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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 themto
propose goods or services to fulfil the business needs. The participant typically includes pricing
information in the response, but price might not be the mostimportant 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 s sent to needs to have the correct permissions (see appendix 1on 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".

Click Herefo access this event.

When you click this link, log in with your username and password. You will then
have the option to register your buyer-specific user |D with a new or existing
Ariba Commerce Cloud account and participate in your event.

If you do not want to respond to this event, Click Here. You must register on the
Ariba Commerce Cloud or log in using your existing Ariba Commerce Cloud
account username and password before you can indicate that you do not want
to respond to this event.

If you have forgotten your usemame or password and are unable to log in, Click

Here.

Note: Users must have the correct permissions to access and process the event.
Please refer to Appendix1 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.

SAP Ariba

Supplier Login

Forgot Username or Passw

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

Event Details

Event Messages
Download Tutorials
Response Team
v Checklist
1. Review Event Details
2. Setect LotsiLine ltems

3. Submit Response

= Do0c1092916223 - RFQ390-Quote for pest control services - But...

You must decide whether ar not you intend to participate in this event,

Intend to Participate

Decline to Participate H Print Event Information

Event Overview and Timing Rules

Owner:  Paul Gibbons ()

EventType:  RFP

shtime: 712712022 2:43 AM
rtdate: 712712022 2:43 AM

Due date:  8/3/2022 3:59 PM

Bitish Pound

Pest Control 70505500

S GBR United Kingdom

@ Time remaining
7 days 13:14:47

4P Business Network Privacy Statement  Security Disclosure  Terms of Use

You are now able to access and review the event.

Console

Event Messages.
Response History
Response Team
¥ Checklist
1. Review Event Details

2. Select Lats/Line iems

3. Submit Response

7 Doc1092916223 - RFQ390-Quote for pest control services - But...

All Content
Name t
v 1 Terms
11 Please attach a PDF capy of your Quote to your answver
12 shipTo
13
v 2 items

21 Request For Quotation (RFG) - Pest Control Services Less. -

Price

httach afile
Vorkshire Water Services, Foxbridge Way (PO Box 500)

Normanton, VKS WF6 1TN
United Kingdom

:

Request For Quotation (RFQ) - Pest Control Services: Please complete this form to request s quotation from a Yorkshire Water preferred supplier.

Comment

If required, attach a supporting file to your response:
Address/Location where the goods or services are required:

Description of goods or services required:

() indicates a required field

Attach afile
Yorkshire Water

Midway Ground Floor
Buttershaw, Bracford, BDS

Pest control services required for the ground floor in the Midway building

[ s eniroresporse [T = I Qycese ey [ vy

@ Time remaining
7 days 13:11:36

Quaniiy Total Cost
£0.00GEP
£0.00GBP

Leach
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You must now complete your response by providing all the requested information
Note: all questions marked with a red Asterixmust be completed.

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

[ Update Totals l [ Save draft ] l Compose Message ] l Excel Import l

v/ Submit this response?

Click OK to submit.

OK Cancel

\/ Your response has been submitted. Thank you for participating in the event.

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.

SAP AribaNetwork ~  Enterprise Account TEST MODE

Ariba Discovery

Home Reports Messages

Ariba Proposals And Questionaire I
Orders al v | Order Number ‘
Ariba Contracts

Orders, All Customers - Last 14 days

4 0 0 0 ves
Orders to Invoice Orders that Need Invoices Rejected Pinned Documents More.
Attention .

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”.
SAP Ariba Proposals and Questionnaires ~  Enterprise Account  TesTmope E ® ® ss
MORE...x
< Kelda Group Limited inclusive of Yorkshire Water, Loop and Keyland — TEST
KeldaGroup
Tetcome 1o e Relas Toen pend Management site. This site assists in identifying world class suppliers who are market Leaders in quality, service, and cost. Ariba, Inc. administers this site in an effort to ensure market integrity. s‘lh,‘
s
Home
Events =
Title D End Time | Event Type Participated
»  Status: Completed (27)
v Status: Open (3)
I RFQ390-Quote for pest control services - Buttershaw Site Doc1092916223 8/3/2022 3:59 PM RFP Yes I
RFQ384-test Doc1080251356 8/1/2022 3:59 PM RFP No
RFQ381-test Doc1090251324 8/1/2022 3:59 PM RFP No
> Status: Pending Selection (53)
Registration Questionnaires =
Title D End Time § Status
V¥ Status: Completed (1)
Supplier registration questionnaire Doc661566614 5/1312022 3:16 AM Registered

Qualification Questionnaires

AllRFQs 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.
Open - The event is currently open for viewing or bidding.

