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MassMutual has selected SAP Business Network as their electronic transaction provider, and you have been invited to join SAP Business Network and 

start transacting electronically with us. 

SAP Business Network Overview



3INTERNAL© 2023 SAP SE or an SAP affiliate company. All rights reserved.  ǀ

1. Completing Pre-Registration – Code of Conduct.

2. Supplier Registration Steps

3. Maintaining Company Details (Self-Service via the SAP Business Network)

4. Logging Back into the SAP Business Network

5. Updating the Registration Questionnaire 

6. Contacting SAP Customer Support

7. Supplier FAQs

Table of Contents



4INTERNAL© 2023 SAP SE or an SAP affiliate company. All rights reserved.  ǀ

In order for a Supplier to conduct business with MassMutual, they will need the following: a device that can access 

the internet via a browser (Desktop, Laptop, Tablet or Smart Phone)

Cost Implications

Suppliers incur no costs to:

• create their supplier profile
• create a new SAP Business Network Standard Account
• participate in any sourcing event (including Registration and Qualification Questionnaires) 
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Supplier Pre-Registration
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New Supplier Pre-Registration
As part of MassMutual’s Supplier Onboarding process, you will receive an email inviting you to complete the Pre-
Registration questionnaire.

Click on the “CLICK HERE” link to continue.
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If your organization does not already have 
an SAP Business Network account ANID, 
click on “Create New Account” and 
complete all the required fields. Please 
note the standard account is always free, 
and providing a DUNS number is optional.

If your organization already has an ANID 
then click on “Use Existing Account” and 
enter your login credentials. 

Pre-Registration Questionnaire
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To locate your Pre-Registration 

Questionnaire, navigate to your SAP 

Business Network Account and click on 

“Business Network”. 

Select “Ariba Proposals & Questionnaires” 

from the drop-down menu.

Questionnaire Location
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Supplier Pre-registration questionnaire – Supplier Code of Conduct

Review the Code of Conduct and show the acceptance.

Click on Submit Entire Response to submit the pre-registration questionnaire. 
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Supplier Registration
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Existing Suppliers – Registration

You will receive an invitation by email to register with us.

Click on the “CLICK HERE”  link to register.



12INTERNAL© 2023 SAP SE or an SAP affiliate company. All rights reserved.  ǀ

Supplier Registration 
You will be directed to the Welcome page – Ariba Proposals & Questionnaires with two ways to proceed:

A. Click Sign up, if you don’t have an SAP Business Network Account

B. Click Log In, if you already have an SAP Business Network Account

A
B

Notice the Quick Start Guide, 
that links to FAQs, and other 
help information available to 
you directly in the Network 
Portal. 

https://www.massmutual.com/contact-us/supplier-information-portal
https://www.massmutual.com/contact-us/supplier-information-portal
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Supplier Registration – Sign Up

To create a new account, fill in all required fields and click “Create account and continue”.
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Supplier Registration – Sign Up 
The Network might notice that your company already has an account on the SAP Business Network. If potential duplicates are flagged, they should be 
reviewed. Many suppliers choose to manage all of their SAP Business Network activities with all of their suppliers under one account. Some suppliers 
choose to manage in a more de-centralized way. After reviewing the potential duplicate accounts, you can choose to:

A: Continue to Account Creation, or 
B: Go back to the previous page to choose to log in with your existing credentials for an existing account 

If you think one of the flagged accounts looks like it does belong to your company, but you do not have login credentials for this account, get in touch 
with your Account Administrator and ask them to set you up with access to Proposals & Questionnaires. 
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Supplier Registration – Log In

If you have an account, log in with your existing account credentials.
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Supplier Registration
IMPORTANT: Upon clicking “Create account and continue” you will receive below auto-email 
confirming a new account created on the Ariba Commerce Cloud for your supplier organization. If you 
have completed Pre-Registration, the same SAPBN ANID needs to be used to complete Registration as 
well. 

This confirmation does not indicate completion nor approval of your Supplier Registration 
Questionnaire for MassMutual (see slide 14).
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Supplier Registration
Fill in all required fields marked with an asterisk to complete the MassMutual India Registration Questionnaire.

