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GETTING STARTED

Introducing SAP Business 
Network
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What is SAP Business Network?

The SAP Business Network is a global platform that will allow you to connect with buyers worldwide, 
streamlining procurement processes. Through the SAP Business Network, you can gain a centralized 
space to manage transactions, collaborate with buyers, and broaden your business reach with access 
to tools for handling purchase orders, submitting invoices, participating in sourcing events, and 
managing contracts—all while connecting with millions of potential customers across the network.

01 02 03
Complete a streamlined 
registration process, 
providing business and 
compliance information 
directly within the network. 

Engage in sourcing 
opportunities such as 
Sourcing Events to expand 
your partnership with A*STAR.

Access, review, and store 
contracts. You can collaborate 
on contracts with A*STAR and 
ensure compliance with key 
agreements.

What can you do on the SAP Business Network with A*STAR?

Back to Contents



5Copyright © 2025 Accenture. All rights reserved. 5

Supplier Registration Overview

Back to Contents



6

Supplier Registration Overview (1/3)

Supplier Registration Form – A comprehensive set of questions designed to collect essential information from 
you, including Company Details, Company Contact Information and more. This form helps establish your 
supplier profile and ensures that all necessary details are captured for registration and onboarding purposes.

The content of the ‘Supplier Registration Form’ will vary depending on whether you are registered in Vendors@Gov.

The supplier data fields managed and captured in 
Vendors@Gov will not appear in the Supplier 
Registration Form. Those fields must be updated 
directly in Vendors@Gov. You will need to enter 
further details in the Supplier Registration Form for 
fields that is not captured in Vendors@Gov.

If you are a new Singapore registered company 
or individual supplying goods and services to 
A*STAR or you are already an existing supplier in 
Vendors@Gov

You will be required to enter further details in the 
Supplier Registration Form and to complete the 
Supplier Payment and Bank Information once you have 
secured a business engagement with A*STAR.

If you are a new foreign (outside Singapore) 
registered company or individual supplying goods 
and services or not already an existing supplier in 
Vendors@Gov 

Supplier Payment and Bank Information – Comprises a set of questions designed to collect essential 
information from you, including Supplier Payment Details, Bank Information, and more. 
Applicable after Apr 2026

Back to Contents

Note: Vendors@Gov is a secured one-stop portal managed by Accountant-General's Department (AGD) for Government vendors to submit 
electronic invoices (e-invoices) when transacting with the Government & Statutory Boards. All Government suppliers can submit e-invoices 
to Government agencies for payment via this central Internet portal. These e-invoices will then be electronically routed to the respective 
Government agencies for processing and payment. Vendors@Gov is accessible via URL https://www.vendors.gov.sg

https://www.vendors.gov.sg


7

Supplier Registration Overview (2/3)

These are the types of licenses, the content of the ‘Supplier Registration Form’ will vary based on the nature of business 
engagement with A*STAR that you select 

Select Accounting and Corporate Regulatory 
Authority (ACRA) if you are a Company based 
in Singapore.

Select National Registration Identity Card 
(NRIC) if you are an Individual based in 
Singapore.

Select Foreign Identification Number (FIN) if 
you are an Individual based outside of 
Singapore.

Select Foreign Business Registration Number 
(BRN) if you are a Company based outside of 
Singapore.

Back to Contents
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Invited
You have been invited to 

register.

Supplier Registration Overview (3/3)

These are the steps to complete the supplier registration process:

Complete Supplier 
Registration Form

You are in the process of 
completing the ‘Supplier 

Registration Form’.

Registered 
(Completed Supplier 

Registration Form)

Your supplier details 
updated

Once notified, you may 
now complete the 

‘Supplier Payment and 
Bank Information Form’.

Registered
(Completed Supplier 

Payment and Bank 
Information Form)

Once approved by 
A*STAR, your Bank 

Account Details will be 
updated

Applicable only for  Non-
Vendors@Gov Suppliers

Back to Contents

Applicable after Apr 2026

Register for 
Ariba Account

SAP Business Network 
account is required 

complete the registration 
form

Step 1

Login with an Existing
Ariba Account

Login via an existing SAP 
Business Network

Step 3Step 2 Step 4

Note: All four steps 
must be completed 
to successfully 
complete the 
supplier onboarding 
process.
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Login within existing account to 
link with A*STAR
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Login within existing account 

1. In the supplier onboarding email, click the link to 
access the SAP Business Network.

• Clicking the link should direct you to the Ariba 
Network. After signing up or logging in to the Ariba 
Network through the link, you will be able to access 
the questionnaires.

