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Target Audience 

This job aid is for 3rd Party LyondellBasell Suppliers

Purpose

The purpose of this job aid is to provide a step-by-step guide 

regarding how to register with Ariba SLP via submitting the 

Registration Questionnaire.

Prerequisite

Refer to the following prior to viewing this job aid: 

• LyondellBasell Supplier Site

Table of Contents

Navigate through the job aid by selecting the appropriate section:

• Submit Registration Questionnaire

https://www.lyondellbasell.com/en/utilities/suppliers/ariba/registration/
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This job aid was originally published in July 2023.

This job aid was last updated in October 2023.

October 2023 Job Aid Update Details

Submit Registration Questionnaire

• Steps 1 through 36 have been updated with new screenshots, highlighting user 

interface enhancements
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Submit Registration Questionnaire

The following steps are for 3rd Party LyondellBasell 

Suppliers

Note: Select the Tool Tip icon       next to applicable Registration 

Questionnaire fields to learn additional relevant information.
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The Ariba Proposals and Questionnaires page is displayed. On the 

Welcome screen:

a. If you already have an Ariba Network (AN) profile, click Log in. Skip to 

page 10 to begin the Registration Questionnaire.

b. If you are a new supplier or new to the Ariba Network (AN), click Sign 

up. For this example, let’s click Sign up. Continue with the next step.

Submit Registration Questionnaire

You should have received an email notification from Ariba. Select the 

link in the email invitation to begin the Registration Questionnaire.
1

1

Note: Check your Junk folder as the Ariba SLP email is automated and may be flagged 

as junk. You can add the Ariba SLP email address to your contacts to allow future 

communications to be sent to your inbox directly.

a

b
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Scroll down to the User account information section. Enter your name, 

email address, username, and password. Select the appropriate language 

and enter the email address to send orders to multiple contacts. This email 

address can be changed anytime.

Submit Registration Questionnaire

The Create account screen is displayed. In the Company information 

section, enter your Company name, country/region, and address.
3

Note: * indicates a required field. Username must be in email format (e.g., john.doe@email.com). 

The password must contain a minimum of eight characters, including upper- and lower-case 

letters, numeric digits, and special characters.

When you are creating an Ariba Network account, your password may be automatically shortened 

to 8 characters on the screen, but your original password is still valid and is not affected.

4

If you select 

this option, the 

Username 

field is auto-

populated with 

your email 

address.
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6 Click the two user agreement checkboxes.

Submit Registration Questionnaire

Scroll down to the Tell us more about your business section. Enter or 

browse the appropriate details in the following fields.
5

6

5
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The ADDRESS RECOMMENDATION pop-up window displays. Select 

either your original or recommended address. For this example, select 

the recommended address, then click Accept.

Submit Registration Questionnaire

Click Create account and continue.7

7

8
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The Review Duplicate Account screen is displayed. Check the details. If 

there isn’t a duplicate account, click Continue Account Creation. If there 

is a duplicate account already created, go back to the previous page.

Submit Registration Questionnaire

Of there are potential duplicate accounts, then the Potential existing 

accounts pop-up window displays. Click Review accounts to review the 

potential duplicates.

9

10

9

Note: Ariba SLP conducts the duplicate check based on your company address and your 

contacts email address.
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5The Supplier Registration Questionnaire screen displays. Let’s get started 

with the registration process.

11
Review and confirm your Supplier Name. You may update the name, if 

necessary.

11

Submit Registration Questionnaire
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13 Provide your DUN & Bradstreet DUNS number, if applicable.

12

Review and confirm your Registered Address. You may update the 

address, if needed. Select the Country of Registration from the drop-

down list under the Country of Registration section. Then enter the 

Postal Code.

Submit Registration Questionnaire

12

The Country of Registration and Postal Code should be the same as shown in the Registered 

Address field.

13

Note: The DUN & Bradstreet DUNS number field only allows for 9 digits to be entered.
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Select the appropriate option for the question ‘Add International Address?’. If 

Yes is selected, then additional questions are displayed. If you need to add 

your address in your local language, select Yes. For example, if your address 

is in China, enter your address in Chinese characters in the International 

Address fields that appear. 

Submit Registration Questionnaire

15
Select the appropriate option regarding Ordering Address and being 

paid on a different company name. 

