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Course Introduction

Welcome to the Supplier Toolkit: Introduction to 

Sourcing and Contracting Process course!

This course will help you understand the tasks you need 

to perform while reviewing prerequisites and terms of 

agreement, submitting your response during an 

RFP/RFI event and communicating with ENGIE during 

negotiation.

These tasks are a part of the Source to Contract (S2C) 

process.

Click Next to get started.
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For more key terms, refer to the Glossary below:

Term Definition

SAP S/4HANA

SAP S/4HANA is an enterprise resource planning software for large enterprises developed by SAP 

SE. It is the successor to SAP R/3 and SAP ERP and is optimized for SAP's in-memory database 

SAP S/4HANA.

Source to Contract (S2C) 

The S2C process aims to select and qualify the supplier in accordance with the category policy when 

applicable. And to negotiate, manage and implement the operational contract in accordance with the 

Category Performance Strategy

SAP Business Network
SAP Business Network is a digital platform that connects businesses to streamline processes such 

as procurement, supply chain management, and trading partner collaboration.
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By the end of this course, you will be able to:
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Identify the key changes introduced by the GET implementation. 

Explain how to review and accept prerequisites and terms of agreement.

Discuss how to submit response to an RFP Event. 

List the steps to communicate during negotiation via messaging. 
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Click Next to continue.

What is Changing?

5 mins
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1. Key Changes

2. Key Activities

Module 
Agenda

What is Changing?
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Here are the key changes impacting you as a supplier, that will be introduced with the GET implementation: 

Click each change to learn more.

Change 1 Change 2

Change 3 Change 4
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Key Changes
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Here are the key changes impacting you as a supplier, that will be introduced with the GET implementation: 

Click each change to learn more.

Change 1 Change 2

Change 3 Change 4

You can review and accept prerequisites 

(Purchasing Terms and Conditions + 

Non-Disclosure Agreements) before 

gaining access to the RFI/RFP documents.

You can communicate with the ENGIE 

team through the Ariba S2C platform.

You can submit offers directly into the 

Ariba S2C platform.

Sourcing activities, including Request for 

Information (RFI) and Request for 

Proposal (RFP), are digitized through the 

Ariba S2C platform.
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Key Activities
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Review Prerequisites and 

Terms of Agreement

Submit your response to 

an RFP Event
Communicate and negotiate 

through messaging

Here are the key activities you need to perform to source and contract items in the SAP Business Network: 
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Click Next to continue.

S2C: How to Respond to Tenders

35 mins

02
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1. Steps to Consider Before Negotiation

2. Review Prerequisites and Terms of 

Agreement

3. Submit a Response to an RFP Event

4. Communication Steps During 

Negotiation

5. Use DocuSign for Contract 

Management

Module 
Agenda

S2C: How to Respond 

to Tenders

11
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Before you attempt to negotiate, it is important to first review the Prerequisites and Terms of Agreement. 

Click each tab to learn how to complete this process.

Steps to Consider Before Negotiation

12

Step 1 Step 2 Step 3 Step 4
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Before you attempt to negotiate, it is important to first review the Prerequisites and Terms of Agreement. 

Click each tab to learn how to complete this process.

Steps to Consider Before Negotiation

13

Read the Agreement by clicking 

the View Bidder Agreement 

link.​

1

Step 1 Step 2 Step 3 Step 4

Click the Magnifier icon to enlarge the image.
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Step 1 Step 2 Step 3 Step 4

Before you attempt to negotiate, it is important to first review the Prerequisites and Terms of Agreement. 

Click each tab to learn how to complete this process.

Steps to Consider Before Negotiation

14

Click the I accept the terms of 

this agreement check box.
2

Click the Magnifier icon to enlarge the image.
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Step 1 Step 2 Step 3 Step 4

Before you attempt to negotiate, it is important to first review the Prerequisites and Terms of Agreement. 

Click each tab to learn how to complete this process.

Steps to Consider Before Negotiation

15

Fill out the mandatory fields 

marked with asterisks (*) on the 

Prerequisites page.​
3

Click the Magnifier icon to enlarge the image.
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Before you attempt to negotiate, it is important to first review the Prerequisites and Terms of Agreement. 

