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1.0 Create an Ariba Account: 
 

1.1 You will receive an email that has a link to Ariba platform, click on the link: 

 
1.2 Click on Create a new account  
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1.3 Verify your email address 

 
1.4 Complete company information section.  

 
1.5 Complete Administrator account information and click on create an account 
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1.6 A message will appear stating that you will receive an email to confirm your address 

 
1.7 Open the email and click on Confirm email 
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1.8 A prompt may appear asking you to provide your information and submit it. You can also choose 
"Remind me later" or "Don't show again." Once you make a selection, you'll be taken to your account. 

 
 

1.9 You will receive an email with your account information 
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2.0 Accessing Vendor Registration Questionnaires from existing Ariba Account 
2.1 Go to your email inbox and find Vendor Registration System Invitation email, click on the link. 

 
2.2 Click on Use existing account 
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2.3 Enter your username and password then click on click on login: 

 
 

3.0 Logging into Ariba dashboard 
 

3.1 Go to Service.Ariba.com: 

 
3.2 Click on supplier: 
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3.3 Login using your username and password: 

 
 

3.4 Click on business network: 

 
 

 

3.5 Choose Ariba Proposals & Questionnaires: 
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3.6 Now the Dashboard will be available: 

 
 

4.0 Accessing and completing the Vendor Registration Questionnaires 
 

4.1 Go to Service.Ariba.com: 

 
 

4.2 Click on supplier: 
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4.3 Login using your username and password: 

 
 

4.4 Click on business network: 

 

 
 
 
4.5 Choose Ariba Proposals & Questionnaires: 
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4.6 Click on supplier questionnaires: 

 
 
 
4.7 Choose Type of Registration: 

 
4.8 Complete Organization Details 
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4.9 Fill in the Reginal Presence Details: 

 

 

4.10 Fill in Employee Information: 

 
4.11 Provide Ownership Details: 

 

 
 

 

4.12 Select your Supply category: 
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First click on select 

 
Then click on the arrows to expand the category tree.  

 
Further expand the second level of the category tree 
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Select a maximum of five categories from the third level 

 
4.13 Fill in Power of Attorney details: 

 
 

4.14 Fill in Primary Contact Person details: 
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4.15 Fill in Secondary Contact Person details: 

 
4.16 Fill in Finance Representative Contact details: 

 
 

4.17 Fill in Senior Management Contact details: 

 
 

4.18 Fill in Vendor Bank Information.  The attached document provides detailed instructions on 
how to correctly fill in the bank details section: 
*Please remember to upload the bank certificate by clicking on ‘Details’. 
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4.19 Fill in Board Member Details: 

 
 

4.20 Fill in Disclosures section. Conflict of interest declaration form to be downloaded by clicking 
on “References’ 

 
The Conflict of Interest Declaration has been updated. It must be completed, signed, stamped, 
and uploaded 



 

 

Confidential 

 
 
 

4.21 Upload all required certificates and attachments by clicking on ‘Details’.  
The certificates required in this section will differ based on vendor types. 

 
The NDA must be downloaded, signed, stamped, and uploaded by clicking on ‘Details’. NDAs 
signed with the Diriyah Gate Development Authority (DGDA) are not valid. Please use the updated 
Diriyah Company NDA template, which can be downloaded by clicking on ‘Reference’. 
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Please note the certificate type and expiration date is pre-populated for ease as the document 
does not expire. Please do not edit these fields. 

 
4.22 Agree to the terms and conditions on the Declarations section and submit response  
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4.23 If a question is answered incorrectly, a red notification will appear indicating the error and the 

question number

 
 

4.24 A new question (17) may appear at the end of the questionnaire to remind you to select 'Yes' 
and provide all mandatory certificates. 
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5.0 Revising the Vendor Registration Questionnaire. 
5.1 You will receive an email to provide additional information, click on the link:  

 
5.2 Enter your username and password then click on click on login: 

 
5.3 Go to the Supplier registration questionnaire and click on Revise Response: 
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5.4 Modify information or upload the missing documents, by clicking on Details: 

 
 

5.5 Choose file then click on ok to upload the file: 

 
 

5.6 After you provide additional information or uploaded the missing document, click on submit 
entire response: 
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6.0 Accessing the Vendor Qualification Questionnaires: 
 

6.1 Accessing the Vendor Qualification Questionnaire can be done in two ways  
1. Click the link in the invitation email to access and complete the qualification questionnaire. 

