
 

 

 

  

SUPPLIER RESPONSE WORKBOOK  

Below are the detailed steps on how a supplier can respond to an event.  

Step 1: When an event is published in Ariba, Supplier will receive an email notification about the event as shown in 

the below screenshot.  

 

Step 2: To access the Event, you need to click on the highlighted part in the above image which says “Click Here” to 

access the event.  

Then you will be redirected to Ariba Network Sign up/Login Page as shown below.  

 

You need to login with your credentials if you have a valid Ariba Network Account.  

If you don’t have an Ariba Network Account, you can Sign up and fill in the details to create an Ariba Network 

account. 

  

  

  



 

 

 

   

  

Step 3: After successful login, you will be redirected to the Event as shown in the below image.  

  

  

  

Step 4:   

Now Supplier needs to validate the documents and need to review and submit the pre-requisitess.  

For that click on the Review Prerequisites button. You will get the below page.  

  



 

 

 

To check the bidder agreement, click on “View Bidder Agreement”.  

Click on I accept the terms of this agreement.  

  

  

Next, Answer the Prerequisite Questions. You can view the relevant documents under References.  These must be 

answered in order to proceed. 

  

  

Step 5: Now Supplier needs to select Lots/Line Items for which they want to bid.   

Select all the line items and click on “Confirm Selected Lots/Line Items” to proceed.  

You can add any additional comments or attachments by clicking    and click OK to proceed.   



 

 

 

   

  

Step 6: Now the Supplier needs to provide Technical and Commercial Proposals.  

They can review all the content (Introduction, Instructions, Pre-requisite questions, Technical and Commercial 

Proposals) and provide their responses.  

  

  

For Example, as shown in the below image. You can also add comments if required.  



 

 

 

  

 

Note – if you need to enter a supplier part number longer than 35 characters, please do not use the “supplier part 

ID” field. Instead enter the information into the “Long text” field. If your part number is less than 35 characters 

then please use the “supplier part ID” field. 

 

 

Step 7: Click on “Submit Entire Response” to submit your response.  

  

  

  

  

Step 8: Supplier can always revise the response/bids till the event is open.  

After submitting your bid/response you will get the below screen.   



 

 

 

To revise your response, you can click on the “Revise Response” button.  

You can check the event time in the highlighted part of the below image.  

  


