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How to Complete Supplier Registration and the 
Supplier Questionnaire on the Ariba Network  

As a potential Supplier when you receive your first email invitation document from Fulton County Schools (FCS), you are 
prompted to register a free Standard account on Ariba Network. 

To register your free Standard account: 

1. Take one of the following actions: 
o In a purchase order notification, click Process order.  
o In an invoice notification, click View invoice. 

2. Click X on the top right of the window if you receive a Duplicate Account warning. 
3. Do one of the following: 

o If you have an existing Ariba Network account with another customer, click Log in to add the new order to your 
existing account. 

o If you don't have an account, click Sign up to start the registration process. 
4. Review the basic information about your business, such as your company name and address. An asterisk (*) 

indicates a required field. 
5. Enter the following information: 

o Your name 
o Your email address 
o Your desired unique username (needs to have an email address format) 
o Your desired password 
o Your preferred language 
o One email address or email distribution list who needs to be notified of new purchase orders 

6. (Optional) Click the arrow next to Tell us more about your business if you want to provide additional information to 
FCS. 

7. Choose the check box at the bottom of the page to agree to the terms of use. 
8. Click Register. 

Result: You are taken either to the purchase order page or invoice details page and can begin to process the purchase order 
as needed. 

Additional Information 
With Standard accounts, you have access to receive documents from FCS. If FCS allows it, you can send invoices, order 
confirmations, ship notices, and service entry sheets to FCS. 

Optionally, you can upgrade to a full-use account to take advantage of additional benefits on Ariba Network. 

Important: If you choose to upgrade to a full-use account and you reach a certain level of transaction volume with FCS, you 
might need to pay a subscription fee to continue transacting with FCS through Ariba Network. For more information on the 
Ariba Network fee structure, visit the subscriptions and pricing page, and choose your region from the Global Pricing area on 
the right side of the page. 

Support Methods for Getting Your Specific Questions Answered: 

• Business questions?  Contact Fulton County Schools at fcsariba@fultonschools.org. 

• How do I register, configure my account or transact with Fulton County Schools?  Contact the Ariba 

Enablement Team HERE or the Supplier Enablement Helpdesk at +1 800-974-4899 (North America only). 

• My account is not working properly and I have a technical issue:  Contact the Ariba Support Team by 

clicking on the question mark in the upper right-hand corner of your account then Support to submit a service 

request to Ariba Support. Be as clear as possible in your communication and provide any screenshots to 

expedite your request. 

https://knowledge.ariba.com/go2/1,,169358,00.html
https://knowledge.ariba.com/go2/1,,169358,00.html
https://knowledge.ariba.com/go2/1,,169827,00.html
https://knowledge.ariba.com/go2/1,,169357,00.html
http://www.ariba.com/suppliers/subscriptions-and-pricing/supplier-membership-program/pricing
mailto:fcsariba@fultonschools.org
https://connectsupport.ariba.com/sites/Company?ANID=AN01621272493NAM&h=A4A3vHJHeRx2pZdvoGp2Eg#Enablement-Inquiry
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The following provides detailed examples of how you, as a Supplier, completes Supplier Registration and 
completes the Supplier Questionnaire required by FCS. 
 

Step Action 

 
When we sent the 
invitation to you, the 
Supplier, an email 
notification was sent  
inviting you to Register. 
  
This is an example of the 
Registration invitation. The 
Supplier can respond by 
clicking on the "Click 
Here" link. For this 
example, we will be acting 
as you, the Supplier. 
  
The responses will be 
unique; however, the 
process remains the same 
for any Supplier 
Registration. 
 
1. Click the Click Here link 
to create an account. 
 
 

 

 
If you already have an 
account in the Ariba 
Network you can click on 
the "Log in" button. 
 
If you do not have an Ariba 
Network account you can 
click on the "Sign up" 
button. 
  
For this example, let's 
assume you do not have 
an Ariba Network account. 
 
2. Click the Sign up 
button. 
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Step Action 

 
Again, for this example, we 
will be acting as you, the 
Supplier. 
  
The responses will be 
unique; however, the 
process remains the same 
for any Supplier 
Registration. 
  
