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Supplier manual

SAP Ariba Registration Guide
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Registration in 6 steps

3. Registration

confirmation
4. Filling out the

CEZ Form
1. Recieving the email

2. Create an

account
6. Portal usage

You can start 

registration after

receiving the

registration email.

You must log into the

SAP Business Network 

portal. If you do not 

have an account yet, 

you need to register.

After successful
registration, you will
receive an e-mail 
confirming your
registration and 
subsequent login.

In order to 

communicate with CEZ 

it is necessary to fill in 

one more questionnaire

to connect with the CEZ 

Group.

To allow more people to 

communicate with CEZ, 

you need to add more 

users.

Explanation of

managing orders and 

tenders for smooth

cooperation.

The transition from the current SUS supplier portal to the new SAP Ariba (SAP Business Network) portal will take place in January 2024.

Information for suppliers registered on the current SUS portal: in order to communicate with us via the new supplier portal, you need to go through

the registration process for the SAP Ariba portal, see below:

5. Adding a user
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1. Recieving the email

You will receive a registration e-mail, if not 

check your spam folder.

Click on the link to be redirected to 

SAP Ariba. If you do not have an SAP 

Ariba account yet, click on the register

button.

If you already have an account with SAP 

Ariba log in and proceed to fill out the CEZ 

Form (Point 3 in this manual).
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2A. Create an account

Now fill in the individual fields. Required fields are always tagged with *.

Click on Create Account and 

continue. This will take you to 

the next page where you need

to add a few more details.

TIP: Before creating an

account, ask your company if

your company is registered on 

the Ariba portal.

The username must be in the form of an email 

address. You can check that you want the

username same as your email address.

We recommend that you fill in the VAT number, 

although it is not mandatory.
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2B. Create an account
In this section, you need to fill in the service categories of 

products and services and select the place of delivery or service.

This will confirm the creation

of your account, and if a 

dark red icon pops up, pay

attention to the following

slide. If not move to 

seciton 3.
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If you see the icon from the previous slide, please

click on Check Accounts. This will give you a 

complete overview of all similar accounts on SAP 

Ariba.

If you find that your company is already

registered, you will need to contact your

account administrator or log in with the name

and password you have already created.

If neither account is yours, click Continue to 

create an account.

2C. Create an account - Checking your account
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If you have filled in everything correctly, you will receive

the following email - Keep your username and 

password.

If you have not filled

something in, the following

window will appear

Information needs

to be completed, 

corrected. After

successful

correction and 

account creation

you will receive an

email with

confirmation.

Your profile is created. Log in to SAP ARIBA.

3. Registration confirmation and login
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4A. CEZ Form

To communicate via SAP Ariba with CEZ Group, one external

questionnaire must be filled in. This will connect your company with

CEZ Group.

The questionnaire can be found on the main

page, where you can click on arrow next to 

Business Network and click on Ariba 

Proposals & Questionnaries.



9www.cez.cz

4B. Filling out the CEZ Form

All mandatory information are tagged with *. 

After filling in all the information, click on 

Send Full Response and wait for the

confirmation email.

You have established a connection with CEZ 

Group. Thank you
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5A. Adding a contact person

Communication between CEZ and your company does not have to be

only through the first registered person. You can add additional

contact persons who can communicate on behalf of your company.

On the main page, click on your profile and then

Company Profile - Settings - Users

First, you need to define the role and permissions that you

assign to the user. Click on the Plus icon (Create Role) in the

bottom right corner.
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5B. Adding a contact person – Creating a role

Name the new role 

and you can also

add a description.

You can assign individual

permissions by checking the boxes

on the left. The permission list has 

several pages, you can navigate

between the pages using the arrow

on the top right. Then save the role.

Check the

"Permissions" option

to grant the role full 

permissions.
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5C. Adding a contact person – Role assignment

Now switch to the Manage Users tab.

Here you can see the total list of users

who have permission to act for your

company. You can also see what role 

(permissions) they have.

To add another user, click on the Plus 

icon located to the right of each user.

Fill in the individual user 

information and assign the user to 

the role created in the previous step. 

Confirm with the Done button.
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5D. Adding a contact person – Notification email

The person you have added as an additional contact person will receive the following two emails

in which they will receive their username and temporary password. Click the Log in button to 

change your password.

Then choose a new

password and enter 

your role in the

company.



14www.cez.cz

6A. Notification

You can also manage individual notifications in SAP Ariba. You can specify under which conditions

the notifications will be sent and to whom.

Go to the Notifications

tab. Use the individual

checkboxes to specify

whether you want or not 

to send the notification.

In this field, fill in the

individual email 

addresses that will

receive the specific

notification. 

Up to 3 people can be

added. Confirm with the

Save button.
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7A. Portal Usage – Order Management

First of all, we recommend going through the 5 highlighted points that

give you an introductory insight into SAP ARIBA.

SAP Business Network is

the main site where you can

manage orders, invoices, 

payments, etc.

If you want to switch 

between sections or get to 

the main page, it is only in 

the drop-down tab.

Here you will find basic 

manuals that you can use in 

your daily work.

Here you can see an overview

of your orders. You can also

set up a filter and choose

what you want as icons on the

main page.
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7B. Portal Usage – Tender procedure

Tender management is located

in the Ariba Proposals & 

Questionnaires section.

Here you will find the Tender 

procedures.
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