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1 Basic information 

- All procurement projects are handled via the SAP Ariba Internet platform. 

- To participate in a sourcing event (e.g. Request for Information, Request for Proposal, 

E-Auction), you must be registered as a supplier in Ariba. Registration begins with an 

invitation from the buyer - see the Registration section. 

 

2 First registration in SAP Ariba  

Registering an Ariba account gives you the ability to view all your customer relationships and 

business issues at a glance. In addition, you can use your profile to participate in procurement 

events and contract negotiations, and manage purchase orders, catalogs, and invoices. 

Step-by-step guide for new users:  

1. If you are a new user, click Register on the Home page. Then proceed to register an 

Ariba account to participate in the event. 
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2. Create a new user (user ID and password) by clicking "Sign in" or “Log in” with an 

existing account if your company is already registered. 

3. Next, the company data must be entered. Mandatory fields are marked with *. 
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4. Assign username and password and check other parameters. 

5. After that, enter company data, such as product-service category. 

a. Ex. Services→ Advertising service→ Photography. 

 

 

6. “Add” can be used to select from a certain selection.  
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7. Mark the selection and click the "Add" button 

8. Confirm selection again via "OK" button 

9. Delivery or Service Locations: 

 

 

10. Accept terms of use, confidentiality agreement: 
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3 Participation in a RFQ (request for quote). 

3.1 Access to SAP Ariba via email invitation 

1. When the buyer invites you to participate in an RfP event, you will receive a system-

generated email that includes the event title and a direct link to the event. 

2. Click on the link in the email and log in with your user ID and password1 . This will take 
you directly to the RfP. 

3. Note: You can also register directly via the link supplier.ariba.  

 

4. After successful login, click on "Ariba Proposals & Questionnaires" to go to the 
events dashboard and select the appropriate event. 

 

1 See section Registration.  

http://supplier.ariba.com/
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3.2 Submit offer 

1. Before you can access the content of the RfP, you must read and accept the pre-
conditions. 

2. In the upper right corner, you can see how long you have left to participate in the 
request and submit a quote. 

3. Under "Project messages" you will find additional information about the request. 

 

 

 

 

4. After you have accepted the prerequisites, you will be redirected to the content. 
Here you will then have the opportunity to enter your pricing and upload any 
additional information. 
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5.  After all required information has been entered, please click "Submit Entire 
Response" to submit your proposal. Note: Clicking "Save Draft" will not submit 
your response. 

 

3.3 RFQ is not displayed after login 

Did you receive an event invitation via eMail? 
Buyers invite suppliers to events by selecting each participant individually, so it is possible 
that only one person from the company received an invitation. Only the suppliers invited to 
the event will have access. 
If you would like to request that an invitation be sent to yourself or others in your 
organization, you must contact the buyer. 
 
Did you log in to the correct account? 
You may have multiple Ariba accounts. If you have multiple accounts, make sure you are 
logged in to the account to which the invitation applies. 
 
Are you on the Ariba sourcing platform? 

 If you see Ariba Network, Ariba Discovery, or 
Ariba Contracts in the upper left of the 
application, you are currently accessing another 
platform within your Ariba Commerce Cloud 
account and do not see the event here. In the 
top left of the application, click the App drop-
down menu and select Proposals and 
Questionnaires. This will take you to the Ariba 
Sourcing Platform and show events that you 
have been invited to. 
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On the Ariba- Proposals and Questionnaires - page, you will see a blank area where 
the events should be listed: This is most often caused by an ad blocker or pop-up blocker 
in your browser. Certain ad blockers block this part of the Ariba sourcing dashboard, so it is 
recommended that ad blockers for Ariba be disabled. Sometimes this can also be solved by 
deleting cookies or InPrivate mode for the browser. 
Supported browsers 
- Microsoft Edge, 32-bit version 
- Chrome 54 and newer, 64-bit version 
- Mozilla Firefox 49 and newer, 64-bit version 
- Safari 9 and newer, 64-bit version 
- Mozilla Firefox 17 and newer 
- Safari 5 
- Mobile Safari for iPad (iOS 6 or later) 
- Microsoft Edge Chromium 79+ (32 bit and 64 bit) 
 

3.4 Note 

The input fields may differ from the illustrations/screenshots shown here due to the individual 

RfPs. 

3.5 Questions or problems with the registration 

If you have any questions, concerns, or issues with registration, please contact the SAP Help 
Center home page (ariba.com) 
 

https://helpcenter.ariba.com/index.html?sap-language=de
https://helpcenter.ariba.com/index.html?sap-language=de