Enter your organization's legal entity 

name.

Provide both the phone number and 

address.

Important: Please select “MassMutual 

India” from the dropdown, as you are 

providing goods or services to 

MassMutual India.

If any other entity is selected, the 

submission will be rejected.

1.7 If you are not a foreign supplier, please 

select “No.” This will direct you to question 1.8, 

which asks whether you are registered for GST.

1.9 Provide a brief description of the goods or 

services you offer.
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Supplier Registration
Fill in all required fields marked with an asterisk to complete the MassMutual India Registration 
Questionnaire.

Please attach copies of your PAN Card and 

Business Incorporation Certificate (BIC).

If you do not have a BIC, kindly state this in a 

blank Word document and attach it. This will 

allow our Finance team to proceed with the 

review.

If you are registered under MSMED, please 

enter your MSMED registration code and 

attach the valid supporting documents. If 

Not, kindly state this in a blank Word 

document and attach it. This will allow our 

Finance team to proceed with the review.

If you are already having with the SAP 

Business Network, please enter your ANID in 

Section 5.1. Else leave it.

5.2: Please enter the email address where we 

can send the Trading Relationship Request 

(TRR). This TRR will enable you to connect 

with MassMutual on SAPBN and submit 

invoices electronically based on the purchase 

order or contract.
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Supplier Registration
Fill in all required fields marked with an asterisk to complete the MassMutual India Registration 
Questionnaire.

How to Submit the Tax Document in Section 7.

1. Click on “Add Tax IDs (0)”

2. Enter the Country/Region — for 

example, if you are an India-based 

supplier, enter “India” as the 

Country/Region.

3. If you hit the cursor on     you find the 

short description.

4. If you are located in India, please 

attach your GST Certificate.

If you are based in the United States or 

any other country, kindly attach the 

relevant tax document, and then click 

Submit.

1

2

3
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Supplier Registration
Fill in all required fields marked with an asterisk to complete the MassMutual India Registration 
Questionnaire.

How to Submit Banking Information.

Please attach either a bank letter signed by 

the bank on official letterhead or a voided 

cheque.

Entre Bank Account Details: 

Click on Add Bank Accounts. 
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Supplier Registration
Fill in all required fields marked with an asterisk to complete the MassMutual India Registration 
Questionnaire.

Enter all mandatory banking details, including 

Bank Type, Bank Name, Country, Account 

Holder Name, Account Number, IFSC Code

Note: For India-based suppliers, enter the IFSC

Code in both the IBAN and Bank Key/ABA 

Routing Number fields.
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Supplier Registration

Once all questions have been answered, click the Submit Entire Response and “OK” to submit button
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Supplier Registration
Your response has been successfully submitted!

The status of the questionnaire is changed to “Pending Approval” while the questionnaire is routed for approvals. 
At this stage, you no longer can amend your response or revisit the draft, however you can “Compose Message” 
to MassMutual. After it is approved, the registration will open again to allow for further updates.
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Supplier Registration
Upon response submission, you will receive an automated email informing you the request is sent for 
MassMutual approval. 

➢ Next step: MassMutual India to review the registration information. 

➢ Once your registration is approved, you will receive a confirmation of approval.

This confirmation indicates completion and submission of your supplier registration questionnaire 
for MassMutual. The approval email indicates that MassMutual approved the information provided 
on the registration questionnaire. 
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One of the mutual benefits to using the SAP Business Network for supplier management is that it allows suppliers to 
self-maintain their data. 

After the supplier registration questionnaire is approved by MassMutual it will reopen to allow for updates. If at any 
time your company’s information changes, you should log into the SAP Business Network and update the registration 
questionnaire to reflect the change. 

Keeping the registration questionnaire up to date with accurate details at all times will ensure your company is paid on 
time, accurately, and considered for potential business opportunities. 

To update your registration questionnaire, log into the Network, click on the link to open the questionnaire, click “revise 
response”, make necessary updates, then click “submit”. 

Changes will be subject to approval. 

Self-Managing Your Supplier Details 
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Logging Back Into the SAP Business Network

Please note that once you've successfully registered through the invitation email, the invitation link can be reused 
to redirect you to the login screen.

