
How to Register as a Supplier
January 2025



Yanni v. Roy-Jiang - EVP Purchasing
“Dear Partner, Webasto is heading for a digital future. So, we have 
decided to streamline our procurement processes by partnering with 
SAP Ariba®. We believe this transformation will strengthen our 
relationships and enables more robust collaboration and partnering.

We look forward to embarking on this journey with you! Thank you 
for taking part in one of our largest transformation projects and 
strengthening our partnership.”

Jan-Kristof Hohenstein - EVP Purchasing & Supplier Quality

“Dear Partner, Webasto is heading for a digital future. So, we 
have decided to streamline our procurement processes by 
partnering with SAP Ariba®. We believe this transformation 
will strengthen our relationships and enables more robust 
collaboration and partnering.

We look forward to embarking on this journey with you! Thank 
you for taking part in one of our largest transformation 
projects and strengthening our partnership.”



Welcome to Webasto
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… Feel the drive

We are pleased with your interest to be part of our Webasto team. We look forward to embarking on this journey with 

you! Thank you for taking part in one of our largest transformation projects and strengthening our partnership.

▪ To register in Webasto ARIBA System, you will need to follow two steps:

1. Create ARIBA Network Account or Log into your existing account and 
2. Register Webasto

▪ This quick guide describes how you can create and log in into an account in Ariba Network Account and after, 
register as a new supplier Webasto.

At the end of this quick guide you will be able:

• To log in ARIBA Account Cloud
• Submit the questionnaire “General Supplier Details”
• Submit the questionnaire “General Master Data”
• Received two confirmation e-mails from Administration ARIBA/Webasto

In case of any questions, feel free to reach out to your known supplier owner or let us 

know your question sending us an email to our central mailbox WeBuy@webasto.com.!

mailto:WeBuy@webasto.com
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Please be informed that the following steps should be performed on a private browser for 

security reasons.
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1. Getting Started: Registration Invitation



1. Getting Started: Registration Invitation

- 6 -

You will receive an email for the registration invitation with 

following subject.

Please click on the link Click Here to get forwarded to the 

registration page.

1

2
Please, check if email went to SPAM 

box, or getting in touch your supplier 

owner if you didn’t receive registration 

invite yet. 

2

1

!

The person who receives the 

registration link is the one who 

must register. The email cannot be 

forwarded 

• If a new recipient is needed their 

buyer must directly send the new 

recipient a new link

!



1. Getting Started: Registration Invitation
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If you don‘t have an Ariba Network (AN) account 

please click on Create new account.

If you already have an Ariba Network (AN) account 

please click on Use existing account.

Log in your ARIBA Network (AN) account filling with 

your User Name (e-mail format) and Password

4

3

After the e-mail invitation, you will open the ARIBA 

system: 

 

5

5

3

4
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2. Ariba Network Registration



Validate the pre-filled company information. 

Create an AN Account by entering a Name, a Username and 

Password

Accept the Terms of Use and SAP Ariba Privacy Statement

Click on Create account

2

1

• The Username needs to have the format of an e-mail 

address, but doesn‘t need to be a correct e-mail address.

• The Password must contain minimum eight characters 

including upper and lower case letters, numeric digits, and 

special characters.

1

2

!

2. Ariba Network Registration
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2
3

4

3

4



You will receive an Ariba Commerce Cloud e-

mail requesting confirmation if your e-mail

Select Confirm Email

5

2. Ariba Network Registration
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Enter Product and Service Categories and Ship-to 

or Service Locations by searching and clicking Add      

Check the box. 

After the AN Ariba registration, you will receive an 

Ariba Commerce Cloud e-mail as confirmation.
7

The fields Product and Service Categories and 

Ship-to or Service Locations are Ariba specific 

fields and are not relevant for Webasto. If you can 

not find your Category, please select a similar 

one.

!

6

2. Ariba Network Registration
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3. Ariba Network Log in
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... Now we are going to fill Webasto registration...
2. Ariba Network Log in

Log into your account using your credentials.11



2

3
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You will automatically get forwarded to the Ariba 

Proposals and Questionnaires dashboard. In Webasto 

Group session to register. 

