
CCBA - Ariba Supplier Registration Process – 25 June 2026 

Invitation Email example:  Received in your Inbox. 

 

Click on the “Click Here” above to start the Registration / Login process. 

Note: At the bottom of the above 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. 

 

 



Note: 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.)    Chrome Browser works the best! 

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.) 

After you have “Click Here” in the Invitation Email, select option below: 

 

  Use Existing account →    

 

Create a new Ariba Account:       Continue below: 

    Choose any Data Center and click NEXT. 



 

Click CONFIRM. 

 

Ensure email is correct (or Edit email) and click PROCEED. 

  

Enter the OTP Numbers (received in your email inbox) in the blocks above and click CONTINUE. 

See email example below / on next page: 

 

 

 

 



Email with OTP: 

 

Note :  If you do not receive an OTP email, then your IT Firewall is blocking it. 
 

Either: 

(1) Whitelist the Sender Account:  e.g.  noreply@us.bn.cloud.ariba.com   
   (Ask your IT Dept to help), or 

(2) Enter a GMAIL email address to avoid firewall. 

 

 

 

 

 

 

 

 

 

 

 

 



Populate your Company details below: 

 

DUNS number is optional:  Leave Blank.  (This is for US Companies.) 

Populate fields with * = Mandatory fields. 

 

 

 

Populate your USER info below / on the next page: 



 

1. Fill in / correct your First Name and Last Name.  

2. Confirm your email is correct. Enter your email in small letters.  This is easier to remember as 
your email will normally be used as username for login. 

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.  
     Use Capital + Small Letters + Symbol + Numbers (not repeating e.g. 111 or sequential e.g. 1234). 

 

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 puzzle tiles as requested.  

8. Click “CREATE ACCOUNT” to continue with the process. 



If there are Street Address Errors (see below), fill in and select correct option as shown below:  

 

 

Select and Confirm the correct Address of your Company, if asked.   

Click CREATE ACCOUNT. 



 

Click CONTINUE ACCOUNT CREATION. 

Note :  Review Accounts is something you can do later with Ariba Support Help Desk. 

 

 

 

 

 

 

 

 

 

You will receive an email reflecting your Ariba Account details – See below / next page: 



 

 

 

 

 

 

Scroll down … 

 

 

 



Wait for a few minutes (Refresh screen) until the Ariba Home page displays all the info:  See below. 

 

Click “PROPOSALS-QUESTIONNAIRES & CONTRACTS” tab at the top. 

If there are more than one Customer, select CCBA. 

Click Refresh Screen until the screen shows all the details as below: 

 

The Ariba Event on which you were invited will then be displayed.  See example in Green above. 

Select / Click on the Event to proceed with your on-line proposal. 

 

 



Note: If you receive the screen below at login, then complete the following. 

 

Click UPDATE above. 

 

Select your Product and Service Categories and Ship-to or Service Locations. 

OR Click Don’t show this to me again. 

Tip:  Start typing and then select from the list below, e.g. “printing” as per the example below. 

 



Your selections will show.  See in yellow below: 

 

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. 

Ariba should then take you to the Home Screen below: 

 

 

 

 

 



Note on Profile Settings:  At the Top Right Corner of the screen is your user initials (e.g. SC). 

Click on it to go to Settings or to view / update your Company Profile, only if needed. 

 

 

For Ariba Help Desk:  Log a Call or Phone (see below). 

 

 

----------------------------- The End ------------------------------- 


