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Etihad Airways has implemented a new system, SAP Ariba, to manage sourcing,

contracting and procurement processes for both materials and services. Thanks to its

collaborative online platform, Ariba Network, SAP Ariba makes working together even

simpler. It's helped us to significantly improve the efficiency of our key processes, and

we're confident that you'll notice its benefits straight away:

• Lower overall processing costs

• Greater visibility of invoices and payment costs

• Reduced Days Sales Outstanding (DSO)

We're committed to working closely with our suppliers to continue to improve the

efficiency and consistency of our procurement and business processes. We realise that

this new process represents a change for our suppliers, so we're doing everything we

can to make this transition as easy and smooth as possible



 Registration Terms and conditions :

1. The vendor must ensure the registration is completed in Etihad - SAP ARIBA

platform before sourcing and services

2. The vendor must ensure to fill out the online questionnaire in Etihad - SAP

ARIBA platform and ensure to submit the entire responses

3. The vendor is responsible for any profile data updates/changes

4. The vendor confirm that all entered details are accurate and up to date

5. Invoices copies, email communication or other soft copy (e.g. word,

notepad) addressing bank account details is rejected

6. A vendor profile with Expired commercial license is rejected

7. A vendor profile with invalid commercial license information is rejected

8. After the profile is validated, the vendor profile will be activated and able to

use Etihad services.



Before initiating the registration, pre-requirement of document must be ready in 

advance ;

Ensure the first point of contact is the responsible for the profile registration

Company certificate validation : 

Copy of valid Commercial registration license or company registration certificate

Bank account Validation :

 Copy/Scan of pre-printed cheque or deposit slip, or

 Copy Signed and Stamped bank letter showing bank account details, or

 Copy Signed and Stamped company letterhead showing bank account details

**Please note that the documents above must be in softcopy ( PDF format ) and ready to be uploaded to our Online 
SAP-ARIBA System as the supporting documents for information provided by the supplier.



Before initiating the registration, Information require in the Etihad Questionnaire ;

 Supplier information 

 Company information

 VAT Number

 Contact person details 

 Contact communication details 

 Bank account details 

 Code of Ethical purchasing and Supply 

 Transaction details 

 Sustainability 





1. The Invitation link will be sent to the email address registered with Etihad-SAP ARIBA platform 



2. The New supplier , Scenario 1 click on  Sign-up

3. Existing supplier , Scenario 2, If the existing user no longer with a company, please email Finance Master Data team to update the

new email address in order to share the link to complete the registration cycle or any amendment



2.1 The New supplier , The basic company information is defaulted – ensure its accurate 



2.2 The New supplier, set up a

user name and password :

1) If the supplier maintaining several
profile with Etihad airways or Ariba
platform, please ensure the Username
must be unique and different

2) Use my email as my username, If the
Check box was checked by default
Ariba system takes the email address
as username. If the supplier wants to
change the username, uncheck the
checkbox

3) Password, Must contain a minimum 8
characters including letters and
numbers

4) Language, By default, it will be chosen
as English

5) Email Orders to, Etihad airways may
send you orders through Ariba
Network. To send orders to multiple
contacts in your organization, create a
distribution list and enter the email
address here. You can change this
anytime



2.3 The New supplier , Click on the Browse option 



2.3.1 Once you click on
Browse, it will take you
to the product category
section which has a
standard search criterion
in Ariba.
1- Select the appropriate
service category and to
add it in the service
category, just click on the
add button
2- The supplier can add
as many service
categories from the
standard Ariba list.
3- Click Ok



2.4 The New supplier, Once all the details are entered, select the check box ‘I have read and agree to the 
Terms of use and the Ariba privacy statement’ and click “Create account and continue” to activate your 
account via email - Notification from Ariba commerce cloud will be sent to registered email 

2.5 The New supplier, Click o Skip Review



1.1 The Etihad questionnaire, Upon completion of creating user name and password steps, directly will
navigate you to the Etihad questionnaire screen, for new supplier this circle option may not appear just start
answer the questions



