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Email invitation to supplier (who have not used Ariba before) 

You can click here to directly 
access the event  

– if you log in first time pls see 
slide 4 
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Supplier Login 

Please click here if you 
do not know your 

Password 

Type in your user name and 
password 

(The user name that you 
have used previously for BI-

Events) 

If you need some help 
– please click on 

support 
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FIRST LOGIN 

Click here, if you want 
to set up your account 

Click here if you have 
used Ariba before and 

have an account 

Here you get access to 
a generic handbook 
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FIRST LOGIN 
Please complete requested data marked with  - * - ONLY ! 

You need to accept 
the terms and 

conditions 

After all is done 
please click on 

“Submit” 

Email address associated to 
the account cannot be 

changed during registration. 
It can be changed afterwards 

User name needs to have the 
format of an Email-address, it 
does not necessarily need to 

be a real Email-address 
(upper- and lowercase letters 

are distinguished) 
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When you are registered correctly your screen should look like this 

Here you see your 
events – just click 
on it to proceed 
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Event Landing page after accessing the event 

Here you can 
change your 

personal settings 

Here you can print all 
the relevant event 

information 

If you would not like to 
participate in the event  

please click here 
(You will not be able to 

revise your choice) 

Here you can download 
the relevant event 

information – both the 
content of the event in 

Excel and all the relevant 
attachments – make sure 
you select ALL items and 

click Download 

- IMPORTANT –  
If you would like to participate, you 

need to click here !! 

- IMPORTANT –  
Without clicking here you 
CANNOT move forward ! 

When click on “next” 
or the arrow you can 
review the content 

Here you can see the 
remaining time for this 

event. 
 

After this time is over 
you cannot submit or 

change your bid 

Here you are able to 
download the file 

If you have a question for 
the Buyer, please click on 
Event Messages and you’ll 
be able to write directly to 
the Project Owner of this 

event 
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There might be some prerequisites 

You can scroll 
through the content 
to learn more about 

the project 

Lines with an * are 
mandatory to fill 

out 

You need to answer 
all the line items 

When you filled out 
all the line items, 
please click “OK” 

Some of the questions might be 
defined as a so called gate keeper 

(could change from Event to Event). 
For example: if you do not accept the 
supplier code of conduct and answer 

with “no” the event ends in this 
moment for you. 

8 



Accept Prerequisites 

Please click “OK” if 
you want to submit 

your response 
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Please select all Lots and/ or Line items you will bid for 

You need to submit selected lots 
(You will be able to place bids only 
after you confirm which lots you 

want to bid for) 
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Event Content 

Now you  have to 
answer/fill out 
additional line 

items  

You can view some 
links or download 
some documents 

Click here when you 
want to submit your 

full and final 
response 

If you have changed 
your bid – by clicking 
here you can come 
back to the former 

version 

If you would save your 
work without 

submitting and finalize 
at a later stage, please 

click here 

If you have any questions 
to the Project Owner  

regarding the event, please 
click here to send a 

message 

If you have previously 
downloaded the content of 
an event in Excel and want 
to prepare your response 

Offline, you can Input your 
response by clicking here 
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Event Content 

If you would like submit 
and some requirements 

are missing, you will get a 
error message 

ERROR MESSAGE ! 
Input required  to 

continue! 

Here you have a 
“preview” about 

the next steps 
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Submit your response 

Please click “OK” if 
you want to submit 

your response 

You will not get a 
confirmation email that your 

response has been submitted. 
However you can check the 
status of your response by 

clicking on response history 

Click on Response 
History to see the 

status of your 
response 
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Response History 
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End of Event 

When the time is over 
you will get the below 

mentioned email 
notification 
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You can revise your response as long as the event is open 

During the bidding 
phase or Q&A Session 

is open you can 
compose a message 

and send it 

Here you can see the 
remaining time for this 

event. 
 

After this time is over you 
cannot submit or change 

your bid 

By clicking on here 
you can revise your 
response as long as 

the event is open 
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Thank you ! 



PUBLIC

Supplier Access to SAP Ariba Support
and Access to Help Center Documentation, Tutorials and Training
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1) From the log-in page or after logging in, click on the Help icon

in the upper right corner of the page.

2) Click on Support at either the top

or bottom of the slide-out pane. 

3) The Help Center will open in 

a new tab or window.

Click Contact us.  

Access Help Center (1of 4)

Or

Supplier log-in page: https://service.ariba.com/Supplier.aw/

Click here for a video of this process

https://service.ariba.com/Supplier.aw/
https://service.ariba.com/Supplier.aw/
https://sapvideoa35699dc5.hana.ondemand.com/?entry_id=1_j6gwv8ex
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4) Input your topic, then press Enter on your keyboard or click on the magnifying glass icon 

to search.

5) Below the search results, click on Something else then click the blue Contact us button in 

the lower right corner.  

Search for your topic (2 of 4)
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6) Complete the online form for all required

fields noted with a red asterisk * .

7) The Issue type will cause different selections 

for the Issue area.  

8) Optionally select one or more of your 

customers.

9) Remember to check the box to confirm 

your telephone number is correct.

10) Click the One last step blue button in the 

bottom right corner of the page.  

Complete the online form (3 of 4)
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11) Select one contact method.

12) Click the blue Submit button

in the bottom right corner. 

13) Click Ok to confirm.

Submit request for assistance (4 of 4)

Or

The following slides provide 

information on other resources 

available from the Help Center

Click here for a video of this process

https://sapvideoa35699dc5.hana.ondemand.com/?entry_id=1_j6gwv8ex
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• From Learning → Ariba Network Supplier, 

click topics to expand for links to 

formal documentation from

Help.sap.com → Ariba Network for Suppliers

Help Center Documentation and Learning: Documentation
Additional resources

https://help.sap.com/viewer/product/ARIBA_NETWORK_SUPPLIERS/cloud/en-US?task=discover_task
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• From Learning → Tutorials, 

click topics to expand for links to

targeted videos

Help Center Documentation and Learning: Tutorial Videos 
Additional resources
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• Search for Training to access the FAQ with 

link to the multilingual Supplier Training site

Help Center Search: Training
Additional resources

https://support.ariba.com/Adapt/Ariba_Network_Supplier_Training/


Thank you.




