
Percassi supplier 
portal guide

Ariba Supplier Network

© Avvale



2

Index

4 Registration Questionnaire - Invitation email 

6 Registration Questionnaire - Obtaining access credentials - Sign Up 

9 Registration Questionnaire - Obtaining access credentials - Log in

10 Registration Questionnaire - Confirmation email

12 Registration Questionnaire - Supplier response 

16 Qualification Questionnaire - Invitation email

18 Qualification Questionnaire - Supplier response 

22 Bank Information Questionnaire - Invitation email

24 Bank Information Questionnaire - Supplier response

29 Ariba Proposal & Questionnaire section – How To search Percassi

31 Ariba Support – How to contact Ariba



3

Ariba Supplier Network Portal
Procedure to access 

- Registration questionnaire invitation email

- Obtaining access credentials (Sign up and Log in)

- Registration confirmation email
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Registration Questionnaire – Invitation email (1/2)

After the Percassi user started the Registration process, you receive an invitation email in order to respond to the questionnaire:

In this email you can find the details about the 
“Supplier Registration Questionnaire”.

To provide your response at the questionnaire, follow 
the steps below:

➢ Click on “Click Here” to get to Percassi 
Registration questionnaire;

➢ If you didn’t get your invite, check junk email 
folder or corporate junk filter;

➢ Make sure that there are no blocks in your inbox 
on Ariba email addresses for the correct 
redirection of emails.
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Registration Questionnaire – Invitation email (2/2)
Clicking on the hyperlink, you are redirected to Ariba main page where, only for the first time, you can:

➢ Click on “Sign Up” to create new account on Ariba Network, in case you don't already own one, or

➢ If you already have one, click on “Log in” to establish relationship to Percassi with your account.
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Registration Questionnaire – Obtaining access credentials – Sign Up (1/3)

If you don’t have an Ariba account you have to follow 
the below steps after clicking “Sign up”:

➢ Fill with the mandatory information about your 
company the section “Company Information”;

➢ Fill with the mandatory information about yourself 
the section “User account information”.

It is important to note that:

➢ Is automatically assigned as username the contact 
email address (however, it is possible to change it 
but will have to be an email format);

➢ Must be inserted and retyped for security a 
password of at least 8 characters (including capital 
letters and lowercase, digits and special 
characters).
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Registration Questionnaire – Obtaining access credentials – Sign Up (2/3)

Now enter the product categories and the shipping location or 
service in the third section “Tell us more about your 
business” (categories are the ones related to Ariba Network).

In order to select correctly product categories:

➢ Click on “Browse” (it is not possible to manually write a 
category in the field but you must choose it from the drop-
down menu);

➢ Click on the “>” icon to select the desired product 
category (click on any further “>”arrows to achieve the 
level of detail that corresponds to your business);

➢ Click on “+” to add the products and selected services. 
The selected product categories they will be visible in the 
“Selections” section (to remove a category from those 
select click in the relevant square aside and then on 
“Remove”);

➢ Click “OK” to continue and confirm the selected 
categories. 

Repeat the same process as before for the product categories 
to indicate the geographical area in which you provide service.
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Registration Questionnaire – Obtaining access credentials – Sign Up (3/3)

After having filled out all the previous sections you need to Accept Term of Use and SAP Business Network Privacy Statement.

Check the two boxes to declare have read and accept the conditions of SAP usage and privacy policies Ariba. You can click on the two links in 
blue “Terms of use” and “SAP Business Network Privacy Statement” to have more information on this.

➢ Once done, click on “Create Account and Continue to continue”.

If the system detects potential duplicates for the supplier created (if already have an Ariba Account created in previously), click on “Review 
account”. 

Otherwise click on “Ignore”.

After that you will be automatically redirected to the system into the “Supplier Registration Questionnaire”.
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Registration Questionnaire – Obtaining access credentials – Login
Clicking “Log in”, in case you have already an account that you can used to log in Ariba Supplier Network and that can be linked with 
Percassi, you will be able to see the page in which you have to insert your credentials (Username and password).

