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1. Introduction

Vattenfall uses SAP Ariba as our main Sourcing tool. Registration in Ariba 
Network is therefore necessary to interact with Vattenfall buyers and to 
participate in events (e.g. Sourcing events; RFI, RFP, RFQ).​

This guide describes how you as a supplier can respond to an RFx (RFI, 
RFP, RFQ) in Ariba Network. In Ariba’s Help Center you can find video 
guides on this subject.
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https://uex.ariba.com/auc/learning-center#tutorials


2.1 Get started via an invite
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Vattenfall buyers invite you to the 
sourcing event
You will then receive an email from SAP Ariba 
including a link to the sourcing event. Click on 
the link to get directly to the event in the 
system



2.2 Get started via Ariba’s web page
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Log in via Aribas web page. 

Find the sourcing event by 
clicking the square (    ) 
and choosing Proposals.



2.3 Getting started with the RFx
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After having logged in to the system, open the sourcing event

1 You can find all requirements and specifications under the Review 

Event details tab to the left

2 At the top right you can see how much time is left before you need to 

submit your response



Choose one of the options:

▪ If you intend to participate, click Review 
Prerequisites

▪ If you do not intend to participate, click 
Decline to respond

3. Review prerequisites or decline to 
respond
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NOTE

▪ First after having chosen Review Prerequisites you can 

see more information about the event

▪ On the top right you can see how much time is left before 

you need to submit you response

▪ You can always return to this page to choose Decline to 

respond



4. Respond to prerequisites
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1 You will be directed to the tab 

Review and accept 

prerequisites. Review and 

answer all prerequisites 

according to predetermined 

alternatives

2 When you are done, click OK

NOTE

If you choose to participate in the event 

according to the previous picture, you will 

need to approve a couple of prerequisites 

before you can view the entire event. 
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5. Choose lots to bid on
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You have now confirmed your intention to 
participating in the event.

The next step is to choose which lots you want 
to bid on. Each lot represents one or more 
products or services. All lots together make up 
the total RFx. 

NOTE

Until you submit your final bid, you can return to 

this step and make changes

1 Once you have replied to the prerequisites, 

Select lots appear at the top right of the 

page, click on it.

2 Mark the lots you want to submit 

bids/replies to. Note that all lots marked 

with blue background are mandatory 

1
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6. Submit response
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You now need to provide the requested 
information. In some cases it is only 
prices, in others you need to answer 
questions and/or add attachments. 
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1 Download the files for each item

2 Provide prices or other requested information

3 Add comment

4 Upload files

5 When you are finished, click Submit Entire response



7. Make sure you have a provided a 
complete response

5/27/2019

Confidentiality – Critical (C4), High (C3), Medium (C2), None (C1) 11

If mandatory answers or 
documentation is missing, 
that need to be provided 
before you can move 
ahead to the next step.



8. Revise response
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Until the time has run out you can 

go back and make changes to your 

response. Go to the event in Ariba 

via the link in the invitation or by 

logging in to Ariba

1 Click on Revise response

2 You will be redirected to the 

Submit response tab

3 Make the changes and click on 

Submit Entire response



9. Support

SAP Ariba's help center

• Here you can get help with technical 
questions, e.g. issues logging in, bugs etc.

• There is also an extensive library of video 
guides and other learning materials, as well 
as frequently asked questions (FAQ)

• You can also choose to be called up and get 
support over phone
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https://support.ariba.com/help/?locale=eng

