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1.1. PROCESS OVERVIEW
Process Lifecycle Ariba SLP

Request Registration Qualification

Supplier management in SAP Ariba is divided into three sub-process areas. 

Ariba Network 
Registration

SAP Ariba 
registration

Supplier Request: The supplier 
request in SAP Ariba is intended to 
be the single point of creating 
suppliers. Suppliers will create their 
own account through a self- service 
request.

Supplier Registration:  With Supplier 
registration questionnaire INAGroup 
collects business information from 
the suppliers. The data collected is 
tax information, registration 
certificate and bank details. 

Supplier Qualification:  With 
Supplier Qualification questionnaire 
INAqualifies the suppliers based on
Finance, Legal andAntifraud 
sections.
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USER

INA PROCUREMENT

1.2. CONTACT SUPPORT

Contact Ariba Support in case of:

Ariba is not available

Technical issue

Functional issue

Auction event review

Contact INA Procurement Support in case of:

User access request

Process/ content related questions

Trainings / improvements / best practices

Change requests in settings/ templates
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2

1

1.2. CONTACT SUPPORT
Contact support over ARIBA opening page

Navigate to the right corner of the opening page

1. Click on CONTACT US

2. Call one of the support telephone numbers 
displayed on the pop-up message

PROCEDURE/STEPS
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Contact INA Group Supplier Enablement Support via:

E-mail: ariba.support@ina.hrUSER

1.2. CONTACT SUPPORT
Contact INA Group Supplier Enablement Support
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Ʒ 1. Open the followinglink:

http://molgroup.sourcing-eu.ariba.com/ad/selfRegistration

The languageof the form dependson the languageof yourbrowser

Ʒ 2. Fillout the questionnaire(in caseyouneedfurther info, 
pleaseclickHERE)

Ʒ 3. Clickon Submit

PROCEDURE/STEPS

If youarea supplierwho neverhad anyconnectionwith INA 
Group, youneedto sendusa self-registrationrequestby
filling out a questionnaire. It is necessaryin order to have
the possibilityfor INA Group to checkif the companyis 
availablein our supplierdatabase.

If youhaveeverhad connectionwith INA or MOL Group 
and/or our buyercolleaguesinformedyouthat youraccount 
is alreadyavailablein our database, pleasedo not usethe
abovelink. 
Forfurther informationpleasecontactusat
ariba.support@ina.hr

1

2

2.1. FULFILLING SELF-REGISTRATION REQUEST
Questionnaire

http://molgroup.sourcing-eu.ariba.com/ad/selfRegistration
mailto:ariba.support@ina.hr
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2.1. FULFILLING SELF-REGISTRATION REQUEST
Questionnaire – 1. Supplier Information

Question (questions with * are mandatory
to be filled)

Description

1.1 Suppliername* The legalnameof yourcompany

1.2 Legalform Youhaveto choosefrom company/entrepreneur

1.3 Main address* The addressof the company. Mandatoryfieldsare: Street, City, Postalcode, Country, Region(availableafter selectingthe
Country)

1.4 Contact first name* Firstnameof the contact who actsin the nameof the company

1.5 Contact last name* Last nameof the contact who actsin the nameof the company

1.6 Contact Email* Email addressof the contact who actsin the nameof the company

1.7 Contact phone Phonenumberof the contact who actsin the nameof the company(not mandatorybut useful)

1.8 DoyouhaveEU VAT ID?* If yourcompanyhas an EU VAT ID, youshouldchoose„Yes”

1.9 EU VAT ID* If youchoose„Yes” at question1.8, youhaveto type the EU VAT ID of the company

1.10 Local TaxID* Local TaxID of the company

1.11 Companyregistrationnumber* Companyregistrationnumber

1.12 Locale* The languageyouwould like to communicatethroughAriba with INA or MOL Group
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2.1. FULFILLING SELF-REGISTRATION REQUEST
Questionnaire – 2. Additional information

Question (questions
with * are mandatory
to be filled)

Description

2.1 Regionalprescence The regionswhereyouprovideyourproducts. By clickingon the magnifiericon, youcanchooseall the countriesthat areavailablein our database, 
but youcanrefineyouranswerby Country and/or INA or MOL Group entity level. (Screenshot

2.2 Categorysupplied The commoditiesthat yourcompanysupplies. By clickingon the magnifiericon, youcanchooseall the categoriesthat areavailablein our database, 
but youcanrefineyouranswerby subcategorylevel. Screenshot

2.3/2.4 GDPR Youcanopenand readthe GDPR document. The languagedependson the languageof yourbrowser.

2.5 I herebydeclare… Herebyyoudeclare that youaccept the above attachment on personal data management in the eSourcingAriba system related to EU GDPR (General 
Data Protection Regulation). 

2.6 Comments Youcansendquestionsor commentsby usingthis field.
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2.1. FULFILLING SELF-REGISTRATION REQUEST
Questionnaire – 2. Additional information - BACKUP
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After submittingthe questionnaireyouwill receivean autmatice-mail from SAP Ariba

Ourcolleagueswill checkyour requestand will giveyoua feedback.

2.2. FEEDBACK
Submitting the form
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Ourcolleaguescheckwhetheryour
companyexistsin our database. The 
duplicationsarecheckedbasedon
name, addressand tax ID.

In caseyourcompanydoesnot existin 
our database, they approveyour
request. 

After the approval, youwill receivea 
registrationinvitation.

2.2. FEEDBACK
Approval
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Ourcolleaguescheckwhetheryourcompanyexistsin our database. The duplicationsarecheckedbasedon name, addressand tax ID. 
In caseyourcompanyalreadyavailablein our database, our colleagueswill denyyour request. 
Youwill receivean email about the denialwith somefurther clarification.

