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Maintaining supplier contacts
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Agenda

1 Basics of Ariba Network

2 Creating an initial supplier contact (for Registration)

3 Creating additional supplier contacts by Festo

4 Creating new contacts by supplier admin

5 Further functionalities
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THE SUPPLIERS ON THE NETWORK… SAME GDP AS CANADA

3.1
Million
Companies

7
Seconds
Every 7 seconds a 

company joins 

$1.6
Trillion
in annual commerce

365
Million
Documents annually 

processed (all types)

500
Thousand
Timesheets processed

annually

189
Countries
Where our customers and 

suppliers are located

175
Thousand
Catalogs on Ariba

Network

161
Thousand
Leads sent annually

to sellers

16.2
Million
Users
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Ariba platform distinguishes between public and customer specific area

The public profile (Ariba Discovery) is not relevant for the customer relationship with 
Festo!

The customer-specific area (with Festo logo) is relevant for Festo. This is only 
accessible after being invited by Festo and contains specific questionnaires and 
projects (e.g. tenders)!
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The dashboard contains questionnaires and events (e.g. RfP, questionnaires)

6

Access to Festo Dashboard 

Access via the website supplier.ariba.com To get to the dashboard, select 
“Proposals and Questionnaires” and log in with your username and 
password.

For specific inquiries (e.g. filling out a questionnaire, participating in an RfP), 
the contact will receive an e-mail with a direct link to the event.
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Account administrator of the company account

The first contact who creates a company account automatically becomes 
the administrator. He can create additional users and manage roles and 
permissions.

You can manage your own account under “My Account”. It is important to 
choose the correct time zone (e.g. Europe / Berlin) as this has an impact on 
the communicated dates (e.g. time window for e-auction).
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Maintaining the public company profile

The public company profile can be maintained via “Company Profile”. The information provided here is 
publicly available through Ariba Discovery.
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User administration is carried out by the account administrator

New users can be created via Settings / Users and roles can be assigned to them (see agenda item 4 in 
this presentation)
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Establishment of the Festo main contact to the supplier

Festo defines the main 
contact of the customer (e.g. 
sales contact person)

Festo View
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Registration on the Ariba platform

Supplier receives email 
invitation to register (active 
link)

Supplier can create a new account ...

... or log in with an existing account (if 
available)

Supplier View
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Registration on the Ariba platform (public profile)

Supplier View

1. Fill in the basic data

2. Assign password

3. Select delivery range (product 
group and delivery locations)

4. Accept the Ariba Terms of Use
5. Create account



PP-M\Dr. Boris Idler FSE Training - Maintaining supplier contacts Created: 10/27/2020 14

Duplicate check

Ariba will check whether a company 
account already exists. There are 3 
options

Option 1:
Company account already exists, login 
data is known  Log-in can be done 
with existing login data

Option 2:
Company account exists, login data is 
unknown  Contact administrator 
(symbol         ) and have contact data 
created

Option 3:
Company account does not exist 
continue with “Create account” (first 
contact becomes the account 
administrator)

Supplier View
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Fill out the Festo-specific registration questionnaire

1. Complete the 
questionnaire (at least the 
mandatory fields marked 
with an asterisk)

2. Submit questionnaire
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Creating additional supplier contacts by Festo

Festo
Buyer

New
Contact

Creates new 
contact in Ariba

Invites new 
contact to 

participate in an 
event

Receives e-mail 
invitation

Creates 
username and 

password

Supplier
Admin

Approves new 
user account

Approves 
company 
account

Can see the 
event

User Status will 
become “Public”
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Creating additional supplier contacts by Festo

• The new contact is always requested by a specific task (e.g. advertisement) 
• The process flow for login or registration is identical
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Creating new contacts by supplier admin

User Status 
becomes 
“Public”

Revives Initial Password 
and user name

( 2 e-mails )

Logs in and 
creates new 

password

Creates new 
user with role

Defines 
customer 

organizations

Festo
Buyer

New
Contact

Supplier
Admin
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Creating new contacts by supplier admin

To create a new user, click on the plus sign
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Creating new contacts by supplier admin

1. Creation of the basic data of the new user.

2. Assign a role. If a role does not yet exist, one 
must be created
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Creating a new user role

1. Assigning a name to the user role

2. Assigning a name for the user role Assigning 
the authorizations for this role. The “Access 
Proposals and Contracts” role is required to 
process Festo questionnaires and tenders
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Creating a new user role

The new user will receive an email with the Ariba 
login link and username

The new user receives a second email with an 
initial password.

The link leads to the login page
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First login of the new user

The first registration takes place with 
the sent username and initial 
password

When logging in, the user is asked to 
assign a new password.
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1. Click on “Ariba Network” and then 
on “Proposals and Questionnaires” to 
go to the Festo Dashboard.

2. Confirm with “Start Using” the first 
time.
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Reply as a response team

Festo questionnaires and events are 
only visible to the user to whom they 
were sent by Festo.

However, the user can set up a 
response team for answering. To do 
this, select the questionnaire or the 
event.
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Reply as a response team

1. Select “Response Team”

2. Select permitted colleagues and confirm 
with OK. Afterwards, colleagues can also edit 
the event
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Merge multiple user accounts

Select “Link User IDs”

Option 1: If the password of the second account 
is unknown, send a message to the user. This 
must agree to the link.

Option 2: If the password of the second account 
is known, enter both. The link is immediate.
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Merge multiple user accounts

After linking, you can switch between the two 
accounts.
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Ariba Support for suppliers

fse-supplier-support@festo.com

English

For general Ariba topics, please contact Ariba Support directly
• e.g. Administration of user accounts 
• Company profile 
• lost passwords

You can reach Ariba Support at: supplier.ariba.com

Ariba 
Support

If you have any Festo-specific questions, please contact your 
responsible e-buyer or Festo Supplier Support directly
• Registration u. Qualification process
• Festo questionnaires
• RfPs in Ariba

You can contact Festo Supplier Support at:

mailto:fse-supplier-support@festo.com
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