How to Register as a Supplier with The City of Calgary

When to use this How to Guide:

Existing City suppliers with an active contract and new suppliers who are going through negotiations will
follow the steps in this guide to register as a supplier with the City of Calgary in SAP Ariba.

= y Note: Suppliers can only be registered once on the SAP Business Network. Verify that your company does not already have an
SAP Business Network Account before creating one.

STEP ACTION

PART 1 | INVITATION TO REGISTER

1. Eligible City suppliers will receive an email inviting them to register as a supplier with
The City in SAP Ariba.

On the email invitation, click Click Here.
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2. On the SAP Ariba Welcome page:
i. Click Sign up and follow the steps in Part 2 — Create an Account, or
ii. Click Login and follow the steps in Part 3 — Register as a City Supplier.

SAP Ariba Proposals and Questionnaires

Welcome, John Cornwell

Have a question? Click here to see a Quick Start guide.

Sign up as a supplier with The City of Calgary cn SAP Ariba.

The City of Calgary uses SAP Ariba to manage procurement activities.

Create an SAP Ariba supplier account and manage your response to procurement activities required by The City of Calgary Sign up

Already have an account?) Login
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STEP ACTION

PART 2 | CREATE AN ACCOUNT

1. On the Create account page:

Create account and continue Cancel

Create account

First, create an SAP Ariba supplier account, then complete questionnaires required by The City of Calgary

i. Complete the Company
information section. T
indicates a required field
Country/Region | Canada [CAN]
Address: | 1234 - 11th Ave
| Suite 500
Province:* | Alberta [CA-AB] v
Postal Code:* | T2P 1ME |
ii. Complete the User account |Useraccountinformation
information section. * ndlcstes s oqubeddield
A Comwell ‘ SAP Business Network Privacy Statement
Email: ‘
Usemame:* | john.corwell@marsgroup.ca ‘

Language: | English

Email orders to:* | john.comwell@marsgroup.ca ‘

In the Tell us more about your

business section:

i. Select Product and Service

Product and Service Categories:* | Enter Product and Service Categories

Highway or road paving or surf.. K

Categories.
Click Browse.

On the Product and
Service Category
Selection page, follow
the on-screen
instructions to select
product(s) or service(s)

Product and Service Category Selection

My Selections (1)

offered by your
company.
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STEP ACTION

ii. Select Ship-to or Service
Locations.

a. Click Browse.

b. On the Ship-to or oo Senic Lacators| emar s seron toraion |
Service Location nena- cons
Selection page, select [T
the Global or Select
Ship-to or Service

@il " v
Locations option. 3
» @
c. If youchoose the Select e

Ship-to or Service
Locations option, s

follow the on-screen (o= ) =]
instructions to select

the geographic areas

your company serves.

3. Finish creating the account.
i. Enter Tax ID and/or DUNS Number (optional).
ii. Select the I have read and agree... and | hereby agree that SAP... check boxes.

iii. Click Create account and continue.

Tell us more about your business

Product and Service Categories:* | Enter Product and Service Categories. ‘ I Add -or-  Browse
Highway or raad paving of surf.., X
Ship-to or Service Locations:* | Enter Ship-to or Service Location ‘ Add -or- Browse

Alperta - Canada %

Tax ID: | Optional ‘ Enter your Company Tas D number.

Enter the nine-digit number issued by Dun & Bradsirest, By
detault, DUNS number is appended with “T" I test account

DUNS Number: | OPtional

I have read and agree te the Terms of Use

| ey agtee that SAR Business Notwerk vl make s of my (company) nformation accessiole o oiher users and the public based on my rola wikhhn the SA Busness Netvork

and the applicable profile visihility settings. Please see the S4P Business hetwork Privacy Statement to leam how we process personzl data
Create account and continue Cancel
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TION

4. SAP Ariba validates the information entered against existing accounts.
If a potential match is found, a Potential existing accounts dialog box will appear.

i. On the Potential existing accounts dialog box, click Review accounts.

(D) Potential existing accounts

We have noticed that there may already be an Ariba Network account registered by your company.

Please review before you create a new account.
Review accounts Skip review

ii. Follow the instructions that appear on the screen.

Review duplicate Account

\We noticed that your company may already register an Ariba Network account, please review the match results below, then:
= You can log in the account you are associated with

» Or, you can view the profile and contact the account administrator from there

« Or, if there is no match, you can Continue Account Creation and we will progress your registration

= Or, you can Go back to previous page

Match Based On
COMPANY NAME E-MAILADDRESS DUNS NO, TAX 1D ADDRESS

1234 - 11th Ave
Mars Group Calgary
AB, Czhada T2P 1M6

1 search results found

SUPPLIER NAME & COUNTRY & STATE & DUNS & SUFFLIER ANID & ACTIONS

CONG TY TNHH SA0 HOA  WNM - - ANO1410306552

PART 3 | REGISTER AS A CITY SUPPLIER

1. After you log in or create an account, the Supplier Registration Questionnaire page will open.
i. Complete the All Content section.

ii. Click Submit Entire Response.

Time remaining

Console [El Doc425321993 - Supplier Registration Questionnaire @ 25 days 04:18:08

Event Massages

Event Detzils All Content = v
Response History
Response Team Name 1
¥ 1 General Supplier Information
) x

¥ Event Contents 11 Supplier Legal Name (7 Mars Groug

All Content 1.2 Supplier Inveica Name (i) 1

13 Provide your corporate registry O o i . clete file %
LG document, (% Corporate Registry for Mars Group.docx ~ Update file Delste file
I

#Show More

street: [ A ] i
2 TaxInformation 1234 -1t Ave | T ouse rumser

Transactional Streel 2: | Suite 500 ‘ @

El
Inform

Strest 3. | ‘ 0]
4 Banking Infermation
1.4 Main Ordering Address

District ‘ @
Confirmation of
Auth

5

(*) indicates a required field

[ Save draft ‘ [ Compose Messaga J‘ Excel Import I

Note: Click on a tooltip @ for information about specific fields.

& Privacy Notification
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Your supplier registration is pending approval. The City will review your information and
contact you if further information or documentation is required.

Doc425321993 - Supplier Registration Questionnaire EI Pending Approval

\/ Your response has been submitted. Thank you for participating in the event.

3. When your account is approved by The City, you will receive an email confirmation.
E
Registration with City of Calgary
Congratulatons' Cty of Calgary has sppreved yinr suppber reguitratos. CAFITAL INGUSTRIM hat now been ichaded o the
swopher database of City of Calgary
Yo will b sotifed whon nexl stepd of the suspber snboarding process Mequere your sRlention.
NEXT | If further information or documentation is required to finalize your company’s supplier
STEP

registration with The City, you may be contacted to complete additional questionnaire(s).

Refer to the instructions for How to Respond to Questionnaires and Provide Certificates.
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