You can also navigate directly to http://proposals.seller.ariba.com to login. We recommend bookmarking this page 
to easily access the SAP Business Network moving forward.

If you cannot remember your credentials/login details, use the “forgot username or password” link to recover 
them. 

If for some reason that does not work, you can contact SAP Support to retrieve your account. In such case, please 
have ready the ANID delivered to you in the automated email confirming a new account created on the SAP 
Business Network for your supplier organization. This will help the support agent identify your account to reset your 
password. 

http://proposals.seller.ariba.com/
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Updating the Registration Questionnaire 
Once logged into your Network account, ensure you are on the “Questionnaires & Proposals” tab and under the correct customer tab.

Navigate to the Registration Questionnaires section. You will see the registration questionnaire. Notice the status of the questionnaire. If it is in 
a “Registered” status, you will be able to update it. If in a different status than Registered, you will not be able to make an update. Click on the 
questionnaire to open it. 

Once you open the questionnaire, you will see that you’ve already submitted a response, but you have an opportunity to Revise
Response. Confirm you would like to revise your response, then, the questionnaire will open for editing. 

After you’ve made the necessary updates, click “Submit Entire Response”. The updates will route to MassMutual for approval. 
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Other Events - Modular Questionnaires, Sourcing Events

You may be contacted by MassMutual outside of the registration & qualification to provide additional information. For example: this 

could be in the form of a Sourcing event, or Modular Questionnaire

For any event or questionnaire that needs to be filled out, you will receive an automated email with a link to login to the Network to 

participate/complete the questionnaire. While different events and questionnaires can be sent to different supplier contacts, they will 

all need to be responded to under the same organization ANID.
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Supplier Support & FAQs 
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SAP Customer Support for Suppliers

• SAP Help Center

• Accessible directly from Supplier account upon login 

• Help sign is displayed in the upper right corner

• Click on Help to see the panel on the right side

• Popular topics and search bar become available for review

The following support tools are available to suppliers:

• Live chat, Email or Phone Support 

• Accessible directly from Supplier account upon login

• Support sign is displayed in the lower right corner of Help Center panel

• Click on Support to open a new window 

• Fill in the topic you would like to get help with

• Answer Yes or No in the “Contact SAP Ariba Support” section

• Depending on the answer, you will be directed to the appropriate support 
channel

In 2019, approx. 88% of Customer Support Service Requests were self-served with the user
finding the answer to their query quickly, easily and at a time that is suitable to them.
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Supplier FAQ – Part 1

If we are already doing business with MassMutual as a Supplier, do we need to Register again?

What happens once I have completed the Registration Questionnaire?

No, suppliers only need to register once when they go through the onboarding process. 

Once you have completed and submitted the questionnaire, wait for a confirmation message stating it has been approved. 

What if I cannot see the Questionnaire?

• If you log into your existing SAP Business Network account, toggle to the “Proposals and Questionnaires” module in the left upper corner to see your 
questionnaires and other forms.

• If you do not see the questionnaire, the questionnaire may not have been sent to your account. Please contact 
supplieronboardingoperations@massmutual.com to have the link re-sent and then log in with your existing credentials. Note: you must log in to your account 
via the invitation link in the email in order to see the questionnaire. 

Q

AA

Q

AA

Q

AA

Will all of my current information be migrated to the SAP Ariba Supplier Lifecycle Performance module for MassMutual’s view?

If you are an existing supplier of MassMutual some of your already entered information may be migrated into the registration questionnaire so you need only 
confirm it for accuracy rather than starting new. However, you may need to re-enter some information or provide additional information. This will ensure 
MassMutual has all of the most accurate, up to date information they need to do business with your company moving forward.  

Q

AA

mailto:supplieronboardingoperations@massmutual.com
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Supplier FAQ – Part 2

I received more than one system generated invitation to Register? Are these duplicates?

What happens if an existing Supplier does not complete the onboarding process? 

If you have more than one business that is actively trading with the SAP Business Network, you will receive a system generated invitation to register per 
organization or legal entity. You will need to re-register and re-qualify each one separately.

