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All suppliers interested in 
participating in RFX issued by 
Cathay Pacific must register on 
our eProcurement Platform -
Ariba to receive the invitations.

Follow below steps to self 
register on Ariba:

1. Click on the link below/ 
copy & paste the URL into 
your browser
http://cathaypacific.supplier.ariba.com

2. On the following page,
click on “Register Now”2

1

If you already have an Ariba Account with another customer please jump to 
“Login with existing Ariba account” section on P.13.

http://cathaypacific.supplier.ariba.com/
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3. Fill in the required 
Company information

4. Fill in the User  
account information

3

4

The first account you 

enter here automatically 

becomes your company 

“Account Administrator”. 

It is suggested to be an 

general account that can 

be accessed by any of 

your company users in 

future. This is to ensure 

your company account 

continuity even if the 

current user has left the 

company or changed 

positions.
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5. Read the Ariba “Terms of 
Use” and “SAP Ariba 
Privacy Statement” by 
clicking on the links 
available. Then tick the 
boxes.

6. Click on “Register”

7. Once you complete the 
registration, an automated 
email will be sent to your 
registered email address 
to confirm the details.

8. Click on the link given in 
the email to activate your 
account.

5 6

7-8
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• You maybe taken to the 
Review duplicate account 
page after you click 
“Register”. This is because a 
similar account has been 
found in the Ariba Network. 
You can either:

A. Double check the 
results found. If any 
result is matched, 
contact the account 
administrator from 
Actions to add you as 
additional user to the 
existing account

B. If no result is matched, 
you can simply click 
“Continue Account 
Creation” to proceed.
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9. Enter the username and 
password as per previous 
setting and click “Login”

10. Once logged in, update 
the required information 
and click on “Save” 

(This is a non mandatory 
step, if you do not wish to 
provide this information 
you can simply click on 
“Close”)

9
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11. On the next page click 
on “Go To Company 
Profile” Tab

12. Read and answer 
questions 1.2 and 1.3

13. Click on “Submit” 
once completed

This completes the online registration 
process and Cathay Pacific will be 
notified of your registration.

You will be able to participate in the 
Cathay Pacific RFX events once your 
account is approved by Cathay 
Pacific.

Please go to the next pages if you 
need add more users to your 
account.

11

12

13
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Adding new user account
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To add more users to 
your company account, 
follow below steps:

Before you create a user, you will 
need to create role for the user.

Role defines the kind of access 
levels you can assign to users in 
your organization.

For example, user 1 can have 
access to proposals and user 2 
can be contract administrator.

3. To create the role click on the
icon from the Manage 

Roles tab.

1. Click your profile icon from 
the top right corner

2. Click on “Users” under 
Settings

1

2

3



Confidential and Proprietary Information 

© Cathay Pacific Airways Limited and its subsidiaries

4. Type in “Proposals Reviewer” 
in the Name tab

5. Select “Access Proposals and 
Contracts” to grant permission

6. Click on “Save”

You have now created a role with 
access to Proposals and Contracts.

You can assign this role to users 
who will be responsible to submit 
proposals on behalf of your 
organization.

4

5

6
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7. To create a new user 

click on the      icon from 

Manage Users tab.

8. Fill in the user details

9. Assign the role you have 

created to this user by 

selecting the role name

10. Click on “Done”

11. You can add multiple users 

by repeating the above steps.

7

8

9

10

If any user is added 

post the approval of 

your organization, you 

will have to notify your 

Cathay Pacific contact 

to approve the new 

user before they can 

access the RFX events.
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Login with existing Ariba Network account

• This is only applicable to supplier who already has an Ariba Commerce Cloud, 

Ariba Discovery or Ariba Network account.

• You should have used the same account to connect with other customers before.

• An Ariba Network ID (ANID) number should be in place.
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If you already have an Ariba 
Account with other customers 
follow below steps:

1. Click on the link below/ 
copy & paste the URL into 
your browser
http://cathaypacific.supplier.ariba.com

2. Click on “Register Now”

3. Click on the “Login” Tab

4. Fill in your existing user 
name and password

5. Click on “Continue”

3

4

5

2

http://cathaypacific.supplier.ariba.com/
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6. On the next page click on 
“Go To Company Profile” Tab

7. Read and answers questions 
1.2 and 1.3

8. Click on “Submit” once 
completed

This completes the online registration 
process and Cathay Pacific will be 
notified of your registration.

You will be able to participate in the 
Cathay Pacific RFX events once your 
account is approved by Cathay 
Pacific.

