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SAP ARIBA NETWORK SOURCING EVENT OVERVIEW

SAP ARIBA SUPPLIER SYSTEM LOGIN PAGE

A valid Supplier User Name and Password is needed to access the SAP Ariba Network.

URL: https://service.ariba.com/Sourcing.aw/
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SAP ARIBA NETWORK SOURCING EVENT OVERVIEW

SAP ARIBA SUPPLIER DASHBOARD OVERVIEW

Ariba Network Dashboard displays the Sourcing Event the supplier is invited.

User 

Profile

Click the gear icon to 

access supplier account 

setting, time zone and 

sourcing notifications.

Click the Help menu to view 

the option for Help Center, 

FAQs, Documentation and 

Ariba Contact

Click account user name 

initial to view the Logout 

link and supplier’s 

preferences

A

B

C
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SAP ARIBA NETWORK SOURCING EVENT OVERVIEW

SAP ARIBA SUPPLIER DASHBOARD OVERVIEW

1. From Ariba Network you 

have the opportunity to 

navigate to the three 

options.

2. Ariba Discovery – ability 

to explore events posted 

on Ariba Discovery.

3. Ariba Proposals & 

Questionnaires – shows 

all the events the supplier 

is invited to.

4. Ariba Contract 

Management – for 

contracts and collaborative 

terms & conditions.

1

2

3

4
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SAP ARIBA NETWORK SOURCING EVENT OVERVIEW

SAP ARIBA SUPPLIER DASHBOARD OVERVIEW

Event refers to the sourcing tenders that bidders see and respond. 

1. Title shows the name of the 

sourcing event.

2. ID show the unique document 

ID for the sourcing event.

3. End Time shows the 

expiration date and time of the 

sourcing event.

4. Event Type shows what kind 

of sourcing event is raised. 

Explanation for each sourcing 

event is explained on next 

slide.

1 2 3 4

5. Completed – event is finished. The completed state is last stage of an event after the 

time expires

6. Open – the event is open for participant responses. 

7. Pending Selection – the event is closed for responses and is pending for the buyer 

analysis

5

6

7

Event ‘End Time’ is shown in the 

time zone of supplier as setup in 

Ariba Network supplier account. 

Please refer appendix to set 

time zone.
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SAP ARIBA NETWORK SOURCING EVENT OVERVIEW

SAP ARIBA DASHBOARD OVERVIEW

1. Time remaining for the 

sourcing event.

2. Click "Download Content" 

to download and review 

your event in an Excel 

Spreadsheet.

3. Review and respond to the 

prerequisites. Prerequisite 

questions must be 

answered before you can 

view event content or 

participate in the event. 

4. Click Decline to respond if 

the bidder does not want to 

participate.

1

2 3 4 5

5. Event information can be downloaded as a document and accessible to print.
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SAP ARIBA NETWORK SOURCING EVENT OVERVIEW

SAP ARIBA DASHBOARD OVERVIEW

1. Click Event Messages to 

received and send 

message to the buyer.

2. Click Download Tutorials 

for the on-hand FAQ’s.

3. Click Response Team to 

view  members from bidder 

organization who can 

participate in this event.

4. There is a checklist of all 

the steps bidder have to 

complete. Bidder can go 

back to each item and 

review it. All the checklist 

items need to be 

completed to be able to 

submit the response. 

1

2

3

4

✓ Remember: all queries related to the sourcing event should be discussed with the buyer 

using ‘event messages’ only.



SOURCING EVENT 
RESPONSE



Click to edit Master title style

CONFIDENTIAL: DO NOT COPY OR FORWARD 11

BIDDER EVENT RESPONSE

SOURCING EVENT EMAIL NOTIFICATION

1. The bidder receives the 

email invitation to 

participate in the event.

2. Click the ‘Click Here’ link to 

access the event.

3. Login to Ariba Network 

using the Username and 

Password.

4. Click Login button.

1

2

3

4

✓ As prerequisite, bidder must 

go through the SLP 

Registration process before 

they can access the SAP 

Ariba Supplier site. Please 

refer to the Appendix 

Section.
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BIDDER EVENT RESPONSE

SAP ARIBA SUPPLIER HOMEPAGE

5. Ariba Network dashboard 

page is displayed.

6. Beside the SAP logo, click 

the Ariba Network name.

7. Choose Ariba Proposals & 

Questionnaires.

7

6
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BIDDER EVENT RESPONSE

SOURCING EVENT DETAILS PAGE

8. Ariba Proposals & 

Questionnaires dashboard 

page is displayed.

9. Go to the Events section

10. Click the Open status.

9

8

10
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BIDDER EVENT RESPONSE

SOURCING EVENT DETAILS PAGE

11. Event details is visible on 

the page.

a. Title

b. ID

c. End Time

d. Event Type

12. Click the Title of the Open 

event.

