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How to join the SAP Ariba Network (contd) 

Overview 
Sigma Healthcare systems 

We’ve transformed our supply chain to improve the way we do 
business with our suppliers. 
In 2021 Sigma Healthcare implemented its SAP ERP system which included the use of SAP 
Ariba network to onboard suppliers. This guide provides new indirect (non-stock) suppliers 
with information on how to register with Sigma.  

What you need to do? 
Onboarding through SAP Ariba Network 

SAP Ariba is a global B2B platform and cloud-based supply chain solution. 

For indirect (non-stock) suppliers, the SAP Ariba network is used for the registration and 
onboarding of new indirect (non-stock) suppliers onto Sigma's SAP platform. Once 
registered in SAP Ariba, you will be able to make changes directly to your data such as your 
bank account details, contact names, address, etc.  

How to join the SAP Ariba Network 
There are two primary steps to onboarding via the SAP Ariba Network: 

A. Create a profile for your organisation on the SAP Ariba Network, or if you are an
existing user, log on using your relevant credentials; then

B. Complete the Sigma Registration Form and submit.
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Further detailed guidance  
Step 1:  
You will receive an email from Ariba to register with Sigma Healthcare.  
*Note: Please monitor your email, including your Spam folder, to locate this invitation.  

  

 
  

Select the first Click Here link above - even if you have an existing account on SAP Ariba 
(refer to Step 2).  
 
Click on the second Click Here link to access the Indirect Supplier Onboarding guide. 

 
Step 2:  

You will be prompted to register on the SAP Ariba registration page.  
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• If you are new to the SAP Ariba Network then you will need to register your business 
details on the Ariba Network by clicking on Create new account. 

• If you are an existing user of the SAP Ariba Network please use your existing Ariba 
Network login credentials. However please ensure you still access Ariba using the 
registration link provided in the invitation email as this will take you to Sigma’s 
Registration Form.   

  

 
  

Step 3 (new to SAP Ariba Network):  
If you are an existing SAP Ariba Network user you can skip to Step 4.  
  
If you are a new user to the SAP Ariba Network complete the SAP Ariba registration before 
completing the Sigma registration. There is no charge for this registration and your 
organisation will be established on the SAP Ariba Network.  
  
Company Information.  
Firstly, complete the required fields under section “Company Information”. Where shown, 
review the pre- populated information to ensure its accuracy.  
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User Account information.  
In this section, please provide a user account name and password for logging into 
your Ariba Network account.  
 
Note: The username needs to be in the format of an email address. Eg : xxxxx@gmail.com  
 
Accept the terms and conditions, verify the captcha and click on “Create Account”. 
 

 

mailto:xxxxx@gmail.com
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You will be prompted to confirm your email address.  
 

 
 

You will receive an email notification similar to below from Ariba. Click on Confirm email. 
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Select your “Product Category” that best describes the goods or services your organisation 
provides, a “Ship-to Service Location” and click on Submit. 

 
 
If you are directed to the below page, please log out by clicking on you user initials on the top 
right corner to access the login page. 
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How to complete the Sigma Registration Questionnaire  
Step 4:  
Once registered in the SAP Ariba Network, or if you have an existing SAP Ariba profile, use 
the link provided in the email invitation to login to the SAP Ariba Network account and 
access Sigma's supplier registration questionnaire.  

 
 

   

    



  

  
 

  
   

Logging in will take you to the supplier registration questionnaire as shown below.  
 

 
Note : This questionnaire is valid for 30 days from the date of creation. Time remaining displayed in the top right 
corner shows the number of days left to fill in the registration form.  
  

Some of the fields in the registration form may be pre-populated. Please review these details 
and make changes if required.  

Section 1 Introduction  
Click on the link if you wish to read information on Sigma's approach to supplier enablement.  
 

 
     

Section 2 Supplier Profile Information  
Enter the Supplier Legal Name, Supplier Trading Name and Type of Business.  

  

     
    



  

  
 

  
   

Section 3 Supplier Address  
Check or complete address details. For Australia, please enter Suburb in the City field.  

  
  

Section 4 Supplier Website   
Enter the address for your website.  

  
Section 5 General Financial Information  
Please select Yes / No for whether you are an Australian based organisation. If Australian 
then enter your ABN number, otherwise enter your applicable country's tax number (eg UK 
VAT). Please check this is in the correct format for your country.  

  

  
  
Section 6 Bank Details *important*   
Choose the bank type Domestic/Foreign.  
Select the Country/Region.  
 

  
    
For Australian banks, please enter the following mandatory fields:  

• Account Holder name (should match your Bank Statement).   
• Bank Key/ABA Routing Number (*NOTE: this is the BSB for Australian Accounts); and   

• Account Number   



  

  
 

  
   

 

Note: SWIFT is only applicable for non-Australian Bank accounts.  

For Non-Australian banks, please enter Account Holder Name, IBAN Number and Swift Code  
  

 
  

*Important Note: please do not populate the Bank Key/ABA Routing Number or Account Number field if populating 
the IBAN Number field. This will create errors and delays with onboarding to Sigma’s SAP system.   
 