We will go through the form 
and enter our responses. 
 

 

3. Enter the company 
address in the Address 
field. 
 

 

4. Enter the company city 
in the City field. 
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Step Action 

5. Click the State 
dropdown. 
 
 

  
Scroll down the drop-down 
list until you find the 
desired state, in this case 
‘Georgia’. 
 
 
. Click the Georgia [US-
GA] option. 
 

 

6. Enter the company's zip 
code in the Zip field. 
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Step Action 

  
Using the vertical scroll 
bar, navigate down to the 
User account information 
section and continue. 
 
 
7. Click the Use my email 
as my username 
checkbox if you wish your 
email to be used as your 
username. 
 

 

  
You will enter a password 
that you want to use for 
this account. 
 
 
Passwords must contain a 
minimum of eight (8) 
characters including upper 
and lower case letters, 
numeric digits and specal 
characters. 
 
 
8. Enter the desired 
password for this account. 
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Step Action 

9. Using the vertical scroll 
bar, scroll down to the Tell 
us more about your 
business section and 
enter the required value in 
the Product and Service 
Categories field. (Entering 
key words and phrases will 
provide a list of items with 
matching parameters.) 
 

 

10. Click the Employee 
Education option in the 
listing. 
 

 

11. Enter the required 
value in the Ship-to or 
Service Locations field.  If 
there is more than one 
option that fits those 
parameters, a list will 
appear. 
 
 
Click the desired location 
in the list.  In this case, 
select Atlanta-Sandy 
Springs-Marietta - 
Georgia from the resulting 
list. 
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Step Action 

12. Enter the required 
nine-digit Company Tax ID 
number value in the  
Company Tax ID Number  
field. 
 

 

13. Click the I have read 
and agree to the Terms 
of Use  checkbox to 
acknowledge your reading 
and agreement to the 
Terms of Use. 
 
 
Click the I hereby agree 
that SAP Business 
Network... checkbox to 
acknowledge your  
agreement that SAP 
Business Network will 
make parts of your 
(company) information 
accessible to other users 
and the public based on 
your role within the SAP 
Business Network and the 
applicable profile visibility 
settings. 
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Step Action 

  
14. With the form 
completed, you will click 
on the Create account 
and continue button. 
  

An Ariba Network 
account will be created for 
you and you will 
immediately be taken to 
the Supplier Questionnaire 
that FCS uses for Supplier 
Registration. 
 
Click the Cancel button if 
you wish to cancel the 
registration. 

 

  
Again, for this example, we 
will be acting as you, the 
Supplier. The responses 
will be unique; however, 
the process remains the 
same for any Supplier 
Questionnaire. 
  
We will go through the form 
and enter our responses. 
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Step Action 

14. Enter the required 
value in the Company 
Trading Name field. 
 

 

15. Click the Country 
Code drop-down to display 
the available list.  Select 
US from the available 
options. 
 

 



 

How a Supplier Completes Registration and the 
Supplier Questionnaire on the Ariba Network 

 

Complete Supplier Registration on the Ariba Network and Supplier Questionnaire 10 
Last Updated: 2022-02-14  

Step Action 

16. Enter the required 
value in the Main 
telephone number field. 
 

 

17. Enter the required 
value in the Mobile 
number field. 
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Step Action 

18. In Question 1.6, click 
the select link shown in the 
brackets to view and 
designate the commodities 
you can supply. 
 

 

  
You will scroll down the 
drop-down list until you find 
the desired commodities, in 
this case, Education and 
Training Services. 
 
 
Each desired commodity 
should be checkmarked.  
Be sure to drill down to the 
lowest level of the 
commodity item selection.  
You will know you are at 
the lowest level because 
there will not be a blue 
arrow next to the item. 
 
 
19. Click the Done button 
after completing your 
selection(s). 
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Step Action 

20. Using the vertical scroll 
bar, you will scroll down to 
Question 1.7 where you 
will enter the required 
value in the Street field to 
provide the Remit-to 
address. 
 
 

 

21. Enter the required 
value in the District field. 
(In this instance, GA.) 
 

 

22. Enter the required 
value in the  Postal Code  
field. 
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Step Action 

23. Enter the required 
value in the City field. 
 

 

  
Using the vertical scroll 
bar, navigate down to the 
Country field. 
 