11

a b c d

12
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BIDDER EVENT RESPONSE

SOURCING EVENT – DOWNLOAD CONTENT

1. Event overview is 

displayed. Take note of the 

Time Remaining to the 

closing of the event. Bidder 

must submit their response 

prior to event closing. 

2. Click on ‘Download 

Content’ to download the 

content to desktop.

3. Click ‘Download Content’ 

to start the download.

4. Click ‘Download 

Attachments’ to start the 

download of attachments.

1

2

3 4
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BIDDER EVENT RESPONSE

SOURCING EVENT – DOWNLOAD CONTENT

5. Click on the ‘Title’ box to 

confirm selection of all 

documents within the 

event. Note – if user does 

not select the questions, 

they cannot download the 

attachments.

6. Click on ‘Download 

Attachments’.

7. Click ‘Done’ once 

completed.

8. Click ‘Done’ to exit the 

screen.

5

8

7
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BIDDER EVENT RESPONSE

SOURCING EVENT – REVIEW PREREQUISITES

1. Once bidder has reviewed the 

event details and intends to 

participate, click ‘Review 

Prerequisites’.

2. Bidder will be redirected to 

the Prerequisites page.

3. System notification appears 

indicating that completion of 

prerequisites is required 

before accessing the event 

information.

4. Question with asterisk (*) are 

mandatory for bidder

5. Click ‘OK’

6. By accepting the terms of the 

event, system will prompt 

bidder the submit response 

question. Click ‘OK’.

1

2

3

4

5
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BIDDER EVENT RESPONSE

SOURCING EVENT – DECLINE TO RESPOND

1. Upon reviewing the event 

details, if bidder is not 

interested in participating, 

they can Decline to 

Respond.

2. Message box of Reason 

for Declining to Respond is 

available.

3. Once done, click OK. 

4. If bidder decides to come 

back to the event, they will 

see “Intent to Respond” 

which will allow bidder to 

continue with the event.

1

2

4

3
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BIDDER EVENT RESPONSE

SOURCING EVENT – SELECTING LOTS

1. After the bidder submits 

the prerequisite answers, 

the system will take bidder 

to the selecting lots/items 

section. 

2. There are two (2) tabs,  

Select lots and Select 

Using Excel.

3. Bidder can put a check 

mark on the lots to select 

manually.

4. Then click on ‘Confirm 

Selected Lots’.

10

2

3
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BIDDER EVENT RESPONSE

SOURCING EVENT – SELECTING LOTS

1. Click on the Select Using 

Excel tab. 

2. Follow the instructions that 

are provided in the blue 

ribbon, bidder can use this 

method if multiple members 

of their team participation is 

required.

3. Detailed step-by-step 

process are indicated for 

the bidder to complete this 

action using excel import.

2

1

✓ Remember bidder should not change the structure of the excel sheet when updating the 

response and importing.

3



Click to edit Master title style

CONFIDENTIAL: DO NOT COPY OR FORWARD 21

BIDDER EVENT RESPONSE

SOURCING EVENT DETAILS PAGE

1. System notification will 

appear once the response 

to the prerequisites has 

been submitted.

2. Event contents are 

accessible by using these 

sections.

1

2
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BIDDER EVENT RESPONSE

SOURCING EVENT – SUBMIT RESPONSE

1. Selected section is 

displayed on the event 

page.

2. Click “Prev” or “Next” to 

browse through different 

sections.

3. Answers marked with an 

asterisk (*) are mandatory. 

Bidder will not be able to 

submit the bid if these 

questions are not 

answered.

21

3

✓ Answers to the questions can be of different types i.e. Yes/No, Text, Attachment, Money, 

etc.
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BIDDER EVENT RESPONSE

SOURCING EVENT – CONTENT WEIGHTS

To view the weightages of the 

questions, please follow the 

below steps

1. Click the table icon 

2. Choose Participants on the 

Select/Filter option.

3. Click the checkbox for the 

Overall Weight.

4. Then click OK.

1

2

3

4
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BIDDER EVENT RESPONSE

SOURCING EVENT – CONTENT WEIGHTS

1. The individual 

and average 

weight for 

each section, 

subsection 

and question 

is displayed.

1
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BIDDER EVENT RESPONSE

SOURCING EVENT – SUBMIT RESPONSE

1. Click ‘Save draft’ to save 

bidder response; bidders 

can return prior to the 

event closing to edit saved 

answers.

2. Click ‘Update Totals’ to 

calculate and validate 

extended prices.

3. Click ‘Submit Entire 

Response’ when bidder is 

ready to submit their bid.

4. Click ‘Excel Import’ to 

upload response using file.

123 4
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BIDDER EVENT RESPONSE

SOURCING EVENT – SUBMIT RESPONSE

1. Click ‘Download Content’ 

to download the event 

content in a excel file. And 

click ‘Download 

Attachment’ to download 

associated attachments in 

the event

2. Save file(s) to computer 

and begin working on 

bidder response in the 

Excel workbook.

3. Click “Choose File” to 

locate your file or drag and 

drop your file into the 

highlighted spot. 

