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Aurizon SAP Ariba Business Network Guide 

1. Description 
This document provides guidance on how to navigate the SAP Business Network as a 
supplier to Aurizon. 

2. How to Register your account on the SAP Business 
Network 

If you are a new supplier contact that has been added to your supplier account with Aurizon, 
OR an existing supplier who has not yet activated your account on the SAP Business 
Network Portal, you will need to follow these initial steps before being able to access your 
supplier account. 

 

IMPORTANT! You have a 10-day period in which to complete the registration process. After 
this time, the request to onboard as a supplier of Aurizon will be cancelled. Please note, 
payment cannot be made to any supplier who has not completed the SAP Business Network 
onboarding process.  
 

 

1. Click the Click Here link to create an account now. 
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2. The SAP Business Network home page is displayed. 

If Then 

You have previously held an account on the 

SAP Business Network 
Click and 

select the relevant account. 

You have an existing account on the SAP 

Business Network 
Click  and  

enter your username and password. 

You have not had an account on the SAP 

Business Network 
Click  and 

complete the registration. 

3. Click the Create new account button. 
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4. Confirm the email address that you want to use to create your account is correct. 

5. Click Proceed to continue. 

Note: A one-time password (OTP) will be emailed to the registered email address. The OTP 
can only be used once and will expire after 30 minutes. There is an option to ‘resend’ if the 
time lapses.  

 

 

6. Enter the one-time password that was sent to your email address. 

7. Click Continue. 
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8. Review and update your company information if required. 
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9. Ensure the name and the email address of the contact person is correct as the email 
address will be the Username to log into the SAP Business Network once you have 
created your account. 

10. Define a password for your account. 

 

Password criteria: 

• Must be at least 8 characters long and no longer than 32 characters. 

• Must contain at least one uppercase letter (A-Z), one lowercase letter (a-z), one number (0-9), 

and one special character (! #$%&'()*+,-./:;<=>?@^_`{|}~"][). 

• Cannot contain the username. 

• Cons and sequenced patterns are not allowed ("abcd", "1234", "aaaa", or "1111"). 

• Only ASCII characters are allowed (numbers 0-9, lower- and upper-case characters a - z, and 

some special characters). 

 

 

11. Once you are logged in, click More. 

12. Select Proposals-Questionnaires and Contracts. 
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13. Click the Aurizon Supplier Registration Questionnaire link. 

Note: You have 10 days from the date of the invitation email to complete and submit the 
Aurizon Supplier Registration Questionnaire 

 

 

14. Ensure your Legal Entity Name is correct. 
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15. Click the Are you exempt from registration an ABN (i.e., Foreign Entity) drop-down 
menu and select the relevant response. In this example, select No. 

Note: If you are not a foreign entity and are not registered for GST, or if your ABN is not 
provided, please complete and attach a Statement by a Supplier form to enable Aurizon to 
make payment without withholding tax. 

 

16. Click the GST Registered drop-down menu and select the relevant response.  

https://www.ato.gov.au/forms-and-instructions/statement-by-supplier-not-quoting-an-abn


 

 

   

 Effective 11/08/2026 Page 9 of 29 

   
 

  

 

 

17. Click the Attached a file link to upload proof of your company/business physical address. 

 

18. Click the Choose File button and upload the document from your computer. You can also 
drag and drop the document from your computer. 

 

 

19. Click OK. 
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20. Enter the recipient email address for the Remittance. 

21. Enter the recipient email address for the PO. 

22. Enter your preferred currency code for purchase orders, for example, AUD. 

 

23. Click the Add Bank Information to enter your banking details. 

 

24. Click the Add Bank Information button. 
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25. Click the Bank Type drop-down menu and select the relevant option, for example 
Domestic. 

 

26. Click the Country/Region drop-down menu and select Search more. 

 

27. Enter the Name of the country, for example, Australia. 
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28. Click the Select button. 

29. Click the Done button. 

 

 

30. Enter your Banking details. 

31. Click the Attach a file link and attach proof of your bank account details. 
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32. Click the Save button. 

 

33. Select the relevant responses for the Chain of Responsibility questions. 
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34. Tick the Yes, I confirm checkbox, confirming you have read and understood the Aurizon 
Supplier Code of Conduct. 

