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SAP Business Network: Account
Creation for Suppliers and Acceptance
of Trading Relationship Request (TRR)
This guide is essential for suppliers to understand how to create SAP Business
Network Account and establish trading relationship with Singapore Management
University (SMU) through the SAP Business Network.
It provides step-by-step instructions for account creation and thereafter accepting
trading relationship request (TRR) from SMU.
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2 Suppliers will receive an official email notification requesting them to activate
their SAP Business network account and establish a Trading Relationship Request
(TRR) with SMU.

Click on Get Started button in the email.

Note: In case you did not receive the email notification, you may refer to this link
to check and troubleshoot: Why am I not receiving emails from SAP Ariba?

https://scribehow.com/
https://support.ariba.com/item/view/158256
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3 You will be redirected to the SAP Business Network portal where you can choose
to review accounts, use existing account or proceed with new account creation.

  1. Review Accounts If the system detects any existing SAP Business network accounts
linked to your email or company information, you may click “Review accounts” option to view
to review existing accounts if any.
This helps to avoid duplicate account creation and ensures trading relationship is established
against correct supplier SAP Business Network account. Once you review the accounts, if you
choose to use any of them, please login with your credentials to accept the TRR. You may refer
to "Acceptance of Trading Relationship Request" section (Step 12) of this Training Guide.

  2. Use an Existing Account
If you know you already have an active SAP Business Network account, you can select “Use
existing account” option and log in with your credentials to accept the TRR. You may refer to
"Acceptance of Trading Relationship Request" section (Step 12) of this Training Guide.

  3. Create a New Account
If your organization is new to SAP Business network, or if the existing accounts are not relevant,
please select “Create new account” option to create a new SAP Business network account as
a supplier.
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4 If you chose to create a new account, please provide following details and click
Create account:

  1. Company information Company legal name and address. Note: For Singapore suppliers,
kindly use the full legal name as indicated in your ACRA.
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5   1. Administrator account information First name : Enter the administrator’s first name.
Last name: Enter the administrator’s last name. Email address: Provide the administrator’s
valid business email address. Note: By default, the system will use this email address as the
username. If you prefer a different username, uncheck the option “Use my email as my
username” and enter a custom username of your choosing. The username must be in email
format (i.e., user@smu.edu.sg) Business Role : Specify the role/title (for example:
Administrator, Supplier manager, Accounts Contact) of the person responsible for managing
your company’s SAP Business Network account. Password: Create a secure password that
meets the system requirements (which usually include a minimum number of characters, mix of
uppercase & lowercase letters, numbers, special characters, etc.)

  2. Review and accept Terms of use and Privacy Statement As part of the account
creation process on SAP Business Network, you will be required to review and accept the terms
of use and privacy statement

  3. Complete reCAPTCHA Select the checkbox to complete reCAPTCHA verification
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6 Note: The system may give address recommendation based on what you have
entered in the address details. You will have the option to retain the address "You
entered", or you may select a value under "We recommend" section. Once you
have selected, click on "Confirm"
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7 Click on "Continue Account Creation".
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8   1. Once you have submitted all required information, your registration request is sent to the
SAP Business Network system for processing.

  2. During this stage:

      • Your account details are reviewed and verified to ensure accuracy and compliance.

      • The system may perform validations to confirm your company’s identity.

      • You might receive emails asking for additional information or to verify your email
address.

      • This process helps protect your account and ensures secure access to the network.
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9 You will also receive an email requesting to Confirm your email. Click on "Confirm
email" button to proceed.

10 After completing your account registration, you will receive an email notification
containing your user credentials.

This typically includes your username, account details and suggested next steps.
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11 After you confirm your email address, you will be asked to specify your "Product
and Service Categories", and "Ship-to or Service Locations". These information are
critical as this will help identify suppliers to be notified once SMU issues an Open
Sourcing Event.

For Product and Service Categories, you can enter keywords in the search box
to look for the commodity that you are supplying, or you can click on "Browse" to
do an advanced search.

Similarly, for Ship-to or Service Locations, you can enter keywords to look for a
Country or City where you operate, or you can click "Browse" to do advanced
search.

After you selected your Product and Service Categories and Ship-to Service
Locations, click "Submit" to proceed.

Acceptance of Trading Relationship Request
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12 Once Logged in to your SAP Business Network Account:

  1. Click on your profile icon (denoted by initials) in the top right corner. Note: Your Ariba
Network ID (ANID) will be displayed under My Company section. This is a unique identifier
assigned to your company’s account on the SAP Business Network.

  2. Navigate to Settings and select Customer Relationships.
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13   1. Locate Singapore Management University under Trading Business Partner.

  2. If the Relationship Status is Pending, select the checkbox in line with Singapore
Management University and click Accept

  3. After you accept, verify the Relationship status is now Approved.
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14 Once the Trading Relationship Request is accepted, you can verify an email
received confirming the relationship with SMU.

15 For any questions or clarifications:

  • System or General SAP Business Network Inquiries: Access the SAP Ariba Help Center

  • Business Related Questions: You may send an email to supplier.connect@smu.edu.sg

https://support.ariba.com/help

