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Background

SaskTel requires all its suppliers to register a SaskTel profile in our Ariba e-sourcing
environment. Once a supplier is registered and a profile is created this same account
can be used for any of our sourcing opportunities that are also announced on
SaskTenders.

Registration is also required for new suppliers to set up future invoice payment with
SaskTel systems.

Audience

All SaskTel suppliers

Procedure

Gather all the information you need to register. This includes:

Your basic company information such as organization name, company contacts, and
contact information

Description of your service(s)

Business classification and commodities

Any certifications (if applicable)

Your DUN & Bradstreet DUNS Number (if available)

GST number

You may also need your:

Employee Safety Program information
Environment Policy

Certificate of Insurance

Confidentiality and Non-disclosure Agreement
Supplier Diversity Information

Go to http://sasktel.supplier.ariba.com/reqgister
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http://sasktel.supplier.ariba.com/register

Supplier registered in Ariba but new to SaskTel

e If you already have an Ariba account, but are not registered with SaskTel, log in to your
existing Ariba account (screenshot below, red rectangle).

e To update your profile and register with SaskTel, go to section "Update profile and
complete SaskTel Supplier Profile Questionnaire (SPQ)” on page 7.

ARIBA SOURCING

Enter Your Ariba Commerce Cloud Information
Sasklel

To do business with SaskTel on Ariba, vou need an Ariba Commerce Cloud account. What is the Ariba Commerce Cloud?

M

m

If you already have an Ariba Commerce Cloud account, click here to lodin: | Login |

@ Enter basic company information

* Indicates a required field

Company Name *

Country * Canada [CAN] ¥

Address *| Line 1

| company profile.
| Line 2 |
| Ling 3 |
City | |
Province * -
Postal Code *| |
Product and Service Categories * | | Add -or- Browse
Ship-to or Service Locations * | f | Add -or- Browse

| Enter your Company 1D number.

Tax ID | Optional

| Frtar the nine-dinit niimber isshad by Biin & Bradetrast
LS |
+/ Trusted sites | Protected Mode: Off f3 v H00% v

DLNS Nimh [ ekinnat

Done

Supplier self-registration for SaskTel



Suppliers new to Ariba

New suppliers to Ariba must start at step 1 as shown below.

aAMIna BSOURCING

Enter Your Ariba Commerce Cloud Information sasm'

What ix the &

™

Te do husinasy with SariTel on Anka, you nsed an Ariba Commerce Cisud azs

I yeu alrendy have Mo A Cominarce Cloud, Aribia Ciscomary o Aris Network becount, dlick here to dog in: | Login

o Enter basic company inform,

* indicetes & required fisld

Company Fanec * SaskTel (example) |

Country *| Carads [Can]

Address #2133 1t dve ]

City *[Reginn
Pravinee * Saskatchesan
Pastal Code * 520 313 |

Product and Servite Categorkes * o ey | fdd  .orErowse

Ship-to or Service Locations * | Afd o Bramen

o Enter user account information

* Andicstes  roguired fiedd

Mame *|Example | Examle Ariba Privacy Statesent

Eamal - | e

! me vy email as my usarnane

sername Bseskiel.com

City * Rrgen |
Pravine =
Pastal Code +5ab 312 |

Product snd Service Categones * oy | add v mmme

Persenal cemmunieation devices

Ship-to or Service Locations = [ | Add o Bromps

Saskatchewan - Canads

Tax 1D
DUNS Number s i
e Enter user account information
* Indicate o rrogred fiekd
Mame *|Examele neibin Brivacy Stabemant
Eamail * | .com

L) use ey email as my usernase

Pcliday Sestinatice

where vou b lazated, i &rita Brivacy Statameet. You havs the right

andaritand that your dat e
pkcation or by conacting

iropean Limsn ar oth

Py clicking the Contine tutten vou sxpmesedy sgres
3 within

setarm may be trarslaroed maide
cess and modiy your personal data from licy.

set forth i such palicy.

P you wask b hide yaur sompany profile, you can da 38 amytime by ediming the profile visility settings an the Company

neludes the ks
teatizn,

e eamasny infarmatien, svadable for new Business sepssunibes tn sther compan

Enba wil make your camasny proble, w
Brofils pags Mfter you have finithad ya

B 1 have read and sgree to the Terms of Use and the &ribs Privacy Statoment

Cantinue Cancel

[ Continue

© IPME-T014 Ard, Tnc. Al rapide resarved. Duis Bolcy  Secuidy Dicosurs  Tevme of Use
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e Fillin all mandatory fields. The mandatory fields are identified with an *asterisk beside
the required field.

o After completing the mandatory fields, check of the terms of use and privacy statement
box and click on the yellow continue button to proceed to the next step.