The email will clearly state the category you are being qualified for 
2. Go to Service.Ariba.com: 

 
 

6.2 Click on supplier: 

 
6.3 Login using your username and password: 
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6.4 Click on business network: 

 

 
 
 
6.5 Choose Ariba Proposals & Questionnaires: 

 

 
 
6.6 Click on supplier questionnaires: 

 
 
6.7 Click on the questionnaire in the qualification questionnaires section to complete  
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6.8 Select the subcategories that fall within your capabilities and for which you can provide case 

studies  

 
 

6.9 Provide category specific information  

 
 
 
 

6.10 Provide financial information 
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6.11 Complete financial due diligence questions.  Current ratio can be calculated using the 
following formula: Current assets/Current liabilities 

 
 

6.12 Upload financial documentation 

 
 

6.13 Submit response 
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7.0 Participating in RFI 
 

7.1 When Diriyah Procurement invites you to RFI, you will receive an email invitation to participate in 
your registered email address, Click on the link available in the email: 

7.2  

 
 
 

7.3 Login using your username and password: 

 
 
7.4 Download the scope of work: 
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7.5 Click on review prerequisite: 
 

 
 
 

7.6 Click on accept the terms and agreement then click on OK: 
 

 
 
7.6 Click on attach a file to upload the estimated proposal: 
 

 
 

 
7.7 Upload the proposal by clicking on choose file then click on ok: 
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7.8 In case of any other supporting documents, click on attached file: 
 

 
 
7.9 Click on choose a file to upload the document then click on ok: 

 

 
 

 
7.10 Click on submit entire response: 
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8.0 Participating in RFP 
 

8.1 Once you are invited by Diriyah Procurement to participate in a bid, you will receive an email 
through your registered email address, click on the link available in the email to access: 

 
 
8.2 Login using your username and password: 

 

 
 

8.3 Download the attachment and review the RFP documents: 
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8.4 After reviewing the documents, click on done: 

 

 
 
8.5 Click on prerequisite: 

 

 
 
8.6 Click on I accept the agreement, and the check box then click on ok and submit the agreement: 
 

 
 
8.7 Upload the requested forms and documents: 
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8.8 Click on attach file to upload the technical proposal and make sure not to upload pricing sheets 

or commercial proposals in the technical details otherwise, you will be disqualified: 
 

 
 
8.9 Upload the commercial proposal and commercial proposal excel sheet: 
 

 
 
8.10 Click on submit entire response: 
 

 
 
8.11 Click on OK: 
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9.0 Declining to Participate in RFP 
 
9.1 Once you receive the RFP email from Diriyah Procurement, click on the link available in the email 

to access the event: 

 
 
9.2 Login using your username and password: 
 

 
 
9.3 Download all the documents in relation to the RFP and review them: 
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9.4 To decline the RFP after reviewing the documents, click on decline to respond: 
 

 
 
 
9.5 Add the reason for declining to respond then click on ok to complete the respond: 
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10.0 Participating in RFP after Declining 
 
10.1 If you have already declined to participate in an RFP changed your mind, go to the RFP email you 

received initially then click on the link available in the email to access the event: 

 
 
10.2 Login using your username and password: 

 
 
10.3 Click on intend to respond once you access the event: 
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10.4 The RFP can be accessed, and you can access section 10.0 to participate in the RFP. 
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11.0 Contract review 
 
11.1 You will receive an email on the registered email to review the contract terms and conditions, 

Click on the link available in the email: 
 

 
 
11.2  Login using your username and password: 
 

 
 
11.3  Click on go back to Dashboard:  
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11.4  Click on vendor review: 
 

 
 
11.5 Download the attached documents and review it, add comments if you have any: 
 

 
 
 
11.6 Click on complete review: 
 

 
 
11.7 Click on choose file to upload the updated contract document with your comments if any: 
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11.8 Click on OK button to complete the review: 
 

 
 
 
11.9 Now the review task will disappear from your portal screen and will be sent to Diriyah 

Procurement’s contract representative: 
 

 
 
 
 



 

 