If you don’t remember your credentials click on “Forgot Username” or “Forgot Password” (link in blue).

After that you will be automatically redirected to the system into the “Supplier Registration Questionnaire”.
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Registration Questionnaire - Registration Confirmation Email
Once you have completed your Ariba Network Registration, you will receive a confirmation email with your username and the ANID 
code associated to your account:
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Registration Questionnaire
Registration questionnaire supplier response
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Registration Questionnaire – Supplier Response (1/3)
After logging into the Ariba Supplier Network and after you have been redirected to the screen for completing the registration 
questionnaire, you will be able to complete it in all its parts. The questionnaire at the moment is in status “Not Responded”.

If you don't fill in all the mandatory fields in the questionnaire, the system displays an error message.
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Registration Questionnaire – Supplier Response (2/3)
If you are sure that you have filled all the information required in the “Supplier Registration Questionnarie" you can click "Submit 
Entire Response". Clicking this button the questionnaire goes to "Pending Approval" status and one user of Percassi will be able to 
decide if Approve it or Deny it or request to you additional information.

Instead, clicking the "Save draft" button it is possible to save a draft of the answers provided so as not to lose them but the 
questionnaire will not yet be sent to the user of Percassi and remain in status “In Registration”.
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Registration Questionnaire – Supplier Response (3/3)
If Percassi user request to you additional information you will receive a notification email as shown in the screenshot below and the 
questionnaire goes to “Pending Resubmission” status:

In order to update the “Supplier Registration Questionnaire”, after 
access into Ariba Supplier Network, and click it, you have to select 
the button “Revise Response”:

After your submission, the Registration questionnaire will be 
approved by Percassi user and the questionnaire goes to 
“Registered” status:
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Qualification Questionnaire
Procedure to access 

- Qualification questionnaire invitation email

- Qualification questionnaire supplier response
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Qualification Questionnaire – Invitation email (1/2)
Following approval of the registration process, you will be invited to the qualification process and receive an invitation email to 
response at the questionnaire:

After click the hyperlink in the invitation email received, you 
will be redirected to the Ariba Supplier Network log in page 
in which you have to insert your credentials created in the 
registration phase.

If you don’t remember your credentials you can click 
“Forgot Username or Password” to recover it:
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Qualification Questionnaire – Invitation email (2/2)
Please note that, differently from what was shown in the previous slide, if Percassi user invites a second supplier contact person 
instead to the previous one invited to complete the questionnaire, this second person will receive the initial Ariba invitation email, in 
which will have to click "Sign up" if don’t have registered accounts that can use to access the Ariba Supplier Network, or "Log in" if 
already have an account and therefore credentials that can be used to access the system.
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Qualification Questionnaire – Supplier Response (1/3)
In order to answer to the “Qualification Questionnaire” you have to log in to the Ariba Supplier Network with your credentials and in 
“Questionnaires” section you can find the event. The questionnaire at the moment is in status “Not Responded”:

If you don't fill in all the mandatory fields in the questionnaire, the system displays an error message.
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Qualification Questionnaire – Supplier Response (2/3)
If you are sure that you have filled all the information required in the “Qualification Questionnaire" you can click "Submit Entire 
Response". Clicking this button the questionnaire goes to "Pending Approval" status and one user of Percassi will be able to decide if 
Approve it or Deny it or request to you additional information.

Instead, clicking the "Save draft" button it is possible to save a draft of the answers provided so as not to lose them but the 
questionnaire will not yet be sent to the user of Percassi and remain in status “Pending Submission”.
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Qualification Questionnaire – Supplier Response (3/3)
If Percassi user request to you additional information you will receive a notification email as shown in the screenshot below and the 
questionnaire goes to “Pending Resubmission” status:

In order to update the “Qualification Questionnaire”, after access into 
Ariba Supplier Network, and click it, you have to select the button 
“Revise Response”:

After your submission, the Qualification questionnaire will be 
approved by Percassi user and the questionnaire goes to “Approved” 
status:

It is also possible to review the entire “Qualification process” by 
clicking “View” under “Supplier Lifecycle Processes” section below 
“Qualification Process” :
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Bank Information Questionnaire
Procedure to access 

- Bank information invitation email

- Bank Information questionnaire supplier response
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Bank Information Questionnaire – Invitation email (1/2)
If the Percassi user sent to you “Bank information Questionnaire” you receive an invitation email to response at it:

After click the hyperlink in the invitation email received, you 
will be redirected to the Ariba Supplier Network log in page 
in which you have to insert your credentials created in the 
registration phase.

