
Supplier Onboarding and Supplier Master Data 
Management Reference Guide

SAP Business Network (SBN)



Register Supplier Master Data

1. The invitation to register with Woodside will 
initiate a registration to establish a connection to 
commence the onboarding process. ​

Note: The screen shots are provided for illustration 
purposes only.  They have been generated within a test 
environment and will reference multiple Woodside 
entities. ​

If you have any questions about your invitation or 
registration, contact 
suppliermaintenance@woodside.com for assistance. ​

For first time users, the first person who accepts the 
invitation will become by default the System 
Administrator for your Ariba Account.



How to Connect with Woodside

2. Creating a new SAP Business Network:
If your organisation is new to the SAP Business 
Network.
• Click ‘Create new account’.

3. Registering as an existing SAP Business 
Network:
If your organisation already maintains a SAP 
Business Network Account, log in using your 
existing credentials.
• Click ‘Use existing account’.
• Enter your Username and Password.
• Click Continue to register.



Creating New Account 

When your organisation is creating a new SAP 
Business Network account:

4. Your company information will be auto-
populated. Update any details that are incorrect. 

5. Your email address will be automatically 
populated based on the email that received the 
invitation.  
• Tick ‘Use my email as my username’ if this is 

your preference or create ​your unique 
Username as per the email format 
requirements.

• Create your password, using the character 
requirements.​

• Click ‘Create account’.



SAP Ariba Account Connection

6. An email notification ​will be sent to confirm your 
email address.
• Click on ‘Confirm email’

Once confirmed you will receive an email 
notification  ​’Welcome to SAP Business Network’.
This email will contain your account details, including 
your unique Ariba Network ID (ANID). In SAP 
Business Network this is used as a​ unique identifier 
and can be used to verify account.



Completing the Registration 

Supplier Registration Questionnaire:
Once you have completed the initial registration you 
will be directed into the Ariba Proposals and 
Questionnaire page.

There are two questionnaires that need to be 
completed for Onboarding:

7. Supplier Registration Questionnaire
8. Supplier Due-Diligence Questionnaire

Note: Use the Supplier Registration Questionnaire for all 
supplier onboarding and Supplier Master Data updates.



Supplier Registration Questionnaire

9. Review the Pre-Populated Details
Confirm the registered company name that has 
been automatically populated in the form. Ensure 
the name matches your legally registered entity
exactly.

Validating Registered/Trading Name
Ensure both the Registered Name/Legal Entity 
Name and Trading Name are entered correctly 
and consistently.

Correct Any Inaccuracies
If the registered company name is incorrect, 
update the field to reflect the accurate legal 
entity name as recognised by your official 
business registration records.
• Click ‘Save draft’ to save the questionnaire at 

any point.

Note: Please use ‘Capitals’ when filling in mandatory 
fields.



Banking Information  

10. Click on ‘Add Bank Information’ in the bank 
information screen.

11. A new screen will open. Click on ‘Add Bank 
Information’. 



Banking Information

12. Complete banking information, including all 
mandatory fields.

13. Once all fields are populated, attach Business 
Letterhead or Bank Letter ‘Add Attachment’.

• Click ‘OK’, the system will return you to the 
Supplier Registration Questionnaire.

Note: Multiple bank accounts can be added but only 
one bank account ​per account currency.​



Tax Information

14. Click on ‘Add Tax Information’ to provide your 
company’s tax details. New screen will open Click 
on ‘Add Tax Information’.

15. Enter the Tax Country/Region which will drive the 
Tax information field requirement for that
Country.

16. Enter in the Tax ID reference.
• Click ‘Save’ to save the tax details entered, 

and you will be taken back to the main
questionnaire.



Supplier Registration Questionnaire

17. Review the full questionnaire once you have 
confirmed all information is correct, click 
‘Submit Entire Response’. A pop-up box 
‘Submit the response’ will appear, click ‘OK’ to 
complete Supplier Registration.

18. Once complete this will show you the current 
status of ‘Pending Approval’.

Note: If any mandatory fields or required 
attachments are incomplete, an error will appear 
which will need to be actioned.



Supplier Due-Diligence Questionnaire

19. Click the ‘Supplier Due-Diligence 
Questionnaire’ to continue.

20. Once completed questionnaire click on ‘Submit 
Entire Response’.

• A pop-up box ‘Submit Entire Response’ will 
appear. Click ‘OK’ to submit Supplier Due-
Diligence Questionnaire. 

This finalises the completion of 
both required questionnaires

Note: Supplier Due-Diligence Questionnaire is only 
required for Onboarding.
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