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This is applicable to suppliers who don’t have any Ariba Network account.

Create new Ariba Network account
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To participate Cathay’s online 

RFx, suppliers are required to 

self register in eProcurement 

Platform – SAP Ariba by 

following steps, 

1. Click on

http://cathaypacific.supplie

r.ariba.com ; or

copy & paste the URL to 

your browser

2. Click on “Register Now” to 

create a brand-new Ariba 

Network account

If you already have an Ariba Network account, please jump to page 13 to link 

your existing account with Cathay instead of creating a brand-new account

http://cathaypacific.supplier.ariba.com/
http://cathaypacific.supplier.ariba.com/
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3. Fill in Company information
(English Company Name is preferrable)

4. Fill in User account information

This email will be defaulted as your 

“Account Administrator”. 

It is highly recommended to register 

with a generic email (e.g. bid@xxx.com) 

in the consideration of account 

continuity – if there’s any staff 

movement, other persons within the 

company will still be able to access this 

account and  participate Cathay’s online 

RFx.

mailto:bid@xxx.com
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5. Read through “Terms of Use” 

and “SAP Business Network 

Privacy Statement” and tick 

both boxes.

6. Click on “Register”

After clicking “Register”, 

If there are potential existing accounts found 

(i.e. in similar organisation name), you will be 

taken to “Review duplicate account” page to 

review those match results before creating a 

new account. 

If this message doesn’t pop-up, it means there 

is no duplicate account found in Ariba Network. 

You can directly jump to page 8 of this deck.
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In “Review duplicate Account” page, 

please review the results found. 

If there’s any result matched, you 

can click on “View profile” for 

contacting the account administrator 

to add you to the existing account.

If there’s no result matched, you can 

simply click on “Continue Account 

Creation” to proceed further.
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Once you complete the registration, Ariba will send an email to 

your registered email address to confirm the details.

7. Go to your email inbox and click on the link given to 

activate your account.
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After clicking the activation link, it 

will direct you to the page to 

complete the required profile 

information to link with Cathay. 

8. Complete questions 1 and 2

9. Click on “Submit” to send 

your registration to Cathay

The online registration is 

completed. Cathay will be 

notified of your registration.

(An active person from 

Cathay’s procurement department)

Cathay anticipates the business 

partners adhering to our corporate 

governance policies and work 

collaboratively to achieve 

procurement excellence. 

Only if supplier answers "Yes" in 

Q2.2 & Q2.3, the profile will get 

approved by Cathay.
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If this message is showing in your 

homepage, it means your 

registration has been successfully 

submitted to Cathay and pending 

approval.

No further action is required. 

Once your account is approved 

by Cathay, an automated email 

will be sent to notify your account 

is approved. 

You are now able to participate in 

Cathay online RFX events.
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This is only applicable to supplier who already has an Ariba Network account and connected with customers.

Please use your existing account to connect with Cathay.

Login with existing Ariba Network account



Confidential and Proprietary Information 

© Cathay Pacific Airways Limited and its subsidiaries
12

If you already have an Ariba 

Network Account and 

connected with other 

customers, please follow 

below steps to link with 

Cathay, 

1. Click on

http://cathaypacific.suppli

er.ariba.com ; or

copy & paste the URL to 

your browser

2. Click on “Register Now” 

  

http://cathaypacific.supplier.ariba.com/
http://cathaypacific.supplier.ariba.com/
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3. Click on “Login”

4. Use your existing Username and 

Password to login

5. Click on “Continue”

  



Confidential and Proprietary Information 

© Cathay Pacific Airways Limited and its subsidiaries
14

6. Complete questions 1 and 2

7. Click on “Submit” to send your registration 

to Cathay

The online registration is completed. Cathay 

will be notified of your registration.

  

(An active person from 

Cathay’s procurement department)

Cathay anticipates the business 

partners adhering to our corporate 

governance policies and work 

collaboratively to achieve 

procurement excellence. 

Only if supplier answers "Yes" in 

Q2.2 & Q2.3, the profile will get 

approved by Cathay.
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If this message is showing in your 

homepage, it means your 

registration has been successfully 

submitted to Cathay and pending 

approval.

No further action is required. 

Once your account is approved 

by Cathay, an automated email 

will be sent to notify your account 

is approved. 

You are now able to participate in 

Cathay online RFX events.
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This is only applicable if you are the Account Administrator.