4. Click “Upload” to upload 

your file. Your responses 

will now be entered into the 

Event Contents.

1

3 2

4
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BIDDER EVENT RESPONSE

SOURCING EVENT – SUBMIT RESPONSE

1. System will notify the 

bidder that the file upload 

was successful.

2. Once the bidder receives 

the successful upload 

notification, click on the 

Update Totals in the 

sourcing event to update 

the bid pricing.

3. Submit Entire Response 

can be done.

4. If bidder missed a 

mandatory question or it is 

incomplete, system will 

trigger a red error message 

at the top of the screen.

1

23

4
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BIDDER EVENT RESPONSE

SOURCING EVENT – SUBMIT RESPONSE

1. Read the message, it will 

describe the exact question 

or line item number and the 

name of the question or 

line item.

2. Once completed with the 

answers. Bid can now be 

submitted.

3. Click OK to proceed with 

the response submission.

3

1

2

✓ As a good practice, after 

the bid is submitted, 

please open the bid and 

check if the answers are 

visible. If the answers not 

visible, please inform the 

buyer immediately
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BIDDER EVENT RESPONSE

SOURCING EVENT – REVISING RESPONSE

1. System notification 

appears for the submitted 

response.

2. Bidder can revise a 

submitted response prior to 

the event closing. Click 

“Revise Response” on the 

event.

3. Then click “OK”. The 

answers will be auto-filled 

with previously submitted 

response. Select the 

answers and revise as 

necessary, then click 

“Submit Entire Response” 

to submit revised 

response.

1

2

3

✓ If the event closes before a revised response has been submitted, the last submitted 

response will be submitted for evaluation.



Click to edit Master title style

CONFIDENTIAL: DO NOT COPY OR FORWARD 30

BIDDER EVENT RESPONSE

SOURCING EVENT - BIDDER COMMUNICATION

All business queries regarding 

an active event must be 

submitted through SAP Ariba. 

1. To submit a question, click 

Event Messages in the 

Sourcing Event.

2. Event history and logs can 

be seen in this page.

3. To send new message, 

click Compose Message.

1

2

3
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BIDDER EVENT RESPONSE

SOURCING EVENT - BIDDER COMMUNICATION

1. Compose New Message 

page is displayed.

2. Input the message on the 

message box.

3. Once done, click Send.

4. Another way to do the 

communication is through 

the Compose Message. 

Then repeat step 1, 2 and 

3 to complete.

1

2

3

4
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BIDDER EVENT RESPONSE

MODIFIED SOURCING EVENT

On instances, when a buyer 

modifies the sourcing event.

1. Bidder receives an email 

notification

2. Click the link access to 

SAP Ariba Supplier Login.

3. To complete the update or 

bid response, follow the 

steps documented on 

previous slides within this 

section.

1

2
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BIDDER EVENT RESPONSE

SOURCING EVENT – REVERSE AUCTION

When participating in a reverse 

auction, please note the below 

points -

1. Take note of the Time 

Remaining to the closing of 

the event. Bidder must 

submit their response prior 

to event closing. 

2. Click Review Prerequisites.

3. Review and accept the 

prerequisites. 

4. Click OK.

1

2

3

4
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BIDDER EVENT RESPONSE

SOURCING EVENT – REVERSE AUCTION

5. Select the lots.

6. In case bidder does not 

select a lot for bidding, 

reason for not bidding a lot 

must be provided from the 

dropdown list.

7. Once completed selecting 

lots, click Confirm Selected 

Lots.

8. Answers marked with an 

asterisk (*) are mandatory. 

Bidder will not be able to 

submit bid if they do not 

complete these answers.

5

6
7

8
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BIDDER EVENT RESPONSE

SOURCING EVENT – REVERSE AUCTION

9. Bidder provides 

their offered 

price for the 

specific line 

item.

10. Once 

completed, 

click Submit 

Entire 

Response.

10

9

9
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APPENDIX SECTION

SUPPLIER REGISTRATION 

Refer to the below guide for the Supplier Registration Guide available on Al Maqta’a Portal.

URL: https://almaqtaa.gov.ae/web/dgs-site/becoming-a-registered-supplier

To download the Supplier Registration Guide for:

1. New Supplier

2. Existing ADERP Suppliers

1

2

https://almaqtaa.gov.ae/web/dgs-site/becoming-a-registered-supplier
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APPENDIX SECTION

TIMEZONE UPDATE

1

2

Below are the steps to update 

the Timezone in Ariba Network 

account.

1. Login to the network using 

the valid user name and 

password.

2. Click Login.

3. User will be directed to the 

home page. Click the user 

name initial.

4. Choose My Account

3

4
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APPENDIX SECTION

TIMEZONE UPDATE

5

6

5. Go to Preferences section.

6. Click the dropdown on the 

Preferred Timezone field.

7. Choose the Preferred 

Timezone on the list. 

8. Click Save.

8

7


