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4 Steps

To participate to a sourcing event, there are only 4 steps :

• Step 1 : Access the event

• Step 2 : Review prerequisites / Accept bidder agreement

• Step 3 : Select lots

• Step 4 : Submit your bid(s)
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➔ Invitation e-mail

Click here 
to

access the
Ariba

platform

Step 1: Access the event

Step 1 : Access the event
Step 2 : Review 
prerequisites: Accept bidder 
agreement
Step 3 : Select lots
Step 4 : Submit response(s)
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Step 1 : Access the event
Login or registration
• When clicking on the link in the invitation e-mail you will be directed to the page below.

• If you do not have an Ariba account please click on the Continue button.

• If you already have an Ariba account please click on the here button.
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Step 1 : Login and registration
• In order to move further please fill in the information below.

• Please note that the information entered in the screen below is related to the Ariba Commerce Cloud and has no 
impact on your future evaluation.
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Step 1 : Login and registration

• Tick the case corresponding to ‘I have read and agree to the Terms of use and the Ariba Privacy 
Statement’;

• Click on Submit
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Login and registration

• Tick the case corresponding to the commodity you wish to choose and then click on the Add button.

• Click on OK to save and move further.
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Step 1 : Login and registration

• Select the territory and then click on the Add button.

• Click on OK to save and move further.
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Step 1 : Access open events

• You will now be able to see the projects to which you have been invited.

• Click on the name of the event and open it.
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Step 2 : Review Prerequisites :
Bidder Agreement

• When bidder agreement are accepted, you have a blue button “Review Prerequisites”  

• Review and respond to prerequisites and submit your answers.  

Step 1 : Access the event
Step 2 : Review 
prerequisites: Accept bidder 
agreement
Step 3 : Select lots
Step 4 : Submit response(s)
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Step 2 : Review Prerequisites : 
Bidder Agreement

• In order to be able to reply to our RFI/RFP you need to accept our Compliance addendum 
and other potential prerequisite questions.

• Choose the ‘I accept the terms of this agreement’ variant and then click on OK.
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Step 2 : Review Prerequisites : Bidder 
Agreement
• Click OK to submit the Terms of the agreement

12
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Step 3: Selecting Lots

13

Time remaining in phase

Step 1 : Access the event
Step 2 : Review 
prerequisites: Accept bidder 
agreement
Step 3 : Select lots
Step 4 : Submit response(s)

If you are invited to participate to a RFP you will have to select the lots you would like to bid for in order to be able 
to enter your responses.
Click on Select Lots.
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Step 3: Selecting Lots
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If relevant select 
the bidding 
currency you wish 
to use.

Select the lots on 
which you intend to 
bid. Then “Confirm 
Selected Lots

* Please note that if you
select an item or a lot the 
system will require a 
quotation, please make
sure that you can quote
on the item before you
select it. 

For the lots on which you do 
not intend to participate, 
enter a reason for not 
bidding from the dropdown 
list.
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Step 3: Access the content

• Now you have a full access to the RFx, you can review the information and start to enter your information
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Scroll down 

to review:

-Information

- Questions

- Line items
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Step 3: Enter your price

• There are two ways to respond to a RFP: 

• Option 1: Enter your price, answer questions and attach required documents directly in Ariba

• Option 2: Use Excel Import

16
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Step 3: Enter your price

Option 2: Enter your price and required information using the Excel Import option if you have many line items. This will
allow you to download all Line Items in Excel, fill in your price and upload again the file into Ariba.

* Note that if you are requested to attach documents to your response you will have to add them directly in Ariba.
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Step 3: Enter your price
• Each section of the RFP is presented in a separate sheet. 

• Read the Submit Response Instructions sheet.

• Yellow cells represent bidding data. These cells are required. The column heading for these cells also has an 
asterisk (*) in it.

• When ready save your file and return to the Ariba 
screen. 

• Import file following the instructions. 
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Step 4: Answers submission
• In order to submit you answer please click on the Submit entire response button.

• Please note that if you click the Save button your answers will be kept in the system but will not be sent to the 
buyer.

Step 1 : Access the event
Step 2 : Review 
prerequisites: Accept bidder 
agreement
Step 3 : Select lots
Step 4 : Submit response(s)
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Ariba Supplier Quick Guide

For any additional information, please contact your responsible buyer or 
the Ariba support portal: https://proximus.service-now.com/vp.

https://proximus.service-now.com/vp
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Thank You

More info?

https://www.proximus.com/suppliers/ariba.html
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