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1. Process Overview 
➢ Suppliers will receive an email invitation for sourcing events. 
➢ If the supplier already has an SAP Ariba account, they can log in using existing credentials; 

otherwise, they must click “Create New Account” to register. 
➢ After logging in, suppliers can access the sourcing event from the Open Events section on the 

Ariba dashboard. 
➢ To begin, click “Review Prerequisite.” 
➢ If the buyer has included documents such as an NDA or Code of Conduct, suppliers must 

provide the required input, attach relevant documents, and submit for buyer approval before 
proceedings. 

➢ If no prerequisite documents are included, suppliers can proceed by agreeing to the Bidding 
Agreement. 

➢ Select the applicable lots or line items and confirm participation. Fill in the necessary details 
and enter the proposed pricing and click “Submit Response” to finalize participation. 

➢ After submission, responses will be reviewed by the buyer and relevant team members in the 
Agratas organization.  
 

2. Supplier Participation Step by Step Process 
2. 1 Supplier Log In 
➢ Suppliers will receive an email invitation to participate in the sourcing event. 
➢ The email will contain a secure link that provides direct access to the event; suppliers must 

click on the link to proceed. 
➢ Details such as the event name and time duration will be clearly displayed within the email for 

reference. 
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➢ An existing supplier needs to log in and provide supplier login credentials from here by 
selecting “Use existing account”. 

 
 

➢ If a supplier with an existing Ariba Network account forgets their username, they should go to 
“https://supplier.ariba.com”, click on the “Forgot Username” link below the login 
fields, enter the registered email address associated with their account, and then check their 
inbox for an email containing the username along with a password reset link if needed. 
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➢ New supplier can sign up to fill in basic details to register in Ariba. Click on “Create new 
account”. 

 
 

➢ To create an account, complete all required fields including your company name, address, 
username, and password. Review and accept the terms and conditions by selecting the 
appropriate checkbox, then verify your identity by checking the "I am not a robot" box. Finally, 
click the Create Account button to finalize the registration process. 
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➢ Once the details are submitted and confirmed, a confirmation email will be sent to the 
registered email ID. 

 
 
 

➢ Please click on the confirmation link provided in the email. Kindly note that the link is time-
sensitive and must be accessed promptly before it expires. If the confirmation link has already 
expired, open the same email and select the Resend option. The system will then generate a 
new confirmation link and send it to your registered email address. 
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➢ In this window, you may either select the commodity relevant to the supplier, choose the 
appropriate region, and then click Submit to complete the process. Alternatively, you can 
choose “Remind me later” or “Don’t show this to me again” to defer or dismiss the prompt. 
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➢ Once suppliers log in to their Ariba account, they will be directed to the Ariba Proposals and 
Questionnaires dashboard. 

➢ Within the Open Events section of the dashboard, suppliers can view the sourcing event along 
with the corresponding end time. 

 
 

➢ It is important to note that fields marked with a red asterisk (*) are mandatory and must be 
filled in before the event can be submitted. 

 

2.2 General Supplier Information 
➢ Once the event is open, suppliers will be able to view the Event Overview. 
➢ At the top of the page, four tabs are available for suppliers to take necessary actions. 
➢ To review event details, suppliers can click “Download Content” to access event attachments 

or select “Print Event Information.” 
➢ If suppliers choose not to participate, they can click “Decline to Respond.” 
➢ To begin participation in the event, suppliers must click “Review Prerequisite.” 
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Scenario 1: NDA and Supplier Code of Conduct Required 

➢ Suppliers must first access the Bidding Agreement using the hyperlink provided. 

 
➢ After carefully reviewing the agreement, suppliers should click “I accept the terms of this 

agreement.” 
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➢ Suppliers must also allow for the Modified Envelope Bidding Agreement as required. 

 
➢ In the Prerequisite section, suppliers can download the reference NDA document from the 

hyperlink provided, complete the necessary actions, and upload the signed document back to 
the system. 

 
 
To upload the file, suppliers can click on “Attach a file”, then click on “Choose a file” and then 
browse for the required file and then click on “OK” 
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➢ Suppliers must then download the Supplier Code of Conduct from the reference link, review 
and accept it. 

➢ Suppliers can click “OK”.

 

 
 

➢ Once these steps are completed, Suppliers must wait for buyer approval before proceeding 
further in the sourcing event. 
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Scenario 2: No NDA/Code of Conduct Required 

➢ If no NDA or Supplier Code of Conduct is required, suppliers can proceed directly after clicking 
“Review Prerequisite.” 