• If you encounter any issues accessing the Ariba 
Network through the link, ensure that you are 
logged out of any Ariba website on the same 
browser beforehand. If the issue persists, try 
copying the URL and pasting it into your browser’s 
address bar.

• Please note that the invitation link can only be used 
once. Once you have signed up or logged in to the 
Ariba Network through the URL, you must access the 
event by logging in via https://supplier.ariba.com/ 
using the same credentials initially used.

• Alternatively, you may request A*STAR to send you a 
re-invitation.

1

Back to Contents

Email will be applicable from Oct 25 – Apr 26.

https://supplier.ariba.com/
https://supplier.ariba.com/
https://supplier.ariba.com/
https://supplier.ariba.com/
https://supplier.ariba.com/
https://supplier.ariba.com/
https://supplier.ariba.com/
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Login within existing account 
2. On the SAP Business Network login 

page, you will have the option to

• Review Account
a)To check if your company has  an 
existing SBN Account, so that you can 
request your company’s Administrator 
to add you. 
b) Alternatively, if you require A*STAR to 
link to a different Ariba Business 
Network under your Company, please 
contact A*STAR at 
Ariba_Procurement@hq.a-star.edu.sg.

• Use Existing Account 
If you have an existing SBN Account

• Create New Account
      If you don’t have an existing SBN 

Account

3. Additionally, you can click 
on About this invitation to 
view the Sender and 
Receiver of the 
Invitation Email.

3
2

Back to Contents

Before creating a new SBN 
Account, first check if your 
organisation already has an 

existing SBN Account.

Click Use existing account 
to link your existing SBN 

account with A*STAR.

If you are new to the SAP 
Business Network, click 

Create new account
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Login within existing account 
4.  If you have an existing SBN Account, Click on “Use 

Existing Account”

5. Enter your Username and Password and click 
Connect.

Example: Username:John.Doe@companyname.gov.sg

Note: Some organisations may have 
multiple Ariba Network accounts; 
ensure that you log in using the 
correct user account linked to your 
organisation’s existing SAP Business 
Network account. If not, refer to the 
steps to Check for Existing Account

Once you have logged in…

As an Existing Supplier you can

• Verify Supplier Information 
(Vendors@Gov) 

• Verify Supplier Information     
(Non-Vendors@Gov)

As a New Supplier

• Complete Supplier Registration 
Form

4
5

Back to Contents
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Check for Existing Account with 
SAP Business Network
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Check for Existing Account

Leverage the Review Account 
function to check whether your 
company already has an existing 
SBN account. 

If one exists, you can request your 
Company Administrator to add you 
under your organisation’s email 
domain within SAP Business 
Network.

1. Click on “Review Accounts”

Before creating a new SBN 
Account, first check if your 
organisation already has an 

existing SBN Account.

1

Back to Contents
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Check for Existing Account

2. If your company already has an existing SBN account, it will be reflected 
here. Accounts will be based on the Company Name, Email Address, Email 
Domain, etc.

3. Click Contact Administrator to send a message to your Company’s 
Administrator of the SAP Business Network account. This will allow the 
Administrator to add you under your organisation’s company's name or 
email domain within Ariba’s Business Network.

3

If you hold the “SAP Business Network Administrator” role 
in your company, refer to the ‘Manage Users’ process to 
add a new user.

Confirmation Message once 
“Send” button has been clicked

4.  The sections under Contact Administrator will be auto-
populated and Click Send. Proceed to login once your company 
administrator has created your account. You should then receive 
an email from SAP Business Network (SBN) confirming that you 
have been added under your organisation’s name or email 
domain within Ariba’s Business Network.

2

4

Back to Contents
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Create Account with SAP 
Business Network
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Create Account with Ariba BN

If you do not have an existing SAP Business Network Account, you 
can proceed to create a new account

1. Click on create new account.

2. Populate the required fields under Company information. Some 
fields are auto-populated based on information available within 
A*STAR.

Fields marked with an asterisk (*) are required.

1

2

Back to Contents
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Create Account with Ariba BN

3. Populate the required fields under Administrator account 
information. Assign the account Username and Password.

4. Review and agree to the Terms of Use and Privacy Statement of SAP 
Business Network and pass the CAPTCHA. 

5. Click Create account.

Fields marked with an asterisk (*) are required.