Add new users to your account
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To add users to your company account, 

please refer to the following steps,

1. Click on your profile icon in the top 

right corner

2. Click on “Settings”

3. Select “Users”
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“Roles” is to define user’s access right. 

Please create a “Role” before adding 

new users. 

4. In “Manage Roles” tab, click on the 

add icon to create new roles
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5. Assign a name for this role, e.g. 

“Proposals Reviewer”

6. Select Permission of this role, e.g. 

“Access Proposals and Contracts” 

7. Click on “Save”

You have now created a role with access to 

Proposals and Contracts.

You can assign this role to users who are 

responsible to submit proposals on behalf 

of your organisation.
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8. To add new users, 

click on the add icon  

in “Manage Users” 

tab
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9. Fill in user details

10. Assign the role you have created to 

this user by selecting the role name

11. Click on “Done”

You can create other roles / new users by 

repeating the above steps.

If any user is added post the approval 

of your organization, you will have to 

notify your Cathay contact to approve 

the new user before they can access 

the RFX events.
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Account Administrator

• 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;

– to avoid delay in participating RFx event

• Plan ahead to change the account administrator if there’s any staff movement

23
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How do I access and change the former administrator's account?

24

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

Account administrator is 

still with your company

Account Administrator can

• reassign the administrator 

account to another user OR 

• change their user 

information to a different 

person

Account administrator is no longer 

with your company, but you have 

access to the registered email

• Request a password reset in the 

Supplier Login page.

• Once you can have access to the 

the account, you can 

• reassign the administrator 

account to another user OR 

• change their user 

information to a different 

person

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 Centre 

to request a change of 

administrator. 

• You will be required to provide
• ANID number of the account

• Administrator’s name

• Administrator’s email address

(In case you don't have above information, 

please contact your Cathay representative)

Cathay is not authorised on changing / reassigning your account administrator / users. 

You must contact Ariba Customer Support in case you cannot access to the registered email. This may take up to several weeks to complete (subject to Ariba 

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

https://support.ariba.com/Item/view/82428
https://support.ariba.com/item/view/KB0392441
https://support.ariba.com/item/view/KB0393838
https://support.ariba.com/item/view/KB0392441
https://support.ariba.com/item/view/KB0393838
https://support.ariba.com/item/view/174605
https://support.ariba.com/item/view/174605
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In “Ariba Proposals and 

Questionnaires” page, 

1. Click on your profile icon in 

the top right corner

2. Click on “Company Profile”
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3. Click on “Customer Requested”
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4. Click on “Cathay Pacific Airways”

5. Review and update the answer(s)

6. Click on “Submit” after amendment
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Ariba Help Center Support
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1. Click the help icon in the 

upper-right corner in 

login page

2. Click on “Support”

3. Click on the URL

https://service.ariba.com/Supplier.aw/109570049/aw?awh=r&awssk=anni4_M1&dard=1
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Read through the disclaimer,

4. If you don’t want this 

disclaimer pop-up again, 

check this box

5. If you agree this disclaimer, 

click on “Agree and Proceed”. 

It will then direct you to Ariba 

Help Center
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6. In the homepage, you enter a 

brief description of your question 

or issue to search for an answer.

7. If you cannot find what you’re 

looking for, click on “Contact us” 

to create a case
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8. Click on “Sign In” if you have an account
(it’s easier to get the right support to your personalised 

content and topics)

OR

If you are unable to log in, choose one of 

the options that best suit your question or 

issue 
• Login help

• Account help

• Invoicing help

• Privacy request

• Upgrade integration certificate

Registration help

• Register a new account

• Error while registering

• Issue logging in

• Find existing account

• Access Sourcing event

• Something else

Login help

• Didn’t get an email after 

these steps

• Reassign the 

administrator account 

• Account locked

• Experiencing a different 

issue

Account help

• Reassign / transfer 

account admin

• User access

• Locked account

• Downgrade Enterprise 

account to Standard

• Merge multiple accounts

• Delete / expire account
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For example, your account administrator is 

no longer with your company, and you have 

no access to his/her email address

9. Click on “Login help”

10. Select “I need to reassign the 

administrator account”

11. Select “No” if the account administrator is 

no longer with your company

12. Select “No” if you have no access to 

his/her email address

13. Click on “Create a Case” to get help from 

Ariba Support team
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14. Fill out the form in as much 

detail as possible

15. Click on “One last step”
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16. Select the contact method

17. Click on “Submit”. Ariba Support will give you a call to 

follow up your question or issue based on the 

Estimated wait time
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