
How to access a tender for
suppliers - RFQ

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

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

Step 1 of 7 - Receiving the tender invite

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

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


If you have never used Ariba before, click onto the                    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                 button and it will take you to the login page of Ariba.‘Log In’

Step 2 of 7 - Accessing your account or signing

up  

How to access a tender for
suppliers - RFQ

‘Sign up’

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

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


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.

Step 3 of 7  - New Ariba Account
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Supplier Name

Supplieremail@outlook.com

Supplier user name

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

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

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

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


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. 

Step 4 of 7  - Potential existing accounts 

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

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


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

Step 5 of 7  - Potential existing accounts 

Access this link to rate this guide https://forms.office.com/r/fsQai3Ckfn
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Then click ‘Send’

Once the administrator of the existing account
adds you as a user, you will be able to log in
through the invitation using that account.

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


Step 6 of 7  - Potential existing accounts 

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

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


Step 7 of 7 - Navigating the Ariba Proposals and

Questionnaires page  

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

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