3

4

5

Important: If you experience difficulties with the CAPTCHA, 
please raise a ticket with SAP for assistance. Refer to the 

‘Support Details’ section for guidance on submitting a ticket.

Back to Contents
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Create Account with Ariba BN

6. Wait for the confirmation email from SAP Business Network. Once 
received,  click Confirm email.

7. You will be directed to SBN, Select all the Product and Service 
Categories that you can supply, ensuring that you accurately reflect 
the goods and services you offer. This will allow potential clients 
across the SAP Business Network to discover and engage with your 
products and services.
Click Browse to view all available options.

8. Select all the Ship-to or Service Locations that you can supply to, 
ensuring that you accurately represent the country/ies you can 
deliver to. 
Click Browse to view all available options.

9. Click Submit.

6

7

8

9

Once you have received your account, you may log in…

As an Existing Supplier you can

• Verify Supplier Information (Vendors@Gov) 

• Verify Supplier Information (Non-Vendors@Gov)

As a New Supplier

• Complete Supplier Registration Form

Back to Contents
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Verify Supplier 
Registration Form 

For Existing Vendors@Gov Suppliers

Back to Contents
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VENDORS@GOV

Verify Supplier Registration Form

1. In the ‘Registration Questionnaire’ click the ‘Supplier Registration Form’.

1

Back to Contents
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VENDORS@GOV

Verify Supplier Registration Form

A*STAR has successfully migrated your latest supplier data 
from the A*STAR system to SAP Ariba. To ensure accuracy 
and completeness, please take a moment to review the pre-
populated data that has been transferred in the 'Supplier 
Registration Form.' This review step is essential to confirm 
that all core details are correct and up to date, as they will 
serve as the basis for future transactions and 
communications. Specifically, the following:

1. The Goods and Services you provide  

2. Select dropdown to review A*STAR’s Code of Conduct  

3. Once all details have been verified, click the Submit Entire 
Response button.

Please update /verify the information that has been populated 
in the Supplier Registration form. Provide/verify all the data 
with mandatory sign *.

1

2

3

Back to Contents
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Verify Supplier 
Registration Form

For Existing Non-Vendors@Gov Suppliers
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NON VENDORS@GOV

Verify Supplier Registration Form
1. In the ‘Registration Questionnaire’ click the ‘Supplier Registration Form’.

1

Back to Contents
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NON VENDORS@GOV

Verify Supplier Registration Form

Supplier Registration Form for Non Vendors@Gov

If you are not registered with Vendors@Gov, a different form 
will be issued.

1. Under Company Details, in the Company Registered 
Name field will be pre-populated with information from 
A*STAR. Update if necessary. Note: Only QWERTY keyboard 
characters are accepted. If invalid, the error ‘Please enter 
the company name as per the licence in English’ will 
appear.

2. Under Company Details, in the Type of License 
field, select the correct licence based on your registration.

• Select Accounting and Corporate Regulatory Authority 
(ACRA) if you are a Company based in Singapore.

• Select National Registration Identity Card (NRIC) if you 
are an Individual based in Singapore.

• Select Foreign Identification Number (FIN) if you are an 
Individual based outside of Singapore.

• Select Foreign Business Registration Number (BRN) if you 
are a Company based outside of Singapore.

1

2

3

3. In Unique Entity Number, Enter your Unique Entity Number (UEN) or Business 
Registration Number (BRN) exactly as shown on your Business Registration 
Document to ensure accurate record matching. If you are an existing supplier 
with a new company and different UEN/BRN, you must register as a new 
supplier in Ariba.

Back to Contents
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NON VENDORS@GOV

Verify Supplier Registration Form
Supplier Registration Form for Non Vendors@Gov

4. As a Non Vendors@Gov Supplier, this field will be 
indicated as “No”

5. Upload your Business Registration Document (BRD) in 
PDF format showing your company name and registration 
number.

6. Complete the remaining fields in the ‘Company Details’ 
section as per the field names and instructions indicated 
by the ⓘ icon.

7. Click Submit Entire Response, Once all the necessary 
fields are populated in the form.

5

4

6

Note: Click the ⓘ icon, if available, to learn more 
about the purpose of the field and the expected 
information required.