Click on Complete Registration

You will automatically get forwarded to the questionnaire 

not submitted yet, the Supplier – General Master Data.

3

2

... Now we are going to fill Webasto registration...

You will access all questionnaire, events and certificates ….

2. Ariba Network Log in
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4. Registration Process: 
Supplier – General Master Data



4. Registration Process
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Supplier – General Master Data
You will automatically get forwarded to the Ariba Proposals and 

Questionnaires dashboard. In Webasto session to register.

2

1

3

... Now we are going to fill Webasto registration...
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If you are already a registered 

supplier of Webasto, there is 

data pre-filled that is not 

editable. Fill out the missing 

fields and Submit the 

Questionnaire. If updates are 

needed, after submitting and 

being approved by Webasto 

you will be able to edit.

!

Complete all information required. You can 

scroll down to navigate on form. 
2

3

3

Or you can use the menu – events contents

4. Registration Process
Supplier – General Master Data

3 2

!



Navigate until Tax & Bank Data

Click Add Tax Data

Click Add Tax Details

Choose your country
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5

4

7

6

5

4

7

6

4. Registration Process
Supplier – General Master Data



Enter the tax fields, that pop-up. If you want to know, which tax

fields are mandatory you can click on Save Draft and the system 

will tell you. (Like VAT Registration Number in this screenshot)

You can add another Tax information: Click on Add an 

additional Tax Details

After Tax details filled, scroll up and click Save

You can add a maximum of four Tax Details, by clicking on „Add

an additional Tax Details"!
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9

8

10

9

8

10

4. Registration Process
Supplier – General Master Data



Click Add Banking Data

Click Add Bank Details

Enter mandatory fields as

• Country,

• Account Holder Name,

• Bank Key and Account Number

• Or just add your IBAN Number

Enter a bank currency

Scroll up and click on Save in the top right corner,

If it is necessary to add more than one bank account. Click

on "Add an additional Bank Detail“

You can add up to 4 Bank account data.
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You should fill the mandatory fields with at least, one specific 

country bank account data.!

12

11

13

14

15

13

12

14

15

11

4. Registration Process
Supplier – General Master Data

Some countries have specific rules, click here to check them:

• Mexico

• Canada



4. Registration Process
Mexican Bank Data

If your Bank Data is from Mexico, please add it in the 

following manner:

• Add your Clabe in Account Number field

• The Bank key needs to be the first 3 digits of your 

clabe



4. Registration Process
Canadian Bank Data

If your Bank Data is from Canada

Then you need to insert your Bank Details as such:

Bank Key field:

0 + Bank code + Transit

Account Number field:

Add your Account Number

Example:

Account Number: 1234567

Transit: 12345

Bank code: 001

In this example case, Bank key would be: 000112345



Navigate to the Document Proof section and upload a 

verification document of your bank and tax data by clicking 

Attach a file

Enter E-Mail Address for payment notification
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17

16

17

16

4. Registration Process
Supplier – General Master Data
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Read and accept the requirements to be a Webasto Supplier. If you agree, choose YES for all questions. 

4. Registration Process
Supplier – General Master Data

Enter an email address to receive the Purchase Orders.

Click Submit Entire Response

Confirm the response with OK

18

19

20

21

18

19

20

21
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4. Registration Process
Supplier – General Master Data

The status of the Supplier – General Master Data questionnaire will be automatically set to “Pending Approval”.

After your Supplier – General Master Data submission, you will receive an Webasto e-mail as confirmation. 22

23

22

23



Checklist
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Just to confirm if all steps to registration in Webasto Account were done: 

❑ I logged in to our company’s Ariba Network Account

❑ I have submitted the questionnaire “General Master Data”

❑ I received two confirmation e-mails from Administration ARIBA/Webasto

Welcome to Webasto and… Feel the drive

In case of any questions, feel free to reach out to your known 

Supplier Owner of Webasto or let us know your question sending us 

an email to our central mailbox WeBuy@webasto.com.!

mailto:WeBuy@webasto.com
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