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SAP Business Network
Create a New Account

4

SAP Business Network is a platform that fosters collaboration between buyers and 

suppliers.
By registering on to SAP Business Network, a supplier can collaborate on registration and 
qualification projects, participate in sourcing events, and collaborate on contracts.

To initiate the registration process for a new supplier on SAP Ariba, a Schindler user 

sends an invitation email to the supplier, which includes a link to access the SAP 
Business Network website.
Upon receiving the email, the new supplier can create an account by clicking on the link 

highlighted in the email to be redirected to the login page.

Please note

The registration link can be used only once and is valid for 72 hours.

- When accessing the link, make sure to complete the account creation process, as the 
link will expire after use. 

- If your link has expired, please contact your Schindler reference person to request a 
new invitation for registration.

If you already have an account, you can log in directly (skip the next two slides).

- If you encounter any issues with your existing account, please contact SAP platform 
support (not Schindler).
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Click on “Create new account”, to create your new account. If you already have an SAP Business Network account, you can select “Use 

existing account” and use your credentials to log in. Fill in the SAP Business Network registration form with company general information. 
A confirmation email will be sent to your email address once the form has been submitted.

SAP Business Network
Create a New Account
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Click on “Create new account”, to create your new account. If you already have an SAP Business Network account, you can select “Use 

existing account” and use your credentials to log in. Fill in the SAP Business Network registration form with company general information 
and then click on “Create Account”. A confirmation email will be sent to your email address once the form has been submitted.

SAP Business Network
Create a New Account

Supplier SRL

Confirmation email:

1 2 3

4
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SAP Business Network
Create a New Account
Click the link in the confirmation email to be redirected to the Sap Business Account page, select “Continue account creation”.

Fill in the required information with the Product Category and the Ship to Location. Alternatively select “Remind me later”.
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Once the supplier has created their SAP Business Network account, they can use their credentials to access the platform at any time.

If user forgot Username or Password, they could click on “Forgot Username Password” link and follow the proposed procedure.

SAP Business Network
Log In to SAP Business Network
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SAP Business Network
Accept the TRR (Trading Relationship Request)

9

A Trading Relationship in SAP Ariba (SAP Business Network) is the digital link 

between Schindler and the supplier. Requested by SAP Ariba, it allows both parties 
to securely exchange documents like Purchase Orders (POs). Without this active
connection, a supplier cannot transact for that buyer.

To confirm the relationship accepted:

1.Once logged in, click your user initials > Settings then select Customer 
Relationships.
2.If you still see the relationship listed under Pending, check the box to the left of 

the customer and click Accept.
3.If you do not see the relationship under Pending, click the drop down menu and 

select Approved to view the approved relationship

If you would like current or future trading relationships to be Automatically

accepted, please ensure that this preference is turned on at the top of the page.

To set your account to manually review all relationships, follow these steps:
1.Click on Classic View on the right.
2.From the customer relationships page, click on the Current Relationships tab.

3.Select Manually review all relationship requests and click the Update button.
4.All future relationships will need to be reviewed and will wait in 

the Pending section of your account.

1

2

3
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Once logged in, the system displays the home page of the SAP Business Network. Here, the supplier has access to registration and 

qualification questionnaires, and has the option to open, fill out, and review the questionnaires once submitted. 

In the “Events” section, Sourcing Events to which the supplier has been invited to participate are displayed.

By clicking on the round button with your initials, that can be found in the top right corner of the page, user can manage their profile.

SAP Business Network
Home Page (1 / 2)

ST



© Schindler 2026 We Elevate II I11

Once logged into SAP Business Network, the supplier will be able to navigate to the different sections by clicking on the dropdown menu, in 

the top right corner of the page.

A. Ariba Proposals and Questionnaires. By selecting the option ‘Ariba Proposals & Questionnaires’ the supplier will access a page with 
all the events related to Schindler Registration (fulfilment of Schindler Registration Form), Qualification (fulfilment of Qualification Forms) 

and Sourcing.

B. Ariba Contracts. Contract negotiation with the suppliers is done directly inside Ariba platform. By selecting the option ‘Ariba Contracts’ 

the supplier will access a page with all the tasks related to Schindler contracts negotiation.

SAP Business Network
Home Page (2 / 2)

A

B

ST
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By clicking on the “?” icon and then selecting ‘Help Center’ option, supplier will access the Ariba Network Help Center.

