How to access a tender for

suppliers - RFQ

®

Step 1 of 7 - Receiving the tender invite

Metro Trains Melbourne Pty Ltd - TEST has invited you to participate in an event: RFP Tem...

!:I) Check herd to download pectunes. To hilp protedt your pevady, Outlook prévented sutomat download of tome peltures in thed mdisd

You will receive an email from a Metro Representative that is running the tender.

<sdsystemn-prodeu+metrotrainsmelb

Metro Trains Melbourne Pty Ltd - TEST

Walcoma, JC

Metro Trains Melboume Pty Ltd - TEST has registered you on thar Anba
Spend Management site and invited you to participate in the following event
RFP Template. The event slarls on MNowegendue, 15 Auyapu 2024 r., 1516
y,, Australian Eastern Daylight Time (Victona) and ends on Cpapna, 14
despyapn 2024 r., 1516 4., Ausiralian Eastern Daylight Time (Viclona)

Click Here to access this evenl. You must register on the Anba Commernce

Cloud or lpg in using your exisling Ariba Commerce Cloud account usemame
and password before you can access this evenl

NOTE: This link is only valid for 30 days. Make sure 1o register on the Ariba
Commaerce Cloud before the ink expires. After you register on the Anba
Commerce Cloud, you can no longer use this link

If you have questions aboul this event, contact
+61 396 103 791 or via e-mail

via telephone at

If you do not want to respond to this event, Chck Hera. You must register on
the Anba Commerce Cloud or log in using your existing Anba Commerce

Cloud acoount usemame and password before you can indicate that you do
not wanl o respond to this event

9 Reply % Reply All —» Forward

gt

& -

To access the event, click onto the hyperlink that states ‘Click Here'

If you do not wish to respond or participate in the event, click on the hyperlink ‘Click

Here' at the bottom of the email instead.

Access this link to rate this guide https://forms.office.com/r/fsQai3Ckfn

METRO


https://forms.office.com/r/fsQai3Ckfn
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Step 2 of 7 - Accessing your account or signing
up

If you have never used Ariba before, click onto the ‘Sign up’ option. A Metro
Representative has created a user profile for you on their end.

If you have previously used Ariba before or have an existing Ariba account, click onto
the ‘LogIn’ button and it will take you to the login page of Ariba.

Access this link to rate this guide https://forms.office.com/r/fsQai3Ckfn


https://forms.office.com/r/fsQai3Ckfn
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Step 3 of 7 - New Ariba Account

+ Supplier Name

* Supplieremail@outlook.com
o | s w20 g s

' Supplier user name

-

Majority of information will be prepopulated as a Metro Representative has created the
account for you. You will only need to enter in a password for the account. Check and
ensure all details are correct and if not, get in touch with the Metro Representative to
update the details before creating a password.

@ You will need to read the ‘Terms of Use’ and tick the boxes below to continue.

@ Once you have entered a password and tick the boxes, click onto ‘Create account and continue’

Access this link to rate this guide https://forms.office.com/r/fsQai3Ckfn


https://forms.office.com/r/fsQai3Ckfn
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Step 4 of 7 - Potential existing accounts

Paotential existing accounts

e have noticed that there may already be an SAP Business Network account registered by your company

Flease review before you créate a new aocount

Ehlp Yy

You may come across this message if it's been identified that you could potentially
have more than 1 account in Ariba. If this message appears, you can click ‘Review
accounts’ to see what other accounts there may be.

If you do not wish to review existing accounts and continue to make a new account,
then click 'Skip review’ and it will allow you to continue you through to the account
creation process.

Access this link to rate this guide https://forms.office.com/r/fsQai3Ckfn


https://forms.office.com/r/fsQai3Ckfn
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Step 5 of 7 - Potential existing accounts

Review matched accounts {b
rc e o
g E Dun e Aggien
TEST Accowst 4 " @
Test Actounl =% n Bior
Test Account =8
g

If you find an existing account that you want to use, click ‘Contact administrator’ to send
a message to the account administrator requesting access.

Contact administrator b
Then click ‘Send’
Your name * Your company name *
Once the administrator of the existing account [ T e—
adds you as a user, you will be able to log in
thI’OUgh the |nV|tat|0n US|ng that account. Your email * Your phane number

Your r'mnr_";::'.'rl('l|I:l'..'d:||', com.au
Your message *
Hello,

| recently attempted to create an account on Ariba Network. During the account
creation process, SAP Ariba returned your account as a match.

Please contact me to determine if | should use this account

Thank you

I'm not & robot

Access this link to rate this guide https://forms.office.com/r/fsQai3Ckfn


https://forms.office.com/r/fsQai3Ckfn
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Step 6 of 7 - Potential existing accounts

Review duplicate Account

We noticed thal your company may already regrster an Anba Network account. please review the match results below, then
= You can log in the account you are associated with
= O, you can vwew the profile and contact the account sdmensstrator from thene
s Qr, if there 13 no match, you can Contmue Account Creabion and we will progress your regrstraton @
e On, you can Go back o previous page
If none of the displayed accounts are relevant, click ‘Continue account creation’ to

create a new account. Once the account is created and you have signed in, you will
be linked to the buyer and any documents / events they have sent you.

Access this link to rate this guide https://forms.office.com/r/fsQai3Ckfn


https://forms.office.com/r/fsQai3Ckfn
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Step 7 of 7 - Navigating the Ariba Proposals and
Questionnaires page

:1‘ - Ariba Proposals and Questionnaires ~  Enterprise Accourt [T

\ Pty Lid - TEST Welcame 10 the Ariba Spend Management site. This site assists in idertifying woeld elass suppliers wha are market leaders in quality, sendce, and eost. Ariba. Ine. sdministers this sie in an e8on ta ersure market integrity. M ME
asted fiebds have

22023 1480

@ To access any event, you will be able to click onto the hyperlink.

Above will be the suppliers you are connected with on your account, Metro Trains
Melbourne should be visible in order to see the events. If it is NOT, that means you are
not connect with Metro Trains Melbourne and the event may have been sent to another
account.

Access this link to rate this guide https://forms.office.com/r/fsQai3Ckfn


https://forms.office.com/r/fsQai3Ckfn

