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INTRODUCTION

We want to thank you for choosing to continue to do business with Telkom. We are always looking to improve the way 
we collaborate with our partners and suppliers. To enable effective and efficient collaboration, we’ve designed our 
processes and systems to make it smarter and faster to do business with Telkom.

This guide will assist you to complete your registration process smoothly on SAP Ariba Supplier Portal

Wish you all the best!



4

Step by step guide for registration in Ariba
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Supplier Registration Process

What is Supplier Registration Process?

Step 1. 
If Telkom has invited you to register in Ariba, you will receive an email notification from Ariba (our registration platform)
with respective registration link. Please complete and submit the online registration form

Step 2. 
You will receive an email from Ariba (our registration platform) to confirm your e-mail address

•The e-mail will contain a customized link so you can complete the registration process
•The link will guide you to your company profile landing page

Step 3. 
Complete & Submit Profile 

•Complete profile information/questions
•Review information and submit
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Supplier Registration

Begin by logging into the Telkom supplier registration site through the link received in your email 

Click Login if you already 
have a supplier account 

Begin entering Company Information, 
if you are creating a new account

*Please note, 
MANDATORY fields 
are denoted with an 
asterisk(*) and must 
be completed.

Enter Username
and Password, 
click Continue
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Supplier Registration

Click Register

Continue by entering 
User Account 
Information

Click the checkbox to 
agree to the Terms of Use

*Please note, 
MANDATORY fields 
are denoted with an 
asterisk(*) and must 
be completed.

Determine if you want to use 
your email as your username; 
if yes, then check this box; 
otherwise enter your 
username in the field below
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Supplier Registration

You will see a notice for 
Action Required to check 
your email in order to 
activate your account and 
complete your supplier 
profile set-up. 

Action Required to continue 
registration process



9

Supplier Registration

You will receive an 
email to confirm your 

account set-up

Click to activate your 
Ariba account

You will also receive an 
email with your 

account ID
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Supplier Registration

Enter Company Information

You will receive a message 
that your account is now 
active.  Complete the 
additional questions in 
the Supplier Profile 
Questionnaire (SPQ).

*NOTE: Depending on 
responses, additional 
information may be 
required and the form 
will update to reflect the 
additional questions.
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Supplier Registration

Enter Contact Information
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Supplier Registration

Enter Tax Information
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Supplier Registration

Enter Ownership Information

Enter BBBEE Information

Click Submit 
to complete

Upon completing this 
information, you may 
Save as Draft and 
continue working on at 
another time or Submit
to complete this step in 
the process.
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Supplier Registration

Your profile is submitted 
and follows the Telkom 
approval process.
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Step by step guide for supplier profile maintenance
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Supplier Maintenance

The supplier can log into the 
Ariba application for Sellers at 
anytime to make updates to their 
Ariba account.
https://proposals.seller.ariba.com

Enter Password

Click Login

Enter User Name
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Supplier Maintenance

Access My Account to make 
updates to your supplier account.

Click Company Settings to access 
your Company Profile to make 
updates to your supplier profile.

Click My Account

Click dropdown arrow

Click
Company Settings

Click
Company Profile
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Supplier Maintenance

In your Company Profile, click on 
the appropriate tab to access the 
form to make your updates (as 
needed).

Save your changes.

*NOTE:  Profile changes may 
require approval by the customer.

Click Save

Click on the appropriate 
Tab to make updates
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Supplier Maintenance

Suppliers also have access to the 
Help Center.  Click Help Center to 
expand.

Click Company Settings to access 
your Company Profile to make 
updates to your supplier profile.

Expanded
Help Center

Click Help Center
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Support and Contact information
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More questions or Help required?

Visit the below link for accessing  
registration process guide

http://www.telkom.co.za/about_us/tenderb
ulletins/index.shtml

Email us on ARS@telkom.co.za