On Help Center Home page, suppliers can either search for information on a specific topic using keywords or explore the sections “Topics 
Recommended for You”.

SAP Business Network
Help Center

In the “Learning” section, the supplier gains access to SAP 

product documentation, release updates, tutorials, and other 
resources, categorized under “Ariba Network Supplier” and 
“Tutorial” sections.

ST
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To change the email address related to your profile, click on the round button with your initials, that you can find in the top right corner of the 

page and select My Account.

In “Account Information” section, change the information entered in Email Address field with your current email address. Then click Save.

SAP Business Network
Change Email Address Related to Your Account

Supplier SRL

SupplierSRL@test.com

ST

SupplierSRL@test.com

Mario
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SAP Business Network
Change Email Address Related to Your Company

14

To change the email address related to your company, click on the round button with your initials, that you can find in the top right corner of 

the page and select Company Profile.

On the left side of the Company Profile page, select “Contacts”. Then select “Edit”.

ST

Supplier SRL

SupplierSRL@test.com

Supplier SRL

ST
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Users with multiple accounts in SAP Business Network can link them to log in with a single credential and switch between them seamlessly. 

To link multiple user accounts that have been created for the same email address, click on the round button with your initials, that you can find 
in the top right corner of the page, and select “Link User IDs”.

In the Link User IDs page, enter the credential of the other account in the “No Approval Needed” section. Click on “Link Accounts”. The 

system has now linked the two accounts. Supplier can check it by clicking on the user icon in the top right corner of the page.

SAP Business Network
Link Multiple User Accounts

Supplier SRL

SupplierSRL@test.com

ST
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Users can add new email addresses to an existing Ariba Network Account. Note: This process must be initiated by the primary user of your 

company account — that is, the one who registered the company on Ariba for the first time.

Click on the round button with your initials, that you can find in the top right corner of the page and select “Settings > Users”. 

SAP Business Network
Add New Email Address to an Existing Account (1 / 5 )
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Before creating a new user, you must first create a role 

that will later be assigned to that user.

In the Manage Roles section, click the "+" symbol in the 

bottom-right corner.

SAP Business Network
Add New Email Address to an Existing Account (2 / 5 )

Create the new role by entering a name and assigning the 

required permissions.

Click Save.
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Go to the Manage Users section and click the "+" symbol 

in the bottom-right corner to add a new user.

Enter the new user’s details:

• Choose a username (use email format; the user’s email 
address is recommended)

• Fill in the email address, first name, and last name

• Assign the previously created role

• Specify for which customers the user should be 

enabled

Click Save.

SAP Business Network
Add New Email Address to an Existing Account (3 / 5 )
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Once the user has been created, select it from the user list, click "Add to Contact List", then click OK.

SAP Business Network
Add New Email Address to an Existing Account (4 / 5 )
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After the user has been added to the company profile, they will receive two emails at the address provided:

• The first email will contain a temporary password.

• The second email will include the assigned username and a link to access Ariba Network.

By clicking the link, the user will be prompted to enter their username and temporary password.

Ariba will then require them to create a new permanent password for their account. Once done, select Submit.

SAP Business Network
Add New Email Address to an Existing Account (5 / 5 )
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Schindler Registration Form
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SAP Business Network
Schindler Registration Form

22

The registration form is automatically displayed by the system under the “Registration Questionnaires” section, upon completion of the new 

supplier account creation.

Alongside the questionnaire name, additional details are provided, including the questionnaire ID, completion deadline, and the initial 
registration process status, set to "Invited“.

Once submitted, the form status turns into “Pending Approval” and finally in “Registered” when approved by Schindler.
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Supplier Registration Form

23

In the General Information section,  

enter the company name (multiple fields 
are provided in case the name exceeds 
the maximum character limit) and the 

primary address.

Additionally, the 'International Version' 
section is made available, allowing you 
to provide the company name and 

address in both local and Latin 
alphabets.

General Information
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Supplier Registration Form

24

In the Contact Data section, enter all the 

information you consider necessary. The 
mandatory fields in this section are Language and 
Email Address.

• Note: The language selected in this section 
defines the preferred language communicated 

to Schindler. It does not determine the 
language of system notifications, the form 
interface, or the Ariba Network. Those 

languages must be configured separately in 
Profile Settings.

To add an email address, click “Add Email 
Address.” In the page that opens, you may enter 

multiple email addresses.

• Important: The first email address entered 

in this section will be set as the preferred 
address for receiving Purchase Orders 
(POs) from Schindler.

