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We are delighted to welcome you as a Sunrise supplier.

To ensure your onboarding experience is seamless, we have 

prepared a concise guide that provides all the essential 

information. It walks you through every step, from entering your 

details in our systems to understanding how we process orders, 

invoices, and payments.

Our aim is to make each part of the process clear and efficient, 

so that our collaboration can begin smoothly and successfully.
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1. Supplier Onboarding Setup

2. Purchase Order

3. Invoice

4. Policies & Rules
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Getting started with Sunrise Supplier Onboarding

1 2
Supplier 
Onboarding 
Setup

3 4

No action is required from you at 
this stage. If any information is 
missing or further details are 
needed, we will reach out to you 
directly.*

Once your submission is 
approved, your onboarding 
process will be complete.

If you already use the SAP Ariba 
Business Network, please provide 
the email address associated with 
your account to your Sunrise 
contact.

If you are new to SAP Ariba, open 
the invitation email from SAP 
Ariba and register using the 
provided link. If you do not see 
the email in your inbox, please 
check your spam folder. 
(-> See Appendix A) 

Please open the link provided in 
the Sunrise email and complete 
all required fields in the 
Questionnaire within 10 business 
days.

Share or Create Your SAP 
Ariba Business Account

Complete the Sunrise 
Registration Questionnaire

Sunrise Review & Approval 
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*Depending on the services Sunrise is going to purchase from you, additional assessments will be conducted, including a Privacy and Security Assessment in case personal data is processed by the supplier or access to Sunrise systems is granted. 
Invitations to complete the related questionnaire will be sent out from ‘GRC Toolbox no-reply@grctoolbox.ch’

mailto:no-reply@grctoolbox.ch
mailto:no-reply@grctoolbox.ch
mailto:no-reply@grctoolbox.ch


1 2 3 4

Supplier Registration Questionnaire

Supplier 
Onboarding 
Setup

o Attach an official IBAN document that clearly shows your 
account ownership.

o If applicable, provide your QR IBAN in the Questionnaire.

o Use your company’s officially registered name as it appears in 
legal documents.

o Enter the correct account holder name, along with the 
SWIFT/BIC code.

o Provide a valid 9-digit DUNS number.

o Upload unofficial documents for verification, such as a bank card 
or photos of relevant documents.

o If you plan to use the QR IBAN, you may leave this field 
incomplete.

o Update or modify your company name or account holder name 
as needed.

o Leave essential identification fields, such as DUNS, incomplete if 
applicable.

DO DON'T

Before completing the Supplier Questionnaire, please check the points below.
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Appendix A – Email Registration Invitation Example 

Please carefully follow the steps outlined 
in the E-mail Registration Invitation to complete 

your setup in our Supplier System.

1 2 3 4
Supplier 
Onboarding 
Setup
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Account Levels on SAP Ariba Business Network

1 2 3 4

Standard Account Enterprise Account

Purpose Essential collaboration on the network Comprehensive collaboration and integration

Document exchange Supported Supported (including extended scenarios)

Analytics & reporting Basic functionalities Advanced capabilities

System integration Not available Available

Support Standard support Enhanced support 

Price No cost
Fees based on fixed subscription level fee plus 
transacted volume

Various account tiers are offered on the network. For 
authoritative account descriptions and up-to-date 
information, please consult SAP Business Network.

Supplier 
Onboarding 
Setup
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https://www.sap.com/products/business-network/suppliers/pricing.html


How we’ll request a purchase

When an order is placed, a Purchase Order (PO) 

is created and sent through Ariba, with an email 

notification provided. You can view and download 

the PO in Ariba using the PO number. Once the PO 

is received, you may deliver the goods and services 

as specified.

To ensure prompt processing of your invoice:

Include the PO number on your invoice.

Ensure that the invoice line items correspond 

exactly to those listed on the PO.

1 2 Purchase Order 3 4

Requestor Name

PO Number

Supplier Detailsc

Line items

Amount
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Invoicing Terms and Conditions

1 2 Purchase Order 3 4

Invoicing Terms and 
Conditions of Purchase

The invoicing and purchasing terms, 

located on the second page of the 

purchase order, outline the required 

invoice format, shipping information, 

primary contacts, and applicable legal 

conditions.
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Invoice Checklist

Your legal name and address in Ariba have been updated and 
are current.

Your registration number has been submitted.

VAT ID and Tax residency have been provided.

PO number is included on the invoice.

Bank details are up to date

You are using the correct submission channel.

Invoice Submission Step

Our preferred method of for submitting invoices is
through the Ariba Business Network.

If you are unable to use Ariba, please email your 
invoices (one invoice per PDF attachment, 
including the PO number) to:

invoicesubmissionnoreply@sunrise.net

Kindly ensure that you use only one method for
submitting invoices.

For any questions regarding the process, please reach 
out to us via the P2P Chatbot on the Sunrise Supplier
page.

1 2 Invoice3 4

Invoices are submitted in PDF format (not paper).

26 February 2026Supplier Onboadring Manual - Public 10

https://www.sunrise.ch/en/corporate/about-us/suppliers
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Sending us an Invoice

1 2 3 4Invoice

Invoice date

Your company name 
and address

VAT-Details (as applicable)

To facilitate prompt and efficient payment, 
please ensure your invoice contains all the 
necessary legal information as illustrated 
in the example. 

Providing accurate details from the outset 
enables us to process your invoice without 
unnecessary delays. 

For details, refer to Appendix B.

Your bank 
account details

Full legal name 
and Bill-to Address

A unique invoice 
Number

PO number

Line item number, 
material number / 

description matching 
the PO, incl. units, costs 

and currency

INVOICE
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Appendix B - Invoice Requirements Vendor Letter

To avoid processing delays, please read Invoice Requirements 
Vendor Letter

1 2 Invoice3 4
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Policies & Rules

Our standard payment term is net 90 days.

The Vendor Code of Conduct establishes clear ethical, 
social, and environmental standards for vendors, 
subcontractors, and their employees.

The Terms and Conditions offer a transparent and 
well-structured framework detailing the requirements 
for materials, licenses, products, and services.

If your banking information has changed, 
please update it using the Chatbot by selecting 

the category Vendor Query and subcategory 
Vendor Master Data Update.

Remember to attach an invoice or an official 
company letterhead confirming your updated 

banking details.

1 2 Policies & Rules3 4
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https://a.storyblok.com/f/113473/x/36e23bdd8d/sunrise-vendor-code-of-conduct_en.pdf
https://a.storyblok.com/f/113473/x/af224e4361/sunrise-general-purchasing-conditions-en_v-0425.pdf
https://www.sunrise.ch/en/corporate/about-us/suppliers


If you have any questions regarding 
the process, please reach out to us 
through the P2P Chatbot available on 
the Sunrise Supplier page 

https://www.sunrise.ch/en/corporate/about-us/suppliers
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