 
 

➢ Suppliers will be taken to the Bidding Agreement page. After carefully reviewing the 
agreement, suppliers must click “I accept the terms of this agreement.”  

➢ Suppliers must also allow for the Modified Envelope Bidding Agreement as required and the 
click “OK”. 

 
 

➢ Once accepted, suppliers can continue with the sourcing event process. 
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2.3 Select Lots/Line Items 
➢ Suppliers must click on “Select Lots.” 

 
 

➢ Suppliers must select the bidding currency. 
➢ Review the available lots or line items listed in the event. 
➢ Choose the applicable lots or line items for participation. 
➢ Click “Confirm Selected Lots/Line Items” to finalize the selection. 
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2.4 Entering and Submitting Response 
 

➢ Begin by reviewing the details provided in the event and enter the response “Read and 
Understood.” 

 

 
 

➢ In the Technical Details section, suppliers must provide the required inputs and attach any 
relevant technical documents. 
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➢ In the Commercial Details section, suppliers should enter item-related information and 
provide the proposed pricing. 
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➢ Ensure all mandatory fields are completed accurately before submission. 
➢ Once all details are entered, click “Submit Response” to finalize participation in the 

sourcing event. 
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3. Revise Response 
➢ After submitting a response, suppliers may need to edit or modify previously entered values or 

attachments. 
➢ Suppliers will have the “Revise Response” option available in the event page, and it will 

remain accessible until the event closes (i.e., while the event is active). 
➢ To make changes, click on the “Revise Response” option. 

 
 

➢ A pop-up will appear asking for confirmation; click “OK” to proceed. 
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➢ Make the necessary updates to the response, including changes to fields or attachments. 
➢ Once all modifications are complete, click “Submit Entire Response” to finalize the revised 

submission. 

 
 
 

4. New Round of RFP (Second Round) 
➢ When a supplier is invited to participate in the next round of the RFP process, they will receive 

an email notification. 
➢ The email will contain a “Click Here” link that redirects suppliers to the Ariba Supplier login 

page. 
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➢ After logging in, suppliers can access the updated sourcing event details from the Ariba 
Proposals and Questionnaires dashboard. 

➢ Suppliers can click on the event name under open events section to access event details. 

 
 

➢ On the Event Details page, the round number (e.g., Round 2) will be clearly displayed at the 
top, along with the remaining time showing how long the event will remain active. 

➢ The second round may include revised requirements, updated line items, or new instructions 
from the buyer. 

 

 

➢ Suppliers must carefully review the changes, provide updated responses or pricing as required, 
and submit their response within the specified timeline. 
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5. Compose Message 
➢ If suppliers wish to communicate with the buyer, they can use the “Compose Message” 

functionality. 

 
 

➢ In case of any queries or clarifications, suppliers can draft a message directly within the 
platform. 

➢ Suppliers may also attach supporting documents if required. 
➢ After completing the message, click “Send.” 

 
➢ The buyer will receive a notification and can respond accordingly. 
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6. Frequently Asked Questions (FAQs) 
1. How will I know if I am invited to a sourcing event? 

• You will receive an email invitation with a secure link to access the event. The email also 
contains event details such as the event name and duration. 

 

2. Do I need an SAP Ariba account to participate? 

• Yes. If you already have an account, log in using your credentials. If not, click “Create New 
Account” from the invitation email to register. 

3. Where can I find the sourcing event after logging in? 

• Once logged in, go to the Ariba Proposals and Questionnaires dashboard (top left 
corner). Under the Open Events section, you will see the event along with its end time. 

 

4. What happens if NDA or Supplier Code of Conduct is required? 

• You must download the reference documents, complete the necessary actions (e.g., signing, 
uploading), and wait for buyer’s approval before proceeding. 
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5. What should I do if I forget my username? 

• On the Supplier Login page, click on the option “Forgot Username.” 

 

• Enter your registered email ID in the field provided. Click “Submit.” 

 

• You will receive an email notification from SAP containing all usernames associated 

with that email ID. 
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• Use the username provided in the email to log back into your Ariba account. 

6. What should I do if I forget my password? 

• Go to the Supplier Login page, enter your username in the login field, click on “Forgot 

Password.” 

 
 

• Enter your registered email ID and then click “Submit.” 
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• You will receive an email from SAP containing the accounts associated with that email 

ID. 

 
• Choose the username for which you want to reset the password. 

 
• Provide a new password as prompted. 

 
• Sign in again using your updated credentials. 