Bction Reguired: Chacl your email inbow fhar & messsgs from Anba W B
R ——

s S = w b r—  wf, Sun Rea m b A S e e

e L LT R, e

8 S G, n SN B S S SRR S A MR Tt S BANYSS & i G sl B GRS SE——

e You will be prompted to check your email for an email confirmation. Open the email
message from Ariba and click on the link in the message to confirm your email address
and continue the registration process.

e The activation link will take you to the next screen as shown below.

e Click the yellow button “Go to company profile”

SO0 MY | LUAUS | PROPOBALE | COWTRACTS | OMDERS & IMOTCER

ERT e (example] =

amima  BOURCING

Required Profile Fields
Your custamer has requested that you complete the fedowing infermabon Before they conduct business with you. Cick Go to Company Profile ang comeiete the required fields. After you provide the requested infarmation, vou can Begin Darmzipating in events.

Required Profile Fislds From SaskTel
» Shert Degcriphion
= Hurnber Of Empioyess
« Year Faunded
» Cisstorses Requested Fsids

Ge be Company Prohls =

© 19982014 Asib, Inc. ANl Aights reserved, Data Foicy  Secwity Disclonars  Tarma of Len
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Update profile and complete SaskTel SPQ

To update your company profile, complete all generic mandatory fields in the e-
Commerce profile.

Amnima  BOURCING

Company Profile Save Ciose

ther names. f any:

Metworkld:  ANDLOLG39ST40 (f

Shart Deseriplion: = i

Charkctars loft 100

Lddress 2t

prT——

B [IND US ON ARIBA

Additional Company Addresses

Additianal Addresces

Create

Product and Service Categaries, Ship-to or Service Locations, and Tndustries

Pradust and Servdce Calegarics *

e Note: The grey box on the right (SaskTel Requested Profile Information) is an easy way
to see which mandatory fields are still missing and to navigate to them. You can click
on each of the green pluses as a direct link to the correct screen. Mandatory fields are
indicated by an asterisk.

e Note: The public profile completeness in the orange box on the right of the screen
does NOT indicate fields that are mandatory for registering with SaskTel, nor does this
have to be 100% to continue. This is an indicator by Ariba to show how complete your
public profile is for discovery by other companies on Ariba. Orange fields are NOT
mandatory (unless they have an asterisk).

e Inthe general Ariba Company Profile, the only mandatory fields are:

0 Short Description (Basic tab)
0 Number of Employees (Business tab)
0 Year Founded (Business tab)

o Click on the yellow "Save” button to validate that the information is correct. This will
update the "SaskTel requested profile information” box with the remaining mandatory
fields.
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Amnima  BOURCING

Company Profile
Your profile has been successfully updated.
natic 133 || Businast 131 | marknbea (3) | Contacts
* indicates o fiehd required by SaciTel

Businass informakion

vear Foundud: * [1
tumber of Employees: *
Avnual Reverne: |

ek Spmbel:

Financial Infarmation

Type ef Orgarczation:

D-u-h-5 8 humbers
Global Locatien Rumber:

Taoe Information

Tan Clasnbcption:

Taation Type:

vaxgd: |

State Tax 1d:
Ragional Tax Id:
vt id:

VAT Reguitrabicn Document

Tax Clearance Number:

Tax Clanrancs Dacumaes:

Tax Clanranss Expiry Cata:

Sharehslders

il wame

£} o ot enter dasbuns
| Do ot enter dashes

D ek e dashies

L vaT megatered
<N documants
Upiead.,

J Tax Clearance

=My dosumank=

Usicad.,

% of Ghares

e dem

Close

SaskTel Requested Profile
Infarmation

& 22 Mare Figlds.

Public Profile Completensis

& Wekare

& ameunl Revenue

i Censizabana

@ D-U-N-S Mumser

& Business Type

@ Industres

@ Company Descripion
@ Cempany Loge

Share Your Public Profile
Chek heve b gt vow Anbe badge.

| 4 FINDUS ON ARIEA |

e Pubie

Profile Viaibty S4shings

Complete the SaskTel Supplier Profile Questionnaire (SPQ) to submit your registration for
review and approval by SaskTel.