24. Click the Country 
drop-down arrow.  Press 
the U key on the keyboard 
and select United States 
(US) from the listing. 
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Step Action 

25. Click the Region 
dropdown.  Press the G 
key on the keyboard and 
select Georgia (GA) from 
the listing. 
 

 

  
Scroll down and continue 
with Question 1.8, where 
you will provide the 
company's physical 
address. 
 
 
26. Enter the required 
value in the Street 1 field. 
 

 

27. Enter the required 
value in the Postal code 
field. 
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Step Action 

28. Enter the required 
value in the City field. 
 

 

  
Using the vertical scroll 
bar, navigate down to 
Question 1.8.6, the Region 
field. 
 
 
29. Enter the required 
value in the Region field. 
 

 

30. Enter the required 
value in the Country field. 
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Step Action 

31. In Question 1.10, click 
the Confirmation drop-
down arrow and select Yes 
from the list to confirm you 
are willing and able to 
transmit and receive 
traditional Procurement 
and Account Payables 
documents, such as 
purchase Orders, Order 
Confirmations, Advance 
Shipment Notifications and 
Invoices, electronically via 
the Ariba Network. 
  

 
Using the vertical scroll 
bar, navigate down to 
Question 1.11 to confirm 
you are willing and able to 
provide electronic catalog 
content via the Ariba 
Network. 
 
 
32. Click the 
Confirmation drop-down 
arrow and select Yes from 
the list. 
 

 

 
Using the vertical scroll 
bar, navigate down to 
Question 1.12 to confirm 
you are open to transacting 
with FCS using Recipient 
Created Tax Invoices. 
 
 
33. Click the 
Confirmation drop-down 
arrow and select Yes from 
the list. 
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Step Action 

  
Scroll down and continue 
with Question 1.13 in the 
Transaction Information 
section, where you will 
provide the key contact 
within your organization 
responsible for receiving 
communication from Fulton 
County Schools. 
 

 

34. Enter the required 
value in the Primary 
contact email address  
field. 
 

 

35. Enter the required 
value in the  Primary 
contact telephone 
number  field. 
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Step Action 

36. Enter the required 
value in the Primary 
contact fax number field. 
 

 

37. Enter the required 
value in the Primary 
contact mobile telephone 
number field. 
 

 

  
You, as the Supplier will 
now complete the Bank 
Information section. 
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Step Action 

38. Click the Bank Type 
drop-down arrow and 
select Domestic from the 
list. 
 

 

39. Click the Country 
drop-down arrow and click 
the Search More option. . 
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Step Action 

40. Enter the required 
value in the Name field and 
click the Search button to 
display all options that fit 
the search paramaters. 
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Step Action 

41. Click the Select button 
next to the desired option. 
 

 

42. Enter the required 
value in the Bank Name 
field. 
 

 



 

How a Supplier Completes Registration and the 
Supplier Questionnaire on the Ariba Network 

 

Complete Supplier Registration on the Ariba Network and Supplier Questionnaire 22 
Last Updated: 2022-02-14  

Step Action 

 
Using the vertical scroll 
bar, navigate down to 
Question 2.1 to provide 
your bank account details. 
 
 
43. Enter the required 
value in the Account 
Holder Name field. 
 

 

44. Enter the required 
value in the Bank 
Key/ABA Routing 
Number field. 
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Step Action 

45. Enter the required 
value in the Account 
Number field. 
 

 

 
Using the vertical scroll 
bar, navigate down to 
Question 2.2. to confirm 
whether you are interested 
in receiving payments via 
Automated Claring 
House (ACH). 
 
 
46. Click the 
Confirmation drop-down 
arrow and select Yes from 
the list. 
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Step Action 

 
Using the vertical scroll 
bar, navigate down to 
Question 2.3 to 
acknowledge that you are 
authorizing Fulton County 
Board of Education to 
begin transferring 
payments for your invoices 
to the account provided in 
Question 2.1 by electronic 
credit. 
 