2
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.

Events ]
Title D End Time | Event Type Participated
> Status: Completed (27)
¥  Status: Open (3)
RFQ330-Quote for pest control services - Buttershaw Site I Doc1092916223 8/3/2022 3:59 PM RFP Yes
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Click on “Revise Response” Then OK

@ Time remaining
7 days 12:15:26

Console & Doc1092916223 - RFQ390-Quote for pest control services - But...

You have submitted a response for this event. Thank you for participating.

All Content
Name 1 Pric Quantity Total Gost
¥ 1 Term: £0.00 GBP
1 Please attach a PDF copy of your G ¥ ol Guote paf
Foxbridge Way (PO Box 500)
12 ShipT
3 £0.00 GBP
¥ 2 ttem:
1 eacr

Less..[-| £1.000.00 GBP

lete this form to request a quotation from a Yorkshire Water p

If required, attach a supporting file t

Compose Message

Revise Response?

“You have already submitted a response for this event. Click OK if you would like to revise your response

Lo |

Cancel

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

l Update Totals ] l Save draft ] l Compose Message ] l Excel Import I

v Submit this response?

Click OK to submit.

OK l l Cancel

J Your response has been submitted. Thank you for participating in the event.

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.

Version 2:27/07/2022
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SAP Ariba

Supplier Login

New to Ariba?

Is your company registered?

Buyers are looking for new

Use code

SAPARIBA2020

3) Inthe top right-hand corner, select the initials Icon.

4) Select Settings
5) Then Select Users

@

ACCOUNT SETTINGS

Lagd2 |
5 Users

Notifications

Application Subscriptions

Account Registration T

ZOOP POLA

ZOOPPOLA@yahoo.com
My Account
Link User IDs

Contact Administrator

Zoop PLC
ANID: AN01540896692-

NETWORK SETTINGS

Electronic Order Routin

Settings >

Electronic Invoice Routing

Accelerated Payments

Remittances

stomers v Last Data Deletion Criteria

Network Netifications

Audit Logs

Logout

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

Manage Roles Manage Users

Roles (1

Filters

| ==

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)
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Create Role
* Indicates a required field

New Role Information

l Name: * | Sourcing & Contracts| I

Description:

8) Assign the relevant permissions by reviewing the permissions list and descriptions, ensure the
boxis checked and click save.

Note: For access to Registration/QuoIificotion 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.

Permissions

[Each role must have at least one permission.

Permission Description

Access .
Quality Notification Access to create quality notification documents.

Creation

Quality Review Access Access to view quality review documents

Quality Review Creation Access to create quality review documents

Select receivables for auction

Access Proposals and View your organization's Ariba Sourcing events and Ariba Contract Management contracts, documents, and tasks. This permission grants access to the Proposals and Contracts

Time & Expense Sheet
Management
Supply Chain Financing

00 poone

Contracts properties. Individual users must be approved by Ariba Sourcing buyers before they can view or participate in events or contract tasks
Access Manage the display of credit card numbers on purchase orders
Supplier Treasury Agent View buyer-initiated early payment offers

Review and update Time and Expense sheets

-

N

Inbox and Order Access

View and search documents in Inbox and take actions based on your role

9) The account administrator must now create a User. In “Manage Users”, Select the “+” icon.

Users (o)

Manage Roles Manage Users

Filter
Users search tribute at a
Usemame v | [ente E|
Username Email Address First Name Last Name Ariba Discovery Contact Role Assigned Authorization Profiles Assigned Customer Assigned Actions
No items
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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.

Cleate User I“
Create a new user account and assign a role and if needed assign them to a business unit. Ariba will email a temporary password to the address provided for the new user account. The account information

entered here will not be modifiable after you click Done. However, you can modify role assignments at any time.

New User Information

Username: * | testuser@yorkshirewater.co.uk |\
Email Address: * | testuser@yorkshirewater.co.uk
First Name:* | Test

Last Name:* | User

‘ Do not allow the user to resend invoices to the buyer's account. @
\ This user is the Ariba Discovery Contact ‘*

‘ Limited access -

Office Phone: [ ca1 v‘ ‘ ‘

Role Assignment

Name Description

/| | sourcing & Contracts

1) 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 emaiil.

Important: Your username is part of your login information to your Ariba user account and
should be kept confidential.

For security reasons, your temporary password for logging in to your Ariba user account has been sent
separate email

nd temporary
and answer. Thef
ssword

ord In the Current Password field

ord.
+ Choose your Secret Ques(\ n and enter your Secret Answer.
+ Click Save, then click Done.

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
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