You can either go to the tab “Customer Requested” and then click on the word

“SaskTel” below in the list, or use the "24 more Fields” link in the "SaskTel Requested

Profile Information” box.

Amnima  BOURCING

Company Profile

basic {2} | Dusinessil) | Markeong (2] | Contacts | Cartifications (1

= Indicates & requsred fisld

Raurcing Customer List

Custamer Requested | Addbcnal Decumants

SaskTel Requested Profile
Infarmation

4 24 rove Fields

Public Brafils Complatensas
. ] 4%
& Webshs

B Areras! Revirs
& Carblcabons

& company Loge

share Your Public Profile
Elick bt to et your Ariba badge,

| e, FINDUFS O ARIEA |

Save Close.

& 1996-2014 Anbe, Inc. All nghes reserved. Dota Poley  Secunty Disclosure  Terms of Use

taetz phamo
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SaskTel Requested Profile

i 'S.ov-- as Dvadt © p
Save o Eraft | Skt

[} Changss you maks balow may ba webiect to spproval befors thay are scoepted.
1 SUPPLIER Q
Mate for rebuming suppliers:

B

Fat nxisteg pupchnrs s your
8 b2 snewer, Apologies far any

Attention New & Heturming Supgliers:
SaskTel requests that the entire Supplier Frofile Questiannaire (5PQ] b= completed, homever, ot & minimum, requires that
Suppliars cemplete mandateey fems. The SPO 2an nak be submitted fee approval unkl all mandstory items sre eempleted

Elanes nots: Mandatiry reguirsenants ara idantfied mith aa setarick *]

This Sa3kTel Suppler Prafile Questisnna meay take up be 20-25 mevates to comelete # vou sre providing responies
15 B raguraments identified. SaskTal o i raeponeas be submitted in a digitieed or salf cey format (e, BOF,
Ward or Excell.

e this SPQ oy e cut alter 30 metes, fesulting i all unsaved infarmatien being lost, it i3 recommended that the
antire SPG is printed or rhad complatsly price 1o pegalating any ks,

Pleasc nobe: this Supplier Profile Quesbonnairs (SPQ] consists SaskTel sercihic questions, sombmed mith Ariba Sloud
Erafile gusstione, &s Suppliere wark thrcugh this S5 gaps in the numbsrng of the variaue tections may be nobeed, Since
41tain questions bre bddressed through the dawd prafile, Bhey will be hidden in the SaskTel 564, which is why the gaes
appear. This s normal and should not pase zoneer foe the Supplier.

¥ & Company Information

2.2 Legal Company fame 4|
{yow must atiach supperting documentation if you change your legal )

2,10 Specify yeur remit.ts address for Inveice payments
[kt you are changing vour sddrats you musst sstach Eupparting

Save oy Oraft) [Subeit|

e The SaskTel Requested Profile questions appear in a screen like the above.

e This form has 2 action buttons: “Save as Draft” and "Submit”.

e Tip: When filling in the SPQ make sure to first “Save as draft” your answers before
submitting. This makes sure that if submitting does not immediately work for some
reason that at all your responses are saved even if you have to come back later.

e Note: Not all SPQ questions are mandatory. All mandatory questions are indicated by a
green asterisk in front of the question. These guestions have to be answered at a
minimum; however, it is recommended you answer as many questions as possible.
The more information you provide, the better SaskTel can qualify you for sourcing
events. You can always come back at a later time and update or add to the SPQ.

o Note: Depending on your responses to certain questions, other questions might
appear or disappear. This is normal behaviour because the requested information is
only applicable in certain scenarios.

e Note: SaskTel highly encourages vendors to regularly make sure their SPQ is up to date
and as complete as possible.

e When all questions are complete, submit your registration using the yellow "Submit”
button.
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3a§kTe| Requested Pris

Status: Saved as draft by s

[} thanges youw make baliw may be vebject to spproval bafors thay are sccepted.

Questian
T deaw Ermary SasmiE AL REpEE LU

2063 Name L Tes

25,2 Comeet Nuinber L 308 ooc e

2163 Mobile rember (305 cexorren

2.36.4 Eomail addrwss  festBaasiinl.com 7
217 18 your company registerad or incorparated in Canada® o[ ven ﬂ
2,18 18 your company registersd of incorparated in Shehatchanan? L [ree )
2.31 15 your company registered in the United States? |, [ha =

2.24 Please give a brief overview of your company -}

¥ 3 Existing/Provious SaskTel refalionship
3.1 Are youl o current or preveus supplier for SackTel?
¥ 4 Legal Requirements
a1 » o (woak

o you have & valk sxiiting MDA with $ackTel?
¥ & Tax & Financial information and terms

.8 SackTels standard payment terms is ek 30, o [You =
Spealy d th s accentable b you.