Contact Data
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Supplier Registration Form

25

The Fiscal Data section is used to collect fiscal information, such as tax number, type of industry, and tax type.

It is mandatory to specify whether you are a natural person or a legal entity. In case of a natural person, an additional attachment is 
required for the management of withholding tax.

Fiscal Data
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Supplier Registration Form

26

Click on Add Bank Details to open 

the dedicated page.

Here, you can enter multiple bank 
accounts, each with its own details.

The Other Documents section allows 

you to upload any additional 
documents useful for the registration 
process. ZIP folders are also 

accepted.

Bank Details
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Supplier Registration Form

27

If a Non-Disclosure Agreement has been shared with you via email, in parallel with the registration process in 

Ariba, indicate whether you accept it or not. In case of acceptance, the signed NDA must be uploaded.

Responsible Sourcing Policy and NDA

Download the Schindler Responsible Sourcing Policy document from the Reference link and decide whether to 

accept it. If accepted, a signed copy of the document must be uploaded. In case of non-acceptance, a 

justification will be required. Additionally, if available, it will be possible to attach your own Code of 

Conduct.
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Supplier Registration Form

28

You will be asked to confirm whether you hold ISO 9001 and ISO 14001 

certifications. If the answer is Yes, the corresponding certificates must be attached.

By clicking on 'Details', a pop-up will appear showing the list of mandatory fields to be 
completed for each certificate.

In the case of IT categories, the supplier will also be asked whether they hold ISO 
27001 and SOC 2 certifications.

ISO Certificates
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Supplier Registration Form

29

In the EcoVadis section, you have two free-text fields available to enter their EcoVadis registration number and EcoVadis score.

Both fields are optional.

Ecovadis Partecipation Number and Score
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Schindler Registration Form
Update

30
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SAP Business Network
Schindler Registration Form Update

31

A supplier registered in the 

system has the ability, at any 
time, to modify some of the 
information provided in the form 

during the initial registration.

The changes in the Form could 

trigger an approval flow on 
Schindler side.

Open the Form by clicking on the 

name, then select “Revise 
Response”.
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SAP Business Network
Schindler Registration Form Update

32

When editing a registration form, some fields will initially be non-editable. Additionally, two extra questions will be displayed:

1. Do you want to update the General Information?

Selecting "YES" for this question will make all the fields in the form editable (except for the bank details section)

2. Do you want to update the Bank Information?

Selecting "YES" for this question will make the fields in the corresponding section editable.
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Sourcing Activities

33



© Schindler 2026 We Elevate II I

SAP Business Network
Ariba Proposal

34

In the SAP Business Network, the supplier will be able to navigate to the different sections

One of these is called Ariba Proposals and Questionnaires. By selecting the option ‘Ariba Proposals & Questionnaires’ the supplier will 
access a page with all the events related to Schindler Registration (fulfilment of Schindler Registration Form), Qualification (fulfilment of 
Qualification Forms) and Sourcing.

Sourcing activities can be differentiated in:

A. Requests For Proposal (RFP)

B. Auctions

The following sections will show how to interact with both types of event
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In case a sourcing activity in which the 

Supplier is involved is started the supplier 
will be notified via the Ariba Network and 
in the platform, it will be possible to locate 

the sourcing activity in the section 
“Events” where users should look for the 

“Status: Open” subsection

User will be able to see the event end 

time and the event type and if they have 
or not participated already

1. The supplier will access the Ariba 
platform. He/She will search for the 

event (it can be found under “Events” 
and then “Status: Open”) and open it 

by clicking on the event name.

1

35

RFP Event
Supplier View
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Supplier submits bid In any event type the Supplier will always be 

redirected to the “Review and Accept 
Prerequisite page”
It is in fact necessary for the Supplier to 

accept for each single event the prerequisites 
before being able to select the lots/items to 

quote upon and then providing its responses.
In this page the user can also see the event 
timer and the eventual round of the event 

(RFP only)

1. In the page the user can click on the 
“Download Content” to download some 

content of the event to be able to preview 
what the event is about

2. If the Supplier is then not interested in 
responding to the sourcing event he/she 

can then select the “Decline to Respond” 
button and provide the reason for not 

participating

3. The supplier can otherwise be able to 

review the prerequisites of the event by 
clicking on the “Review Prerequisites” 

button

3

RFP Event
Supplier View

36

1 2
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Send Contract?

