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1. SCOPE 

This document describes the steps needed to sign up, complete and submit the External Supplier Request Form in 

Ariba. 

 

2. TERMINOLOGY 

Remit-to: Address where payments should be issued to. It may be different from a mailing address. 

 

Ordering Address: The address from which materials will be shipped out. This address will be printed on the 

Purchase Order to a particular branch. It is not the address for payment purposes.  

 

Mandatory Questions: Questions that must be answered. They are marked with a red asterisk. If they are 

unanswered, the system will show an error when attempting to submit. 

 

ISN: A third-party prequalification system for safety purposes. ISN numbers are applicable if the vendor is a 

subcontractor with a proposed contract value of more than $100k or are performing high-risk work.  

 

Save Draft: Use this button to save the progress on the form. The system has a 5-minute time limit. Make sure to 

hit “Save Draft” to not lose the progress in your responses.  

 

Submit Entire Response: Once all questions are answered, clicking the “Submit Entire Response” button will send 

your response to the Aecon buyer for review. 

 

NAICS Code: A NAICS (pronounced NAKES) code, or North American Industry Classification System code, is a six-

digit number used to classify businesses by industry. 

 

EFT: Electronic Funds Transfer is a digital, computer-based movement of money between bank accounts used for 

vendor payments. It is the equivalent to ACH (Automated Clearing House) in the US. 
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3. WORK INSTRUCTIONS 

3.1 REGISTRATION IN ARIBA 

Click on the link provided in your invitation email sent by the Aecon or JV Buyer

 
 

Follow Ariba’s prompt to log in if you are an existing Ariba user, or to create a new account
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Create an account to log into Ariba 
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3.2 EXTERNAL SUPPLIER REGISTRATION QUESTIONNAIRE 

Click on Supplier Registration Questionnaire 

 

Click on the double arrow in the right to expand the form 
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Question 1.8 Tax Information – Not Tax Exempt 

If US, please provide a W9 form. If Canada, please provide a screen capture of a positive verification from the CRA 

website GST/HST Registry Search  

 
 

Question 1.8 Tax Information – Tax Exempt 

Provide the reason for Tax exemption 

 
  

https://www.businessregistration-inscriptionentreprise.gc.ca/ebci/brom/registry/pub/reg_01_Ld.action
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Question 1.9 Main Address 

Please provide supporting documentation of the remit-to address where you want payments to go as per the invoices. 

A blank invoice sample would be ideal. 

 
 

Question 1.10 – Upload supporting documentation for the proof of address 

 

 
 

Question 2. Select the classification of the supplier 

 

 

Question 3 Please provide the NAICS code classification if applicable. This can be found at Six Digit NAICS Codes 

& Titles 

 
  

https://www.naics.com/six-digit-naics/
https://www.naics.com/six-digit-naics/
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Enter the industry of the supplier in the search bar shown in the screenshot below to obtain the 6-digit NAICS code 

classification 
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Question 4 EFT/ACH payment is Aecon’s preferred payment method. Please select your payment method 

 

 

Question 5 Bank Details 

 

Click “Add Bank Details (0)” 

 

Click “Add Banking Information” 

 

Enter banking details according to the payment method chosen in the answer above 

Click “Attach a file” to provide proof of banking document (Bank Letter or Void Cheque) 
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Click Once the file is selected, click “OK” 

 

The banking document is now attached 

 

 

Question 6.4 Conflict of Interest 

Fill out the following questionnaires if applicable. Anything with a red asterisk is mandatory 

 

 

Question 6.5 Classification and other Supplier’s Information 
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Question 6.5.7 Sustainability 

 

 

Question 6.5.8 Inclusive Procurement 
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Question 6.5.8.6 Certification 

 

Add certification if applicable by clicking “Details” 

 
 

Question 6.5.9 Indigenous/Tribal Procurement 

 
 

Question 6.5.12 Quality 
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Question 6.5.13 Fighting Against Forced Labour and Child Labour in Supply Chains 

 

Select each answer that applies 

 
 

Question 8 Other Comments 

 

Type any relevant comments or notes to support your registration, related to any topic: Answers, documents, etc 

 
 

Question 11 ISN 

 

Enter ISN number if applicable. Do not fill out ISN grade, Insurance or ISN Supplier Name. These fields will be 

populated once you submit the request. 
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SUBMIT 

Click “Submit Entire Response” to submit 
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3.3 External Changes to Supplier’s information 

Please note, the Buyer must call you to get a positive confirmation regarding the legitimacy of the request 
and the information provided.  
 
To request an external change, there are two ways to begin the process. 
 

a) You can log into their Ariba account and request the change  
 

 
 

b) The buyer may invite or re-invite you with a new link to the External Supplier Registration Form 
where you can perform the change needed. The link can be sent to the original contact, or a new 
contact may be added 
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External Change – Banking Information   
To change, banking information, delete existing banking information in Ariba and then add new banking 
information. 
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You will update your banking information, the email for EFT remittance and attach the supporting banking 
documentation. 
 

 
 
Select “Yes” to the question “Is this an update to the bank details?” when changing banking details. 
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You will receive a message at the top of the screen that the response was submitted. 
 

 
 
The buyer will be notified when you have submitted the change. 
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Address Changes 

To make changes to address information, revise your previously submitted responses. 
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Delete existing address information in Ariba and then add new address information. 
 

 
 
Select “Yes” to question 1.11 “Is this an address change?” 
 
Upload a new proof of address to match the updated information. 
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Click “Ok” to submit the new address. 
 

 
 
You will receive a message at the top of the screen that the response was submitted. 
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The buyer will be notified when you have submitted the change. 
 

 
 
Contact Information 
 
Click the “Supplier Registration Questionnaire” in Ariba. 
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Click “Revise Response” and then “Ok” when asked if you would like to revise their response. Update your 
contact details. 
 

 
 

 
 
Click “Submit Entire Response” at the bottom of the page. 
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Click “Ok” when asked if you would like to submit this response. 
 

 
 
You will receive a message at the top of the page that says your revised response was submitted. 
 

 
 
The buyer will receive an email notification once the contact details are updated. 
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You will be notified of the change. 
 

 

 

Thank you for supporting the use of this new tool! 

 


