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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.

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. 
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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. 

 
2. On the SAP Ariba Welcome page: 

i. Click Sign up and follow the steps in Part 2 – Create an Account, or  
ii. Click Log in and follow the steps in Part 3 – Register as a City Supplier. 
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STEP ACTION 
PART 2 CREATE AN ACCOUNT 

1.  On the Create account page: 
i. Complete the Company 

information section. 

 
 ii. Complete the User account 

information section. 

 
2. In the Tell us more about your 

business section: 
i. Select Product and Service 

Categories. 
a. Click Browse.  
b. On the Product and 

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

Service Location 
Selection page, select 
the Global or Select 
Ship-to or Service 
Locations option.  

c. If you choose the Select 
Ship-to or Service 
Locations option, 
follow the on-screen 
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 I hereby agree that SAP… check boxes. 
iii. Click Create account and continue.  
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STEP ACTION 
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. 

 
ii. Follow the instructions that appear on the screen. 

 
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.  

 
Note: Click on a tooltip  for information about specific fields.  
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STEP ACTION 
2. Your supplier registration is pending approval. The City will review your information and 

contact you if further information or documentation is required.  

 
3.  When your account is approved by The City, you will receive an email confirmation. 

 
NEXT 
STEP 

If further information or documentation is required to finalize your company’s supplier 
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. 

 