Click on OK to send the contract

Supplier submits bid

1. The supplier will review and then 

accept (or not accept) the Bidder 
Agreement by marking the box

4. Then he/she will click on “OK”. Also 
in the pop-up window, the buyer will 

click on “OK”

Note! If the supplier does not accept the 

bidder agreement, he/she can not 
participate in the sourcing event

2

1
2

RFP Event
Supplier View

37
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Supplier submits bid

1. The supplier will then select and 

confirm the lots in which he/she 
wants to participate. And then selects 
“Confirm Selected Lots”

NOTE:

Items which are grey and preselected are 
items for which a bid is mandatory.
Supplier will not be able to not quote on 

these items.

Any item not selected will be marked to 
Schindler as a non-quoted item and will 
obviously not possible to be awarded to 

the Supplier

1

RFP Event
Supplier View

38
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Supplier submits bid Once the Supplier has selected the lots 

he will be redirected to the “All Content” 
page.

1. The Supplier will be able to see the 
reference attachment provided by 

Schindler for attachment sections
2. Will be able to attach the response 

file

3. Might find questions to be answered
4. Will place the bids for the selected 

items 
5. Supplier can use the “update totals” 

button to see the amount of tis 

current bid calculated by the system
6. Supplier can save a draft of his/her 

bid without submitting to Schindler
7. Supplier can compose a message 

that will be received by Schindler to 

request further details/clarification
8. Once the Supplier will be ready it will 

click “Submit Entire Response”, and 
then on “OK” in the pop-up window. A 
confirmation message that the bid 

has been successfully submitted will 
appear

1 2

RFP Event
Supplier View

39

Send Response?

Click on OK to send the response

3

4

5 6 78
8
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Supplier submits bid

Once the Supplier submit its response, 

he/she will see the line-item field become 
no longer editable.
However, if the supplier needs to updated 

his own response, he has the possibility 
to at any time before the timer of the 

event runs out

1. Supplier has possibility to click 

“review responses” in case they want 
to update their own responses.

No other activity is then required by the 
supplier until the timer runs out once the 

response provided is final

1

RFP Event
Supplier View

40
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Supplier submits bid

In case a sourcing activity in which the 

Supplier is involved is started the supplier 
will be notified via the Ariba Network and 
in the platform, it will be possible to locate 

the sourcing activity in the section 
“Events” where users should look for the 

“Status: Open” subsection

User will be able to see the event end 

time and the event type and if they have 
or not participated already

1. The supplier will access the Ariba 
platform. He/She will search for the 

event (it can be found under “Events” 
and then “Status: Open” folder) and 

open it by clicking on the event 
name.

1

Auction
Supplier View

41
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Supplier submits bid

2

Auction
Supplier View

42

In any event type the Supplier will always be 

redirected to the “Review and Accept 
Prerequisite page”
It is in fact necessary for the Supplier to 

accept for each single event the prerequisites 
before being able to select the lots/items to 

quote upon and then providing its responses.
In this page the user can also see the event 
timer and the eventual round of the event 

(RFP only)

1. In the page the user can click on the 
“Download Content” to download some 

content of the event to be able to preview 
what the event is about

2. If the Supplier is then not interested in 
responding to the sourcing event he/she 

can then select the “Decline to Respond” 
button and provide the reason for not 

participating

3. The supplier can otherwise be able to 

review the prerequisites of the event by 
clicking on the “Review Prerequisites” 

button

31
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Send Contract?

Click on OK to send the contract

Supplier submits bid

1. The supplier will review and then 

accept (or not accept) the Bidder 
Agreement by marking the box

4. Then he/she will click on “OK”. Also 
in the pop-up window, the buyer will 

click on “OK”

Note! If the supplier does not accept the 

bidder agreement, he/she can not 
participate in the sourcing event

2

1
2

Auction
Supplier View

43



© Schindler 2026 We Elevate II I

Supplier submits bid

1. The supplier will then select and 

confirm the lots in which he/she 
wants to participate. And then selects 
“Confirm Selected Lots”

NOTE:

Items which are grey and preselected are 
items for which a bid is mandatory.
Supplier will not be able to not quote on 

these items.

Any item not selected will be marked to 
Schindler as a non-quoted item and will 
obviously not possible to be awarded to 

the Supplier

1

Auction
Supplier View

44
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Supplier submits bid

When using auctions the Supplier will 

have the same exact behavior of the RFP 
except with the event being run in real 
time.

