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0 Introduction 
This manual is for suppliers participating in RFI or RFP events initiated by Tata Steel via het SAP Ariba platform. 

This manual contains a description of the main activities to participate in such an SAP Ariba event 

 

Note: This manual is meant for participating in RFI / RFP events initiated by Tata Steel. Supplier registration on the 

Ariba Network is not taken into account 

Note: Suppliers are not bound to any fees when participating in RFI of RFP events initiated by Tata Steel via the 

SAP Ariba platform 
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1 Logging in at the Ariba Network 
First, supplier needs to logon to the SAP Ariba Network via the website http://supplier.ariba.com. 

 

 

After entering username / pasword combination push on the ‘Login’ button. 

 

In case of technical issues or when having issue when logging in, please contact the Ariba helpdesk. More 

information can be found via the ‘Help’ functionality at the right top.  

Event support will be provided by SAP Ariba.   

At the bottom of the screen there is a link which internet browsers are currently being supported by the SAP 

Ariba platform. 

Additionally the SAP Ariba ADAPT training site can be consulted  via 

https://support.ariba.com/Adapt/Ariba_Network_Supplier_Training/  
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2 Proposals 
After logging in, click on the triangle next to ‘Ariba Network’ and select ‘Ariba Proposals And Questionnaires’ to be 

redirected to page with events your supplier contact person has been invited to. 
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3 Select event 
You now see all the events you’ve been invite to or already have participated in. 

 

The screen is divided in the following sections: 

- Events 

The section ‘Events’ contains all RFI’s, RFP’s and e-Auctions that are created by Tata Steel and where 

you’ve been invited to. This consists of the following 3 statuses: 

o Completed: the RFx is completed and awarded, closed or cancelled; 

o Open: the RFx is currently ongoing; 

o Pending Selection: the due time of the RFx has been reached and supplier quotes (and proposals) 

to the RFx are being analysed before awarding. 

 

- Tasks 

In case Tata Steel has assigned certain tasks / actions to you (contact person) these will be addressed 

here. 

 

Click on the event description to gain access. 

  



 

 

 

 

TataSteel_Ariba Sourcing RFx_Supplier Manual 1.0  7 

4 Event details & prerequisites 
When you have clicked on the event description (link)  you will be redirected to the event and the first details will 

be shown. 

At the top right corner you see the time remaining to respond to the RFx. 

NOTE: when the due time has been reached, it is no longer possible to provide your answer / quote! 

 

If you do not intent to take part in this event Tata Steel kindly requests you to click the ‘Decline to Respond’ 

button. 

If you do want to participate we kindly request you to click on the‘ Review Prerequisites’ button. 

 

The next step is to accept the supplier agreement, which describes some guidelines on participating in this digital 

event. Select the option to accept the terms of this agreement and click ‘OK’. If you do not accept the terms of the 

agreement it is not possible to participate in the event. 
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After accepting the terms of the agreement you need to confirm by clicking again on ‘OK’. 

The Tata Steel project owner will now have insight that you will be participating in this event. 
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5 Select Lots 
Next step is to select the items/lot for which you want to provide your quote. 

In the screen below you can, in case possible, examine the contents of the RFx. 

Tata Steel also has the possibility to open this content after supplier answering prerequisite questions. 

 

Click on ‘Select Lots’ to continue. 
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It is also possible to exclude some lots / items in your answer / quote. 

Use the checkboxes in front of the items to select them. If you do not want to provide a quote for that specific 

item/lot Tata Steel kindly requests you to provide a reason for not bidding. 

Click on ‘Confirm Selected Lots’ when the selection has been made. 
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6 Providing answers 
Usually RFx events consist of different chapters or sections. Tata Steel can provide suppliers with certain 

information or request supplier responses on qualitative or quantitative questions. In case of an RFP Tata Steel 

will also request a quote. 

 

* all examples below are illustrative. 

 

6.1 Predefined answers 

Tata Steel can provide predefined answers. Please select the answer that suits your organisation best. 

 

6.2 Open questions 

Tata Steel can ask open questions for you to provide your answer. This can either be a number, text or other 

possibilities. 

 

6.3 Table questions 

Tata Steel can ask table questions, which can be open as well as closed questions. 

Click on the icon at the link ‘Click to respond’. 
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6.4 Attachments / reference documents 

There are 2 options: the first option is that Tata Steel makes an attachment available for supplier as reference 

document, the other option is to ‘attach a file’ as an answer to a question. 

6.4.1 Reference Documents  

Tata Steel can make certain reference documents available within the RFx. By clicking the ‘References’ link, 

indicated per line (or question) within the event, the document(s) will become visible. 

 

6.4.2 Attach a file 

The second option is that Tata Steel requests you to provide a file as answer to a question. 

Clicking on the text ‘Attach a file’ will open a screen to add the attachment. 

 
 

Adding the file can be done in 2 ways. 

1. The first way is by clicking on the ‘Browse’ button and selecting a file on your local computer. 

2. The second way is to ‘drag-and-drop’ your file to the indicated area on the screen.  
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6.5 Comments (and additional attachments) 

 

Questions that are accompanied by this icon  can be provided with extra comments or attachments. 

Via this way you can provide clarifications or additional context to your answer. 

NOTE: (applicable when Tata Steel used the Ariba Scoring & Weighing functionality): attachments and comments 

added via this functionality will not be included in scoring & weighting functionality. 

 
 

 

 

6.6 Providing Quotes 

You are expected to provide quotes on the items / lots as indicated before (see chapter 5). 

 

Depending on the RFP type you are expected to provide quotes for the item as indicated in the example below: 
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Another option is to provide a quote for specific terms. The total price will then be calculated based on the 

aggregated terms, as in the example below: 

 

 

On the screen the following buttons are visible: 

 
 

‘Submit Entire Response’: when clicking this button your response will be sent to Tata Steel. Your response will be 

be opened when the due time has been reached. After clicking this button you need to provide confirmation. 

 

‘Update Totals’: clicking this button triggers a (re)calculation on the totals as provided in the event 

‘Save draft’: clicking this button saves your (draft) response. Please note that your response will NOT be sent to 

Tata Steel. 

‘Compose Message’: clicking this button gives the possibility to start communicating with the Tata Steel project 

team responsible for this event, via the Ariba Network. 

‘Excel Import’: as supplier you can download the content of this RFx to an Excel spreadsheet. You can then 

provide your answers in the excel and upload the content to the Ariba event 
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7 Console 
At the ‘Console’ section at the top left corner some options are shown that can be of help to you. 

  
 

‘Event Messages’: here you can find all event related communication (system generated messages as well as 

‘personal’ messages) sent via the Ariba Network. It is not possible to delete messages. It is possible to initiate new 

messages or reply to sent messages, except system generated messages. 

 

‘Response History’: all submitted responses and their revisions are shown here. 
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‘Response Team’: SAP Ariba provides the possibility that multiple employees of your organisation work at the 

same proposal, this functionality is made available via the ‘Response Team’. 

 

If contact persons are already familiar on the Tata Steel SAP Ariba platform supplier can add these to the 

Response Team themselves.  

If no other contact persons are available, we kindly request you to contact the buyer from Tata Steel. The buyer 

will ask you for the contact details and add this person to the SAP Ariba platform.  

 