The Ordering address is printed on the Purchase Order. The Payment will be in the name of the factoring 

company or alternative payee.

14

14

供应商名称

街道名称

北京

15
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17 Validate the pre-populated information in the Contact Information section.

16 Enter the appropriate details in the Supplier Information section. 

17

16

Submit Registration Questionnaire

• Fax: If available, update the fax number. Otherwise, leave the 999-999-9999 value.

• Remittance Advice/AR Email: This is your payment notification email address.

• Purchase Order email address (ZPO Email): This is your generic supplier group email 

address for purchase orders.

Note: Your Type of Business Entity may be one of the following: Public Limited Liability, Private 

Limited/Practice, Wholly Owned Subsidiary, Corporation, Public Limited Company. Limited Partnership, 

Unlimited Partnership, Chartered Company, Statutory Company, Holding Company, Subsidiary Company, 

One Man Company (Sole Proprietor), NGO, etc.
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18
The Sales, HSE, Administrative, Emergency, and Technical/E-Business 

Contacts are optional.

Submit Registration Questionnaire
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19 Populate the following Tax Details.

19

Submit Registration Questionnaire

20
Add the number of additional tax countries. Then click Attach a file to add your 

W-9 form.

20

Note: The Tax Country/Region and the Country of Registration fields should be identical.

Note: Only U.S. suppliers will be requested to attach a W-9 form.
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22 Attach the appropriate file from your computer.

21 The Add Attachment screen is displayed. Click Choose File. 

21

22

Submit Registration Questionnaire
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23 Click OK. 

23

Submit Registration Questionnaire

24
Populate the Financial Information fields. This includes Intermediary 

Bank information and acknowledging LyondellBasell’s Invoice Policy. 

Then click Add Bank Information.

24
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26
The Bank Information screen displays. Enter the appropriate 

information in the Bank Details fields.

25 Click Add Bank Details.

25

26

Submit Registration Questionnaire

Note: Do not use any special characters in the bank detail fields. Special characters include ! @ # 

$ % ^ & * ( ).
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27 Select your Bank Currency.

27

Submit Registration Questionnaire

28 Click Attach a file to add your official banking document.

Note: The letter from your bank confirming your bank account must include the banking letterhead.

Your company letterhead will not suffice as confirmation.

28
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29
The Add Attachment screen is displayed. Click Choose File. Choose the 

appropriate file from your computer and attach to the questionnaire. 

29

Submit Registration Questionnaire

30 Click OK.

30
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31
The Bank Information screen is displayed again. Once all appropriate bank 

details are entered, click Save to return to the questionnaire home screen. 

Submit Registration Questionnaire

31

32 You may select an option in the Supplier Diversity section.

32

Minority Indicator is an optional field. View the drop-down list and select any option that may apply 

to your company.
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33

Enter the appropriate details in the Sustainability section. You must 

agree to conduct business in adherence to fundamental human rights 

and internationally recognized ESG standards, in accordance with the 

principles set forth in LYB's Supplier Code of Conduct.

Submit Registration Questionnaire

An Ecovadis Assessment assesses your company’s material sustainability impacts based on the 

information you have provided.

34 Enter the appropriate details in the IT Security Risk Management section.

34

33
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35 Click Submit Entire Response.

35

Submit Registration Questionnaire

36 A pop-up window displays. Click OK. 

36
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41

A confirmation message “Your response has been submitted. Thank you 

for participating in the event.” is displayed on the screen.

Submit Registration Questionnaire

Note: You have completed and submitted your Registration Questionnaire. LyondellBasell will 

review your information. You will receive a notification once LyondellBasell has approved, denied, 

or requested additional information regarding your submission.
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Submit Registration Questionnaire

You have now completed and submitted your Registration Questionnaire. 

LyondellBasell will now review your information. 

You will receive a notification once LyondellBasell has approved your 

submission or requested additional information.

If you are eligible to receive Qualified status with LyondellBasell (based on 

region and commodity), you will receive a notification to submit the 

Qualification Questionnaire.

Note: Refer to the Ariba SLP Supplier Qualification Questionnaire Job 

Aid for next steps.

https://www.lyondellbasell.com/en/utilities/suppliers/ariba/registration/
https://www.lyondellbasell.com/en/utilities/suppliers/ariba/registration/
https://www.lyondellbasell.com/en/utilities/suppliers/ariba/registration/


Thank You
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