1. The differences will be noticeable 

that it will be impossible to quote a 
value higher than the previous quote, 
or also if the value is higher than the 

started ceiling value set by Shindler. 
The system will notify of the error

Auction
Supplier View

45

1
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Supplier will see now responses 
populated and has possibility to review 
responses in case they want to update

In auction the supplier can also the Rank 

of its own offer respect to those of the 
other supplier but cannot see which 
supplier is quoting what

Auction
Supplier View

46
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The Supplier can improve his response in 

the bid by

1. Updating a single economical value 

at price level by editing the price

2. Select the square next to one or 
multiple items to be updated. 
Then enter a value in the 

“Decrement selected items by” and 
then click “Apply”

All items selected would have their price 
updated but not yet submitted in both 

cases

3. Supplier shall always click on the 
“Submit Entire Response”, and then 
on “OK” in the pop-up window. To 

submit the updated bid.
A confirmation message that the bid 

has been successfully submitted will 
appear

Auction
Supplier View

47

1.

2.

3.
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05
Contract Activities

48
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SAP Business Network
Ariba Contract

49

In the SAP Business Network, the supplier will be able to navigate to the different sections

One of these is called Ariba Contracts. Contract negotiation with the suppliers is done directly inside Ariba platform. By selecting the option 
‘Ariba Contracts’ the supplier will access a page with all the tasks related to Schindler contracts negotiation.

The following section will explain how to interact with:

A. The negotiation task where it will be possible to share the reviews on the contractual document within Ariba

B. The signature via DocuSign when it will be requested (not on Ariba platform)
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The supplier user will be able to see in 

the contract area the tasks pending 
regarding the contract review by the 
supplier.

This task means that Schindler has 

shared a contract to be reviewed by the 
supplier for acceptance or review.

A. Supplier will find the review task in 
his/her own task list

Clicking on the task and selecting 
“View Task Details” will allow supplier 
to proceed

B. In the task the Supplier user will then 

be able to see the attached 
document and downloaded it for 
review

C. The supplier can then “Accept 

Proposal” to accept the document 
as-is, or proceed with “Create 
Counter Proposal” where it will be 

possible to provide a revised version 
of the contract to Schindler

Contract Activities – Negotiation Task

A.

B. C.
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In case of Acceptance of the contract 

provided by Schindler, the user will be 
provided with the option to provide a 
short message for confirmation and 

acceptance of the attached document.

In case of a Counter Proposal instead the 
user will also be able to provide a short 
message with the explanation of the 

counter proposal, and in addition

A. The counter proposal option allows 
the Supplier to provide Schindler with 
a reviewed document, by uploading it 

in the system
The document to be loaded should 

always be in .docx format as contract 
signature will be required at a latter 
stage

B. Once the document or documents 

have been attached to the counter 
proposal the Supplier user will 
conclude its activity and click on 

“OK”

Schindler will then be notified of the 
Supplier activity being performed and will 
start its own required activity 

Contract Activities – Negotiation Task

A.

B.
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The recipients will all receive and email 

from DocuSign asking them to review 
and sign the document.

A. Signee will need to clicks on Review 
Document to be automatically 

redirected to the file to be signed

DocuSign Signature – DocuSign Signee

A.
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If there is a double factor authentication 

(can be an SMS or phone call) or a pin 
code (will be shared separately) to be 
entered the signee will first see a page 

where that information will be required

B. The signee will be taken within 
DocuSign and see the document to 
be Signed

Certain information will already be 
inserted by the DocuSign app (date 

and name for example here)
The signee will just need to click on 
the “Sign” and/or “Initial” placeholder 

to proceed 

DocuSign Signature – DocuSign Signee

B.
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C. If the signee has never utilized 

DocuSign the system will ask the 
user to confirm the signature to be 
utilized by the signee.

If necessary, it is possible to update 

the full name and initials
 
The recipient can use a standardized 

signature, as he can draw it, or 
upload it into the system 

Once selected the signee can 
conclude the signature selection by 

clicking on “Adopt and Sign”

DocuSign Signature – DocuSign Signee

C.
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D. The signee will then see his 

signature appear in the placeholder

E. Once the signature is inserted the 

signee can click “Finish” at the top 
right

F. Once finished the signee will be give 
the option to Log-in to DocuSign or 

proceed (as well as download a copy 
of the signed document)

G. Signee will then be redirected to a 
confirmation page and recipient 

process is concluded

DocuSign Signature – DocuSign Signee

D.

E.

F.

G.
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