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Ariba (SAP Business Network) Account

1.1 Create Ariba (SAP Business Network) Account 

       - New Supplier Account Creation

1.2 Log in Ariba (SAP Business Network) Account 

      - Connect with LEONI with Existing Supplier Account

1.3 Manage Ariba (SAP Business Network) Account Users

- Collaborate with Your Colleagues on Ariba (SAP Business Network) Account

1.4 Ariba (SAP Business Network) Help Center 

      - Get Support Direct from SAP
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Ariba Supplier Onboarding Activities with LEONI

2.1 Registration Questionnaire – Collect Supplier Master Data

2.1.1 Receive Registration Invitation 

2.1.2 Fill Out & Submit the Questionnaire - with Critical Points in Registration Questionnaire

2.1.3 Collaborate with Your Colleagues in the Questionnaires

2.1.4 Update / Modify Your Master Data in Registration Questionnaire

2.2 Qualification Questionnaire – Collect Quality; Logistics, etc. Data

1.2.1 Receive Qualification Invitation

2.3 Contact Us – Get Support from LEONI Ariba Supplier Onboarding Team
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Ariba Supplier Common Log-in Link： Ariba Sourcing

https://service.ariba.com/Sourcing.aw/109578008/aw?awh=r&awssk=aP4r.yEC&dard=1
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Ariba (SAP Business Network) Account

Click “Click Here”;

Your LEONI Contact Person

Your Entity Name

Your LEONI Contact Person

You will receive the Registration Invitation 

from your LEONI contact person to start the

Ariba Onboarding Activities.

1

1
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Ariba (SAP Business Network) Account

Click “Create new account”;

Click “Help” for 

instruction from 

SAP. 

2
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Ariba (SAP Business Network) Account

Click “Proceed”;3

3

Your E-Mail Address
In case this prefilled E-Mail address is not yours, please 

inform your LEONI contact person with supplier-

onboarding@leoni.com in copy immediately. E.g. You get 

the Registration Invitation forwarded from your colleague.

Your E-Mail Address

4

5

Enter the “One Time Password” you have received;4 Click “Continue”;5

mailto:supplier-onboarding@leoni.com
mailto:supplier-onboarding@leoni.com
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Ariba (SAP Business Network) Account

Click “Help” for instruction from SAP. 

Click “Registration tips” to 

help you fill out the form. 

You can also refer to the video instruction provided by 

SAP (multiple languages available)：Getting Started on 

SAP Business Network for Suppliers

https://support.ariba.com/item/view/208459_en?min=0&toolbars=1&gutter=1&popwin=0&footer=1
https://support.ariba.com/item/view/208459_en?min=0&toolbars=1&gutter=1&popwin=0&footer=1
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Ariba (SAP Business Network) Account

You can also untick it and make up your own username. E.g. You 

will be user for multiple Ariba (SAP Business Network) Accounts of 

your different legal entities.

Fill out the mandatory fields marked with “*”; tick the Terms of Use, Privacy Statement and the 
reCAPTCHA verification;

Click “Create account”;

Your E-Mail Address

The username must be in the form of an E-Mail address, but it does 

not necessarily have to be a real, existing E-Mail address.

In case this prefilled E-Mail address is not yours, please 

inform your LEONI contact person with supplier-

onboarding@leoni.com in copy immediately. E.g. You get 

the Registration Invitation forwarded from your colleague.

6 6

6
6
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Ariba (SAP Business Network) Account

Click “Confirm email”;

Click “Login”.

E-Mail containing your Account details and 

a “Login” button.

8

8

9
9

Receive Registration Invitation
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Ariba (SAP Business Network) Account

Click “Click Here”;

Your LEONI Contact Person

Your Entity Name

Your LEONI Contact Person

You will receive the Registration Invitation 

from your LEONI contact person to start the

Ariba Onboarding Activities.1

1
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Ariba (SAP Business Network) Account

Click “Use existing account”;2

2
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Ariba (SAP Business Network) Account

Enter your Username and Password;

Click “Connect”.

3

3

3

4

4

Receive Registration Invitation

Receive Qualification Invitation
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Ariba (SAP Business Network) Account

Click “Contact Administrator” to see your Account Administrator;

Administrator Only

If you are the Account Administrator, please go to Business Network page; 

Click “Getting started”;

Click “Add roles and users”;

Follow the instruction to add multiple users and assign them with different roles (multiple languages available): How do I add a new user to my company‘s SAP 
Business Network supplier account?.

Usually, one legal entity has one Ariba (SAP Business Network) Account, 

and one Account can have up to 250 users.
2

3

4

5

2

3

4

1

1

Collaborate with Your Colleagues in the Questionnaire

https://support.ariba.com/item/view/KB0392433_en?min=0&toolbars=1&gutter=1&popwin=0&footer=1
https://support.ariba.com/item/view/KB0392433_en?min=0&toolbars=1&gutter=1&popwin=0&footer=1
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Ariba (SAP Business Network) Account

Enter “Ariba Help Center” in search tools like Google;

Click “SAP Ariba Help Center”;

1

2

1
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Ariba (SAP Business Network) Account

Click “SAP Business Network”;

Multiple languages are available.