2.2. FEEDBACK
Denial
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2

1

3.1. REGISTRATION ON ARIBA NETWORK (AN)
New AN registration

PROCEDURE/STEPS

Ʒ 1. Clickon the„Clickhere” link at the bottom of the
mail.

Ʒ 2. Clickon„Signup”



18

2

1

3.1. REGISTRATION ON ARIBA NETWORK (AN)
AN Questionnaire

PROCEDURE/STEPS

Ʒ 1. Checkout the pre-filled Company
informationpart and changethe
detailsif necessary

Ʒ 2. Checkout the pre-filled User
account information, set the
username(we suggestto usethe e-
mail address), and set the passwordas
well.

Ʒ The passwordmust containa 
minimum of 8 charactersincluding
upperand lower case, numericdigit, 
and specialcharacters, like„@ß$&”.
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3.1. REGISTRATION ON ARIBA NETWORK (AN)
AN Questionnaire

2

1

3

4

5

6

7 8

Please makesurethat after
selectingthe relevantProductand 
Service categori(es) and the Service 
location(s), they appearright below
the free text field

PROCEDURE/STEPS

Ʒ 1. Choosethe Productand Service 
categories(Type, Searchor Browse)

Ʒ 2. Choosethe Ship-to or Service Locations
(Tips and hints)

Ʒ 3. Type yourTaxID (optional)

Ʒ 4. TyeyourVAT ID (optional)

Ʒ 5. Type yourDUNS number(optional)

Ʒ 6. Acceptthe Ariba Network Termsof Use

Ʒ 7. Read and agreethe SAP Ariba Privacy
Statement

Ʒ 8. Clickon„Createaccount and continue”
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3.1. REGISTRATION ON ARIBA NETWORK (AN)
AN Questionnaire – Product and Service Categories
Tips and Hints

Youcanstart typingthe Products and Service categories, or youcanusethe„Search” and the„Browse” options

Type

It mayhappenthat youcannotfind the
categoriesrelevantfor youin the database
by typing. 
In suchcase, it is a better choiceto usethe
„Search” or the„Browse” functions.

Search

Browse
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Youcanstart typingthe Products and Service categories, or youcanusethe„Search” and the„Browse” options

3.1. REGISTRATION ON ARIBA NETWORK (AN)
AN Questionnaire – Product and Service Categories
Tips and Hints

Search

Type

Browse
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Youcanstart typingthe Products and Service categories, or youcanusethe„Search” and the„Browse” options

3.1. REGISTRATION ON ARIBA NETWORK (AN)
AN Questionnaire – Product and Service Categories
Tips and Hints

Browse

Type

Search
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3.1. REGISTRATION ON ARIBA NETWORK (AN)
AN Questionnaire – Submitting questionnaire

Ʒ After submittingthe Ariba Network questionnaire, the
systemwill sendan automatice-mail to the e-mail address
youregistered

Ʒ Thise-mail containstheorganization’s(Company) account 
ID (AN ID): startswith AN, and the usernamethat youcan
usefor loggingin the https://service.ariba.comwebsite

If the domainof youre-mail addressdoesnot matchthe domainof 
yourusername, the systemasksyouto confirmif youstill want to
go on with the usernamewith different domain. 
If yes, clickon„Yes” button.

http://service.ariba.com/
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3.1. REGISTRATION ON ARIBA NETWORK (AN)
Possible errors – before registrating on AN

Issue 1: By clicking on the link received in the invitaton for registration, the homepage of the Ariba Network opens
Reason 1: Youmayalreadyhavealreadyclickedon the link once. The link for the registrationis validonly for onetime, if you
cannot finishthe registrationon Ariba Network dueto anyreason, the link expires.
Resolution 1: contact the buyerwhomyouarein contact with or the Ariba Operationalsupportto requesta new invitation

Issue 2: By clicking on the link received in the invitaton for registration, you receive an error message that the link is 
expired
Reason 2: Youmayalreadyhavealreadyclickedon the link once. The link for the registrationis validonlyfor onetime, if you
cannot finishthe registrationon Ariba Network dueto anyreason, the link expires.
Resolution 2: contact the buyerwhomyouarein contact with or the Ariba Operationalsupportto requesta new invitation

Issue 3: By clicking on the link received in the invitation for registration, you receive an error message „We are sorry – a 
system error has occured”
Reason 3: it mayhavecausedbysystemissues.
Resolution 3: cleanthe cookiesin yourbrowser/changebrowser. If noneof the resolutionsworked, contact the buyerwhom
youarein contact with or the Ariba Operationalsupportto requesta new invitation
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3.1. REGISTRATION ON ARIBA NETWORK (AN)
Possible errors – after registrating on AN

Issue 1: After submitting the questionnaire, the system warns you that there may have duplications in Ariba network
Reason 1: Youmayalreadyhavealreadyclickedon the link once. The link for the registrationis validonlyfor onetime, if you
cannot finishthe registrationon Ariba Network dueto anyreason, the link expires.
Resolution 1: contact the buyerwhomyouarein contact with or the Ariba Operationalsupportto requesta new invitation



26

If yourCompanyalreadyhas an existingAriba Network account, but youasa userdo not havea userprofile, youcanregisteronein caseyoureceivean invitation to registration
or participatingon a tender

3.2. REGISTERING NEW USER PROFILE ON AN
From invitation e-mail

1
2

3

PROCEDURE/STEPS

Ʒ 1. Clickon the link in the e-mail youreceived

Ʒ 2. Clickon the„Signup” button

Ʒ 3. Fillout the form

Ʒ 4. Clickon„Createaccount and continue”
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3.2. REGISTERING NEW USER PROFILE ON AN
By the Admin of the AN account of the Supplier