Attach supporting documents to validate the bank details. 
 

 
 
 *Important Note: as an anti-fraud control, supporting evidence must be external to your organisation e.g. copy of 
a bank statement. A letter on your own letterhead is not sufficient.  

 

Section 7 Additional Contact Details  

Enter the email addresses in the fields shown.  

 
  

Note : Email Address for Claim Advice is not required for Indirect / Non-Stock suppliers.  

  
    



  

  
 

  
   

Enter your organisation's postal address for receipt of Purchase Orders.  
Note: In Australia, place your Suburb in the City field.  

  

Enter a contact phone number for your Accounts department 

  

Section 8 Additional Personnel Details  
Add any additional personnel information if required.  

  

Step 5  
Once all the fields are updated, click on “Submit Entire Response Button”.  

 
Once the questionnaire is submitted, it routes to Sigma for approval and the registration 
status shows as “Pending Approval”. This changes to Approved once Sigma has approved 
the registration, and you should be able to commence transacting with Sigma.   
  

  



  

  
 

  
   

  

How to update your information  
In some cases, Sigma may request for additional information after you have submitted your 
registration. You will receive email notification of this:  

 
Step 1  
Click on the link in the email to open the registration questionnaire. To update the requested 
details, click on “Revise Response” button.  

 
  

Step 2  
Click on OK to confirm.  

  
    
The fields are now editable. Comments from Sigma requesting additional details is displayed 
on top.  



  

  
 

  
   

 
Step 3  
Make the required changes and click on “Submit Entire Response” button.  
  

 
Step 4  
Click “OK ” to submit.  
  

 
  

 Registration Questionnaire is now in “Pending Approval” status.    

 



  

  
 

  
   

Note: You can only submit or update, if the questionnaire is in Open or Pending Resubmit status. If 
your questionnaire is Closed it means you have missed the submission deadline. Please contact 
directly your Sigma Representative to request to reopen it.  

  
Note: If the status is Pending Approval your Sigma Representative must approve or request more 
information in your previous submission before you can submit an update.  

  
Note: If the status is Registration Denied, it means that your Sigma Representative has denied your 
registration. Please contact your Sigma Representative.  

     



  

  
 

  
   

What else you need to know:  

How we work with indirect suppliers  

 Accounts Payable email address  
Invoices must be in PDF format and sent to our accounts payable email address: 
accountspayableinvoices@sigmahealthcare.com.au  

All queries on invoices and payment thereof should be addressed to: 
accpay@sigmahealthcare.com.au.   

If used, account statements should also be sent to the accpay@sigmahealthcare.com.au 
email address.  
  

What do you need to do?  
Please ensure invoices are sent to the above email address. Sending invoices to other 
addresses (such as your Sigma Healthcare Representative) can result in processing and 
payment delays.  

  
Please include your Purchase Order number and the name and email address of the 
Sigma Healthcare Representative who placed the order with you on your invoices.  

Note: This does not currently apply to our subsidiary business MPS. Pease contact your MPS 
representative for invoicing information.  

 No PO, No Pay policy  
  
For most suppliers, Sigma operates on a ‘No PO, No Pay’ policy.  
This means that a Purchase Order must be obtained from Sigma to support all transactions.  

This policy ensures accuracy and efficiency when you transact with us and assists in 
processing invoices and payments on time.  
  
What you need to know:  
For transactions with Sigma Healthcare you will require a Purchase Order which will 
detail the goods and/or services requested.   

  
What do you need to do?  
Prior to delivering your goods or services, you will need to receive a Purchase Order from 
Sigma Healthcare and check that the information on that Purchase Order accurately reflects 
the goods / services being ordered.  

  

  



  

  
 

  
   

  
You will also need to ensure all your invoices include:  
1. The Purchase Order Number, and  
2. The email address of the Sigma Healthcare Representative that ordered the goods and 

services  

 Purchase Orders  
Purchase Orders are required for most transactions* - see example below:  

  

 
  
* You will be advised by your Sigma Healthcare representative if Purchase Orders do not apply for your 
transactions. This only applies to a few exceptions.  

  
  



  

  
 

  
   

    

4. FAQs  
Questions?  
  

Do I need to register for the SAP Ariba Network?  
  
Only if you are a new supplier to Sigma.  
  
How do I manage my business information via the SAP Ariba Network?  
  
If you have registered via the SAP Ariba network, the network provides a user- friendly online 
portal for you to make changes to your business information such as changing your address 
or updating your banking information. If you need to make changes to your existing business 
information, please inform your Sigma Healthcare Representative who will assist you in 
registering on the SAP Ariba Network.  
  
Are there any costs to register for the Ariba Network?  
  
There are no network fees to register for the SAP Ariba network with Sigma Healthcare or to 
make changes to your business information once registered.  
  
Does this apply to MPS?  
  
No, these changes currently only apply to the Sigma Healthcare and Sigma 
Healthcare Logistics business.  
  
Who do I contact for any questions?  
  
If you have questions on the information in this Guide, please contact your Sigma Healthcare 
Representative or send an email to: SupplierEnablement@sigmahealthcare.com.au  
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