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Supplier Side Activities
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Supplier Email for starting the Registration Process

Steps

1. Supplier to click on the 
button “Click Here” to 
start the Registration 
Process.
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Supplier Login page

Steps
1. Click on the button 

Sign up if Registering 
for the first time in 
Ariba or Click on the 
Log in button if you 
are an existing Ariba 
Supplier.

2. Existing Ariba 
Supplier’s can click on 
Log in and give the 
Username and 
Password to link KJO 
to their account.

3. New Supplier’s to 
Ariba should click on 
Sign up and move to 
the next log in Page.
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Supplier Login details

Steps

1. New Supplier’s to fill all the 
information marked in *.

2. Check and modify if the 
Company information is 
correct or not.

3. Username to be in Email 
format.

4. Password to be minimum 8 
characters including upper 
and lower case letters, 
numeric digits and special 
characters.
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Supplier Login details

Steps

1. In Product and Service 
categories click on Browse 
button to check all 
categories and select the 
appropriate categories or 
directly type your 
category(Material or 
Service provided) and 
select it

2. In Ship-to or Service 
Locations please click on 
the Browse button and 
select the regions where 
you can deliver your 
Services or Product.
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Steps

Once all the Mandatory 
information is completed, 
Click on “Create account 
and continue” to 
complete the login 
process.

Supplier Login details
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Supplier Account Completion Email

Note

Supplier will be getting an Email notification from 
Ariba Commerce Cloud that the login process is 
completed and account is successfully created and 
linked to KJO.
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Supplier Registration form

Steps

1. Supplier to fill in all the 
Mandatory questions marked 
in *

2. Supplier to provide correct 
CR number

3. Supplier to provide correct 
Email and Phone numbers

4. Supplier to select the correct 
KJO Procurement Division

5. Supplier to select the proper 
KJO Categories applicable 
based on the Procurement 
Division selection.

Note: MTD Supplier’s to select categories only from Materials drop down and CTD Supplier’s to select categories only from 
Services drop down. Supplier who provide both Materials and Services should select Procurement Division as both and select 
categories from both Materials and Services.
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Supplier Registration form

Steps

1. If the company has 
multiple Share 
Holders, select “Yes” 
for the question “Is 
the Company Owned 
by Multiple Share 
Holders?”.

2. Further, click on Add 
Shareholder Details 
to enter the 
Shareholder details.
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Supplier Registration form

Steps

1. After adding the respective 
details, click on “Save”.
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Supplier Registration form

Steps

1. Click on Add Bank information 
to enter the Bank details.
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Supplier Registration form

Steps

1. Click on Add Bank 
information to start 
filling the Banking 
information
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Supplier Registration form

Steps

1. Supplier to fill all Bank 
related details like Bank 
Name, address, 
Account holder name, 
Bank key, account 
number, IBAN & Swift 
code

2. Supplier to attach the 
Bank statement from 
the nominated bank.

3. To add second bank 
details, click on the 
button Add an 
additional Bank 
information.

4. Click on the Save 
button after adding all 
bank information
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Supplier Registration form

Steps:

1. Expected list of 
documents need to 
be uploaded in 
Additional 
Information Section. 
This section cater to 
the expectation 
standards set by the 
Government as well 
as internal KJO policy.

2. For the ease of 
navigation, you may 
click on the 
respective sections in 
the left hand area of 
the screen.
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Supplier Registration form

Steps:

1. Once all the 
Mandatory and 
optional questions 
are answered, check 
the form if there is 
any question 
unanswered.

2. Click on “Submit 
Entire Response” to 
submit the 
questionnaire 
answers to KJO.
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Supplier Registration form

Note:

Once the Form is 
submitted, the status will 
be changed to Pending 
Approval and will be with 
KJO to Approve or Deny 
the form and also ask for 
Additional information 
where Supplier will be 
able to revise the 
response and edit the 
information submitted.
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Thank you