3

2

If youarethe Administratorof theSupplier’sAriba Network account, youareallowedto giveaccessrightsto yourcolleaguesfor further collaborationwith companies
who areusingAriba Network

4

PROCEDURE/STEPS

Ʒ 1. Log in the Ariba Network

Ʒ 2. Clickon your initialsin the top right cornerof 
the page

Ʒ 3. Go to„Settings” 

Ʒ 4. Select„Users”



Ʒ 1. Checkthe type of roles

Ʒ 2. If youwant, youcancreatenewrole by clickingon the„+” button

Ʒ 3. Givethe new role a nameand description

Ʒ 4. Selectthe permissionsyouwant to includein the new role

Ʒ 5. Clickon„Save”

28

If youwant to registera newuserundertheCompany’sAN account, youhaveto managethe rolesyouwant to giveto the user

3.2. REGISTERING NEW USER PROFILE ON AN
By the Admin of the AN account of the Supplier
– Manage the roles

1

2

3

4

5

PROCEDURE/STEPS
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After managingthe roles, youcanadd the detailsof the newuser

3.2. REGISTERING NEW USER PROFILE ON AN
By the Admin of the AN account of the Supplier
– Manage the users

1

2

3

4

5

6

PROCEDURE/STEPS

Ʒ 1. Go to„ManageUsers” tab

Ʒ 2. If youwant to createnew user, clickon the„+” button

Ʒ 3. Fillout the form

Ʒ 4. Assignthe role youwant to the new user

Ʒ 5. Clickon„Done”
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If youalreadyhavean existingAriba Network userprofile underthe yourCompany’sAriba Network account, registeredwith the e-mail addresswherethe SAP Ariba 
registrationinvitationarrived, youcansimplylog in youraccount

3.3. ENTERING AN WITH EXISTING USER PROFILE
From invitation e-mail

1

2

3

PROCEDURE/STEPS

Ʒ 1. Clickon Log In button

Ʒ 2. Add yourUserNameand Password

Ʒ 3. Clickon„Continue”

YoucanonlyaccessINA Group relevant
documents, questionnairesin casethe
buyerin INA Group sentit out to your
userprofile
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If youwant to log in directlyfrom Ariba Network webpageto accessthe eventsor questionnairesyouareinvited to fill out, youhaveto follow the nextsteps

3.3. ENTERING AN WITH EXISTING USER PROFILE
From website

2 3

4 5

6

1 PROCEDURE/STEPS

Ʒ 1. Open the https://service.ariba.com
website

Ʒ 2. Choosethe option„Supplier”

Ʒ 3. Add yourUserNameand Password

Ʒ 4. Clickon„Login”

If you login for the first time, the systemwill
askyourbusiness role in yourcompany

Ʒ 5. Selectthe relevantrole

Ʒ 6. Clickon Continueto the„Ariba 
Network”

http://service.ariba.com/
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ARIBA NETWORK: START PAGE OF THE SUPPLIER

Inbox and outbox are available only 
for enterprise account. In case of 
standard account, the PO is visible 
from the PO notification emails.

!

3.4. PURCHASE ORDER CONFIRMATION 
Ariba network activities for suppliers
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ARIBA NETWORK ENTERPRISE ACCOUNT- THE SUPPLIER CAN SEE THE PO IN THE INBOX

3.4. PURCHASE ORDER CONFIRMATION
Ariba network activities for suppliers
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ARIBA NETWORK- PO LAYOUT- HEADER DATA 1.

3.4. PURCHASE ORDER CONFIRMATION
Ariba network activities for suppliers
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ARIBA NETWORK- PO LAYOUT- HEADER DATA 2.

Suppliers will see a quick 
note as a header text from 
the PO changes by the 
buyer in ZANCO

3.4. PURCHASE ORDER CONFIRMATION
Ariba network activities for suppliers
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ARIBA NETWORK- PO LAYOUT - ITEM DESCRIPTION

3.4. PURCHASE ORDER CONFIRMATION
Ariba network activities for suppliers
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ARIBA NETWORK- SERVICE PO LAYOUT

3.4. PURCHASE ORDER CONFIRMATION
Ariba network activities for suppliers

The subcontractor visible in AN PO form, 
if it has been added to the SAP PO .
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ARIBA NETWORK- SERVICE PO LAYOUT

3.4. PURCHASE ORDER CONFIRMATION
Ariba network activities for suppliers

In this case there is subitem in the PO (Service tab in the SAP PO item level), not only a main PO item.



39

ARIBA NETWORK- ORDER CONFIRMATION

3.4. PURCHASE ORDER CONFIRMATION
Ariba network activities for suppliers
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ARIBA NETWORK- ORDER CONFIRMATION- HEADER LEVEL

3.4. PURCHASE ORDER CONFIRMATION
Ariba network activities for suppliers
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ARIBA NETWORK- MATERIAL ORDER CONFIRMATION- ITEM LEVEL

3.4. PURCHASE ORDER CONFIRMATION
Ariba network activities for suppliers
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ARIBA NETWORK- MATERIAL ORDER CONFIRMATION- ITEM LEVEL

3.4. PURCHASE ORDER CONFIRMATION
Ariba network activities for suppliers

INA: the Dispatch Country 
and Country of Origin fields 
are read-only. The suppliers 
are not able to modify 
them.
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ARIBA NETWORK- MATERIAL ORDER CONFIRMATION- ITEM LEVEL