6.10. SaskTel's standard transaction currency (s Cansdan Dollars (CADL

S s Craf [Subn)

e |f any of the mandatory information is missing, the system will indicate this when you
try to submit. The missing information is marked in red (see screenshot above).
e |f submit was successful this screen will appear:

LEADS PROPOISALS COMTRACTS OROERS & 0 NCES h
Basklel (example) =

B0

Sankled Requested Profile —
A s s Sasklel =
raguasted fislds have
Been comnpleted.

e o Your profile infi tion has been itted to SaskTel and is pending approval.

Wour requested profile information has been submitted to SaskTel and Is pending approval. Contact SaskTel if you are unsure of their registration polices and procedures. If you want to
Increase your chance at new business opportunities with other companies, dick the Public Profile Completeness link and complete your public profile.

Pulslic Prafile Compleleness
— | A5

Emter your website to
e >

24 leads match your
company profile

Wiew Mutzhed Leads

© 19P6-2014 Aribs, Inc. All rights cassruad. Dats folcy  Sacunty Disclosure  Tarms o Ut
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o Completion of the registration will generate a notification to the SaskTel procurement

team.

e The SaskTel Procurement team will then review the supplier profile/registration and
approve the registration as appropriate. If further information is required, you will be
contacted.

Once all information is reviewed and approved, the registration is completed and the
suppliers account profile is created in SaskTel systems allowing for participation in all
future procurement events, as well as, future invoice payments and other functions.
This is a onetime registration that can be leveraged for all future SaskTel sourcing
events.

Sourcing events

o After registration is complete, any sourcing event that SaskTel has invited you to, or for
which you have requested to see the sourcing event details, can be seen in the
"Events” table when your log in to your profile.

OO MY LEADS | PROPOSALS  COMIRACTS  ORDERN & DAVOICES

Amnima  BOURCING

SaskTel
[bisa o Bt e compangspecih: cluding any produst and/or sereice offerings that your company seevides, 5 routinely Lodatnd cn the
SuakTal Biactid Profile e Repoeatae e an SnckTal prasorament Poril (sesee wee it st Peatye.Bnk o e seh M et of i pagen 1]
A1l required custamer
raqutsted fiblds haes Fieaas ke 3 fewt mamasts o reiew and unerstans she SasiTalcrgamzaban a2 this vl elp you deal m effaciyelyuth SaskTel, SaskTal nsesueurs b delar sutsniing custamar serice =
been coempleted. and we rely on cur suppliers B astiet us in achmiing that goal through their cupsrssr product » offarings. Taf's Brocurermnent Capartment = the prmary inberface 1o the cupper Sas’ﬂ-el=
communty. SaskTeluees 8 sampstine i pracess n making sur SuArd desans, Tz st nmm e n ds receives, he Prozurement Cepariment smehaszes ol costof _—
View custatser | oners 7, tupgliar ralisbiity, continusue teehnelsgiesl Iandarihip, qualty and sarvics, ae iall as many othar fctars. This £tw Beeiete SSeLTal in idantFying supelisrs who Are markat

nqueneu Telds >
SaskTel looks farwand ta warking with exitting and new suppliers that will enakie us to achueve the sxacting standards we have worked hard 1o estaklich.

Public Prafile Completeness lZrei
Tits I Hind Tone
E | 45%
Cnter your website t fe s
30% >
Tashs
24 leads match your Fiame Stemus Eus e Cemgletion Gats Mart
mpaay profle Ho itevs

Wiew Mutzhed Leads
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New sourcing Events

e |f you have seen or been notified of a SaskTel procurement event on SaskTenders that
you are interested in, you will be instructed in that posting on SaskTenders to contact
SaskTel procurement to be “invited” to the event.

e For suppliers that have already registered, call SaskTel Procurement and provide them
your company name and the reference or document number from the SaskTenders
posting. The SaskTel procurement team will add you to the event and an email reply
will be generated to connect you to the event in Ariba Sourcing.

e You are then requested to follow the sourcing event instructions as detailed in Ariba to
respond to the event.

e If you have any problems responding to an event or updating your profile, please
contact Ariba directly with your issue or questions and they can help to resolve the
issue with you directly. Ariba Support can be reached through the help/support tab at
the top of the web page.
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