35. Click the Submit Entire Response button to submit your response. 

 

36. Click the OK button. 

 

37. The message confirms that the questionnaire has been submitted. 

 

38. The Aurizon Vendor Master Data team will review your responses. 

39. Click the Aurizon Operations Limited link to go back to the home page. 

40. End of process. 
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3. How to Submit your Certificate of Currency (CoC)  
 
 

 

1. Click the Submit questionnaire link. 

IMPORTANT! You have 10 days from the date of the invitation email to complete and submit 
the Aurizon Supplier Registration Questionnaire.  

 

 

2. Click the Do you have Public Liability Insurance question drop-down and select the 
relevant response. In this example, select Yes. 
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3. Enter your Public Liability Insurance details. 

Note: At a minimum, Aurizon recommends that you maintain AUD $20 million in Public 
Liability Insurance coverage. 

 

4. Click the select link to select the region(s) covered by your insurance. 
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5. Select the region(s) covered by your insurance if relevant or select All. 

6. Click the Done button. 

 

7. Click the Attach a file link to upload a copy of your insurance. 
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8. Click the do you have Professional Indemnity Insurance drop-down menu and select 
the relevant response. In this example, select Yes. 

 

9. Enter your Professional Indemnity Insurance details. 

Note: If you provide services that require Professional Indemnity Insurance, Aurizon 
recommends that you maintain AUD $5 million. 
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10. Click the select link to select the region(s) covered by your insurance. 

 

11. Select the region(s) covered by your insurance. 

12. Click the Done button. 
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13. Click the Attach a file link to upload a copy of your insurance. 

 

14. Click the Workers Compensation button tab on the left-hand menu. 

 

15. Click the Do you have Workers Compensation Insurance drop-down menu and select 
the relevant response. In this example, select Yes. 
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16. Enter your Workers Compensation Insurance details. 

 

17. Click the select link to select the region(s) covered by your insurance. 
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18. Select the region(s) covered by your insurance. 

19. Click the Done button. 

 

20. Click the Attach a file link to upload a copy of your insurance. 

Note: If you have multiple Workers Compensation Insurance Policies, select Additional 
Insurance? → Yes, I confirm. This will open an additional Insurance Details form for you to 
complete. Repeat this process for each additional insurance policy that applies. 
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21. Click the Motor Vehicle Insurance tab on the left-hand menu and complete the steps. 

Note: At a minimum, Aurizon recommends that you maintain AUD $20 million + CTP for 
Motor Vehicle Insurance coverage  

 

22. Click the Submit Entire Response button. 

 

23. Click the OK button. 
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24. The message confirms that your response has been submitted. 

Note: Aurizon will review your submissions and will confirm successful onboarding to your 
email address. Do not submit an invoice to Aurizon until you have received this confirmation 
and have been issued a Purchase Order. 

 

25. End of process. 
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4. How to Update your Details  
 

You can update your details such as basic company profile information, address information, 
contact information, remittance, and banking details via your SAP Business Network. In this 
example, we will update the bank details and the Remittance/PO email addresses. 

4.1 Update your Bank Details 
 

 

1. Click the Aurizon Supplier Registration link. 

 

2. Click the Revise Response button. 

Note: Revise Response is only available after your initial submission has been approved and 
the status is Registered. 
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3. Click the Bank Information tab on the left-hand menu. 

 

4. Click Add Bank Information. 
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5. Update your banking details as required. 

Note: You can also add additional bank details by clicking the Add an additional Bank 
Information button. 

6. Click Update file to upload proof of the new banking details. 

7. Click the Save button to save the details.  

 

8. Click the Submit Entire Response button to submit the updates to Aurizon. 

9. End of process. 
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4.2 Update your Remittance/PO Email Address 
 

 

1. Click the Company tab on the left-hand menu. 

 

2. Update the relevant email address as required. 

3. Click the Submit Entire Response button. 

4. End of process. 
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5. How to Execute Contracts 
Aurizon uses Adobe Sign for contract e-signing. Once the contract signing process has been 
initiated, you will receive an email from Adobe Sign containing a link to review and sign the 
document. 

For help with signing an agreement, refer to the Adobe Sign Guide – Sign an agreement sent 
to you. 

 

6. Support 
If you need any assistance, please refer to the Aurizon Vendor Master Data Team 
vendormasterdata@aurizon.com.au 
 

https://helpx.adobe.com/au/sign/using/signing/sign-agreements-sent-to-user.html
https://helpx.adobe.com/au/sign/using/signing/sign-agreements-sent-to-user.html
mailto:vendormasterdata@aurizon.com.au

