
Registering your company with AEP via the Ariba application

1a. Log out of any current Ariba sessions on your browser as they may conflict with the registration 
process.  

1b. Direct your web browser to https://aep.com/b2b

1For technical support contact Ariba via https://www.ariba.com/support/supplier-support

https://aep.com/b2b
https://www.ariba.com/support/supplier-support


2. Click on the “Register as a new supplier” link. Do not use existing supplier log in for this process.

2For technical support contact Ariba via https://www.ariba.com/support/supplier-support

NOTE:  After completing the registration process  you can use the “Existing supplier log in” link or 
http://aep.supplier.ariba.com/ to access your account in the future.

http://aep.supplier-2.ariba.com/ad/register/SSOActions?type=full
https://www.ariba.com/support/supplier-support
http://aep.supplier-2.ariba.com/


3a. Do you already have an Ariba Commerce Cloud account (i.e., with another customer)?
Make sure you are logged out of all Ariba sessions as they may conflict with the registration process. 
If so, Click on the Login link. Note that you must use this link in order to link your existing account to AEP as a 
customer and proceed to the next page of instructions.

3b.     If you do not already have an Ariba account skip to Page ???.

If you already have an Ariba Commerce Cloud account, logging in via the link shown above will add AEP as an additional 
Customer within your existing Ariba account.  This allows you to use one LoginID to access multiple Customer’s accounts 
within Ariba.

NOTE:  You will not have to re-submit basic company information, but you will be required to complete AEP’s Customer 
Requested fields unless your company admin has already completed that task. See page for more info about completing the 
company requested profile.
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4. Log in with your current Ariba Username and Password and click on continue.
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https://www.ariba.com/support/supplier-support


4a.  Complete Section 1 titled, “Enter basic company information”. See next Slide.
Search tools are available when you click on “Add/Remove” for Commodities and Sales territories. Multiple values may 
be added. 

4b.   Tax ID and DUNS Number are optional, but if previously used they may show that your company already has an account 
using these values. Your options are to:
• create a new account without these values or 
• contact your Ariba administrator using the link provided  on the panel to request an account directly from your 

account administrator. You cannot conduct any business on Ariba until your account administrator approves your 
account. 
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https://www.ariba.com/support/supplier-support


5. You will be required to complete AEP’s Customer Requested fields unless your company admin has 
already completed that task. See page for more info about completing the company requested profile.
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https://www.ariba.com/support/supplier-support


6a.  No matter what screen you land on, proceed to the link to complete the “American Electric Power Requested Profile”.
(Note that DUNS # is a required field but this instance will not check for duplication. Supply if known, otherwise enter 
“NA”. )

You must fully complete the American Electric Power Requested Profile document before AEP can invite you to participate in a 
an RFx event. 
Items that are marked with “” are required. Others are optional. Click on the “Submit” button when you have completed 
the profile document. This will check for missing information and prompt you to make corrections. “Save as Draft” does not 
check for errors.
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https://www.ariba.com/support/supplier-support


7.  After successful submission you will see the following screen. Once AEP approves your submittal, you will receive an 
email that indicates that you profile has been accepted.

You may review you submitted customer requested fields now. At any time you may revisit this area and make updates.
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https://www.ariba.com/support/supplier-support


8.  Below is an example of the email you will receive after AEP approval. 
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5.    Complete the section titled, “Enter user account information”, accept the Terms of Use and select 
“Continue”.

Your Username must be in the form of an email address (e.g., xzy@aep.com) but need not be a valid email address. 
Click on the “Continue” button when finished

10For technical support contact Ariba via https://www.ariba.com/support/supplier-support

mailto:xzy@aep.com
https://www.ariba.com/support/supplier-support


6. You are not done yet. You will see the screen below in your web browser and receive an e-mail  message with 
instructions to activate your Ariba Commerce Cloud account. Proceed to Slide 8.

Web browser message
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https://www.ariba.com/support/supplier-support


7a.   Below is an example of the email you  will receive. Retrieve the email message and Activate your Ariba Commerce Cloud 
account by clicking on the “Click here to activate your Ariba account” link. This activates your account with Ariba but 
does not complete your registration with AEP. 

