’ followed 
by OK button to submit your registration to the DXN 
Procurement team. 

Alternatively, you may select 'Save Draft' to preserve your progress and return later. 

Should you require assistance, use the 'Compose Message' feature to contact us directly.

22
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B
Supplier Registration Form:

Completing the Supplier Registration Form (3/8)
Supplier Registration Form:

Completing the Supplier Registration Form (3/8)



A confirmation message will appear on-screen (3a), and a notification will be 
sent to your email.
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3a3a
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B
Supplier Registration Form:

Completing the Supplier Registration Form (4/8)
Supplier Registration Form:

Completing the Supplier Registration Form (4/8)
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You’re also can check your status by selecting 'Click Here' in the email or by logging in to 
your account dashboard.

44

21

B
Supplier Registration Form:

Completing the Supplier Registration Form (5/8)
Supplier Registration Form:

Completing the Supplier Registration Form (5/8)



Click Go back to …. to return to your dashboard.

Your dashboard

Registration Questionnaires and the Registration’s status

55
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B
Supplier Registration Form:

Completing the Supplier Registration Form (6/8)
Supplier Registration Form:

Completing the Supplier Registration Form (6/8)



Upon approval of your registration by the DXN, a notification will be sent via email (6a). 
You may also track the progress within your SAP Ariba dashboard (6c) by clicking the 
‘Click Here’ (6b) hyperlink and log in with your SAP Ariba’s login credential.

66

6a6a

6b6b
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B
Supplier Registration Form:

Completing the Supplier Registration Form (7/8)
Supplier Registration Form:

Completing the Supplier Registration Form (7/8)



SAP Ariba dashboard with Registration Questionnaire ‘s status Registered.

6c6c
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B
Supplier Registration Form:

Completing the Supplier Registration Form (8/8)
Supplier Registration Form:

Completing the Supplier Registration Form (8/8)



Supplier Registration Form

A1A1 Register a New SAP Ariba User.

A2A2

B B Completing the Supplier Registration Form.

CC

Existing SAP Ariba User.

Revise Response - Supplier Registration Form.

Before continuing to fill out the Supplier Registration Form, you need to have or 
register in the SAP Business Network.
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Upon submission of the Supplier Registration Form, DXN reserves the right to request 
additional documentation or revisions to your registration. 
In such instances, a notification will be sent to your registered email and you can follow the 
hyperlink in the email to go to the SAP Business Network to continue the revision.

All revisions must be completed by logging into the SAP Business Network and resubmitting 
the Supplier Registration Form.

Should there be any independent changes to your submitted information, 
you are responsible for updating your profile. 
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Supplier Registration Form:

Revise Response - Supplier Registration Form.
Supplier Registration Form:

Revise Response - Supplier Registration Form.C



Fill in your username, password, and click log in button to log in to SAP 
Ariba system.

11
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Supplier Registration Form:

Revise Response - Supplier Registration Form (1/4)
Supplier Registration Form:

Revise Response - Supplier Registration Form (1/4)C



Click the DXN – Supplier Registration Questionnaire hyperlink.22
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Supplier Registration Form:

Revise Response - Supplier Registration Form (2/4)
Supplier Registration Form:

Revise Response - Supplier Registration Form (2/4)C



Click the Revise Response: Supplier Registration Form. button to revise 
your information submitted.
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Click the OK button to continue. 44
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Supplier Registration Form:

Revise Response - Supplier Registration Form (3/4)
Supplier Registration Form:

Revise Response - Supplier Registration Form (3/4)C



Continue the revision.55

Click Submit Entire Response button to resubmit the Supplier Registration Form.66

A confirmation message will appear on-screen and a notification will be sent to your 
email (similar during the first Supplier Registration Form.

77
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Supplier Registration Form:

Revise Response - Supplier Registration Form (4/4)
Supplier Registration Form:

Revise Response - Supplier Registration Form (4/4)C



If you have questions regarding the onboarding 
process or require technical support, please contact 
our team at:
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Support & Inquiries

procurement@dxn2u.com

+604-9161288


