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1. Introduction
This Supplier Manual provides clear, step-by-
step guidance for suppliers participating in 
Request for Information (RFI) and Request for 
Proposal (RFP) events in SAP Ariba Sourcing. 
The manual is designed to make the process 
simple, ensuring suppliers can effectively 
respond to events, understand key 
requirements, and communicate efficiently 
with buyers.
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2. Accessing the SAP 
Ariba Supplier Portal

Suppliers can log in to the SAP 
Ariba Supplier Portal using 
credentials shared during 
registration. Once logged in, the 
Home page will display available 
sourcing events, pending actions, 
and important alerts.
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3. Understanding RFI and 
RFP Events

1
11

RFI (Request for Information)
Used by buyers to gather supplier information, 
capabilities, and experience. RFIs are typically for 
preliminary evaluation before moving to the 
proposal stage.

2

RFP (Request for Proposal)
Invites suppliers to provide detailed proposals, 
including technical and commercial offers, for 
evaluation and potential contract award.
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4. Participating in an RFI Event

Follow the steps below to participate in an RFI event
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 Buyer has created and published an EOI/PQQ event in SAP Ariba Sourcing.
 The system automatically sends an invitation email to the supplier’s registered 

email address.

Step 1: Clink on “Click here” link to access the System
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Step 1: Username – 
abc1234@abc.com

Step 2: Password - 
XXX@YYYY

Step 3: Click on “Login”

Log in using your registered 
credentials
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When you log in to the 
Supplier Portal for the first 
time, the Business 
Network screen may be 
displayed

Step 1: Click "Business Partner" 
dropdown

Step 2: Select "Ariba Proposals & 
Questionnaires"
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Ariba Proposal & Questionnaires 
screen is displayed

Note: 
When you log in to the Supplier 
Portal, the Ariba Proposal & 
Questionnaire screen is 
displayed.

 Continue the process from this 
screen. 

If the Business Network screen is 
displayed, follow the above steps 
to navigate to the Ariba Proposal 
& Questionnaire screen.
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Step 1: Click "Open" 
dropdown

Step 2: Click "EOI and 
PQQ-Project-25-01 Event" 

Example: EOI and PQQ-
Project-25-01"
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Event Details Screen is 
displayed

1. Review Event Details

Step 1: Click on "Review 
Prerequisites "
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2. Review and Accept 
Prerequisites screen is 
displayed

Suppliers must read the 
Bidding Agreement carefully 
before proceeding and make a 
decision to accept or decline 
the terms.

Step 1: Click on “I accept the 
terms of this agreement”

Step 2: Click on “Ok”
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Step 1: Click on “Ok”
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3. Submit Response Screen is displayed

     Step 1: Click on Reference dropdown
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All reference documents are listed in 
the section
Step 1: Click EOI – Buyer Reference to 
open and view its details.
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The system displays 
the Expression of 
Interest document 
for review.
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The countdown timer indicating 
the remaining event duration 
appears on the top-right corner of 
the interface

Step 1: From the 
Unspecified dropdown 
menu, click to expand and 
choose the relevant value
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From the dropdown menu, the 
list of available options will be 
displayed.

 Step 1: Choose Yes to continue 
with the process

The PQQ Sourcing Document 
field becomes visible only when 
the option Yes is selected from the 
dropdown menu.
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If No is selected, the system will 
not display the PQQ Sourcing 
Document field.

From the dropdown menu, the list 
of available options will be displayed.

 Step 1: Choose No to continue with 
the process
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Step 1: Click on “Attach a 
file”
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Step 1: Click on 
“Choose File”

Step 2: Choose “EOI 
document” from the system

Step 3: Click on “Open”
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Step 1: Click on “Ok”

EOI document is updated

Step 1: Click on “Attach 
a file”
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Step 1: Click on 
“Choose File”

Step 2: Choose “PQQ 
Reference document” from 
the system

Step 3: Click on “Open”
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Step 1: Click on “Ok”
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Before submitting the 
response, if you want to 
save your progress, click 
“Save as Draft” to 
temporarily save your 
response.
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Your entries have been saved 
but have not yet been 
submitted to the event owner. 
Continue working on your 
response and submit it when 
you are finished
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PQQ Document is 
updated

Step 1: Click on “Submit Entire Response”
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Step 1: Click on “Ok”
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If you have any queries or need to share additional 
information with the buyer, you can use the “Compose 
Message” option in the Ariba Supplier Portal to 
communicate directly with the buyer.

Once the supplier submits the 
response, an automatic notification 
message is triggered
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If you need to submit any 
additional documents from your 
end, click “Attach a File” and 
upload the required document.

You can enter your queries 
or additional information in 
the Message Box to 
communicate directly with 
the buyer.

Click on “Send”
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Once the supplier sends the 
message to the buyer, an automatic 
notification message is triggered
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Suppliers may revise and resubmit responses 
until the event deadline. Once the deadline 
passes, the system locks submissions. Ensure 
all required fields are completed and 
attachments uploaded before submission.
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Click on “Dashboard”
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After submission, the event 
status can be viewed under 
the ‘Events’ tab
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5. Participating in an RFP Event

Follow the steps below to participate in an RFP event
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 Buyer has created 
and published an 
RFP event in SAP 
Ariba Sourcing.