7b.  You  are still not finished the registration process. Proceed to the next slide.

Email message
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https://www.ariba.com/support/supplier-support


8a.  After clicking on the “Click here to activate your Ariba account” link, you should see the screen below. 
8b.   It is imperative that you complete the American Electric Power Requested Profile.

(Note that DUNS number is a required field but this instance will not check for duplication. Enter DUNS number if known, 
otherwise enter “NA”.)

You must fully complete the American Electric Power Requested Profile document before AEP can invite you to participate in a 
an RFx event. 
Items that are marked with “” are required. Others are optional. Click on the “Submit” button when you have completed 
the profile document. This will check for missing information and prompt you to make corrections. “Save as Draft” does not 
check for errors.
If you do not see the company profile or Customer Requested tab another person may be established as your Ariba admin for 
this account. You can contact your admin using the “Contact Administrator” link listed when you click on your user name 
avatar. The Profile and customer requested fields are managed by the admin.

13For technical support contact Ariba via https://www.ariba.com/support/supplier-support

https://www.ariba.com/support/supplier-support


9a. You will see the following confirmation message indicating that “Your completed profile has been submitted to AEP “.
If you do not see this message, you have not fully completed the required profile and cannot be invited to participate 
in any RFx events. 

9b. You will receive an email message when your registration has been approved. 

The number of questions that remain to be answered will be shown in red in the “American Electric Power Requested Profile” 
box. 
Follow the “Enter Now >” link to supply the additional information. 
The Public Profile Completeness meter does not need to read 100% for your AEP profile to be considered complete. These 
indicate other Ariba Commerce Cloud  profile questions that you may choose to complete for AEP or other customers to see. 
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https://www.ariba.com/support/supplier-support


10. The Company Profile tabs may be updated at any time by logging in to your Ariba Commerce Cloud Account. This 
function is reserved for your Ariba administrator after initial registration. The first person to register your company 
becomes the default administrator.
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https://www.ariba.com/support/supplier-support


11a. After activating your account in the Ariba Commerce Cloud, you will receive the email shown below.  
11b. This completes your registration with Ariba; however, you may still need to complete the AEP Requested fields before 

you will be invited to participate in an event.  
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https://www.ariba.com/support/supplier-support


17

12. This is an example of the email message you will receive after Registration Approval. (Step 10B)
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https://www.ariba.com/support/supplier-support


Signing on as an existing Ariba User

13a. Gain access to the Ariba system at any time by logging in at http://supplier.ariba.com. 
You may see a screen prompting you to “Complete Requested Profile Information”.

13b.   Following is the panel you are likely to see. Click on the apps selection icon and select “Proposals”.
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http://ssupplier-2.ariba.com/
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14. The “Proposals” panel may prompt you to complete info I the customer requested tab. It may also 
indicate that other Ariba public profile fields are available to complete. If your account is connected to 
multiple customers, you may see links to access each customer’s events.
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https://www.ariba.com/support/supplier-support


15. Existing Ariba Commerce Cloud users may see the “Customer Profile” screen with one or more 
customers listed in the “Customer Requested” tab. Follow the link to complete the American Electric 
Power Customer Requested Profile Information. This information may updated by your company’s 
Ariba admin at any time.
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https://www.ariba.com/support/supplier-support


16a.  No matter what screen you land on, proceed to the link to complete the “American Electric Power Requested Profile”.
(Note that DUNS # is a required field but this instance will not check for duplication. Supply if known, otherwise enter 
“NA”. )

16b. Go to Slide 9 to see the next steps.

You must fully complete the American Electric Power Requested Profile document before AEP can invite you to participate in a 
an RFx event. 
Items that are marked with “” are required. Others are optional. Click on the “Submit” button when you have completed 
the profile document. This will check for missing information and prompt you to make corrections. “Save as Draft” does not 
check for errors.
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https://www.ariba.com/support/supplier-support
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17a. The URL to log on to the Ariba Supplier Network is  http://aep.supplier.ariba.com. Here is an example 
of a test supplier account. Status of bidding events are located in the Proposals tab.

17b. AEP Customer Requested fields may be updated at any time.
17c. Account administrators may have access to your company public profile where fields viewable by all 

of your customers may be changed.
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