3.4. PURCHASE ORDER CONFIRMATION
Ariba network activities for suppliers
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ARIBA NETWORK- SERVICE ORDER CONFIRMATION- ITEM LEVEL

3.4. PURCHASE ORDER CONFIRMATION
Ariba network activities for suppliers
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ARIBA NETWORK- ORDER CONFIRMATION SUMMARY IN AN

3.4. PURCHASE ORDER CONFIRMATION
Ariba network activities for suppliers
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ARIBA NETWORK- THE PO STATUS CHANGED AFTER CONFIRMATION

3.4. PURCHASE ORDER CONFIRMATION
Ariba network activities for suppliers
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SUMMARIZE THE SUPPLIER ORDER CONFIRMATION

3.4. PURCHASE ORDER CONFIRMATION
Ariba network activities for suppliers

The supplier has 3 main option in the AN confirmation
1. Totally confirmed

2. Partially confirmed (only material, and rejection line level)

3. Rejection with comment

Further options
Å Attach documents –header and item level

Å Comment –header and item level

Å Change the delivery date

Å Change the quantity (as allowed by the AN rules)

Å MOL Group: 5% underdelivery

Å INA: 5% overdelivery, 99% underdelivery

Å Add the right Supplier Part ID  
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4.3 Feedback



49

In order to participateINA Group procurementprocedures, youasa Supplierhaveto have„Registered” status in our Ariba supplierdatabase. Forthiswe requireto fill out a 
registrationquestionnairethat canbe accessed

- in caseyouhavean Ariba Network useraccount underyourCompany’sAriba Network companyaccount

- and if the email addresslinked to yourAN useraccount is registeredasa contactdetail in our Ariba supplierdatabase.

If youdo not havepersonalAriba Network useraccount, youcanregister.

4.1. OPEN THE REGISTRATION QUESTIONNAIRE
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After succesfulsubmissionof Ariba Network supplieraccount and/or userprofile registration, the systemautomaticallyopensthe SAP Ariba questionnaire

4.1. OPEN THE REGISTRATION QUESTIONNAIRE
Automatically



51

If youhavean Ariba Network account but youarenot registeredon SAP Ariba portal, youcanaccessthe registrationquestionnairebyclickingon the link in the invitation
e-mail, and loggingin with yourexistingAriba Network useraccount.

4.1. OPEN THE REGISTRATION QUESTIONNAIRE
From invitation e-mail

1

2

3
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In caseyouwant to fill out the questionnairelater, youcanlog in with yourexistingAN account byusingthe https://service.ariba.comwebsite

4.1. OPEN THE REGISTRATION QUESTIONNAIRE
Logging in Ariba Network

2 3

4 5

6

1 PROCEDURE/STEPS

Ʒ 1. Open the https://service.ariba.com
website

Ʒ 2. Choosethe option„Supplier”

Ʒ 3. Add yourUserNameand Password

Ʒ 4. Clickon„Login”

If you login for the first time, the systemwill ask
yourbusiness role in yourcompany

Ʒ 5. Selectthe relevantrole

Ʒ 6. Clickon Continueto the„Ariba 
Network”

http://service.ariba.com/
http://service.ariba.com/
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4.1. OPEN THE REGISTRATION QUESTIONNAIRE
Logging in Ariba Network

1

2

3

PROCEDURE/STEPS

Ʒ 1. Clickon the trianglenearAriba 
Network at the top left cornerof the
page

Ʒ 2. Selectthe„Ariba ProposalsAnd 
Questionnaires” option

Ʒ 3. Clickon the link of the questionnaire
under„RegistrationQuestionnaires”
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4.2. FULFILLING THE REGISTRATION QUESTIONNAIRE
All Content

1

2

3

4

PROCEDURE/STEPS

Ʒ Onthe consol, youcanselectto seeall the questions

Ʒ 1. All content

Ʒ Oryouhavethe possibilityto openthe different parts
separatelybyclickingon their names

Ʒ 2. PROFILE DATA

Ʒ 3. BANK INFORMATION

Ʒ 4. Online BiddingTerms
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4.2. FULFILLING THE REGISTRATION QUESTIONNAIRE
1. Profile data

PROCEDURE/STEPS

Ʒ 1. Please checkout the prepopulated
data. If anymodificationis needed, 
please modify.

Ʒ 2. The questionswith the„*”are
mandatory

Ʒ Suppliername

Ʒ Address

Ʒ Local TaxID

Ʒ Companyregistrationnumber

Ʒ Uploadingthe Certificateof 
Incorporation

Ʒ 3. Clickon„Attacha file”

Ʒ 4. Browsethe file from yourcomputer

Ʒ 5. Click„OK”

1

2

3

4

5



56

4.2. FULFILLING THE REGISTRATION QUESTIONNAIRE
1. Profile data questions

Question (questions with * are mandatory
to be filled)

Description

1.1   Supplier name (limited to 40 characters)* The nameof yourCompany(the field is limited to 40 characters)

1.2    Supplier name (continuation, limited to 40 
characters)

The continuationof the 1.1

1.3    Address* The addressof yourCompany: Street, City*, State/Region, Postalcode*, Country/Region*

1.4    Local Tax ID* The local tax ID of yourCompany

1.5    EU VAT ID EU VAT ID of yourCompany(if applicable)

1.6    Company registration number* The Companyregistrationnumberof yourCompany

1.7    Please upload the Certificate of incorporation* Please attacha validCertificateof incorporationdocument

1.8    Global Ultimate Owner Name The nameof the Global UltimateOwnerof yourCompany

1.9    Global Ultimate Owner DUNS The identificationnumberof yourCompany’ Global UltimateOwnerin the Dan & Bradstreetinternationalcompanydatabase