Supplier Registration Form, Submission Button

7

Back to Contents
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Complete Supplier 
Registration Form 

For New Suppliers
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Complete Supplier Registration Form

New Suppliers will need to populate the Supplier Registration Form 

1. Upon login, suppliers will be redirected to the Ariba Proposals and Questionnaires landing page. Click on the Supplier Registration Form.

1

Back to Contents
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Complete Supplier Registration Form

2.  Under General Information, Select the types 
of goods or services your organisation provides.

3. Under Company Details, in the Company 
Registered Name field will be pre-populated 
with information from A*STAR. 

4. Under Company Details, in the Type of 
License field, select the correct licence based on 
your registration.

• Select Accounting and Corporate 
Regulatory Authority (ACRA) if you are a 
Company based in Singapore.

• Select National Registration Identity Card 
(NRIC) if you are an Individual based in 
Singapore.

• Select Foreign Identification Number (FIN) if 
you are an Individual based outside of 
Singapore.

• Select Foreign Business Registration 
Number (BRN) if you are a Company based 
outside of Singapore.

2

3

4

Type of License

Supplier Registration Form for New Suppliers

Back to Contents
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Complete Supplier Registration Form

5. In Unique Entity Number, Enter your Unique 
Entity Number (UEN) or Business Registration 
Number (BRN) exactly as shown on your Business 
Registration Document to ensure accurate 
record matching. If you are an existing supplier 
with a new company and different UEN/BRN, you 
must register as a new supplier in Ariba.

6. If you are a Vendors@Gov Supplier, this field 
to be indicated as “Yes”. As a Vendors@Gov 
Supplier, you only need to provide your AGD ID 
and sales contact email. Click on the "Submit 
Entire Response" to submit the form, you will be 
a ‘Registered’ supplier in A*STAR’s Ariba system.

  
If your License is selected as 
"NRIC/ACRA", you are encouraged to 
register with Vendors@Gov first and 
then return to the form to enter your 
AGD ID once you have obtained it from 
Vendors@Gov.

If, for any reason, you are unable to 
register with Vendors@Gov, please 
reach out to A*STAR, as stated in the 
self-help link, and request that your 
organization be registered by A*STAR on 
your behalf

5

6

Supplier Registration Form for New Suppliers

Back to Contents
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Complete Supplier Registration Form

7. As a Non Vendors@Gov Supplier, this field will 
be indicated as “No”

8. You only to provide your Business 
Address, Sales contact email and Finance contact 
email. 

9.  Click Submit Entire Response, Once all the 
necessary fields are populated in the form.

If your License is selected as "BRN", 
you are required to upload your 
Business Registration Document 
(BRD) in PDF format showing your 
company name and registration 
number.

7

8

9

Back to Contents
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Comple Payment and Bank 
Information 

Back to Contents

Available in April 2026



33

Update Payment and Bank Information 

For Non Vendors@Gov, you 
will need to complete your 
Payment and Bank 
information.

For Vendor@Gov, Payment 
and Bank information should 
be maintained 
via Vendors@Gov portal.

1. To start this process, click 
the Supplier Payment and 
Bank Information. 

1

Note: For suppliers who 
have not registered and 
submitted the Supplier 
Registration Form, they 
won't be able to see 
this form.

Ariba Proposals and Questionnaires Screen

Back to Contents

Available in April 2026
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Update Payment and Bank Information 

2. Click the Add Bank Account Details button.

2

Supplier Payment and Bank Information (All Content Screen)

Back to Contents

Available in April 2026
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Update Payment and Bank Information 

3. Continue filling in the Bank Account 
Details as instructed on the page.

4. Select the appropriate ‘Bank Key’ 
corresponding to the bank account 
being entered:

• Select Intermediary/ Corresponding 
[AC] if the bank account is an 
intermediary account.

• Select Main [AM] if the bank account 
is a primary account.

5. If the entered bank account is a 
Corresponding [AC] or intermediary 
bank account, please enter its 
associated ‘Main Bank Account’ in this 
field.

6. Click ‘Add Additional Bank 
Account Details’ to include more 
bank information.

7. Once all your bank account details 
have been entered, click Save.

3

4

5

7

6

Add Bank Account Details Screen

Back to Contents

Available in April 2026
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Update Payment and Bank Information 

Upon clicking Save. You will be 
redirected back to the “Supplier 
Payment and Bank Information (All 
Content Screen)”. Here you can

8. Select the type of bank supporting 
document you can provide . 

• Option 1: Select the “A copy of the 
bank letter (1 document)” 

• Option 2: Select the “A snapshot of 
the bank statement + A company 
letter (2 documents)”

9. Complete the remaining fields in the 
‘Supplier Payment and Bank Information’ 
and click “Submit Entire Response”

8

Supplier Payment and Bank Information (All Content Screen)

9

Back to Contents

Available in April 2026
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Update Payment and Bank Information 

10. Once the form is submitted, the message below will be displayed. 
After submission, the form will be in ‘Pending Approval’ status and will 
undergo an approval process with the A*STAR Finance AP team.

