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1. Event Invitation

Step 1:

Open email invitation

It comes if you have been invited to the 
particular event

Step 2:

Click the access link

Follow the Click Here link to Log In or get
the Ariba Sourcing Account registered

OR 

Use the https://proposals.seller.ariba.com to 
login to your Ariba Sourcing account

https://proposals.seller.ariba.com/


2. Event Details

Checklist shows the required steps to 
participate in the RFP

Click Review Prerequisites to proceed within the RFP
or Decline to Respond if you refuse to participate 

The countdown clock shows the time 
remaining



3. Event Participation (Prerequisites)

To be able to 
proceed with 
the event, you 
need to review 
and accept the 
Bidder 
Agreement and 
prerequisite 
questions.

Once done, 
click OK.



3. Event Participation (Lots/Line items)

In checklist section 3. Select Lots/Line Items selection of Lots/Line Items may be enabled. 
Tick the positions you want to place a bid for and click Confirm Selected Lots/Line Items.  



3. Event Participation

Once you confirmed 
selected lots, full event 
content becomes
available. Scroll up and 
down to review the 
content and answer the 
questions included. 

Place your prices per 
selected lots as requested.

Click Update Totals to see 
the Extended Price per 
Lot.

When all mandatory fields 
marked with * are fulfilled, 
click Submit Entire 
Response to submit your 
offer.



3. Event Participation (Excel Upload)

Scroll up and down to 
review the content and 
answer the questions
included. 

If there is a predefined 
excel form to be fulfilled 
attached, please 
download it, fill in 
accordingly and upload 
back to event content 
via Attach a file option.

When all mandatory 
fields marked with * are 
fulfilled, click Submit 
Entire Response to 
submit your offer.



3. Event Participation (Bidding via Excel)
If there are many Lots/Line Items, you may use Excel to respond to the event.

Go to section 
3. Select 
Lots/Line 
Items, switch 
to tab Select 
Using Excel 
and click 
Download 
Content.



3. Event Participation (Bidding via Excel)
Open the downloaded excel file.

Carefully read the instruction in the first tab to 
understand the file structure. Colors legend:

• Green – selected Lots

• Yellow – questions

• White – optional, but to be reviewed

Go through all excel sheets one by one and fill in 
your responses where needed.

Save completed file to your local drive.



3. Event Participation (Bidding via Excel)

Once the excel 
file is ready to 
be uploaded to 
Ariba, follow the 
Step 3, click 
Choose File and
Upload. 
Click OK to 
confirm the 
Successful 
Import.
Once everything 
is in place, click 
Submit Entire 
Response.



4. Revise Response

You can update 
your previous 
response while 
event is running. 
To do so, click 
Revise Response. 
Save your changes 
by clicking Submit 
Entire Response.



THANK
YOU