47. Click the 
Confirmation drop-down 
arrow and select Yes from 
the list. 
 

 

 
Using the vertical scroll 
bar, navigate down to 
Question 2.4 to 
acknowledge that you are 
authorizing Fulton County 
Board of Education to debit 
your account in the event 
of an erroneous credit. 
 
48. Click the 
Confirmation drop-down 
arrow and select Yes from 
the list. 
 

 



 

How a Supplier Completes Registration and the 
Supplier Questionnaire on the Ariba Network 

 

Complete Supplier Registration on the Ariba Network and Supplier Questionnaire 25 
Last Updated: 2022-02-14  

Step Action 

 
Using the vertical scroll 
bar, navigate down to 
Question 2.5 to 
acknowledge this 
authorization will remain in 
full force and effect until 
you notify Fulton County 
Board of Education in 
writing that you wish to 
revoke this authorization 
with the understanding that 
we require 30 days notice 
in order to cancel this 
authorization. 
 
48. Click the 
Confirmation drop-down 
arrow and select Yes from 
the list. 
 

 

 
Using the vertical scroll 
bar, navigate down to 
Question 3.1 in the 
Compliance 
Questionnaire section to 
confirm whether any owner 
or key principle of the 
company have a close 
relationship (spouse, family 
member, business partner) 
to an FCS employee. 
 
49. Click the 
Confirmation drop-down 
arrow and select No from 
the list. 
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Step Action 

 
Using the vertical scroll 
bar, navigate down to 
Question 3.3 to confirm 
whether the company, or 
any owners, officers, 
agents or employees, have 
been suspended from 
doing business in any 
capacity (within the past 10 
years) in any jurisdiction, 
which includes debarment 
or suspension. 
 
50. Click the 
Confirmation drop-down 
arrow and select No from 
the list. 
  

 
Using the vertical scroll 
bar, navigate down to 
Question 3.5 to confirm 
whether your company is 
owned or controlled by a 
Government Entity. 
 
51. Click the 
Confirmation drop-down 
arrow and select No from 
the list. 
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Step Action 

 
Using the vertical scroll 
bar, navigate down to 
Question 3.7 to 
acknowledge was or is any 
owner, officer, manager, 
agent (e.g., third party), 
affiliate, or employee of the 
Company a Government 
Official or have a close 
relationship to a 
Government Official. 
 
52. Click the 
Confirmation drop-down 
arrow and select Yes from 
the list. 
  

53. If you answered Yes to 
Question 3.7, then enter 
the required value of the 
full names and job titles of 
all parties involved in the 
relationship in Question 
3.8, the Full Names and 
Job Titles field. 

 

 
Using the vertical scroll 
bar, navigate down to 
Question 3.9 to 
acknowledge if your 
company is familiar with 
U.S. laws that restruct the 
sale of goods and services 
to certain embargoed 
countries and individuals 
on denied parties’ list. 
 
54. Click the 
Confirmation drop-down 
arrow and select Yes from 
the list. 
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Step Action 

 
Using the vertical scroll 
bar, navigate down to 
Question 4.1 in the 
Information Management 
section to acknowledge if 
you will host/store/ 
process/transmit or have 
access to any FCS Data. 
 
55. Click the 
Confirmation drop-down 
arrow and select Yes from 
the list. 
 

 

 
Using the vertical scroll 
bar, navigate down to 
Question 4.2 to confirm if 
you need access to any 
personal information about 
anyone.  For example, 
student name, addresses, 
phone numbers, social 
security numbers ID 
numbers, medical records 
or disciplinary records. 
 
56. Click the 
Confirmation drop-down 
arrow and select No from 
the list. 
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Step Action 

 
Using the vertical scroll 
bar, navigate down to 
Question 4.4 to indicate the 
classification of data that 
will be handled by your 
company. 
 
56. Click the 
Confirmation drop-down 
arrow and select 
Confidential – Asset 
Information, 
Authentication 
Credentials, Certification 
reports, Product and 
Services evaluations from 
the list. 
 

 

 
Using the vertical scroll 
bar, navigate down to 
Question 4.5 to 
acknowledge whether your 
company requires any 
access to FCS systems or 
network.  (i.e., API, SFTP 
or consulting staff 
accessing FCS systems). 
 
