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1. Introduction 
 

Yorkshire Water utilises the SAP Business 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 RFQ events you have been invited to 
via your Ariba Network account rather than via email. 
 
Yorkshire Water use RFQs 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. 
 
RFQs 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. Prerequisites 
 

1. You 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 to view RFQs (see the 

appendix on how to set up users via the Ariba Network and assign the correct permissions). 
 

3. Receiving an RFQ 
 
1. When a requester at Yorkshire Water sends an RFQ, the primary contact will receive an email 

notification of the event. To access the event, click Click Here. 
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2. Input your login details to access the RFQ event. 

 
 

4. Responding to an RFQ 
 

The timer at the top right of the page shows the deadline to submit a response to the event. 

 
 
1. To both view the event details and submit a response, click Intend to Participate. 
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2. If you need to download the event details for a different team to review, you can download them 

as an excel spreadsheet by clicking the table icon and clicking Export all rows. 

 

 
 
3. To download any attachments the requester may have added to support the request, scroll down 

to Additional information and click References > Download all attachments 
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4. When you are ready to submit your response, input the required information in the asterisked 

fields: 
Price: the net price for each line item in the event 
Please attach a quote 
ShipTo: the shipTo location identified by the RFQ 
 
NOTE: If the requester has included multiple lines in their request for quotation, you will need to 
complete the asterisked fields for each line item. 

 
 

5. Once you have populated all the required fields, scroll to the bottom of the response and click 
Submit Entire Response > OK to send your quotation to the requester for them to review. 

 
 

5. Tracking the progress of an RFQ 
 
If you wish to track the status of an RFQ, you can log in to the Ariba Proposals & Questionnaires portal. 
 
1. Log into your Ariba account through supplier.ariba.com, then select the drop-down menu at the 

top left and click on Ariba Proposals & Questionnaires. 

 
 
 

http://supplier.ariba.com/
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2. To access Yorkshire Water RFQs, click More > Kelda Group Limited inclusive of Yorkshire Water, 

Loop and Keyland. 

 
 
3. In the Events section of the page, you can review the RFQs sent to you, alongside the End Time of 

the event and the Participation status. 
 
There are four statuses for RFQs: 
Completed: The event has finished, with the quote awarded to a supplier 
Open: The event is currently open, and can be viewed and a response submitted/revised 
Pending Selection: The event has passed the response deadline, but the requester has not yet 
awarded a quote. 
Preview: The event is available to view, but responses cannot yet be submitted. 

 
 

6. How to revise your Response 
 
If an RFQ event is still Open and not in a Completed status, you can amend your response. 
 
First, you will need to locate the RFQ to be amended (guidance for this can be found section 5 of this 
document) and then click on the link. 
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Click Revise Response. This will allow you to amend the RFQ and Submit Entire Response. 
 
REMINDER: You will not be able to amend your responses to events in Complete or Pending Selection 

states. 

 
 
Appendix - How to create a new user in an Ariba Network Account 
 
1. Once you have logged into supplier.ariba.com with the Administrator account, click on Account 

Settings > Settings > Users. 

 
 
2. Click on Create Role. 

 
NOTE: If a role has already been created with the permissions required to respond to RFQs, skip to 
Step 4. 

 

http://supplier.ariba.com/


 
 
 
 

ST QRG02 Supplier Training - Responding to an RFQ 

ST QRG02 Page 9 of 11 Version 3 : 08/01/2025 
 

Uncontrolled if Printed 

 
3. Input a Name for the role, then select the permission Access Proposals and Contracts. 

Once the Role has been set up, click Save to create the role. 

 
 
4. Click on the Manage Users tab. 

 
 
5. Click Create User. 
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6. Input the required information in the asterisked fields. 

Username: if the email address has already been used, we advise inputting a 1 at the end of the 
address username eg: james.meade1 
Email Address 
First Name 
Last Name 

 
 

7. Scroll down to the Role Assignment section and select the Role the user will need (in this example, 
Responding to RFQs. 
 
Once the user has been set up, click Done to create the user. 
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8. The user will receive the below two emails, one containing their username and a link to the Ariba 

Business Network, and a second with a temporary password they will need to use the first time 
they log in. 
 
The user can access the business network by clicking Log in on the first email or by going to 
supplier.ariba.com. 

 

 
 

End of Process 

http://supplier.ariba.com/