Click each tab to learn how to complete this process.

Steps to Consider Before Negotiation

17

Click the OK button.

4

Step 1 Step 2 Step 3 Step 4

Click the Magnifier icon to enlarge the image.
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How to Review Prerequisites and Terms of Agreement

18

Let’s understand the key steps you need to perform while reviewing the prerequisites and 

accepting the terms of agreement.

Click each tab to learn how to complete this process.

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Click the invitation link sent to your 

email to access the RFP Event 

Questionnaire.

Review Prerequisites and 

Terms of Agreement

Click the Magnifier icon to enlarge the image.

1
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How to Review Prerequisites and Terms of Agreement

19

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Log in using your credentials.

2

Let’s understand the key steps you need to perform while reviewing the prerequisites and 

accepting the terms of agreement.

Click each tab to learn how to complete this process.

Review Prerequisites and 

Terms of Agreement

Click the Magnifier icon to enlarge the image.
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How to Review Prerequisites and Terms of Agreement
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Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

On the event page, click the Review Prerequisites button.

3

Let’s understand the key steps you need to perform while reviewing the prerequisites and 

accepting the terms of agreement.

Click each tab to learn how to complete this process.

Review Prerequisites and 

Terms of Agreement

Click the Magnifier icon to enlarge the image.
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How to Review Prerequisites and Terms of Agreement
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Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Click the View Bidder Agreement link to open and read the agreement.

4

Let’s understand the key steps you need to perform while reviewing the prerequisites and 

accepting the terms of agreement.

Click each tab to learn how to complete this process.

Review Prerequisites and 

Terms of Agreement

Click the Magnifier icon to enlarge the image.
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How to Review Prerequisites and Terms of Agreement
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Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Click the I accept the terms of this agreement check box.

5

Let’s understand the key steps you need to perform while reviewing the prerequisites and 

accepting the terms of agreement.

Click each tab to learn how to complete this process.

Review Prerequisites and 

Terms of Agreement

Click the Magnifier icon to enlarge the image.
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How to Review Prerequisites and Terms of Agreement
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Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Fill out the mandatory fields marked with asterisks (*) and click the OK button.

6

Let’s understand the key steps you need to perform while reviewing the prerequisites and 

accepting the terms of agreement.

Click each tab to learn how to complete this process.

Review Prerequisites and 

Terms of Agreement

Click the Magnifier icon to enlarge the image.
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How to Submit Response to an RFP Event

24

Let’s understand the key steps you need to perform while submitting your response to an RFP event.

Click each tab to learn how to complete this process.

Open the emails sent to you in 

response to the prerequisite 

approval.

Submit your response to 

an RFP Event

Step 1

Step 2

Step 3

Step 4

Click the Magnifier icon to enlarge the image.
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How to Submit Response to an RFP Event

25

Let’s understand the key steps you need to perform while submitting your response to an RFP event.

Click each tab to learn how to complete this process.

Navigate to the Event Questionnaire page and click the Select Lots button.

Submit your response to 

an RFP Event

2

Step 1

Step 2

Step 3

Step 4

Click the Magnifier icon to enlarge the image.
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How to Submit Response to an RFP Event
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Let’s understand the key steps you need to perform while submitting your response to an RFP event.

Click each tab to learn how to complete this process.

• Click the 1.0 Lot 1 check box. 

• Click the Confirm Selected Lots/Line Items button.

Submit your response to 

an RFP Event

3

Step 1

Step 2

Step 3

Step 4

Click the Magnifier icon to enlarge the image.
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How to Submit Response to an RFP Event
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Let’s understand the key steps you need to perform while submitting your response to an RFP event.

Click each tab to learn how to complete this process.

Step 1

Step 2

Step 3

Step 4

• Fill out the mandatory fields marked with asterisks (*).

• Click the Submit Entire Response button.

Submit your response to 

an RFP Event

4

4

Click the Magnifier icon to enlarge the image.
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Click the Start button to launch the simulation.

Start

28

Simulation

How to submit a response 

to an RFP event?
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How to Communicate During Negotiation

29

Step 1 Step 2 Step 3 Step 4

You can communicate with a Buyer during negotiation through messaging. 

Click each tab to learn more about the process.