57. Click the 
Confirmation drop-down 
arrow and select Yes from 
the list. 
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Step Action 

 
Using the vertical scroll 
bar, navigate down to 
Section 5 – Tax 
Information’s Question 5.1 
to confirm which tax 
number you will provide. 
 
58. Click the 
Confirmation drop-down 
arrow and select Employer 
ID Number from the list. 
 

 

  
Using the vertical scroll 
bar, navigate down to 
Question 5.3 to select the 
country for which you want 
to provide your Employer 
ID Number. 
 
59. Click the Country 
drop-down arrow.  Press 
the U key on the keyboard 
and select United States 
(US) from the listing. 
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Step Action 

60. Enter the required 
value in the Organization 
field. 
 

 

 
Using the vertical scroll 
bar, navigate down to 
Question 5.5 to confirm 
whether you are an 
individual supplier who has 
no employees or 
subcontractors. 
 
61. Click the 
Confirmation drop-down 
arrow and select No from 
the lists. 
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Step Action 

 
Using the vertical scroll 
bar, navigate down to 
Question 5.6 to confirm 
whether you are exempted 
from any of th Title 43 or 
Title 26 occupations. 
 
62. Click the 
Confirmation drop-down 
arrow and select No from 
the list. 
 

 

 
Using the vertical scroll 
bar, navigate down to 
Question 5.8 provide your 
E-Verify Number. 
 
63. Enter the required 
value in the E-Verify 
Number field. 
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Step Action 

  
Using the vertical scroll 
bar, navigate down to 
Question 5.10. 
 
Here is where you will 
download the attached 
FCS Standard Software 
Products and Services 
Agreement document and 
upload the completed and 
signed document.   
 
The document that needs 
to be downloaded, can be 
accessed by clicking on the 
"References" link. 
 
This document should be 
completed in its entirety 
and saved. 
 
64. Click on the Attach a 
file button to upload the 
completed and signed 
document. 
 

 

65. Click the Choose File 
button. 
 

  
Enter the location of a file 
to add as an Attachment.  
To search for a particular 
file, click Browse… When 
the desired filename is 
displayed next to the 
Choose File button, click 
OK to add the attachment. 
 
Click the OK button. 
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Step Action 

66. Enter the required 
value in the Question 5.12 
Total Number of 
Employees field to provide 
the total number of 
employees (not including 
contractors). 
 

 

 
Using the vertical scroll 
bar, navigate down to 
Question 5.13 to 
acknowledge whether you 
accept VISA credit card 
payment without fee. 
 
67. Click the 
Confirmation drop-down 
arrow and select Yes from 
the list. 
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Step Action 

 
Using the vertical scroll 
bar, navigate down to 
Question 5.14. 
 
You can access the latest 
W-9 form by using the link 
provided and then 
uploading the completed 
form. 
 
68. Click the Attach a file 
button. 
 

 

69. Click the Choose File 
button. 
 

  
Enter the location of a file 
to add as an Attachment.  
To search for a particular 
file, click Browse… When 
the desired filename is 
displayed next to the 
Choose File button, click 
click OK to add the 
attachment. 
 
Click the OK button. 
 

 

 
Using the vertical scroll 
bar, navigate down to 
Question 5.15 to confirm 
whether you are a non-
USA vendor that would like 
to provide goods and/or 
services to FCS. 
 
70. Click the 
Confirmation drop-down 
arrow and select No from 
the list. 
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Step Action 

71. When you have 
completed the Supplier 
Questionnaire and 
reviewed your responses, 
click on the Submit Entire 
Response button to send 
the Supplier Questionnaire 
to FCS for review and 
approval. 
 

 

72. Click the OK button to 
confirm you want to submit 
the response when the 
verification window 
appears. 
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Step Action 

  
The Supplier registration 
questionnaire has been 
submitted. 
  
You can log off of the Ariba 
Network. 
 

 

  
As the Supplier, you will 
receive an email from Ariba 
welcoming you to the Ariba 
Network.  
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Step Action 

  
You can scroll down 
reading through the email 
and get more information. 
 

 

 