Question subject Requirement Additional requirement

1. Supplier Information Ensure to add the company name with
address and location

2. Company information Select from drop option 2.8 – attached a copy of valid

Commercial registration license or

company registration certificate



Question subject Requirement Additional requirement

3. Please Provide the Applicable Tax
Details (Mandatory) (For EU Countries,
Please Enter EU Country Code followed
by VAT Number without any spaces)

Click on the link + Click on Add Tax
details + select the country from drop list
+ add the VAT number only + Click on
Save

Click on (! ) for examples



Question subject Requirement Additional requirement

6. Contact person details Insert email address + person name 6.1 – ensure to add +9711234567

7. Contact communication details Insert a manager email address + person
name



Question subject Requirement Additional requirement

8. Bank account details Click on the link + Click on Add bank account +
after inserting all data click on Save

- Line number 4, if your bank account in
IBAN click yes and add the IBAN, add a
valid document refer to slide 5



Question subject Requirement Additional requirement

8. Bank account details ( Mandatory ) Click on the link + Click on Add bank account +
after inserting all data click on Save

- Line number 4, if your bank account is
not IBAN and normal bank account
details then Click No. and answer the
question / Line 7, add a valid
document refer to slide 5



Question subject Requirement Additional requirement

8. Bank account details ( Mandatory ) Click on the link + Click on Add bank account +
after inserting all data click on Save

- If you would like to add more thank
one bank account details, Click on red
circle box



Question subject Requirement Additional requirement

9. Code of Ethical Purchasing and Supply Select from drop list ( Yes/No) -



Question subject Requirement Additional requirement

10. Transaction data Select from drop option Select the related sector and Category for 
Tender propose 



Question subject Requirement Additional requirement

12. Sustainability Select from drop list ( Yes/No) If you company have a sustainability 
strategy



Successfully Completed Profile Pending Additional Information 

After ensuring all questions are filled accurately with the 
valid support documentation,  Click on submit Entire 
response 

After Etihad team review your profile, we found few 
correction require, we will be sending the profile 
back to you for amendment

You will receive email that all your responses have been 
submitted successfully and its under review with Etihad 
Team – Finance Master Data

Ensure to read the comment points instructed in the 
email body, log-in again and amend the requirement 
and ensure to Submit Entire Response

We will approve your company profile within 3 to 5 working 
days

You will receive an email notification  “ Welcome Aboard “, 
means you’ve completed the registration lifecycle





1. The Invitation link will be sent to the email address registered with Etihad-SAP ARIBA platform 



1.The Existing supplier :

- Click on Log-In if you remember

the Password and user Name

- Click on forgot option if you

don’t remember the password

and user name

2. The Existing supplier If the

existing user no longer with a

company, please email Finance

Master Data team to update the

new email address in order to

share the link to complete the

registration cycle or any

amendment – Click on Sign up



Amendment / Complete the registration 

1.  The Etihad questionnaire, Once log-in completed, directly will navigate you to the Etihad questionnaire 
screen, Click on Revise response and start answer the questions .



Question subject Requirement Additional requirement

1. Supplier Information Ensure to add the company name with
address and location

2. Company information Select from drop option 2.8 – attached a copy of valid

Commercial registration license or

company registration certificate



Question subject Requirement Additional requirement

3. Please Provide the Applicable Tax
Details (Mandatory) (For EU Countries,
Please Enter EU Country Code followed
by VAT Number without any spaces)

Click on the link + Click on Add Tax
details + select the country from drop list
+ add the VAT number only + Click on
Save

Click on (! ) for examples



Question subject Requirement Additional requirement

6. Contact person details Insert email address + person name 6.1 – ensure to add +9711234567

7. Contact communication details Insert a manager email address + person
name



Question subject Requirement Additional requirement

8. Bank account details Click on the link + Click on Add bank account +
after inserting all data click on Save

- Line number 4, if your bank account in
IBAN click yes and add the IBAN, add a
valid document refer to slide 5