10

11. Once the ‘Supplier Payment and Bank Information’ has been 
approved by the A*STAR Finance AP Team, you will receive the email 
notification below from Ariba.

11

Note: To make revisions you can click Revise Response if 
your organization has any updates to the current content of 
the ‘Supplier Payment and Bank Information Form.’

Back to Contents

Available in April 2026
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Monitoring Payment and Bank Information 

12. To monitor the status of the form, go to Ariba Proposals 
and Questionnaires Screen

In the ‘Registration Questionnaire’ table for the ‘Supplier 
Payment and Bank Information Form,’ the current status of 
the form will be displayed. 

12

Ariba Proposals and Questionnaires Screen

Back to Contents

Available in April 2026
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Navigating SAP Business 
Network
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NAVIGATING SAP BUSINESS NETWORK

Login
Once you have set up your account, the following will be the login process 

1. Open your web browser and navigate to the SAP Business Network login page: https://supplier.ariba.com/.

2. Enter the User Name under the same SBN ID used to register with A*STAR. 

3. Then, click Next.

1

2

3

Back to Contents

https://supplier.ariba.com/
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NAVIGATING SAP BUSINESS NETWORK

Login

4. Enter your Password.

5. Click Sign in to access your account in SAP Business Network.

4

5

If you’ve forgotten your password, click on “Forgot password” below the login fields. Follow the on-screen instructions to reset your 
password.

Back to Contents
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NAVIGATING SAP BUSINESS NETWORK

Dashboard

Account Type Help and Support

User Account

Home: Provides a snapshot of key information, including pending 
tasks, messages, and announcements.

Enablement: Dedicated to managing trading relationships with buyers.

Discovery: Serves as a marketplace for suppliers to find and bid on 
new business opportunities.

Workbench: A customizable workspace where you can track and 
manage transactions with buyers.

Orders: Provides a centralized location to manage all purchase orders 
(POs) from buyers.

Fulfillment: Used to track and manage the delivery of goods or 
services to buyers.

Invoices: Centralized location for creating, submitting, and managing 
invoices.

Payments: Provides visibility into the financial aspects of your 
transactions.

Catalogs: Allows suppliers to manage and share their product or 
service offerings with buyers.

Assessments: Facilitates supplier evaluations and feedback from 
buyers.

Standard accounts offer sufficient features for suppliers to transact with buyers. Upgrades should only be made if 
needed for business purposes. Enterprise accounts may incur Ariba fees, payable by suppliers.

Upon Successful login, you will see the SBN Dashboard where you can access multiple activities. 

Back to Contents
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NAVIGATING SAP BUSINESS NETWORK

Forms & Sourcing 
You can respond to any pending 
Sourcing Events and/or supplier’s 
forms assigned to you by A*STAR. 

1. Once you have logged into SAP 
Business Network. Click on 
Business Network.  

2. Select Ariba Proposals & 
Questionnaires. The 
corresponding dashboard will be 
displayed.

3. Select A*STAR (if you are linked to 
multiple Ariba systems).

4. Respond to any pending Sourcing 
Events and/or Registration 
Questionnaires assigned to you by 
A*STAR.

5. You can view the status of the 
events or the forms.

1

2

3

4

Supplier Profile Page

5

Back to Contents
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Unlock SAP Business Network 
Account
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Unlock SBN Account

To unlock your SAP Business Network account, you will have to reset your password:

1. Open your web browser and navigate to the SAP Business Network login page: https://supplier.ariba.com/

2. Enter the User Name under the same SBN ID used to register with A*STAR. 

3. Then, click Next.

1

2

3

Back to Contents

https://supplier.ariba.com/
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Unlock SBN Account

4. Click Sign in to display the lock error.

5. In the ‘Your account is locked’ error message, click Click here.

5

4

Your account could be locked due to several failed login attempts, or because you are following an incorrect or expired link to log in to 
Ariba Proposals and Questionnaires

Back to Contents
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Unlock SBN Account

6. Enter the email address that is registered to the account in the Email address field and click Submit. 

6

Back to Contents
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Unlock SBN Account

7. SAP Business Network will send an email notification that contains instructions on how to reset your password to the email 
address you used to register your SAP Business Network account.

