
SAP ARIBA Sourcing 

Supplier Responses Guide



Agenda

Supplier Registration Explanation of the Registration Processes

Respond to Treasury E-Tender advertisement The supplier can find the SAP Business Network post/advert on the SAP 

Business Network or by following the link from Treasury E-Tender.

Supplier Registration – Supplier Registers on SAP Business Network The Supplier can create a free account on SAP Business Network

Respond to RFP The supplier will login into SAP Business Network to respond to the RFP.

Message Board The Message Board enables real-time communication between Suppliers 

and the PRASA Buyers/Sourcing Specialists during an RFP/RFQ event

Supplier - View and Reply Message The supplier will be able to view and reply to a message sent by a Buyer / 

Sourcing Specialist

Supplier  - Create Message The supplier will be able to create and send a message to the Buyer / 

Sourcing Specialist



▪ The Supplier would either create a new SAP Business Network (SNB) account (if registering afresh on SAP Ariba 

Network), or link their existing SAP Business Network account to PRASA (if they already have an SAP Ariba Network 

account). 

▪ Once a Supplier has created an account on SAP Business Network, they will be able to respond to any of PRASA’s 

RFQ’s/RFP’s.

▪ Once a Supplier has registered with PRASA, they will be able to manage and update their Supplier data as required by 

PRASA’s processes.

Supplier Registration



Respond to Treasury E-Tender advertisement



Browse the Treasure E-Tender website and find the RFQ or 

RFP advertisement

1. Highlight and copy the https link in Special conditions

Respond to E-Tender advertisement
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2. Paste the https link in the browser

3. Press enter for the page to open

Respond to E-Tender advertisement
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4. Click on Respond

5. Select Register/Login

Respond to E-Tender advertisement
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6. Log in with existing account or Register new account

Respond to E-Tender advertisement - Log in to SAP Business Network
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Supplier Registration – Supplier creates an account on 

SAP Business Network



Supplier Registration – Supplier Registers on SAP Business Network

Log in using existing account

Where a Supplier currently has SAP 

Business Network login details and would 

like to link their existing account with the 

PRASA account, enter on Username. This 

will prompt for the Password

Create account

If the Supplier requires to create a new 

account or does not have SAP Ariba 

Network login details, they click on 

Register Now to create a new profile



Supplier Registration – Supplier Registers on SAP Business Network

2. Enter email address

3. Select “User consents to store this 

email ID”



Supplier Registration – Supplier Registers on SAP Business Network

4. Enter the One Time Password sent to 

the email address



Supplier Registration – Supplier Registers on SAP Business Network

5. Select “Netherlands: Amsterdam” as 

closest data center

6. Click on Next



Supplier Registration – Supplier Registers on SAP Business Network

7. Click on Confirm



Supplier Registration – Supplier Registers on SAP Business Network

8. Enter Company information and follow 

the registration process



Respond to open RFQ or RFP



9. Click Respond to respond to the RFP.

Respond to open RFP

9



10. Click Review Prerequisites

11. Supplier has an option to Review Prerequisites –

Accept to Respond the RFP event.

12. Click OK button to submit

Respond to open RFP
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Agree to submitting the agreement.

13. Click OK

Respond to open RFP
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Respond to all questions, especially all the Mandatory Questions.

Respond to open RFP

Respond to all questions and enter 

information and attachments

14. Ensure to respond to all the mandatory 

questions with Asterix (*)
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15. Maintain pricing for specific line items 

16. Click Update totals to update the overall 

total price

Respond to open RFP
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17. Click Submit Entire Response to submit the response 

Note: If mandatory questions are not completed or required information is 

missing, a pop-up message will display the relevant section number.

18.Click OK button.

Respond to open RFP
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Message Board

The Message Board enables real-time communication between Suppliers and the PRASA Buyers/Sourcing Specialists 

during an RFP/RFQ event.

All RFP / RFQ communications must be conducted through message board.



Supplier  - View and Reply to Message



The supplier will follow the below steps to 

review and reply message

1. Click event message

2. Tick radio button next to message

Click View button to review the message

Supplier  - View and Reply Message
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View Message pop up screen will appear

3. Click Reply 

4. Enter message

5. Click Send

Supplier  - View and Reply Message
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Supplier  - Create Message



Suppliers will use the Message Board to 

communicate directly with the Buyer/Sourcing 

Specialist during an RFP/RFQ event.

1. Click Event Messages

Event Messages screen will appear

2. Click Compose Message

Supplier  - Create Message
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Compose New Message screen will appear

3. This is optional : Edit Subject  - Message auto-

defaults from RFP / RFQ title

4. This is optional : Click Attach a file to upload 

Attachments

5. Enter Message Text

6. Click Send

7. The message will be send to Buyer / Sourcing 

Specialist .

Supplier  - Create Message
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The End
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