
Ariba – Supplier Registration Process 
Dear CCBA Supplier 

When you have been invited to participate in an Ariba Sourcing Event, you would have 
received an email as below: 

 

Click on the “Click Here” to start the process. 

At the bottom of the email, you will also find YouTube Videos to watch to familiarize 
yourself with Ariba and the navigation processes. 
Click on the relevant link on the right to watch. 

 



The “Click Here” link will take you to the page / screen below: 

IF you do NOT reach the page below, then: 
-   Right Click on the “Click Here” in the email and select “Copy Hyperlink”.   
     Then paste this Hyperlink in a different Browser and press ENTER.   
     (Even try this on another computer.) 
-   Alternatively, clear the Cache and Cookies of your current Browser. 
     Then restart the Browser and try again (You may need your IT person to help you with this) 

 

If you have NEVER connected with CCBA on an Ariba Account, then Click “Create new 
Account” as shown above. 
If you have previously registered your account with CCBA ARIBA, then click on  

“Use existing Account” to login with your Ariba Username and password. Screen above.       

 



“Create new Account”:  

Populate the fields below: 

 

Note : Leave the DUNS number Blank … This is only for US Companies. 

You only need to complete the Mandatory Fields with the asterisk *. 

You may update the fields, as required. 



See below the screen how to populate the numbered fields: 

 

1. Fill in / correct your First Name and Last Name. 
2. Confirm your email is correct. 
3. Tick this box to make your Username exactly the same as your Email = Best option. 

If the system shows an Error, then untick the box and make the Username different. 
4. E.g. In my case above I’ve added a “1” in the Username to make it unique for Ariba. 

         Remember then to login with this unique Username.   (Email stays the same!)  
5. Enter and Re-enter your Password.  The system will guide you to make it secure. 

 
6. Tick the 2 boxes to agree with the Ariba Terms of Use and Privacy Statement. 
7. Tick the box to prove you are not a robot.  Tick the required tiles as requested. 
8. Click “Create account” to continue with the process. 

 



Then the screen below will be displayed: 

Click “Continue account creation”. 

Note :  “Review Accounts” button below may be useful to view other Ariba Accounts in your 
organization. 

 

The following screen will then be displayed: 

 

Go to your Email Inbox and find the Email below: 

 



Select the Email and click on the “Confirm email” button below.  

 

 

Important: 

If you do NOT receive the Confirmation email above, then your IT Department has 
probably Blacklisted/Blocked the incoming Ariba email.   
Please ask them to Unblock/Whitelist the Ariba email. 

Alternatively, ask the CCBA Project Owner to send your Invitation to your Gmail 
account email, which will NOT be blocked by your IT System. 



After clicking “Confirm email” above, you will then receive a SAP Ariba WELCOME email: 

Note the Username and Login Button below for future logins. 

 

 

 



With the First login, you will have to complete the screen below: 

 

Easiest is to start typing e.g. Printing, and then select one of the options below. (See below) 

 



Do the same for “Ship-to or Service Locations”. 

Type in your City Name and then Select it from the list. 

 

Note :  Your selections will then be displayed below the boxes where you have typed. 

Choose the selections that make sense.  They do not need to be exact. 

Then click the “Submit” button. 

 

This will take you to the Coca-Cola Ariba (1) Home Page or (2) Ariba Event.       WELL DONE ! 

Select the Open Event Name to populate your Proposal / Submission. 


