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Step 1: Open the New PO
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From the Email containing 

the PO details select:

Process order

1

1



Step 2: Review Duplicate Accounts
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This screen may pop up if 

some of the information on 

the PO matches a 

company already in the 

network. Click to see the 

list of registered 

companies.



Step 2: Review Duplicate Accounts

5

If you find the account you 
are looking for, you can 
contact the account’s 
administrator  to request 
access
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Step 3: Create Account
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Create your account using 

the “Sign up” button
1
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Step 4: Input your Account’s Information
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Input your basic company 
and user information

Note: Some fields might 
have been automatically 
filled in, check this for 
inaccuracies

If this box is checked, your 
username will default to 
your email. If you wish to 
chose a different username, 
uncheck this box and type 
in a username in email 
format. This does not need 
to be a valid email
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Step 4: Input your Account’s Information
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After you have read the 

Terms of Use and SAP 

Ariba Privacy Statement, 

check these boxes

Click Register
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Step 5: Final Review of Duplicates
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You may see this notice 
once again. If so, click 
“Review accounts”

If you are confident that 
there is no match for 
existing accounts, click 
“Continue Account Creation”
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Step 6: Identify Primary Business Role
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Select from the list of 

options your primary 

business role in the 

company

Click here to finish 

registration
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