If you don’t remember your credentials you can click 
“Forgot Username or Password” to recover it:
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Bank Information Questionnaire – Invitation email (2/2)
Please note that, differently from what was shown in the previous slide, if Percassi user invites a second supplier contact person 
instead to the previous one invited to complete the questionnaire, this second person will receive the initial Ariba invitation email, in 
which will have to click "Sign up" if don’t have registered accounts that can use to access the Ariba Supplier Network, or "Log in" if 
already have an account and therefore credentials that can be used to access the system.
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Bank Information Questionnaire – Supplier Response (1/4)
In order to answer to the “Bank Information questionnaire”, you have to log in to the Ariba Supplier Network with your credentials and 
in “Questionnaires” section you can find the event. The questionnaire at the moment is in status “Not Responded”:

If you don't fill in all the mandatory fields in the questionnaire, the system displays an error message.
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Bank Information Questionnaire – Supplier Response (2/4)
In “Bank Information questionnaire”, to question number 11, if you are:

➢ Italian: you have to send copy of certified email to fornitori@percassi.it containing beneficiary attestation bank certification 
including IBAN and bank details. 

➢ Not italian: attach beneficiary attestation bank certification including IBAN and bank details. Each data receipt must be verified 
through a phone call to the Percassi representative, guaranteeing the accuracy of the information sent.

To insert a document click the link 
“Attach a file”, then select the correct file 
in you folder selecting “Choose file” and 
at the end click “OK”:
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Bank Information Questionnaire – Supplier Response (3/4)
If you are sure that you have filled all the information required in the “Bank Information questionnaire" you can click "Submit Entire 
Response". Clicking this button the questionnaire goes to "Pending Approval" status and one user of Percassi will be able to decide if 
Approve it or Deny it or request to you additional information.

Instead, clicking the "Save draft" button it is possible to save a draft of the answers provided so as not to lose them but the 
questionnaire will not yet be sent to the user of Percassi and remain in status “Pending Submission”.
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Bank Information Questionnaire – Supplier Response (4/4)
If Percassi buyer request to you additional information you will receive a notification email as shown in the screenshot below and the 
questionnaire goes to “Pending Resubmission” status:

In order to update the “Bank Information Questionnaire”, after 
access into Ariba Supplier Network, and click it, you have to 
select the button “Revise Response”:

After your submission, the Bank Information questionnaire will 
be approved by Percassi user and the questionnaire goes to 
“Approved” status:
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Ariba Proposal and Questionnaire 
section
Procedure to search Percassi in customer list
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Ariba Proposal & Questionnaire section – How To search Percassi
If after logging in to Ariba Supplier Network you see the general "SAP Business Network" page and instead want to access 
the portal page where you can find questionnaires and events received from Percassi you have to:

➢ Click at the top left of the screen "Ariba Proposal & Questionnaire" instead of "SAP Business Network“:

➢ Select Percassi in the list of customers connected to your account:
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Ariba Support
Procedure to contact correctly Ariba Support
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Ariba Support – How to contact Ariba
To request direct assistance to Ariba in case of log in problems into the Ariba Supplier Network portal, recovering 
credentials, managing your created accounts, correctly registering on the platform and correctly viewing the Percassi 
questionnaires, follow the steps contained in the guide below:

We suggest to you to request telephone support from Ariba. Ariba support will contact you after submitting the form.

How To contact ARIBA Support Team.pdf



Thank you!

avvale.com
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