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Email invitation to supplier (who have not used Ariba before) 

You can click here to directly 
access the event  

– if you log in first time pls see 
slide 4 
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Supplier Login 

Please click here if you 
do not know your 

Password 

Type in your user name and 
password 

(The user name that you 
have used previously for BI-

Events) 

If you need some help 
– please click on 

support 
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FIRST LOGIN 

Click here, if you want 
to set up your account 

Click here if you have 
used Ariba before and 

have an account 

Here you get access to 
a generic handbook 
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FIRST LOGIN 
Please complete requested data marked with  - * - ONLY ! 

You need to accept 
the terms and 

conditions 

After all is done 
please click on 

“Submit” 

Email address associated to 
the account cannot be 

changed during registration. 
It can be changed afterwards 

User name needs to have the 
format of an Email-address, it 
does not necessarily need to 

be a real Email-address 
(upper- and lowercase letters 

are distinguished) 
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When you are registered correctly your screen should look like this 

Here you see your 
events – just click 
on it to proceed 
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Event Landing page after accessing the event 

Here you can 
change your 

personal settings 

Here you can print all 
the relevant event 

information 

If you would not like to 
participate in the event  

please click here 
(You will not be able to 

revise your choice) 

Here you can download 
the relevant event 

information – both the 
content of the event in 

Excel and all the relevant 
attachments – make sure 
you select ALL items and 

click Download 

- IMPORTANT –  
If you would like to participate, you 

need to click here !! 

- IMPORTANT –  
Without clicking here you 
CANNOT move forward ! 

When click on “next” 
or the arrow you can 
review the content 

Here you can see the 
remaining time for this 

event. 
 

After this time is over 
you cannot submit or 

change your bid 

Here you are able to 
download the file 

If you have a question for 
the Buyer, please click on 
Event Messages and you’ll 
be able to write directly to 
the Project Owner of this 

event 
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There might be some prerequisites 

You can scroll 
through the content 
to learn more about 

the project 

Lines with an * are 
mandatory to fill 

out 

You need to answer 
all the line items 

When you filled out 
all the line items, 
please click “OK” 

Some of the questions might be 
defined as a so called gate keeper 

(could change from Event to Event). 
For example: if you do not accept the 
supplier code of conduct and answer 

with “no” the event ends in this 
moment for you. 
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Accept Prerequisites 

Please click “OK” if 
you want to submit 

your response 
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Please select all Lots and/ or Line items you will bid for 

You need to submit selected lots 
(You will be able to place bids only 
after you confirm which lots you 

want to bid for) 
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Event Content 

Now you  have to 
answer/fill out 
additional line 

items  

You can view some 
links or download 
some documents 

Click here when you 
want to submit your 

full and final 
response 

If you have changed 
your bid – by clicking 
here you can come 
back to the former 

version 

If you would save your 
work without 

submitting and finalize 
at a later stage, please 

click here 

If you have any questions 
to the Project Owner  

regarding the event, please 
click here to send a 

message 

If you have previously 
downloaded the content of 
an event in Excel and want 
to prepare your response 

Offline, you can Input your 
response by clicking here 
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Event Content 

If you would like submit 
and some requirements 

are missing, you will get a 
error message 

ERROR MESSAGE ! 
Input required  to 

continue! 

Here you have a 
“preview” about 

the next steps 
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Submit your response 

Please click “OK” if 
you want to submit 

your response 

You will not get a 
confirmation email that your 

response has been submitted. 
However you can check the 
status of your response by 

clicking on response history 

Click on Response 
History to see the 

status of your 
response 
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Response History 
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End of Event 

When the time is over 
you will get the below 

mentioned email 
notification 
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You can revise your response as long as the event is open 

During the bidding 
phase or Q&A Session 

is open you can 
compose a message 

and send it 

Here you can see the 
remaining time for this 

event. 
 

After this time is over you 
cannot submit or change 

your bid 

By clicking on here 
you can revise your 
response as long as 

the event is open 

16 



Thank you ! 



Working with Ariba Customer Support 



Ariba Commerce Cloud Supplier Support 

• Support offered by phone, chat (EN, FR, ZH, Br-Port, ES), and online service requests via the Help 

button. 

• The Support page will ask you to search first in the database. If you do not find the answer to your 

question, additional methods to contact support will appear: 

 

 

 

• When clicking on Get Help by phone, 

you will be asked to provide 

some information and 

the next available specialist 

will call you 

 



Chat Support 

You can start a chat even without initial message, although this is not recommended. As soon as you 

write and click on Start Chat, a support specialist will write back. 



During navigation: suppliers have in-situ guidance 

• No matter where you are in 

the Ariba Commerce Cloud, 

you will have in-product help 



Ariba Exchange Community 

• All information regarding participation in 

events, Account Settings, and other 

functionalities are in the Learning Centre 

of the Ariba User Community. 

You can get there by clicking Help Center 

> Documentation. 

 

• Here you will have Product 

Documentation and Video Tutorials. 



Do I contact Ariba or my customer when I have a question or 

issue? 

• Ariba Customer Support can help you understand how to use your account, but your 

customers are best qualified to explain what they need according to their own internal business 

processes. 

• Ariba Customer Support can help you with anything related to navigating, using, or 

understanding your Ariba account 

• Contact your customer if you have questions or need clarification on specific questions in 

the event. 

• Contact your account administrator if you have questions about your account settings 

     a. If you are an administrator, you control the settings for yourself and all other users on your 

         company's account. 

     b. If you are not an administrator, contact your account administrator for assistance with  

         requesting additional permissions, resetting your password, and configuring other user 

         settings. To find out who your administrator is and how to contact that person, click your  

         name in the upper right corner of your account and select Contact Administrator. 

 



Supplier Webinars 

Webinar series for Ariba Sourcing suppliers called Supplier Success Sessions.  

 

SAP Ariba is launching these on a regular cadence, and all of them are housed in one convenient portal. 

Click here.  

 

By clicking on this, you can select the session you want to attend, and register. 

 

Suppliers can also find these webinars in Ariba Community (https://uex.ariba.com/auc/node/72912). 

 

If you have any questions or trouble registering for a session, you can reach SAP Ariba Supplier Webinar 

team at SuccessSessions@sap.com.  

 

https://gateway.on24.com/wcc/gateway/elitesaparibacustsupport/1391535
https://gateway.on24.com/wcc/gateway/elitesaparibacustsupport/1391535
https://uex.ariba.com/auc/node/72912
mailto:SuccessSessions@sap.com