IMPORTANT! When registering or qualifying multiple companies, please do so one at a time. Please do not have any other SAP Business Network related 
invitations to register open in different tabs of your browser. Doing so may result in the details for one company accidentally being saved or linked to another 
company’s questionnaire.

Completing the onboarding process via the SAP Supplier Lifecycle Performance (SLP) Module is mandatory. Not completing it on time could result in non-
compliance, delayed payments, and impact our existing trade relationship. 

Q

AA

Q

AA

What if I did not receive the link to Register?

The issue could be related to your email inbox settings– make sure the domain ariba.com is a trusted sender. Before requesting to re-send the invitation, check the 
following: 
• search your mailbox for an email with the following email subject: Invitation: Register to become a supplier with MassMutual 
• search for the invitation across all your folders, such as your Inbox, Junk or Spam Folders
• confirm if one of your colleagues received the invitation instead of you.

Q

AA

Why do we need to join?

MassMutual is implementing new standards, processes and implementing SAP modules to improve the way we interact with our suppliers. The benefits of this 
include eliminating manual ways of working, and duplication of effort for both parties. It will also ensure that our supplier details are current and accurate.

Q

AA
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Supplier FAQ – Part 3

If I already have an existing SAP Business Network Account, why am I being asked to create a new one?

You do not need to create a new network account to respond to questionnaires or participate in events with MassMutual. You can use your existing account to:
• respond to registration and qualification questionnaires for MassMutual and other customers
• respond to future sourcing events
• potentially manage contracts.
However, some of our suppliers may want to create an additional SAP Business Network account, to manage these three processes and modules separately from 
your transactional account or from your account used to manage other customers.  

Q

AA

What if the Invitation to Register was sent to the wrong person?

If you or someone else in your organization received the SAP system generated Invitation to Register email, and it should have been sent to another person in your 
organization, do not simply forward it on. Contact supplieronboardingoperations@massmutual.com to have the email with the link re-sent to the relevant contact.

Q

AA

What will it cost me to use the SAP Business Network? 

There is no cost associated with creating a standard network account. Suppliers can use a standard account to:
• Respond to questionnaires
• Participate in sourcing events
• Manage contracts
• PO/Invoicing via email/standard account
• At any time suppliers are able to upgrade from their standard account to an enterprise account. Costs may be incurred when upgrading to an Enterprise 

account to transact with buyers.

Q

AA

mailto:supplieronboardingoperations@massmutual.com
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Supplier FAQ – Part 4

I’m struggling to login with my existing SAP Business Network Account credentials. What do I do?

If you are experiencing this problem, it could be one of the scenarios below:

1. You have already logged into your existing account and then also clicked on the link in the email for the first time. 

IMPORTANT: The system will view this as an attempt to log in twice at the same time. You must either click on the link and log in from there or log into your 
existing account and navigate to the Ariba Sourcing screen. You cannot to do both.

2. If you have another SAP Business Network or Ariba site open in another browser tab, please close that other tab and try to login again.

3. If you received a certificate error in your browser when trying to access the SAP Business Network login page at https://supplier.ariba.com, please clear your 
browser cache, cookies and search history. Close the browser and then try open the page again.

Q

AA

https://supplier.ariba.com/
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Suppliers can participate in additional training 
provided by SAP Ariba Customer Support including a 
wide range of topics from Source to Settle:

Sign Up for Additional 
Training from SAP Support

Sourcing Webinars

https://gateway.on24.com/wcc/gateway/elitesaparibacustsupport/1391535
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Ariba Supplier Information Portal – MassMutual.

To Any Onboarding Related queries
supplieronboardingoperations@massmutual.com

To request a trading relationship 
MMSupplierEnablement@massmutual.com

For MassMutual specific SAP Business Network Questions 
SupplierAribaSupport@massmutual.com

Thank you.

https://www.massmutual.com/contact-us/supplier-information-portal
https://www.massmutual.com/contact-us/supplier-information-portal
https://www.massmutual.com/contact-us/supplier-information-portal
mailto:supplieronboardingoperations@massmutual.com
mailto:MMSupplierEnablement@massmutual.com
mailto:SupplierAribaSupport@massmutual.com
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