Back to Contents
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Unlock SBN Account

8. Click the > icon or the previously entered username in the ‘Reset your SAP Business Network password’ email.

8

Back to Contents
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Unlock SBN Account

9. Enter your new password in the New password field. Ensure that the password meets the required security criteria.

10. confirm it by entering it again in the Confirm your password field.

11. Once confirmed, click Submit to save your new password and unlock your account.

9

10

11

Back to Contents
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Unlock SBN Account

12. Once you have successfully reset your password, the following message will be displayed.

If you would like to unlock your account without having to reset your password, please contact SAP Ariba Customer Support.

Back to Contents

https://support.ariba.com/item/view/KB0397352


52Copyright © 2025 Accenture. All rights reserved. 52

Update
Company Email Address
For Non-Vendors@Gov Suppliers
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Update Company Email Address

1. Open your web browser and navigate to the SAP Business Network login page: https://service.ariba.com/Sourcing.aw/.

2. Enter the User Name and Password.

3. Next, click on Login.

1

2

3
If you’ve forgotten your password, click on “Forgot Username 

or Password” below the login fields. Follow the on-screen 
instructions to retrieve your username or reset your password.

Back to Contents

https://service.ariba.com/Sourcing.aw/
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Update Company Email Address

4. In the Ariba Proposals and Questionnaires dashboard, ensure you are on the A*STAR tab.

5. Click the Account Settings icon in the upper-right corner of the page.

6. Select My Account.

4

5

6

Back to Contents



55

Update Company Email Address

7. On the My Account page, update your company’s email address.

8. After making the changes, click Save.

7

8

Back to Contents
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Update Company Email Address

9. On the Email Address Confirmation pop-up message, click OK.

9

10. On the My Account page, click Close.

10

Back to Contents
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Update Company Email Address

11. The newly set email address will receive a confirmation email from SAP Business Network. In the email, click the provided link to 
confirm the update.

11

Back to Contents
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Update Company Email Address

12. Once the newly set email address clicks the link and confirms the update, the following confirmation message will be displayed 
on the web browser.

12

12

Back to Contents
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Update Company Email Address

13. The previous email address will receive the following email notification, indicating that the email address in your SAP Business 
Network account has been updated.

Back to Contents
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Update Supplier Details or 
Payment and Bank Information
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Update Supplier Details or Payment and Bank Information

1. Open your web browser and navigate to the SAP Business Network login page: https://service.ariba.com/Sourcing.aw/.

2. Enter the User Name and Password.

3. Next, click on Login.

1

2

3
If you’ve forgotten your password, click on “Forgot Username 

or Password” below the login fields. Follow the on-screen 
instructions to retrieve your username or reset your password.

Back to Contents

https://service.ariba.com/Sourcing.aw/
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Update Supplier Details or Payment and Bank Information

4. In the Ariba Proposals and Questionnaires dashboard, ensure you are on the A*STAR tab.

5. Go to the Registration Questionnaire section and click the form require updating, Supplier Registration Form or Supplier 
Payment and Bank Information.

4

5

Back to Contents
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Update Supplier Details or Payment and Bank Information

6. Click Revise Response to update then update the necessary fields.

6

7. Click OK to confirm.

7
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Update Supplier Details or Payment and Bank Information

8. Once all the necessary updates have been made in the form, click Submit Entire Response to submit it.

8
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Set Up a GST Profile
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Set Up a GST Profile

Regulatory profiles are accounts configured by suppliers to comply with tax regulations set by 
the authorities in Singapore, specifically for electronic invoicing processes. These profiles store 
critical information required for generating legally compliant invoices.

Configuring the legal profile is crucial because it enables your invoices to be issued as valid Tax Invoices, which are 
necessary for tax reporting and compliance. Failure to set up this profile may lead to rejection of invoices or delays in 
payment processing.

Additionally, suppliers are encouraged to review and update their regulatory profiles regularly to ensure accuracy, 
especially when there are changes in tax legislation or company details.

In Singapore, the Set Up Legal Profile option is mandatory for suppliers and must be configured 
by the account administrator. This step ensures adherence to local tax and e-invoicing standards.