Click “Contact Support” to describe your encountered problem and get support direct from SAP.

3
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Ariba Supplier Onboarding Activities with LEONI

Click “Click Here” to either create an Ariba (SAP Business Network) Account or log in your existing Account;

Your LEONI Contact Person

Your Entity Name

Your LEONI Contact Person

You will receive the Registration Invitation 

from your LEONI contact person to start the

Ariba Onboarding Activities.

2.1.1 Receive Registration Invitation (1/1)

1

1
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Ariba Supplier Onboarding Activities with LEONI

Fill out the mandatory fields marked with “*”;

2.1.2 Fill Out & Submit the Questionnaire (1/4)

Click “Submit Entire Response” to send the questionnaire back to LEONI.

Hover your mouse cursor to 

see the tooling tips.

Expand the section to see the 

instructions.

1

1

1

2

2

Receive Qualification Invitation
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Ariba Supplier Onboarding Activities with LEONI

2.1.2 Fill Out & Submit the Questionnaire (2/4)

1.1 Supplier name / Supplier Full Legal Name*

✓ Supplier full legal name should apply; e.g. LEONI 

Bordnetz-Systeme GmbH; ABC Co., Ltd.

✓ If supplier full legal name is longer than 35 characters, 

enter REST of the characters to field 1.3, 1.4, even 1.5.

Supplier short name, abbreviation; e.g. 

LEONI; LEONI Wiring Systems.

1.3, 1.4, 1.5 Supplier name, continued

✓ If in field 1.1 Supplier full legal name has been  fully 

entered, leave 1.3, 1.4, 1.5 BLANK.

- 1.1: LEONI Wiring Systems Co., Ltd.

- 1.3: LEONI Wiring Systems

- 1.4: LEONI

- 1.5: LEONI

1.6 Supplier address*

Street full info filled in field of “Street 2”, 

“Street 3”, “Street 4”, “Street 5”

✓ Enter numbers correctly in corresponding fields;

✓ If no Extension applied for the number, leave the 

Extension field blank.

Correct Input Typical MistakesCritical Points

1.7.1 Telephone or mobile number*
Phone main number entered in the 

Extension field;

Critical Points in Registration Questionnaire
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Ariba Supplier Onboarding Activities with LEONI

2.1.2 Fill Out & Submit the Questionnaire (3/4)

Correct Input Typical MistakesCritical Points

2.3 DUNS No.* ✓ Enter 9 digits; e.g. 999999999 Tax number is entered instead

2.4 Bank Details*

✓ Bank Details shall be consistent with bank information 

uploaded in field 2.4 Bank Details (Bank Letter).

✓ Correct information in correct fields.

✓ Account holder name should be completely entered 

WITHOUT special characters.

✓ Bank Key should always be provided.

✓ In some countries, there’s no IBAN number, then leave it 

BLANK.

- Abbreviation entered in the field of 

Account holder name.

- Account number or IBAN number entered 

wrong.

- Bank Key entered wrong or missing.

2.1.1 Tax ID* ✓ Tax ID should be correctly entered. Tax ID incorrect.

2.4 Bank Details (Bank Letter)*

- Uploaded editable form.

- Bank information file older than 6 

months.

- Bank information file not dated, not 

signed and / or stamped.

Critical Points in Registration Questionnaire
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Ariba Supplier Onboarding Activities with LEONI

2.1.2 Fill Out & Submit the Questionnaire (4/4)

Correct Input Typical MistakesCritical Points

2.9.1 Remittance advice e-mail address* ✓ Enter E-mail address. Wrong E-Mail address entered.

2.10 Signed LEONI NDA*

✓ In case you are new to join the LEONI supplier pool, 

please upload LEONI NDA signed by you, your LEONI 

contact person will get it signed by LEONI. Signed LEONI 

NDA by both parties will also be sent to you by your 

LEONI contact person via E-Mail.

✓ In case you are already a supplier of LEONI, you should 

upload signed LEONI NDA by both parties; If there’s no 

signed LEONI NDA by both parties available, please 

contact your LEONI contact person to check if the LEONI 

NDA should be signed again.

Signed LEONI NDA available (for new 

suppliers: even only signed by you) but 

selected “No”.

2.12 IATF16949* & 2.14 ISO 9001*
- Uploaded wrong certificate.

- Certificate expired.
✓ Upload correct and valid certificate

3 Incoterms* & 4 Terms of Payment* ✓ Enter Incoterms and Terms of Payment that 

have been negotiated with LEONI.

✓ Attach a document for plant specific Incoterms and / or 

Terms of Payment in the attachment fields.

