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1. Overview
  1.1 Description
       Objective of this manual is:
       1. Understand process of participating and submitting Reponses in RFI (Request for Information)
          from Ariba Network
       2. Understand process of participating and submitting Reponses in RFP (Request for Proposal)
          from Ariba Network
      3. Understand process of participating and submitting Reponses in Auction from Ariba Network
  1.2 Targeted Audiences
       Targeted audiences for this process are:
       i. Suppliers



Prerequisites

  • N/A



Helpful Hints

  •   N/A
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2. SAP Ariba Login
  2.1 Description
      This section will explain to login into ARIBA network.
  2.2 Login Ariba
      Access below URL in browser (Preferred browser: Google Chrome):
      https://supplier.ariba.com
      A login screen will appear. Enter login details:
      a. User ID
      b. Password
      c. Now click on Login button.




                                  a

                                  b
                c




  2.3 Home Screen
      You have logged in SAP ARIBA Home Page. User will be able to find:
      a. Different module tabs.
      b. Tiles to track event status, expiring contract, etc.
      c. To Do list of tasks assigned to user. Tasks can be managed through this as well
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     d.   Now click on Ariba Network > Ariba Proposal and Questionnaires




     e.   This will navigate to dashboard where supplier can see all the open and pending events, and
          questionnaires.
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3. Participate and Submit Response to RFI

  1.   Once the RFI is published, Supplier will receive below e-mail notification for participating in RFI.

  2.   Supplier can click on Click Here link available in RFI Invite mail to access the RFI in ARIBA or can directly login
       to SAP ARIBA (as explained in 2.2).
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 3.   RFI window is open, click Review Prerequisites




 4.   Accept a. Terms and Condition → b. Ok.




 5.   Console window will open where in the suppliers need to respond the questions.
           a. Respond the mandatory questions
           b. If supplier wishes to send any message can click Compose message.
           c. Supplier can keep track on time to submit the response.
           d. Once done with all questions, click Submit entire response.
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 6.   Click Ok to confirm submission.


 7.   Supplier can revise the responses till the RFI submission timeline is completed by clicking on “Revise
      Response”. Once the submission timeline is completed, Supplier will not be able to submit or edit responses.
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4. Participate and Submit response to RFP
  1.   Supplier will receive below mail for participating in RFP from SIPCHEM. Mail will contain:
       a. Date and time when RFP will open
       b. Username of Supplier’s Ariba Network account.
       c. Click Here link to access event.
  2.   Clicking on URL given in email will open Sap ARIBA login page. Login using user id and password as explained
       in 2.2.
  3.   Supplier can also log-in to Ariba network and check the invite.




  4.   Click on the RFP in Pending Status. RFP window is open, click Review Prerequisites.




  5.   Accept a. Terms and Condition → b. Ok.
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 6.   Click Ok to submit the agreement.




 7.   Perform below steps to show intend to participate.

      a.   Select bidding Currency. Do it carefully, once it is selected and submitted, it cannot be changed for this 
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