The Set Up Legal Profile checkbox becomes visible in the SAP Business Network only when 
Singapore is selected as the supplier's country during account setup. This ensures that the profile 
aligns with Singapore’s regulatory requirements.
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Set Up a GST Profile

1. Click the User Account icon.

2. Click Company Profile.

1

2
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Set Up a GST Profile

3. In the Company Profile, click Additional Addresses.

4. Click Create (or Edit if an entry already exists) to configure additional supplier addresses.

3

4
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Set Up a GST Profile

5. Enter the Address Name.

6. Enter the Address. Complete all required 
fields marked with (*).

7. Then, tick the Set Up Legal Profile checkbox.

6

5

7
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Set Up a GST Profile

8. In the Financial Information section, choose your response to the question Are You GST Registered? 

9. If you are GST Registered, enter your GST number in the GST ID field must be filled in.

10. To save your updates, click Save.

8

7

9

10
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Set Up a GST Profile

11. To complete this process, the Legal Profile Status** must be set to Accepted.

12. To save your updates, click Save. 

13. Once the Save button is clicked, the message "Your profile has been successfully updated" will be displayed.

14. Click Close to exit the page.

12

11

13

14
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Transfer
Administrator Role
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How to Transfer the Administrator Role

Log in as the Administrator of your company’s SAP Business Network account.

1. Click the user icon in the upper-right corner.

2. Click Settings.

3. Under Account Settings, select Users.

1

2

3

It is advisable for the administrator to transfer the Admin role 
to the designated successor ahead of time to prevent any 

interruptions in customer-related activities.
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How to Transfer the Administrator Role

4. To transfer the Administrator Role in SAP Business Network, on the Account Settings page, click Manage Users.

5. Tick the checkbox next to the username of the user to whom you wish to transfer the Administrator Role.

6. Click Actions and select Make Administrator

4

65
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How to Transfer the Administrator Role

Once a new Administrator is assigned, the current Administrator must ensure that they are assigned at least one role before 
logging out of their Administrator account.

7. Select your new role by checking the checkbox next to it.

8. Then, click Assign to confirm the role assignment.

7

8

9. After clicking Assign, a warning message will be displayed. Once you click OK, you will be removed from the Administrator role 
and logged out of the SAP Business Network.

9
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How to Transfer the Administrator Role

10. The new administrator will receive an email notification once the administrator role has been transferred to them. 
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Manage Users in SAP Business 
Network
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How to add a New User to an existing SAP Business Network 
Account

The primary contact and suppliers with User Administration rights can 
generate login credentials and manage access permissions for an SAP 
Business Network account.

2. Click Manage Users.

2

RESTRICTION

• You can create no more than 2,000 users. 

• You can create only one user for each employee who performs tasks 

on Ariba Network.

1. Click the User Icon > Settings > Users.

1

3. Scroll to the right side of the user table and click the Create User ＋ 
icon.

3
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How to add a New User to an existing SAP Business Network 
Account

7. On the ‘Manage Users’ page, the new supplier contact will be 
displayed.

4

4. On the ‘Create User’ page, enter the details of the user.

5. Select a Role Assignment.

6. Click Done.

5

6

8. Whenever a new user is added to the Administrator’s SAP Business 
Network account, the Administrator will receive the following email 
notification.

7
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Corresponding with A*STAR
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How to Communicate with A*STAR

1. You may communicate directly with A*STAR through the 'Supplier 
Registration Form'.

On the left pane of the page, under ‘Console’, click Event Messages.

1

2

3. Complete the necessary fields:

• To: By default, the message will be sent to all A*STAR Procurement 
and Finance AP Team stakeholders via email and through the SAP 
Business Network system.

• Subject: Update the subject as needed. By default, it will be pre-
populated with the ‘Supplier Registration Form’ Ariba auto-generated 
ID and form title.

• Message Body: Enter your message to A*STAR. 

4. Click Send.

2. This page displays all system-generated messages related to the 
supplier registration process, as well as communications exchanged with 
A*STAR.

Click Compose Message to write a new message to A*STAR.

3

4
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How to Communicate with A*STAR

5. Click Back to Console to return to the ‘Supplier Registration Form’.

5 7. Once A*STAR has responded to your message, you will receive an 
email notification in the format shown below.

6. Alternatively, you can click Compose Message on the Supplier 
Registration Form page to easily send a message to A*STAR.