Wrong information provided.

Critical Points in Registration Questionnaire
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Ariba Supplier Onboarding Activities with LEONI

Click “Response Team”;

2.1.3 Collaborate with Your Colleagues in the Questionnaire (1/1)

Click “Add”;

Choose the user you want to add;

Click “OK”;

Click “OK”;

Inform your LEONI contact person immediately with supplier-
onboarding@leoni.com in copy.

User should be already created to your Ariba (SAP Business Network) Account.:

Manage Ariba (SAP Business Network) Account Users 

1

2

3

1

2

3

4

5

6

4

5

Receive Qualification Invitation

mailto:supplier-onboarding@leoni.com
mailto:supplier-onboarding@leoni.com
mailto:supplier-onboarding@leoni.com
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Ariba Supplier Onboarding Activities with LEONI

You can always log in your Ariba (SAP Business Network) Account via Ariba Sourcing (Ariba supplier common log-in link which can also be found 

directly in search tools like Google with key words “Ariba supplier log in”) 

2.1.4 Update / Modify Your Master Data in Registration Questionnaire (1/4)

Click “Supplier registration questionnaire”;

Registered suppliers will 

have their Registration 

Questionnaire open. In case 

the Status is not “Open”, 

please contact supplier-

onboarding@leoni.com

immediately with your LEONI 

contact person in copy.

For upcoming  Master Data Updates/Changes on your side, it is always requested to use Ariba as the single 

point of entry to collaborate with LEONI.

1

1

https://service.ariba.com/Sourcing.aw/109555009/aw?awh=r&awssk=uug4Lg_Z&dard=1&ancdc=1
mailto:supplier-onboarding@leoni.com
mailto:supplier-onboarding@leoni.com
mailto:supplier-onboarding@leoni.com
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Ariba Supplier Onboarding Activities with LEONI

2.1.4 Update / Modify Your Master Data in Registration Questionnaire (2/4)

Click “Revise Response”;

Click “OK”;

2

2

3

3
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Ariba Supplier Onboarding Activities with LEONI

2.1.4 Update / Modify Your Master Data in Registration Questionnaire (3/4)

Click “Add Bank Details”;

Click “Add an additional Bank Details”;

Take Bank Details Update as an Example.

In case you would like to provide further bank accounts, 

please click “Add an additional Bank Details”.

4

5

4

5



2.1 Registration Questionnaire (10/10)

Ariba (SAP Business Network) Quick Guide for Supplier |  22.05.20262.10

Ariba Supplier Onboarding Activities with LEONI

2.1.4 Update / Modify Your Master Data in Registration Questionnaire (4/4)

Fill out the mandatory fields;

Click “Save”;
Take Bank Details Update as an Example.

Click “Submit Entire Response” back to LEONI after your Master Data is updated.

Fill Out & Submit the Questionnaire6

7

8

6

7

8
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Ariba Supplier Onboarding Activities with LEONI

Click “Click Here” to log in your existing Account;

Your LEONI Contact Person

Your Entity Name

You will receive the Qualification Invitation 

from your LEONI contact person.

2.2.1 Receive Qualification Invitation (1/1)

In case the Region mentioned here is incorrect, 

please inform your LEONI contact person 

immediately with supplier-onboarding@leoni.com 

in copy.

Fill out the mandatory fields and submit the questionnaire in time. Fill Out & Submit the Questionnaire

Collaborate with Your Colleagues in the Questionnaire

1

2

1

mailto:supplier-onboarding@leoni.com
mailto:supplier-onboarding@leoni.com
mailto:supplier-onboarding@leoni.com


2.3 Contact Us (1/1)

Ariba (SAP Business Network) Quick Guide for Supplier |  22.05.20262.12

Ariba Supplier Onboarding Activities with LEONI

Please kindly note that reply from supplier-onboarding@leoni.com will only be in English.

Please feel free to turn to supplier-onboarding@leoni.com with “Ariba” + your company name in Subject and your LEONI 

contact person in copy for efficient support from LEONI Ariba Supplier Onboarding Team. 

Your E-Mail Address

Your LEONI Contact Person

mailto:supplier-onboarding@leoni.com
mailto:supplier-onboarding@leoni.com
mailto:supplier-onboarding@leoni.com
mailto:supplier-onboarding@leoni.com
mailto:supplier-onboarding@leoni.com
mailto:supplier-onboarding@leoni.com


www.leoni.com

Contact Us LEONI Ariba Supplier Onboarding Team

Title of presentation  |  Date29

Thank you for your attention!

Address: Flugplatzstraße 74, Kitzingen, Germany

E-Mail: supplier-onboarding@leoni.com  

https://www.leoni.com/
mailto:supplier-onboarding@leoni.com
mailto:supplier-onboarding@leoni.com
mailto:supplier-onboarding@leoni.com
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