 The system 
automatically sends 
an invitation email 
to the supplier’s 
registered email 
address.

 Click on “Link” to 
access the system
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Step 1: Username -
abc1234@abc.com

Step 2: Password - 
XXXX@YYYY

Step 3: Click on “Login”

Log in using your registered 
credentials
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Step 1: Click on "Open" 
dropdown

Step 2: Click on “RFP" 

Example: RUA-RFP-GS-
PR-Framework 04-25-01"
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Event Details Screen is 
displayed

1. Review Event Details

Step 1: Click on "Review 
Prerequisites "
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2. Review and 
Accept 
Prerequisites 
screen is displayed

Suppliers must read 
the Bidding 
Agreement carefully 
before proceeding 
and make a decision 
to accept or decline 
the terms.

Step 1: Click on “I 
accept the terms of 
this agreement”

Step 2: Click on 
“Envelope Bidding 
Event Agreement”

Step 3: Click on “Ok”
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Step 1: Click on “Ok”
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3. Select Lots/Line Items screen is displayed

Step 1: Select the Name of the Lots

Step 2: Click on “Confirm Selected Lots/Line 
Items”
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All Contents Screen is displayed

Step 1: Click on “Down Arrow” 
to Expand the Screen”
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Read all the event content carefully. 
Upload the mandatory attachment.

Step 1: Click on “Attach a file” to upload the 
required document.
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Step 1: Click on 
“Choose File”

Step 2: Choose Technical 
submission Reference 
document from the 
system

Step 3: Click on “Open”
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Step 1: Click on “Ok”



© 2025 Rua Al Madinah Holding. All rights reserved.

Upload the second 
Mandatory Attachment 
Step 1: Click on “Attach a 
file”
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Step 1: Click on 
“Choose File”

Step 2: Choose Schedule 
for Deviation Reference 
document from the 
system

Step 3: Click on “Open”
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Step 1: Click on “Ok”
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Upload the Third Mandatory 
Attachment (Pricing Schedule)
Step 1: Click on “Attach a file”
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Step 1: Click on 
“Choose File”

Step 2: Choose “Price detail” 
Reference document form the system Step 3: Click on “Open”
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Step 1: Click on “Ok”
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Step 1: Enter Base Bid Amount
In the Unit Price field, enter your base bid amount:
Unit Price: 1,000,000 SAR
This represents your quoted price before any 
discounts or surcharges.
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If you wish to offer a discount, you 
can fill in either or both of the 
following fields: 
(Example)
Discount Amount: 50,000 SAR
Discount Percentage: 5 %
This means you are offering a 5% 
discount (equal to 50,000 SAR) 
on the base bid.
Net price after discount = 
1,000,000 – 50,000 = 950,000 SAR
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If there are additional costs (for 
example, freight, handling, or 
insurance), you can include them as a 
surcharge: (Example)
Surcharge Amount: 10,000 SAR
Surcharge Percentage: 1 %
This means you are adding an extra 1% 
(equal to 10,000 SAR) to cover 
additional service costs.
Final bid price after surcharge = 
950,000 + 10,000 = 960,000 SAR
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click Update Totals before saving or 
submitting your response to ensure the 
latest values are reflected correctly in your 
bid
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The system will automatically 
recalculate and refresh the total bid 
amount based on the values 
entered
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Step 1: Click on “Submit Entire 
Response”
Finalize and send your bid to the 
buyer.
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Click on “Ok”
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Once you click “Submit Entire Response”, a 
confirmation message will appear confirming that 
your response has been successfully submitted.
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8. Frequently Asked Questions (FAQ)

Q1

What if I cannot find my event 
invitation?
A: Check your registered email 
or the ‘Events’ tab in Ariba. 
Contact the buyer if not visible.

Q2

What if I have technical issues?

A: Try refreshing the page or 
use Google Chrome. If it still 
doesn’t work, contact SAP Ariba 
Support.

Q3

How will I know I am 
invited to an event?
A: You will get an email 
from SAP Ariba with the 
event link.

Q4

How do I open the event?

A: Click the link in your email → log in to 
Ariba → the event will open.

Q5

What should I do first?

A: Read all instructions, terms, and attached 
documents before you start responding.
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8. Frequently Asked Questions (FAQ)

Q6
What file formats are 
supported for attachments?
A: Supported formats include 
PDF, DOCX, XLSX, and 
common image files (JPG, 
PNG).

Q7

How do I communicate with the 
buyer?
A: Use the ‘Messages’ tab inside 
the event to send queries to the 
buyer.

Q8

Q9

Can I edit my response after submitting?

A:  Yes, if the event is still open, click 
Revise Response, make changes, and 
resubmit.

Q10

Can I update my response after submission?

A: Yes, until the event deadline. After that, 
updates are restricted.

What happens if I miss 
the deadline?
You can’t submit or 
change your response 
after the event closes.



Thank You
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