6
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Get SAP Business Network 
Support

Back to Contents



84

Looking for SAP Business Network Support?

If you need further support or are encountering any technical issues in the SAP Business Network, you can follow these steps to access the Help section 
and find additional assistance:

1. Click for the Help option in the top-right corner of the dashboard.

12. In the Help Center, you can 
type keywords related to your 
issue in the search bar. 
Browse through the articles, 
guides, and FAQs that appear 
in the search results to see if 
your issue has been 
addressed.

3. If you are unable to resolve 
the issue using the resources 
provided, scroll down to the 
Contact Us section. Here, you 
can either start a live chat with 
a support representative or 
click “Create a Case" to report 
your issue directly to the SAP 
Support Team.

2

3

Note: When submitting a support 
ticket, ensure that you include all 
relevant details, such as error 
messages, steps to reproduce the 
issue, and screenshots (if applicable).

Back to Contents



85Copyright © 2025 Accenture. All rights reserved. 85

Frequently Asked Questions
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1. Why do I need to register my organization and complete the onboarding process on SAP Business Network?

As part of A*STAR’s ongoing digital transformation, A*STAR is transitioning to SAP Ariba to enhance and streamline procurement processes, and 
enable better collaboration with suppliers. As a supplier working with A*STAR, you will need to transact with A*STAR through SAP Business Network 
to receive Purchase Orders (POs), submit invoices, and track payments.

We encourage you begin your registration process to facilitate seamless transactions starting in April 2026.

General

2. Will I still need to use ePRS or will all supplier-related activities take place on SAP Business Network?

From Oct 2025 to Jan 2026, suppliers will be informed to register in waves. You may continue using ePRS until March 2026. From April 2026, all 
supplier-related activities will take place on SAP Ariba.
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Account Set Up (1/3)

3. What information do I need to register?

To register, you will need to enter the following information: Company Registered Name, First and Last Name (Supplier Contact Person), Email 
Address.

4. How do I link my SAP Business Network Account with A*STAR? 

Please refer to the step-by-step guide here.

2. How do I register for an SAP Business Network account?

You will receive an email inviting you to register for an SAP Business Network Account. Please click on the hyperlink in the email to register.

1. If I have already registered on Vendors@Gov portal as a supplier, do I need to complete registration on SAP Business Network?

Suppliers who have registered on Vendors@Gov portal should still register on SAP Business Network. Supplier information on SAP Business 
Network will be used for sourcing events and receiving PO details from A*STAR.

5. Can I use an existing SAP Business Network account with other clients?

Yes, you may link an existing SAP Business Network account which is being used for other client profiles. Please follow your internal organization 
policies for SAP Business Network account usage and maintenance (if any).

6. If I previously created an account on SAP Business Network, do I need to update or revalidate any information?

If you have an existing SAP Business Network account, you do not need to create a new account. Simply link your existing account to your A*STAR 
profile.
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Account Set Up (3/3)

7. I’m not the right representative to register my organization as a supplier. Can you send the registration invite to someone else?

Yes, Ariba can support various contact persons to be maintained for your Company. 

Back to Contents

8. How do I transfer the Administrator role?

Please refer to the step-by-step guide here.

9. How do I unlock my SAP Business Network account?

Please refer to the step-by-step guide here.

10. How do I manage users in my Supplier Portal?

Please refer to the step-by-step guide here.
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Transition & Support

1. When should we stop using the current system?

Once you have received the supplier onboarding email, you may use SAP Business Network to register your organization as a supplier for A*STAR. 
From now until March 2026, please continue using ePRS to process POs or invoices. Any changes and new ways of working will be communicated 
to you prior to the go-live of the new system in April 2026.

4. Who can I reach out to for additional support?

For technical issues, navigate to the Help Centre to search for materials and guides, or click on 'Contact Us' to report your issue directly to the SAP 
Support Team. Refer here. For business-related queries, reach out to the A*STAR Supplier Support Team at Ariba_Procurement@a-star.edu.sg.

5. Where can I find additional SAP materials?

For additional materials on SAP, refer here.

3. Will I receive training or support for onboarding?

Yes, we have prepared comprehensive materials to support you through the supplier onboarding and registration process. Please refer to the step-
by-step guide here.

Back to Contents

2. Will there be a new Supplier Portal link after go-live?

The link to SAP Business Network will remain the same.

.

https://support.ariba.com/SBN_Supplier_Learning_Portal
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