1.10    DUNS number The identificationnumberof yourCompanyin the Dan & Bradstreetinternationalcompanydatabase

1.11    Please provide link to D&B Website Link to the publicDan & Bradstreetprofileof yourCompany

1.12    BvD9 Number The identificationnumberof yourCompanyin the Bureauvan Dijk internationalcompanydatabase
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4.2. FULFILLING THE REGISTRATION QUESTIONNAIRE
2. Bank information

PROCEDURE/STEPS – Part 1

Ʒ 1. Clickon the„Add BANK 
INFORMATION (0) text at the bottom of 
the section

Ʒ 2. Clickon„Add Bank data” button to
add Bank information

1

2
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4.2. FULFILLING THE REGISTRATION QUESTIONNAIRE
2. Bank information

PROCEDURE/STEPS – Part 2

Fillout the form. Mandatoryfieldsare:

Ʒ A) Country: Country of the Bank

Ʒ 1. Open the drop down menu

Ʒ 2. Select„Searchmore”

Ʒ 3. ChooseValuefor the Country by
typingthe namein the„Name” 
field

Ʒ 4. Click„Search”

Ʒ 5. Clickon„Select”

Ʒ 6. Clickon„Done

1

2

3 4

5

6

A
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4.2. FULFILLING THE REGISTRATION QUESTIONNAIRE
2. Bank information

Ʒ B) Name: Nameof the Bank who holdsthe
bank account

Ʒ C) Bank key/ABA routingNumber: Bank key 
is a country unique number, the accepted
lenghtdependson the Country youselected
(in Hungary it is the first 8 digitsof the Bank 
account)

Ʒ D) Account number: this linksthe account 
to the owner. The lenghtdependson the
Country youselected(in Hungary it is the
last 8 or 16 digitsof the Bank account 
numberwithout anydividers)

Ʒ E) IBAN number: onlymandatoryif the Bank 
keyand the bank account numbersarenot
available

Ʒ F) SWIFT code: the identifier codeof the
Bank

PROCEDURE/STEPS – Part 3

B

C
D

E
F
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1

4.2. FULFILLING THE REGISTRATION QUESTIONNAIRE
2. Bank information

Ʒ 1. After filling out the form, you
havethe possibilityto add the data
of an additionalbank account 
(Optional)

Ʒ 2. If youaredonewith addingthe
bank information, clickon the Save
button at the top right cornerof 
the page

PROCEDURE/STEPS – Part 4

1

2
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4.2. FULFILLING THE REGISTRATION QUESTIONNAIRE
2. Bank data questions

Question (questions with * 
are mandatory to be filled)

Description

Bank type Typeof the account holding bank (Domestic/Foreign)

Country* Country of the account holding bank

Name* Nameof the account holding bank

Bank Branch Branchof the account holding bank (optional)

Street Street of the account holding bank branch(optional)

City City of the account holding bank branch(optional)

State/Province/Region State/Province/Regionof the account holding bank branch(optional)

Postal Code Postalcodeof the account holding bank branch(optional)

Account Holder Name Nameof the holderof the bank account

Bank Key/ABA Routing Number(*) Bank key/ABA routingnumberof the account. Mandatorywith the Account number. In caseof Hungary, it is the first 8 digitsof the 16/24 
digit bank account number

Account Number(*) The numberof the account. Mandatorywith the Bank key. In caseof Hungary, it is the last 8/16 digitsof the bank account number

IBAN Number(*) Mandatoryif the Bank Key/ABA routingnumberand the Account numbercannotbe filled

SWIFT Code* Swift codeof the account holderbank

Bank Account Type Typeof the Bank account (Savings/Checking/ Investment) (optional)
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1

Ʒ 1. Selectthe languagefrom the dropdown

Ʒ 2. Clickon the filenamein blue

Ʒ 3. Selectthe„Downloadthisattachment” option

Ʒ 4. Read the document

Ʒ 5. Confirmyouracceptanceby selecting„Yes”

2

Pleasenote that without acceptingthe
Online BiddingTerms, youcannotbe a 
registeredsupplierof INA Group

3

4.2. FULFILLING THE REGISTRATION QUESTIONNAIRE
3. Online Bidding Terms

5

Ʒ In order to be registered, youhaveto approvethe Online BiddingTermsand Conditions

PROCEDURE/STEP
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4.2. FULFILLING THE REGISTRATION QUESTIONNAIRE
3. OBTC questions

Question (questions with * are mandatory to be 
filled)

Description

LocaleOBTC The languageon whichyouwant to downloadthe Online BiddingTermsand Conditionsdocument

File After selectingthe language, the file will appear, youcandownload.

Above document for the Online bidding terms and conditions 
(OBTC) must be accepted.  Please confirm that you accept the 
conditions 

In order to be fully registeredin the SAP Ariba system, youhaveto acceptthe OBTC
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Ʒ 1. After youfilled the questionnaire, clickon„Submit
EntireResponse” button

PROCEDURE/STEP

Ʒ 2. If anymandatoryinformationis missing, the
systemnotifiesyouat the relevantquestion(s) and 
at the top of the page. Completethe missing
information, and clickagain on„Submitentire
response”

Ʒ 3. ClickOK

Ʒ 4. The systemwill notify youif the submissionwas
succesful

1

2

4

3

4.2. FULFILLING THE REGISTRATION QUESTIONNAIRE
Submitting questionnaire
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After submittingthe questionnaireby
clickingon the„Go back to MOL Group 
Dashboard” link youcancheckthe
status of all the questionnairesyou
were invitedto fill out

After the approvalof the registration
questionnaire, youwill receivean 
automaticemail.

