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1. Purpose 

 
This is a quick reference guide (QRG) to be used by the suppliers for registration with AusNet for 
describing how to: 
 

• Submit the registration form. 

• Submit the insurance questionnaire. 

• Make changes in existing registration form.  
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2. How to submit the registration form. 

 

 
You will be receiving an 
email notification from 
Ariba to register with 
AusNet. 

1. From your email 
inbox, open this email 
to register yourself as 
a supplier with 
AusNet. 

 
2. Scroll down further 

until the end of the 
email body. 

 
3. Click the Click here 

tab. 

 

  

 
 

4. Click the Sign up to 
create a new account. 
Go to point 5. 
 

 
 
 

 
 

  

5. If you already have an 
account (Ariba 
Network account), 
click on Log in and 
use your existing 
username and 
password to continue. 
Skip and go to point 
26. 
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Provide company 

information. 

6. Enter Company 
Name (Should be full 
legal company name, 
which you will be 
using for trading with 
AusNet). 

 
7. Enter County/Region 

Use the drop-down 
menu to select the 

Country -  . 
 

8. Enter Complete 
Address (Use the 
drop-down menu to 
select the State -  

) 
(Must enter the trading 
address for transaction 
purposes with AusNet) 

 

Provide User account 

information.  

 
9. Enter First and Last 

Name. 
 

 
 

 
 

10. Read the information   

provided on right 
hand side carefully to 
create the Username and 
Password. 

 

Note: You will be using 

this Username and 

Password for all the future 

transaction with AusNet. 

Save them for your 

reference. 

 
11. Select the Language 

by clicking on the 
drop-down menu 

. 
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12. Enter email orders to 
– to receive all the 
future notification 
related to purchase 
order from AusNet. 

Provide more details 

about your business.  

 
13. Click on  

Browse to search the 
relevant Product and 
Service categories. 
Try to enter the 
closest match, which 
you will be using to 
deal with Ausnet. You 
can also type the 
partial name of the 
product or service; all 
the matching names 
will be displayed in 
drop-down. 

   

 
 

 

 

 

 

 

 

14. Select the 
product/services and 
click to see the further 
options, again select 
the relevant match, 
and click. 

 

 

15. Select the closest 
match and click on 

to add the 
product in “My 
selections” below. 

 
16. You can add multiple 

products & services if 
needed by following 
the same process as 
above. 

 
17. Click Ok. 
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You can see all the 

selected products in blue 

coloured boxes below the 

search bar. 

 

18. Enter Ship-to 
location –select 
Melbourne – Victoria 
by default. 

 

Note: you can select 

multiple Product & Service 

Categories and Ship to 

location by clicking on 

Browse and adding as 

same as we followed to 

select the product & 

services. 

 

 

 

 

19. You can also simply 
search by typing the 
location name and it 
will appear below the 
search bar to select. 

 

20. ABN and DUNS 
Number (Not 
mandatory to enter at 
this stage).  
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21. Accept the terms & 
conditions at bottom of 
the page. (These are 
Ariba’s terms & 
conditions not 
AusNet’s terms & 
conditions). 

 

22. Click Create account 
and continue. 

 

23. Review the account 
you created to avoid 
duplicate accounts 
and then come back 
to the previous page 
to continue or 
continue with account 
creation. 

 
24. OR Skip review if 

you’re sure about a 
new account. 

 
 

 
 

 

Notes:  

• If someone in your 
company created an 
account, you might 
use that or if you 
prefer to create a new 
account you can 
ignore and proceed 
with new account 
creation.  

• This page will show 
you the existing 
duplicate accounts 
and percentage 
match. The higher the 
percentage, the 
possibility of the 
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account being a 
duplicate is more. 

• If percentage match is 
high, check the 
supplier details if it is 
the same. 

• You could end up 
registering the same 
supplier’s name with a 
different entity as well 
E.g., the Name would 
be the same for 
different countries. 

• Just make sure the 
supplier’s name is 
different and continue 
with the Registration. 

• You’ve successfully 
created a new account 
in Ariba Network. You 
can proceed to 
complete the supplier 
registration form and 
submit. 

 

25. This is the registration 
form sent to you by 
the AusNet. Enter 
your company name. 
(Full legal name which 
will be used for trading 
with AusNet). 

 

 
 

26. Select the Country by 
clicking on the drop-

down menu  . 
 