Question subject Requirement Additional requirement

8. Bank account details ( Mandatory ) Click on the link + Click on Add bank account +
after inserting all data click on Save

- Line number 4, if your bank account is
not IBAN and normal bank account
details then Click No. and answer the
question / Line 7, add a valid
document refer to slide 5



Question subject Requirement Additional requirement

8. Bank account details ( Mandatory ) Click on the link + Click on Add bank account +
after inserting all data click on Save

- If you would like to add more thank
one bank account details, Click on red
circle box



Question subject Requirement Additional requirement

9. Code of Ethical Purchasing and Supply Select from drop list ( Yes/No) -



Question subject Requirement Additional requirement

10. Transaction data Select from drop option Select the related sector and Category for 
Tender propose 



Question subject Requirement Additional requirement

12. Sustainability Select from drop list ( Yes/No) If you company have a sustainability 
strategy



Successfully Completed Profile Pending Additional Information 

After ensuring all questions are filled accurately with the 
valid support documentation,  Click on submit Entire 
response 

After Etihad team review your profile, we found few 
correction require, we will be sending the profile 
back to you for amendment

You will receive email that all your responses have been 
submitted successfully and its under review with Etihad 
Team – Finance Master Data

Ensure to read the comment points instructed in the 
email body, log-in again and amend the requirement 
and ensure to Submit Entire Response

We will approve your company profile within 3 to 5 working 
days

You will receive an email notification  “ Welcome Aboard “, 
means you’ve completed the registration lifecycle



Guide 1: Update your VAT / Tax ID

Guide 2: Configure PO routing to up to
five emails

Guide 3: Get instant notifications when
we receive materials and goods

Guide 4: Get instant notifications when
your invoice changes status

Guide 5: Set up additional Ariba users

Guide 6: Create global support tickets for
Ariba users

Other useful guides

Supplier training guide: How to confirm a
PO, creating shipping notices and flip
invoices

Watch the self-registration video 

guide on Etihad Supplier Portal to 

complete the registration process:

https://www.etihad.com/en-
ae/corporate-profile/procurement

Links of how to use Ariba

https://www.etihad.com/content/dam/eag/etihadairways/etihadcom/Global/pdf/procurement/guide-1-update-vat-or-tax-id-set-up.pdf
https://www.etihad.com/content/dam/eag/etihadairways/etihadcom/Global/pdf/procurement/guide-2-configure-po-routing.pdf
https://www.etihad.com/content/dam/eag/etihadairways/etihadcom/Global/pdf/procurement/guide-3-configure-gr-routing.pdf
https://www.etihad.com/content/dam/eag/etihadairways/etihadcom/Global/pdf/procurement/guide-4-configure-invoice-routing.pdf
https://www.etihad.com/content/dam/eag/etihadairways/etihadcom/Global/pdf/procurement/guide-5-set-up-additional-user-accounts.pdf
https://www.etihad.com/content/dam/eag/etihadairways/etihadcom/Global/pdf/procurement/guide-6-how-to-create-a-global-support-ticket.pdf
https://www.etihad.com/content/dam/eag/etihadairways/etihadcom/Global/pdf/procurement/other-useful-guides.zip
https://www.etihad.com/content/dam/eag/etihadairways/etihadcom/Global/pdf/procurement/supplier-master-training-guide.pdf
https://www.etihad.com/en-ae/corporate-profile/procurement


Area Email Type of services

Finance Master Data Team FinanceMasterData@etihad.ae Vendor registration 

Etihad Invoices AccsPayable@etihad.ae Payments and invoices

Procurement & Supply 
Chain

Please reach out to Etihad 
procurement Team member who 
you are dealing with  

PO, Tenders, Sourcing 
and Contracting

mailto:FinanceMasterData@etihad.ae
mailto:AccsPayable@etihad.ae



