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Overview 
The objective of this document is to guide you, through the Ariba Supplier registration process. 

Important Notes 
1. The supplier registration process is managed by the supplier in Ariba through the Ariba Network. 

Technical assistance if needed would be provided by Ariba. This document covers the registration 

process from the supplier's point of view.  

2. For any assistances from Huntsman about this process; please reach out to: 

SLP_Admin@huntsman.com 
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Supplier Ariba Onboarding 
 

Step by Step Ariba NEW Supplier registration 

Registration invitation 

You will be receiving an invitation email on behalf the Huntsman Supplier Onboarding team. See 

below what the email looks like. By clicking on “click here” you will start the registration process on the 

Ariba Network or to “sign into" their existing Ariba network account. 

 

Type of registration 

There are two possibilities to register succesfully on our Network. 

1. Sign In: you choose sign in, if you have already an existing Ariba Network account.  

2. Subscribe: you subscribe if you are registering the first time on the Ariba Network. 

       



Subscription  

STEP 1 How to create your Ariba Profile as a new Account. 

1. You need to complete the data including Email, Username, password, and general business 

categories and geography. 

 

 

 

 



2. After completing the information, go to the upper right-hand corner and click “Submit and 

continue.”  

Note: Make sure that you are not using an existing account since the system will give a warning if you 

already have an Ariba account. Review it and then log into the existing account or skip review and proceed 

to create the new account. 

 

 

STEP 2 Huntsman registration form  

Time to register. 

 When step 1 is successfully completed, the registration will lead you to the Huntsman supplier 

registration form. You have 15 days to complete to the Form. Starting day 2 we will start sending daily 

reminders. If the 15-days window is breached, our Team (SLP Admin) can re-invite and send the 

registration email again. Note: Ensure you provide the correct Email address to our team. 

 

Business code of conduct. 

As supplier you must first agree to our supplier code of business conduct before you can proceed 

with the registration information. If you do not agree, you cannot proceed. 

 

 



Huntsman Advanced Materials Division. 

You are going to be asked if you do business with our Advanced Materials division. If you answer 

yes, you need to display the Supplier Quality Document and ask to acknowledge receiving it. 

 

General information  

Fill in your general contact data into the supplier questionnaire form.  

1. The fields included are name, a clarification of a relationship for doing business on behalf of and 

phone number information. 

 

Note: Make sure you are typing the correct Main address; this needs to match with your tax details. For 

US countries please make sure you provide full Postal Code number: XXXXX-XXXX. Then PO Box should 

be empty 

 



Certificates 

When answering the question if you have any certifications with “Yes”, you will receive another 

questionnaire after your registration.  This will provide you the chance to attach all your certificates. 

 

Local language 

If you require documents to be printed in your local language, this can be managed in the 

languages section. 

 

Local language in your address fields  

Answer yes if local language should be used for your address data. Section 21 will be displayed 

to fill this information. Click on” Add Address in local language”. 

 

 

Local language on purchase order documents. 

 The next section is for PO language correspondence and associated email addresses. Note- with 

Ariba Buying, the PO output is determined by country for non-enabled suppliers and by supplier 



preference for enabled suppliers. Where we manually add AP clerk email for remittance. Make sure this 

email address is correct. 

 

Bank information  

 Complete the bank information, click “add bank information” and you can add one or more banks 

as needed. An attachment is required! Note: Make sure you are attaching valid bank information in 

PDF format with the same details as you are typing into the form. These details need to come 

directly from the bank entity or from company with the corresponding sign/stamp. 

Mandatory documents 
• PDF document with bank details. Signed or 

Stamp. 

 

 

 

 

 

 

 



Once you click on Add Bank info, we offer a document guide to follow the correct format by 

country to add this information correctly. To access to this document guide, click on “Download all 

attachments”. Once it is done click on Save. 

 

Tax information  

 Fill in the tax information. Once selected, the tax options for that country will be displayed. The 

data needs to be completed and you need to attach a valid tax document in PDF format, matching with 

the details into the form. Once it is done click on Save. 

Mandatory documents 
• PDF document with tax Information. Signed 

or Stamp. 

 

 

 



 

Supplier Structure and Partners  

You also have an opportunity (Optional) to provide details of any partner vendor that may be 

needed by selecting yes. Partners can be set as: 

- Invoicing representative addresses: when your invoicing party is different from the main 

vendor, then it needs to be added here, to ensure invoices can be managed with first pass.  

- Ordering addresses. 

- Goods supplier addresses.  

 

 For each option selected there will be the required data for address information, banking 

information and tax information so we can properly set up the partner vendors. 

Mandatory documents 

• PDF document with tax Information. Signed 
or Stamp. 

• PDF document with bank details. Signed or 
Stamp. 

 



 

Once completed, you should click “submit entire response” to send the registration details back 

to Huntsman for review and processing. If not ready to submit, select “save draft.” And contact our team 

for support if necessary: SLP_Admin@huntsman.com 

 

 

 

 

 

 

 

mailto:SLP_Admin@huntsman.com


How can I review my questionnaire status? 

After submitting, you can see the registration status as it moves through the process on their 

dashboard. 

Make sure you click on “Ariba Proposals and Questionnaires” tab. 

 

Then the status will be displayed. 

 

Note: Below you can see the different status for your questionnaire. In case you need support, please 

contact: SLP_Admin@huntsman.com 
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