Note: ABN is mandatory if 

the country selected is 

Australia. 
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27. Specify if you’re 
registered for GST by 
clicking on the drop-
down menu  

. 
 

Note: You cannot select 
“Yes” for registered for 
GST if the country 
selected is not Australia. 

 

28.  Enter full company 
address. 

 

 

 

 

 
 

 

 

29.  Give information 
about postal address. 
If it is different to office 
address specify the 
postal address. 

 
 

Provide Primary 

Supplier Contact details. 

 
30. Enter First and Last 

Name. 
 

31. Enter email address 
 

32. Enter contact phone 
number and Job Title.  
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33. Enter Sales 
Department Contact 
details.   

 

Note: Your sales 

department contact details 

will be used for all future 

transaction purposes by 

AusNet.  If it is different 

from the primary contact 

specify the sales 

department contact. 

 

34. Enter Accounts 
Receivable Contact 
details (This is the 
email address to 
which the remittance 
advise will be sent). 

 

35. Enter the bank 
information. 

 
Select Bank Type and 
Country from the drop-
down menu. 

 
 

36. Scroll down further to 
enter the bank 
account details. 
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37. Give information about 
your Ariba Network 
Accounts if there is 
more than one. 

 
38. Email address for 

receiving electronic 
purchase order, 
specify the email 
address for sending 
purchase orders here. 

 
 

 
 

 

39. Read through the 
section 7 and 8 
carefully as these are 
the additional 
requirements for the 
onboarding process.  
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40. Click on Attach a file 
to provide the required 
documentation. Do not 
provide any insurance 
document here. You 
will be sent a different 
invite for insurance 
details. 

 
 

 
 

 

 

41. Click on Choose File.  

 

 

 

42. Select the document 
from your PC (where it 
is saved among 
Desktop, Documents, 
and Downloads) and 
click Open.  

 
43. Click Ok. 

 

 

 

 

44. You can add 
additional information 
as well if needed.  

 
Note: Do not attach any 

insurance documents, 

you’ll be receiving another 

email to submit insurance 

related documents. 
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45. Please carefully read 
the Reserving Right 
section as it pertains 
to timely payment of 
invoice. 

 
 

 

46. Click on drop down 
menu for declaration.  

 
Select Yes to accept the 
Terms and Conditions. 

 

 
 

47. If you have a separate 
contract with AusNet 
select “Yes”, if not 
than select “No”.  

 

 

48. If you select “No” in 
both 11.1 & 11.2, then 
provide the 
justification for why 
you have selected 
“No” for both. 

  

49. Click on references to 
view and download 
the Terms 
&Conditions. 
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50. Open file from the 
Ariba page itself. 

 
Or 
 

Go to the download folder 

in your PC to open the 

Terms & Conditions pdf 

and read it carefully.  

 
 

 

 

51. Select “Yes”.  
 

Note: By selecting Yes 

here means you are 

abiding by AusNet’s 

Terms & Conditions. 

 
  

 

 

52. Click  
. 

 
53. Select OK to submit 

the response. 
 
 

 

 

 

 

 

You have now 

successfully submitted the 

registration form. 

 

Note: You will receive 
further questionnaires for 
insurances, check the 
next section for how to 
submit it.  
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You will receive an email 

notification from AusNet 

once your registration is 

approved. 

 

Note: You will need to be 

qualified in order to 

transact with AusNet. 

Approval of registration 

does not mean that you’re 

qualified. It only means 

that you have moved to 

the qualification phase in 

AusNet onboarding 

process. 

’ 
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3. How to submit the insurance questionnaire. 

 

You will receive another 

email notification from 

AusNet once your 

registration is approved. 

 

How to Submit the 

questionnaire? 

 
1. Click on Submit 

questionnaire link 
provided in an email.  

 

 
2. Login using your 

existing username 
and password.  

 
 

Provide details for 

Insurance Documents. 

 
3. Enter insurance Type. 

 

4.  Click on     to 
select the insurance 
start and expiry date. 
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5. Click on Attach a file 
to attach the 
insurance document.  

 
 

6. Click on Choose file. 

 
 

7. Select the document 
from your PC (where it 
is saved among 
Desktop, Documents, 
and Downloads) and 
click Open.  
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8. Click Ok. 
 

 

 
 

9. Provide details of 
other insurance 
related documents (if 
required) else click on 
Submit Entire 
Response.  

 

10. Click Ok to Submit.  
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You have now 

successfully submitted the 

Qualification form. 

 