4.3. FEEDBACK
Status of the questionnaire
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1. Technical
ovSLPerview

2. Supplier self-
registration

request
3. Ariba Network

4. SAP Ariba 
Registration

Questionnaire

5. SAP Ariba 
Qualification

Questionnaire

6. SAP Ariba 
Modular

Questionnaire

5. SAP ARIBA QUALIFICATION QUESTIONNAIRE

- Frominvitation e-mail

- Loggingin Ariba Network

4.1 Open 
qualification
questionnaire

- All content

- Finance

- Legal

- Antifraud

- Submittingquestionnaire

4.2 Fulfilling
qualification
questionnaire

- Status

- Approval

- Requestingmore information

- Denial

4.3 Feedback
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Tobecomea qualifiedsupplierof INA Group, youhaveto fill out a qualificationquestionnaire. Thisquestionnaireis sentout byour buyersduringtenders.

PROCEDURE/STEP

Ʒ 1. Youwill receivean invitationemail with a link to the
questionnaire

Ʒ 2. Clickon the link

Ʒ 3. Log in the Ariba Network with youraccount

1

2

3

5.1. OPEN THE QUALIFICATION QUESTIONNAIRE
From invitation e-mail
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After loggingin the Ariba Network account, the systemautomaticallyopensthe SAP Ariba qualificationquestionnaire

5.1. OPEN THE QUALIFICATION QUESTIONNAIRE
From invitation e-mail
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5.1. OPEN THE QUALIFICATION QUESTIONNAIRE
Logging in Ariba Network

In caseyouwant to fill out the questionnairelater, youcanlog in with yourexistingAN account byusingthe https://service.ariba.comwebsite

PROCEDURE/STEPS

Ʒ 1. Open the https://service.ariba.com
website

Ʒ 2. Choosethe option„Supplier”

Ʒ 3. Add yourUserNameand Password

Ʒ 4. Clickon„Login”

2 3

4

1

http://service.ariba.com/
http://service.ariba.com/
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5.1. OPEN THE QUALIFICATION QUESTIONNAIRE
Logging in Ariba Network

1

2

3

PROCEDURE/STEPS

Ʒ 1. Clickon the trianglenearAriba 
Network at the top left cornerof the
page

Ʒ 2. Selectthe„Ariba ProposalsAnd 
Questionnaires” option

Ʒ 3. Clickon the link of the questionnaire
under„QualificationQuestionnaires”
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5.1. OPEN THE QUALIFICATION QUESTIONNAIRE
Logging in Ariba Network

Underthe QualificationQuestionnairesectionyoucanaccessthe supplierqualificationquestionnaire. At the Commodityand the Regionscolumn
youmayseecommoditiesand regionswhichareirrelevantfor you. Asthe questionnairecontainsgeneraldata, everysupplieris qualifiedfor 
everyCommodityand Regionavailablein INA and MOL Group evenif not all of them arerelevantfor the suppliers.
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5.2. FULFILLING QUALIFICATION QUESTIONNAIRE
All Content

1

2

3

4

PROCEDURE/STEPS

Ʒ Onthe consol, youcanselectto seeall the questions

Ʒ 1. All content

Ʒ Oryouhavethe possibilityto openthe different parts
separatelybyclickingon their names

Ʒ 2. FINANCE

Ʒ 3. LEGAL

Ʒ 4. ANTIFRAUD
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5.2. FULFILLING QUALIFICATION QUESTIONNAIRE
Finance section questions – Part 1

Question (questions with * are
mandatory to be filled)

Description

1.1   Number of own employees* Howmanyemployeesdid yourcompanyhavein the last fiscalyear

1.2   Year of the last financial data
(Last completed fiscal year)*

Please add the year(in YYYY format) whichis relevantfor the financialdatayouprovidein the questionnaire

1.3   Please select the currency from the list in 
which you will provide the financial data*

Please selectthe currencyfrom the list whichis relevantfor the financialdatayouprovidein the questionnaire

1.4   Please upload the financial statement from 
the last year financial year*

Attachmentis necessary

1.5   Equity* Please add the valueof Equity of the yearthat youindicatedin 1.2

1.6   Total equity and liabilities* Please add the valueof Total equityand liabilitiesof the yearthat youindicatedin 1.2

1.7   Equity ratio: Equity/Total equity and 
liabilities*

Pleaseadd the Equity ratio by using the following formula:divide the amounts you provided in the „Equity” and in the 
„Total equity and liabilities” fields and select the valuethat covers the result of your calculation.

1.11   Last year's sales* Salesvalueof the lastcompleted fiscal year(the yearyouindicatiedin 1.2)

1.12   Previous year's sales* Salesvalueof the yearbeforethe lastcompleted fiscal year(the yearyou indicatiedin 1.2 minus1 year)

1.13   Development of Turnover: (Last year’s sales-
Previous year’s sales)/Previous year’s sales.*

Please add the developmentof turnoverbyusingthe followingformula: withdraw the amount you provided in the 
„Previous year’s sales” from the amount you provided in the„Lastyear's sales” fields, then divide the result with the 
amount provided as the previous year’s sales and select value.
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5.2. FULFILLING QUALIFICATION QUESTIONNAIRE
Finance section questions – Part 2

Question (questions with * are
mandatory to be filled)

Description

1.17   Current assets Assetsvaluein the lastcompleted fiscal year(the yearyouindicatiedin 1.2)

1.18   Short term liabilities Valueof short term liabilitiesin the lastcompleted fiscal year(the yearyou indicatiedin 1.2)

1.19   Liquidity: Current assets/Short term liabilities Pleaseadd the Liquiditybyusingthe followingformula:divide the amounts you provided in the „Current assets” and in 
the „Short term liabilities” fields.