6

7

8



Confidential and Proprietary Information 

© Cathay Pacific Airways Limited and its subsidiaries

Change Account Administrator



Confidential and Proprietary Information 

© Cathay Pacific Airways Limited and its subsidiaries

Change Account Administrator

• Your account administrator performs account setup and maintenance task

– Add or delete users

– Assign roles

– Reset passwords

• Importance of having an active administrator account

– Easily maintain supplier profile anytime;

– without the help from Ariba Support or Cathay Pacific;

– to avoid delay in participating RFx event

• Plan ahead to change the administrator if the user plans to leave company or 

take on a different role
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How do I access and change the former administrator's account?

A. If the account administrator is still with your company:

 they can reassign the administrator account to another user or change their user information to a different person.

B. If the account administrator is no longer with your company, but you have access to the registered email:

 Use the Password link on the Supplier Login page to request a password reset.

 After accessing the account, you can transfer the account administration role or reassign the administrator account to a 

new person by following the scenario A steps.

C. If the account administrator is no longer with your company and there is no access to the email address:

 contact SAP Ariba Customer Support via the Support Center to change the administrator. You will be required to provide 

the ANID number of the account, the listed administrator name, and email address.

 Cathay Pacific representative is able to provide the above information.

Ariba reference article: https://support.ariba.com/Item/view/82428

https://support.ariba.com/Item/view/82431
https://support.ariba.com/Item/view/146034
https://support.ariba.com/Item/view/82428
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Scenario A: account administrator still with your company

A. If the account administrator is still with your company:

 they can reassign the administrator account to another user or change their user information to a different person.

Reassign Change

Ariba reference article: https://support.ariba.com/Item/view/82428

https://support.ariba.com/Item/view/82431
https://support.ariba.com/Item/view/146034
https://support.ariba.com/Item/view/82428
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Scenario B: account administrator not with your company but you have 
access to the email

B. If the account administrator is no longer with your company, but you have access to the registered email:

 Use the Password link on the Supplier Login page to request a password reset.

 After accessing the account, you can transfer the account administration role or reassign the administrator account to a 

new person by following the scenario A steps.
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Scenario C: account administrator not with your company and you have 
no access to the email

C. If the account administrator is no longer with your company and there is no access to the email address:

 contact SAP Ariba Customer Support via the Support Center to change the administrator. You will be required to provide 

the ANID number of the account, the listed administrator name, and email address (please obtain the information from 

Cathay Pacific representation if you do have the required information)

 Please refer next section to contact Ariba Support.

Ariba reference article: https://support.ariba.com/item/view/174605

If the administrator has already left the company or changed positions which you 

have no access to the registered email, you must contact Ariba Customer Support 

to proceed. This may take up to several weeks to complete (subject to Ariba 

Support lead-time). Contact information can be found in next “Ariba Help Center 

Support” section. 

https://support.ariba.com/item/view/174605


Confidential and Proprietary Information 

© Cathay Pacific Airways Limited and its subsidiaries

Ariba Help Center Support
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Ariba Help Center Support

• SAP Ariba Customer 

Support is able to 

provide answers to the 

most common 

questions immediately 

without the need of 

engaging Customer 

Support.

24

1. Click the question 

mark icon to display 

the Help Center

1
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Ariba Help Center Support

• On the right-hand panel you will find 

common issues related to the page 

you are on.

25

2. Access the Help Center by 

clicking Support in the bottom right 

corner, next to the headset icon.

2
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Ariba Help Center Support

3. Enter a brief description of your 

question or issue in the I need 

help with field. Then click Start.

26

3

• You can improve your search results by searching for only the most important words. Search strings of three or fewer words tend to return 

better results than longer phrases or sentences. As you type, you begin to see suggested searches to run. Click one of the suggested 

searches or enter your own search term.
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Ariba Help Center Support

4. Search results 

will be populated. 

See if you are 

able to find a 

solution.

27

4
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Ariba Help Center Support

5. If prompted, respond to any Yes or No

questions under Contact Ariba Customer 

Support.

6. If you were unable to find a solution, you'll be 

presented with the contact methods (email, 

phone and live webinar). To receive call, click

Get help by phone.

28
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Ariba Help Center Support

7. Complete all required (*) fields. If you need 

assistance with a sourcing event ending in the 

next 60 minutes, please click Yes under the 

Do you require assistance bidding in an 

event that closes within the next 60 

minutes? question in the call request web 

form. 

8. Click Submit.

29

• A confirmation screen will appear once 

your request has been submitted and will 

provide you with an estimated wait time.

You can also use the above steps to get live chat (when available) and email support.

7

8
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Ariba Help Center Support: Additional Information

If you would like to request a follow up to your original submission, please follow the 

steps below:

• Once in the Support Center, click the title of your service 

request underneath My Open Service Requests.

• Next to Request a follow up, click your preferred contact method.

30
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