Communicate and negotiate 

through messaging
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How to Communicate During Negotiation

30

Step 1 Step 2 Step 3 Step 4

On the RFP event page, click the Event Messages link 

under the Event Details section. 1

Communicate and negotiate 

through messaging

Click the Magnifier icon to 

enlarge the image.
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Click the Compose Message button.

How to Communicate During Negotiation

31

Step 1 Step 2 Step 3 Step 4

2

2

Communicate and negotiate 

through messaging

Click the Magnifier icon to 

enlarge the image.
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On the Compose New Message pop-up window, enter the Subject of your message and compose your message in 

the message field.

How to Communicate During Negotiation

32

Step 1 Step 2 Step 3 Step 4

3

Communicate and negotiate 

through messaging

Click the Magnifier icon to 

enlarge the image.
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Add attachments, if needed and click the Send button.

How to Communicate During Negotiation

33

Step 1 Step 2 Step 3 Step 4

4

Communicate and negotiate 

through messaging

Click the Magnifier icon to 

enlarge the image.
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Now let’s understand the key steps you need to perform to use DocuSign for Contract Management.

Click each tab to learn how to complete this process.

Use DocuSign to Manage Contracts

34

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
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Now let’s understand the key steps you need to perform to use DocuSign for Contract Management.

Click each tab to learn how to complete this process.

Use DocuSign to Manage Contracts

35

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6

The invited Signer for DocuSign 

will receive an email. Click the 

REVIEW THE DOCUMENT

button.

1

Click the Magnifier icon to enlarge the image.
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Now let’s understand the key steps you need to perform to use DocuSign for Contract Management.

Click each tab to learn how to complete this process.

Use DocuSign to Manage Contracts

36

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6

2

You are directed to the 

DocuSign page. Click the 

SIGNER button.

Click the Magnifier icon to enlarge the image.
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Now let’s understand the key steps you need to perform to use DocuSign for Contract Management.

Click each tab to learn how to complete this process.

Use DocuSign to Manage Contracts

37

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6

Review the Contract.

3

Click the Magnifier icon to enlarge the image.
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Now let’s understand the key steps you need to perform to use DocuSign for Contract Management.

Click each tab to learn how to complete this process.

Use DocuSign to Manage Contracts

38

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6

Look for the Signer button on 

the Contract page. Then, affix 

your signature.

4

Click the Magnifier icon to enlarge the image.
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Now let’s understand the key steps you need to perform to use DocuSign for Contract Management.

Click each tab to learn how to complete this process.

Use DocuSign to Manage Contracts

39

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6

Click the TERMINER button 

once you have reviewed the 

Contract and affixed your 

signature.

5

Click the Magnifier icon to enlarge the image.
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Now let’s understand the key steps you need to perform to use DocuSign for Contract Management.

Click each tab to learn how to complete this process.

Use DocuSign to Manage Contracts

40

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6

You will receive an email for the 

completed/signed Contract. 

Click the VIEW COMPLETED 

DOCUMENT button to review the 

updated Contract.

6

Click the Magnifier icon to enlarge the image.
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Key Takeaways

4

1

Some changes due to GET implementation are the digitization of 

Sourcing activities, review of prerequisites before accessing Sourcing 

documents and use of Ariba platform to submit offers and 

communicating with the ENGIE team.

The key activities you need to perform to source and contract items in 

the SAP Business Network are reviewing prerequisites and terms of 

agreement, submitting your response to an RPF event and 

communicating and negotiating through messaging. 

Before you attempt to negotiate, it is important to first review 

the Prerequisites and Terms of Agreement. 

You can communicate with a Buyer during negotiation through 

messaging. 

Here are the key takeaways from this course:



Course Assessment Introduction
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Supplier Toolkit:

Introduction to the Sourcing and 

Contracting Process 

Welcome to your end of course assessment!

This assessment gives you an opportunity to validate your understanding of the course. Your responses to the 

questions will be graded. 

You will require minimum 80% to complete the assessment. Good Luck!

42



Congratulations
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<User Name>

You have successfully completed the Supplier Toolkit:

Introduction to the Sourcing and Contracting Process Course. 

Click the print button to download your certificate.

Course Completion

43

PRINT CERTIFICATE
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