1.23   Net Income Valueof the net incomein the last competedfiscalyear(the yearyou indicatedin 1.2)

1.24   The company's age
Date of company registration

Please selectthe right valuefrom the dropdown

1.28   Currently, or within the last 5 years has the 
company been subject of any investigation, claim or 
proceeding relating to financial integrity, valid 
reporting? (low impact tax related issues excluded)

Please selectthe correctanswer

1.31   Additional Documents Youhavethe possibilityto attachdocumentsto the questionnaire
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5.2. FULFILLING QUALIFICATION QUESTIONNAIRE
Legal section questions

Question (questions with * are mandatory to be filled) Possible answers

2.1   Is your company under bankruptcy, liquidation or dissolution proceedings?* Yes/No

2.4   Is your company’s tax number suspended?* Yes/No

2.7   Is you company under law enforcement, receivership, injunction?* Yes/No

2.10   Is any owner (private person or legal entity), subsidiary, joint venture, director, officer, employee of your company under any sanctions or 
international operational restrictions?*

Yes/No

2.13   Is your company or owner, director, officer of your company under any other prohibition or limitation regarding your company's business?* Yes/No

2.16   Is or was your company involved in any lawsuit against any MOL Group member at present or in the last three years? Yes/No

2.19   Has your company been subject of any investigation, claim or proceeding relating to anti-trust (e.g. cartel, dominant position matters etc.) or fair 
competition in the past 5 years?*

Yes/No

2.22   Does your company operate a competition law compliance programmeor has a process to assess, detect, prevent and tackle competition law risks?* Yes/No

2.23   Has your company been subject to any investigation, claim or proceeding relating privacy or information security breaches in the past 5 years?* Yes/No

2.26   Does your company have company a process to assess, detect, prevent and tackle information and data security risks andbreaches (including the 
process to report personal data breaches to the authority/data subjects, as necessary based on law) risks?*

Yes/No

2.27   Have your company's principal shareholders, subsidiaries, or any of the executives ever been subject of any investigation, claim or proceeding relating 
to money laundering or terrorist financing?*

Yes/No

2.30   Does your company have a process to assess, detect, prevent, document and tackle money laundering or terrorist financing risks?* Yes/No

2.31   Additional Documents Attachment
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5.2. FULFILLING QUALIFICATION QUESTIONNAIRE
Antifraud section questions

Question (questions with * are mandatory to be filled) Possible answers

3.1   Currently, or within the last 5 years the company, principal shareholders, subsidiaries, or any of the executives has beensubject of any 
investigation, claim or proceeding relating to bribery or corruption offences*

Yes/No

3.5   Does the company have a process to assess, detect, prevent and tackle bribery and corruption risks?* Yes/No

3.6   Any principal shareholders, subsidiaries, or any of the executives of the company within the last 5 years has been investigated, prosecuted or 
convicted in any jurisdiction for fraud or fraudulent business activities*

Yes/No

3.10   Does the company have a process to assess, detect, prevent and tackle fraud or fraudulent business activities risks?* Yes/No

3.11   Been the company or any principal shareholders, subsidiaries, or any of the senior officers/managers convicted of a criminal offence or any 
other act of grave misconduct in the course of your business or profession?*

Yes/No

3.15   Other business enterprise of any principal shareholders or any of the senior officers/managers currently, or has ever been subject of any 
investigation, claim or proceeding relating to any of the above mentioned misconducts?*

Yes/No

3.19 Additional Documents Attachment
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5.2. FULFILLING QUALIFICATION QUESTIONNAIRE
Submitting questionnaire

Ʒ 1. After youfilled the questionnaire, click
on„SubmitEntireResponse” button

Ʒ 2. If anymandatoryinformationis missing, the systemnotifies
youat the relevantquestion(s) and at the top of the page. 
Completethe missinginformation, and clickagain on„Submit
entire response”

Ʒ 3. ClickOK

Ʒ 4. The systemwill notify you if the
submissionwassuccesful

3

1

2

4
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5.3. FEEDBACK
Status of the questionnaire

Ʒ After submittingthe questionnaireby clickingon the„Go back to MOL Group Dashboard” link youcancheckthe status of all the
questionnairesyouwere invitedto fill out
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5.3. FEEDBACK
Approval

In casethe answerson the qualificationquestionnaireareclearand acceptable, the expertsapproveyourqualification. Yourstatus is 
Qualifiedand the validityof the qualificationis 1 year.

Please note that the„Qualified” status doesnot
meanautomaticawardingon a sourcingprocedure!
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5.3. FEEDBACK
Requesting more infomation

Ʒ 1. The expertsarecheckingand validatingthe answersand if they
needmore information, they sendback the questionnairefor 
correctionwith a comment 

Ʒ 2. Clickon the link and log in the Ariba Network profile

Ʒ 3. The systemwill direct youto the questionnaire. The status of the
Questionnaireis „PendingResubmission”

Ʒ 4. Clickon the„Reviseresponse” button

Ʒ 5. Click„OK”

1

2

3

4

5
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5.3. FEEDBACK
Requesting more infomation

Ʒ Byclicking„OK”, youwill openthe qualificationquestionnairefor 
modification. At the top of the pageyoucanseethe latest comment 
from the INA Group expert.

