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Grup Mediapro has developed this guide to facilitate the completion of the steps needed to 

register as suppliers in Grup Mediapro through our new SAP portal Ariba - Mediaproveedor. 

To be able to fill in Grup Mediapro external questionnaire through the platform, you will have 

to register previously in the Ariba portal. 

 

Follow these steps to complete our registration questionnaire: 

1- You need to receive an invitation from your direct contact at Grup Mediapro to register 

in our system. Find following an example of the invitation you should receive (depending 

on the language you have configured): 

 

2- You should access the Ariba website by clicking on the mentioned link.  
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3- You will be able to log in if you already have an account or creating a new account on 

the portal itself by selecting “Sign up”. 

4- The system will redirect you to a page where you will enter a set of mandatory data to 

create your account on Ariba Business Network. 

5- Save the data once you have entered all the required information.  

6- Once the account has been created, you will be redirected to the questionnaire where 

you should register as a supplier in our system. 

See following an example of the registration questionnaire. 

 

7- You will have to answer the questions included in the different sections. Some of them 

will have been filled in previously by your main contact in Grup Mediapro. You may 

update the data as needed. To modify the data, simply click on the field you want to edit 

and change its content.  

8- Once you have filled in all the data, you must click on the ‘”Submit Entire Response” 

button. 

 

 

9- The following question will pop up, asking for your confirmation to send the answer. 

 

10- Choose ‘Ok’ and the questionnaire will be sent to Mediapro for validation. 
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11- Once this process has been completed, it will be validated by our supplier registration 

team who may approve, deny or request additional information to you. 

12- You will receive an email with any of these actions to keep you posted. 

13- As soon as your request has passed all internal validations and once registered in the 

system, you will receive an informative email. The email you will receive once the 

supplier is registered in the system will have the following format: 

 

14- Once you have received this email, you will be registered in our supplier portal. 

Remarks 

Some of the questions are mandatory (marked with an asterisk) and some are optional. 

Remember that if you do not complete the mandatory questions, you will not be able to send 

the questionnaire to us for processing the creation or for updating your data. 

 

 

Some of the questions have explanatory texts or validation rules (i.e. emails addresses formats, 

tax identification numbers...). 
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Please do not forget to attach the mandatory files requested in some of the questions. If you do 

forget, you will receive an error message requesting the specific documentation. 

 

 

 

Where can you check the status of your requests? 

You will be able to check questionnaires status and pending tasks in the events panel. See an 

example below: 

 

How may you update your data? 

You may always have the chance to access our portal by entering your user and password and 

register / update your data.  
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In case so, please proceed with the following steps: 

1- Access the questionnaire you need to update.  

2- Click on ‘Revise Response’. 

 

 

 

 

 

 

3- A pop-up will show up asking if you want to review the answer and proceed with any 

modification: 

 

4- Once you have modified the data, you will have to send the questionnaire again: 

 

 

Any modifications will be validated internally and updated in the system. 

 

How may you manage the certification / homologation process? 
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Once suppliers are registered and their data has been validated in the system, additional 

documentation will be requested (if necessary) for their certification and homologation. This will 

be needed to guarantee the payment of the invoices recorded in our system. 

In this case, you will receive an email requesting the completion of certain documents and  

certificates. 

You can always access through the link included in the email you may receive, or by accessing 

the Ariba portal in the corresponding section: 

 
 

1- You will access the specific questionnaire, fill in the requested questions and attach all 

the necessary annexes. 

 

2- Once mandatory questions have been answered, you should click on ”Submit Entire 

Response”: 

 

3- Once this process has been completed, our supplier registration team will review the 

information received and may approve, deny or request additional information. 

As stated above you will always be able to check the status of all registrations and updates in 

the dashboard, as shown below: 
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How may I solve my issues and doubts? 

For any doubts regarding the registration in SAP Ariba Business Network, you can consult SAP 

Ariba portal website. 

For any questions regarding the registration process of our internal Grup Mediapro 

questionnaire you can send an email to the following address and we will answer promptly: 

onboardingariba@mediapro.tv. 
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