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�
SAP Business
Network
Tutorials

Video Supplier Basics (4:31) for information about registering an account on SAP Business
Network.

Having Trouble Logging in (2:03) to troubleshoot login issues

https://sapvideoa35699dc5.hana.ondemand.com/?entry_id=1_6nhc63r5
https://sapvideoa35699dc5.hana.ondemand.com/?entry_id=1_zymzpkwb


Suppliers can access the City of Edmonton procurement opportunities by creating an SAP Business Network
Supplier account on SAP Business Network Discovery. The following details are the required steps to create a SAP
Business Network Supplier account.

Note that if you are new to the SAP Business network, your profile may need to be approved by the City of
Edmonton before you are able to respond to an opportunity. If you need assistance with your account approval,
please email suppliermanagement@edmonton.ca.

Step 1: Verify that your Company is not already Registered with SAP
Business Network
Each supplier can only have their company registered once on the SAP Business Network. If your company is
already registered with SAP Business Network, your administrator will be able to create additional login
information for individual users from your company’s account. See the City of Edmonton’s Managing your SAP
Business Network Supplier Profile guide for further information on adding additional users to the SAP Business
Network Supplier account.

⚠
Registering your company multiple times, thus creating duplicates or triplicates, will cause delays with
registration as well as potential issues receiving purchase orders and submitting invoices in the future.
Also, if your company has multiple locations with the same GST number, you must decide who the account
administrator will be as SAP can only have a relationship with one account. From there POs will identify the
location they are ordering from on the PO header section.

Step 2: Access SAP Business Network
If your company has not already registered with SAP Business Network, navigate to the SAP Business Network
Discovery website.

Step 3: Initiate Account Creation
3. 1. Click Register as Supplier.
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mailto:suppliermanagement@edmonton.ca
https://www.edmonton.ca/sites/default/files/public-files/assets/SAPAribaManagingYourNetworkSupplierProfile.pdf?cb=1657218114
https://www.edmonton.ca/sites/default/files/public-files/assets/SAPAribaManagingYourNetworkSupplierProfile.pdf?cb=1657218114
https://service.ariba.com/Discovery.aw/125042027/aw?awh=r&awssk=baIGQgi5&dard=1
https://service.ariba.com/Discovery.aw/125042027/aw?awh=r&awssk=baIGQgi5&dard=1


3. 2. Complete the required information.
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📔 Note Once the Country field is selected, remaining fields will adjust to represent the address requirement
for the specific Country. For example, once CAN is selected, Province options and postal code fields will
be available.
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� It is strongly recommended that you use your email address as your username. This will allow the City
and SAP Business Network to better assist you in resolving any account issues.



3. 3. Click on Continue account creation

⚠ Click on the “Review Accounts” to see if the existing accounts generated based on the
information you entered are matching with your own account. If not, continue with your
account creation.

City of Edmonton Corporate Procurement and Supply Services Branch Page 5 of 9
Updated August 22, 2024



Step 4: Confirm your Contact Information

Login to the email account provided, find the new message and follow the instructions to confirm the email address.
The email would be sent from ordersender-prod@ansmtp.ariba.com
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Step 5. Selecting Product and Service Categories
5. 1. Click Browse

5. 2. Click on the appropriate category at the left corner until you identify the most relevant product(s) and
service(s), then click Add and click OK.

�
SAP Business Network Discovery postings are matched to the product and service categories
selected. Your organization will receive notifications of potential opportunities to bid based on
these categories.
Choose broader categories rather than the exact products or services by name to ensure that you
gain exposure to more opportunities. If the products or services that you offer can be classified in
multiple ways, select all possible categories to ensure better matches.
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Step 6. Selecting Ship-to and/or Service Locations
6. 1. Click Browse.

6. 2. Select the appropriate geographical location that your company serves, click Add to select the specific
locations and click OK

� Choose Edmonton - Alberta or Alberta as a Ship-to or Service Location to ensure that you receive
City of Edmonton notifications.
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6. 3. Confirm you selected the appropriate options and click Submit
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