Ʒ 1. Modify the datathey requested

Ʒ 2. Clickon„SubmitEntireResponse” button

Ʒ 3. The status of the questionnairewill changeto„PendingQualification
Approval”

2 3

1
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5.3. FEEDBACK
Denial

In casethe answerson the qualificationquestionnairearenot acceptable, the expertscandenythe qualificationprocedure. In suchcaseyou
will receivean automaticemail about the denial.
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1. Technical
overview

2. Supplier self-
registration request

3. Ariba 
Network

4. SAP Ariba 
Registration

Questionnaire

5. SAP Ariba 
Qualification

Questionnaire

6. SAP Ariba Modular
Questionnaire

6. SAP ARIBA MODULAR QUESTIONNAIRE

- Frominvitation e-mail

- Loggingin Ariba Network

4.1 Open 
modular
questionnaire

- All content

- Certificates

4.2 Fulfilling
modular
questionnaire

- Approval

- Requestingmore 
information

- Denial

- Certificates

4.3 Feedback
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6.1. OPEN THE MODULAR QUESTIONNAIRE
From invitation e-mail

PROCEDURE/STEP

Ʒ 1. Youwill receivean invitationemail with a link to
the questionnaire

Ʒ 2. Clickon the link

Ʒ 3. Log in the Ariba Network with youraccount

Thereareproceduresin caseadditionalquestionnaireshaveto be 
filled out. 

In casethe sourcingprocedureyouareparticipatingmediumor
highHSE riskrelevant, youhaveto fill out a generalHSE 
questionnaire.

If the procedureis relevantfrom carriageof dangerousgoods, you
will receiveappendiciesto checkand approve

1

2
3
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6.1. OPEN THE MODULAR QUESTIONNAIRE
From login to Ariba Network

2

1

Youcanreachout the Modularquestionnairesdirectlyfrom loggingin the Ariba Network profile

PROCEDURE/STEP

Ʒ 1. Log in the Ariba Network with youraccount

Ʒ 2. Open the questionnaireby clickingon the name
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6.2. FULFILLING MODULAR QUESTIONNAIRE
HSE questionnaire

PROCEDURE/STEP

Ʒ 1. Selectthe answersin the drop
downs

Ʒ 2. In caseof certificatetype
questions, if youchoose„Yes” asthe
answer, clickon„Details”

Ʒ 3. Fillout the Certificateform

Ʒ Issuer

Ʒ Year of Publication

Ʒ Certificatenumber

Ʒ CertificateLocation

Ʒ Effectivedate

Ʒ Expirationdate

Ʒ Attachment

Ʒ Description

Ʒ 4. Submitby clicking„OK”

Ʒ 5. Clickon„SubmitEntireResponse” 
and then„OK”

1

2

3

4

5
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6.2. FULFILLING MODULAR QUESTIONNAIRE
HSE questionnaire questions

Question (questions with * are mandatory to be filled) Possible answers

1 Do you understand and accept the HSE Appendix (valid for you and your subcontractors)? + link to the document (folder behind the link, 
because it is different for the countries)
By selecting „Yes” you accept to take full responsibility to have the conditions and stipulations laid down therein fully understood and kept by all 
your employees as well as all your subcontractor’s employees during the work performed, in case of a contractual relationshipwith INA or MOL
Group

Yes/No

4   Do you accept that your company might be subject to a pre-qualification audit by MOL Group, and it is a precondition for contracting? Yes/No

7   Will you ensure all legally required permits, licenses, authorizations, qualifications, competencies for your company, employees and 
subcontractors prior to commencing any contracted activity?

Yes/No

10   Do you ensure that all machines, equipment, tools etc. are fit for purpose, are properly maintained and have all the legally required 
certificates?

Yes/No

13   Did your company suffered or caused a fatal accident or a major breakdown, fire, explosion or environmental pollution with damage higher 
than total 100 000 USD in the last 3 years?

Yes/No

16   Does your company have valid OHSAS 18001 certificate? Yes/No (details)

17   Does your company have valid ISO 14001 certificate? Yes/No (details)

18   Does your company have valid SCC certificate? Yes/No (details)

19   Hereby I declare that I understand that my company can be subject to an audit from MOL Group member company in order to verify that my 
company operates an effective HSE Management System to ensure safe execution of activities and control over subcontractors

I confirm

20   Documents Attachment
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6.3. FEEDBACK
Approval

In casethe answerson the modular
questionnaireareclearand acceptable, the
expertsappveit. The validityof the qualification
is 1 year.
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6.3. FEEDBACK
Requesting more infomation

Ʒ 1. The expertsarecheckingand validatingthe answersand if they
needmore information, they sendback the questionnairefor 
correctionwith a comment 

Ʒ 2. Clickon the link and log in the Ariba Network profile

Ʒ 3. Clickon the„Reviseresponse” button

Ʒ 4. Click„OK”

1

2

3

4
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6.3. FEEDBACK
Requesting more infomation

Ʒ Byclicking„OK”, youwill openthe qualification
questionnairefor modification. At the top of the page
youcanseethe latest comment from the INA Group 
expert.

Ʒ 1. Modify the datathey requested

Ʒ 2. Clickon„SubmitEntireResponse” button

1

2
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6.3. FEEDBACK
Denial

In casethe answerson the modular
questionnairearenot acceptable, 
the expertscandenythe procedure. 
In suchcaseyouwill receivean 
automaticemail about the denial.
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Youcanaccessthe uploadedcertificatesdirectly from the Ariba Network Proposalsand Questionnaires
tab. Youcanseeall the necessaryinformation.

In caseanyof your certificatesis about to expire, the system
will sendyoua reminderto uploadthe validonein the
HSE_Questionnaire.

6.3. FEEDBACK
Certificates



THANK 
YOU!