Confidential 

12.0 Frequently Asked Questions and General Tips During Registration 
12.1 Why am I seeing an “Expired link” Message? 

If you encounter an expired link, we recommend trying the following steps to resolve the issue: 

1-Clear your browser cache and try accessing the link again. 
2-If clearing the cache doesn't work, please use an incognito or InPrivate browser window to 
access the link. 
3-If the issue persists, please contact us at Vendors@diriyah.sa 

 

12.2 What should I do if I receive a "User Already Exists" message? 

If you already have an account with Ariba, please log in using your existing user ID instead of creating 
a new account. If you encounter any difficulties, please contact us at Vendors@diriyah.sa 

 

12.3 I have registered on the site, but I am unable to log in. What should I do? 

If you are experiencing difficulties logging in after registration, we recommend trying the following 
steps: 

1-Clear your browser cache and try logging in again. 

2-If clearing the cache doesn't work, please use an incognito or InPrivate browser window to log in. 

3-If the issue persists, please contact Ariba Support Service for further assistance. 

 

12.4 What should I do if I am having a password issue? 

If you already have an account with Ariba and are experiencing password-related issues, please 
follow these steps: 

• Instead of signing up for a new account, please log in using your existing user ID. 

mailto:vendors@dgda.gov.sa
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• If you have forgotten your password, click on the "Forget Password" option to reset it. 
• If you continue to experience issues, please contact us at Vendors@diriyah.sa 

 
12.5 I have previously registered with another system. What should I do now? 

If you have registered with a previous system and are now joining Ariba Network, please register 
your company using the provided link. The previous registration was for a different internal system, 
and we are now using SAP Ariba. 

 

12.6 I do not have the Bank ID and Bank Key. What should I do? 

The Bank ID and Bank Key are default details. Please provide the other required bank details. You can 
refer to the Registration Manual, which is accessible through the link provided, for more information. 

 

12.7 How can I access tutorial videos and the guidebook? 

 
12.8 The system shows a maximum of 10 partners, but we have more than that. What should we do? 

Please attach the Article of Association in section 6.13 of the questionnaire to include all your 
partners. 

 

12.9 We have not received any emails from the Ariba system. What should we check? 

If you have not received any emails from the Ariba system, please check the following: 

• Check your junk mail folder, as the invitation email may have been auto generated and 
filtered as spam. 

• Contact your IT department to ensure that emails from the Ariba system are not being 
blocked. 

mailto:vendors@dgda.gov.sa
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• If the Issue persists, please contact us at Vendors@diriyah.sa 

 

12.10 We are already registered as an Ariba vendor. Do we need to register again? 

You have the option to create a new account, or you can log in using your existing username and 
password. Please follow these steps: 

• Go to Ariba proposal and questionnaire. 
• Complete the Supplier Registration Questionnaire and submit it. 

 

12.11 I completed the vendor registration, but I'm still receiving registration requests. What should I 

do? 

If you have completed the vendor registration, but continue to receive registration requests, it means 
the supplier registration questionnaire is still pending for your action. Please complete and submit 
the questionnaire by following these steps: 

• Log in to Ariba. 
• Click on Ariba Network. 
• Go to Ariba proposals & questionnaire and choose DGDA. 
• Complete the questionnaire and submit it. 

 

12.12 We have already registered, but we have not received any RFPs yet. What should we do? 

Vendors are invited as per the categories provided in the vendor registration questionnaires; you can 
revise your responses with additional categories within your scope.  

 

12.13 General Tips During Vendor Registration: 

mailto:vendors@dgda.gov.sa
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In section 1:  Choose the correct vendor type (Local vendor, Foreign Vendor not registered in MISA, 
Foreign Vendor registered in MISA) 
 
In section 2: Please make sure that you provide the correct postal code. 
 
In section 5: Please make sure that you choose the correct country code (you can check the country 
code from the Excel sheet attached) 
 
In section 6: Provide valid trade license for and Commercial Registration Certificate (CR). 
 
In section 6: The conflict-of-Interest form must be answered, signed, and stamped. 
 
In section 6: Non-Disclosure Agreement: must be signed and stamped. Please make sure that all 
pages are stamped. 
 
In section 6: Bank letter of official banking information: must provide a letter with your company 
IBAN, and correctly enter it in the required field. 

 

 


