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1. Introduction 
 

Yorkshire Water will now be utilising the Ariba Network for requesting quotes from suppliers. Yorkshire 
Water will send “Request for Quotations” (RFQs) to suppliers which they will receive via email and will 
need to be processed via their Ariba Network account. Please process any RFQs events you have been 
invited to via your Ariba Network account rather than via email. 
 
Yorkshire Water use an RFP to communicate business needs to potential participants and asks them to 
propose goods or services to fulfil the business needs. The participant typically includes pricing 
information in the response, but price might not be the most important factor in the buyer’s selection.  
 
RFPs are not directly competitive (there is no real-time exchange of information between competing 
participants). Therefore, they can be open for responses for an arbitrary amount of time (several days 
or weeks), allowing you to log in and respond at your convenience. 
 

2. Pre-Requisites 
 

1) The Supplier must have an Ariba Network Account. If you are unsure of the Ariba Network 
account to use, please get in touch with your Procurement Contact 

 
2) The user the RFQ is sent to needs to have the correct permissions (see appendix 1 on how to 

set up users via the Ariba Network and assign the correct permissions) 
 

3. Receiving an RFQ 
 

RFQs are sent to the email address of the Primary Contact we have on our system. This is likely 
to be user who completed the registration/qualification questionnaires and who receives 
invitations to Sourcing Projects. 
 
In the invitation email, click on “Click Here”.  
 

 
 

Note: Users must have the correct permissions to access and process the event.  
Please refer to Appendix 1 at the end of this document for instructions on how to create new Ariba 

Network users. 
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This will take you to the Supplier Login Screen. Enter your user credentials and click login.  
 

 
 

4. Responding to an RFQ 
 

Firstly, you will need to decide if you intend to participate. Click “intend to participate”, 
this allows you to both view the event and submit a response to the RFQ. 

 

 
 

You are now able to access and review the event. 
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You must now complete your response by providing all the requested information 
Note: all questions marked with a red Asterix must be completed. 

 
Once you have completed all fields, click “submit entire response” then “OK” 

 

 

 

 
 

Once Yorkshire Water has awarded the event, you will receive an email to notify you that the 
event is now closed, and that Yorkshire Water are no longer accepting responses.  
This event will then show in your “Completed” section.  

 

5. Tracking the progress of an RFQ 
 

In your Ariba Network account, navigate to the “Ariba Proposals and Questionnaire” section. To 
do this, select the drop-down arrow next to the “Ariba Network” in the top left corner, select 
“Ariba Proposals and Questionnaire” from the drop-down. 
 

 
 
 
This page lists all Sourcing Events you may have been invited to, including Sourcing Project 
RFIs/RFPs/RFQs and Supplier Registration/Qualification Questionnaires.  
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Please ensure your Sourcing Projects are filtered to show YW projects only. Select More, and 
from the drop-down selected “Kelda Group Limited inclusive of Yorkshire Water, Loop and 
Keyland”. 
 

 
 

All RFQs will be listed in the “Events” section of this page and will show the title of the project, 
the document IDE (Unique reference) together with the current status.  

Click an event title to access the full event details. 
 

There are four status levels for events: 
1. Completed - The event is finished, and the business has been awarded to a supplier.  
2. Open - The event is currently open for viewing or bidding. 
3. Pending Selection - The event is finished, but the buyer has not yet made an award decision. 
4. Preview - The event has not yet opened but you are able to access and view the details 

 

6. How to revise your Response? 
 

If an RFQ event is still open and not in a completed status, you can amend your respond.  
By default, the event will usually remain open for 30 days from the date the quote was received. 
 
Firstly, locate the RFQ to be amended (Refer to section 5 of this document “Tracking the progress of an 
RFQ”) and then click on the link. 
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Click on “Revise Response” Then OK 

 

 

 
 

 

Amend your submission as required and then click “Submit Entire Response” then “OK” 
 

 

 

 
 

 

 

7. Appendix 1 - How to create a new user in an Ariba Network Account 
 

Note: Only the account administrator can create a new user. This is typically the user that set up the 
Ariba Network account.  Please follow the following steps 
 

1) Access supplier.ariba.com 
2) Enter your login credentials and click Login. 
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3) In the top right-hand corner, select the initials Icon. 
4) Select Settings 
5) Then Select Users 

 
 

6) The account administrator must now first create a role. In “Manage Roles”, Select the “+” Icon,  
 

 
 

7) Enter a role name. It is recommended that this represents the role they will be carrying out on 
the Ariba Network. (i.e., sales, accounts payable bidding team) 

 

3 

4 

5 
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8) Assign the relevant permissions by reviewing the permissions list and descriptions, ensure the 
box is checked and click save.  
 
Note: For access to Registration/Qualification Questionnaires and Sourcing Events, “Access 
Proposals and Contracts” permissions needs to be assigned. For access to Purchase Orders, 
“Inbox and Order Access” permission needs to be assigned. 
 

 

 
 

9) The account administrator must now create a User. In “Manage Users”, Select the “+” icon.  
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10) Enter a username (case sensitive and must be in the form of an email address), Email address, 
First Name, Last Name. Assign the role you just created by ensuring the box is checked.  

 
 

11) Click on Done. 
12) The new user created will receive 2 email notifications from “Ariba Commerce Cloud”. One 

email will contain the temporary password, the second email will contain the username and a 
link to reset your password. Click on the link in the email.  

 
 

13) The new user should follow the instructions in the email. Use this username and new password 
to login to your Ariba Network account. 

 

 
END 

 


