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Get familiar with terminology and the Qualification and Certification 

Processes1

2
Learn how to respond to the Qualification and Certification  

Questionnaires

Supplier Qualification and Certification Process

Objectives

The aim of the training material is to:

2
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Supplier Qualification and Certification Process

1 Introduction

Supplier Qualification and Certification Process
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Key Terms
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Supplier Qualification and Certification Process

Term Description

SAP Ariba Network A dynamic digital marketplace where collaborations on procurement and supply chain transactions take place.

Supplier Lifecycle and 

Performance (SLP) 

A solution with linked processes for managing Suppliers from onboarding to qualification to the preferred Supplier.

Some of the key terms used in this document are defined below:
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>>Supplier Qualification and Certification Process

Introduction

Once a supplier is successfully registered with 

Essity, they are eligible to be invited for 

qualification. 

The Essity contact will send a system 

generated invitation for qualification to be 

completed via the supplier’s SAP Ariba 

Network account.

Whether a supplier needs to be qualified 

depends on the type of product or material they 

supply. 

The assigned person at the supplier will receive 

two email invitations with a request to complete 

Supplier Qualification and Certification  

Questionnaire.

During the Qualification process, your 

company will be validated for a particular job or 

activity based on specific commodities, regions, 

and departments. 

What is expected from suppliers?
What is Supplier Qualification- and 

Certification Process?
What are the requirements?

5

The Qualification- and Certification process is to 

provide suitable information and 

documentation to help ensure Essity's supply 

requirements are met.
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Supplier Qualification and Certification Process

Introduction

2 Supplier Qualification and Certification Process
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Supplier Qualification and Certification Process

Process Flow

7

S
u

p
p

lie
r

E
s
s
it
y

START
Receives Email 

notification

Logs in to their 

Ariba Network 

Account

Approves/Rejects
Reviews Qualification and 

Certification Questionnaire

Completes 

Qualification 

Questionnaire in 

Ariba Network

Receives 

Approval/Rejection 

Email

Qualification

START
Receives Email 

notification

Logs in to their 

Ariba Network 

Account

Completes 

Certification 

Questionnaire in 

Ariba Network

Receives 

Approval/Rejection 

Email

Certification



Essity Internal

Supplier Qualification and Certification Process

Logging into SAP Ariba
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2

To access SAP Ariba, navigate to 

this link.

Enter your credentials in the User 

Name and Password fields and 

click Login.

1

In the following steps, you will learn how 

to access and log into SAP Ariba:

2

You can access SAP Ariba 

through the link given in step 1. 

However, please note that 

typically, the supplier will receive 

specific links on their email, 

which they can click to login.

NOTE

https://service.ariba.com/Sourcing.aw/109582006/aw?awh=r&awssk=B8U0ePwn&dard=1&ancdc=1
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Supplier Qualification and Certification Process

2

Introduction

Supplier Qualification and Certification Process

Supplier Qualification Process Steps

Supplier Certification Process Steps
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Supplier Qualification and Certification Process

Supplier Qualification Process (1/5)
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2

Supplier receives the 

Qualification email.

Click the link in the email.

1

In the following steps, you will learn how 

to perform the key activities for the 

qualification:

2

1
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Supplier Qualification Process (2/5)

Supplier Qualification and Certification Process
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Login using the SAP Ariba 

Network Account – The link in the 

email takes you directly to the SAP 

Ariba login page. Enter your 

credentials in the User Name and 

Password fields and click Login.

3

3

In case you do not remember 

your username or password that 

you had created during the 

registration process, you can 

click Forgot Username or 

Password to set up a new 

password.

NOTE



Essity Internal

Supplier Qualification Process (3/5)

Supplier Qualification and Certification Process
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Fill out the Supplier Qualification 

Form – Enter the required details in 

the Qualification form in all the 

sections from 1. General 

Qualification Questionnaire to 6. 

Code of Conduct. Ensure that the 

mandatory fields are filled in to 

successfully submit the form for 

approval.

4

4

▪ For detailed steps to fill out 

the Supplier Qualification 

form, please refer to the 

QRGs available at this link.

▪ The questions in your 

questionnaire may differ 

based on the type of 

qualification i.e., General 

Qualification, Legacy, 

Extension from Medical to 

Hygiene, and Extension from 

Hygiene to Medical.

NOTE

https://sca.sharepoint.com/sites/TOI-LearntheWoW/SitePages/SLP-Ariba-New-Supplier-Request.aspx
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Supplier Qualification Process (4/5)

Supplier Qualification and Certification Process
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Once all the sections are completed, 

click the Submit Entire Response 

button to submit the response.

5

5

Alternatively, click the Save 

draft button to save the 

request for later.

NOTE
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Supplier Qualification Process (5/5)

Supplier Qualification and Certification Process
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Essity Review and Approval – The 

Supplier Qualification Form will go 

through the defined approval 

workflow, and you will get to know 

the final status through email.

6

5

6

▪ If your qualification is 

approved, you will receive 

an approval email (shown 

here).

▪ If your qualification is not 

approved (rejected or 

requested for more 

information), you will be 

contacted via email with the 

next action steps.

NOTE
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Supplier Qualification and Certification Process

2

Introduction

Supplier Qualification and Certification Process

Supplier Qualification Process Steps

Supplier Certification Process Steps
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Supplier Qualification and Certification Process
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2

Supplier receives the Certification 

Management email.

Click the Submit questionnaire 

link in the email.

1

In the following steps, you will learn how 

to perform the key activities for the 

certification:

2

1

Supplier Certification Process (1/6)
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Supplier Certification Process (2/6)

Supplier Qualification and Certification Process
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The Supplier Certificate 

Management Questionnaire is 

displayed. Supplier needs to 

complete all the sections of this 

questionnaire.

Click the drop down arrow to 

answer the first question, Do you 

have subcontractors?

3

4

4
3
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Supplier Certification Process (3/6)

Supplier Qualification and Certification Process
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For each of the sections, where a 

certificate is in place, select Yes.

Click Details.

Complete the required fields and 

click the OK button.

5

6

6

7

7
5
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Supplier Certification Process (4/6)

Supplier Qualification and Certification Process
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Repeat the steps for all the sections 

from 2 .Quality to 8. Chain of 

Custody.

Once all the sections are completed, 

click the Submit Entire Response 

button to submit the response.

8

9

Alternatively, click the Save 

draft button to save the 

request for later.

NOTE

9

8
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Supplier Certification Process (5/6)

Supplier Qualification and Certification Process
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Click the OK button to submit the 

request.
10

10
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Supplier Certification Process (6/6)

Supplier Qualification and Certification Process
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A message confirming that your 

response has been submitted will 

be displayed.

After a few minutes, the event 

message will change, and the Time 

remaining input will change to 

Pending Approval.

11

11

12

12



Thank you for your 

participation. Join us in 

shaping our future!

22
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