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1. Objectives 
 

After completing this training, you will be able to: 

 Sign up in Ariba Platform 

 Log in to SAP Ariba Supplier 

 Submit a bid through SAP Ariba system 

 Create Alternative responses  

 Contact JHAH Buyer 

 Access to SAP Ariba Help and Support 
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2. Sign Up in Ariba Platform 
2.1. Through an email invitaion from JHAH Buyer to register as a JHAH vendor on Ariba platform. 

Click on the highlightd link to log-in or Create an Account.   
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2.2. An Ariba Proposal and Questionnaires welcome page appears. If your company is already registered in 
SAP Ariba platform, go to step # 3.12 or click on the Sign Up button.  
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2.3. The registeration page appears. Fill in the required Company information, and the User 

Account information: 

 

**Note: we advice supplier to keep the “Use my email as my username” checkbox checked.  
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2.4. Under Tell us more about your business section, enter the products and services categories 

that your company provide, and click on Add button.  

 

2.5. Enter all shipping locations in the Ship-to or Service Locations field, or click on the Browse 

button to select all shipping locations. Then, click on Add button. 

 

 



 

8 
 

2.6. Accept terms and conditions by checking the check boxes below. Then, click on the Create 

account and continue button.  

 
 

2.7. After clicking on Register button, the Supplier registration questionnaire for JHAH appears. Fill 

in all required data, then, click on Submit Entire Response button.  
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2.8. A confirmation submission pop-up window appears. Click on OK button.  

 

2.9. The response has been submitted successfully.  
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2.10. A confirmation email will be recieved, indicating that the registration process has been done 

successfully.  
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3. RFI/RFP Submission though SAP Ariba System  
3.1. To participate in an event (RFI/RFP), the supplier must be invited by the buyer. The supplier will 

get an invitation email. Click on the link provided below to log-in to SAP Ariba.  
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3.2. SAP Ariba Supplier Log-in page will appear. Enter your credentials, then click on the 

Login button then it will take you to the Event page directly. 

 

3.3. Also, you can always access SAP Ariba Suppliers website to view all events you are invited to by 

accessing http://jhah.supplier.mn2.ariba.com/ which will take you to same above log-in page.  

  

http://jhah.supplier.mn2.ariba.com/
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3.4. The Ariba main page appears showing the avilable events, regestration questionnaires, and all 

related information.  

 

 

4. Bid Submission through SAP Ariba 
4.1. After login to SAP Ariba system, supplier will be directed to Ariba Network main page. Under the Events 

section, select the subject RFP event that is open for bidding. 
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4.2. The Event Main window appears, to participate in the subject event suppliers must review the 
prerequisites; JHAH NDA, and JHAH Supplier Code of Conduct. Click on Review Prerequisites button. 
Also, pay attention to the time remaining. 

 
 

4.3. A Prerequisites window appears. On the Review and Accept Prerequisites tab, the NDA appears.  
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4.4. Scroll down, and select Accept option, then click OK button.  
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4.5. A submission confirmation pop-up window appears. Click OK button to proceed.  
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4.6. A Select Lots window appears. Select the line items that you want to bid for, then, click on Submit 
Selected Lots button.  

 
 

4.7. Under the Checklist section, the Submit Response tab opens. Response to all required fields such as 
Price, Vendor Manufacturer Name, and Vendor Part Number under the Commercial Terms section.  
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4.8. In the Technical Envelope section, answer questions within the envelopes, where buyer has requested 

suppliers to attach their technical proposals. Click on Attach a file button. 

 
 

4.9. An Add Attachment window appears. Click Choose File to browser your computer for the required file to 
attach. 

 
4.10. Select the required file, then click on Open button. 

 
  



 

19 
 

4.11. After adding the attachment, the name of the document will appear in front of the attachment field. 
Confirm, then click on the OK button.  

 
 

4.12. The file has been uploaded successfully to the event Technical Envelope. 

 
 

4.13. Under the Commercial Envelope section, enter your quotes/bids for the selected items. 

 
 

4.14. The buyer may also request supplier to attach the commercial bid to the event response. 

 
 

4.15. To attach the commercial bid, click on the Choose File button to browser your computer for the 
commercial bid file. 
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4.16. Select the required file, then click on Open button. 

 

4.17. After adding the attachment, the name of the document will appear in front of the attachment field. 
Confirm, then click on the OK button.  

 
 

4.18. The file has been uploaded successfully to the event Commercial Envelope. 

 
 

4.19. Click on the Update Totals button to view the total value of your commercial quotation.  
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4.20. Click on the Save button if you wish to save your response and submit it later. 

 

 

 
4.21. On the Event Contents tab, click on the Commercial Terms section, to enter the required data for each 

line item materials by scrolling to the left.  

After entering all required information, review event contents, and the time remaining under 
the Event Contents tab. Then, click on Submit Entire Response button. 
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4.22. The Submit Response section appears. Click on Submit Entire Response button. 
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4.23. A submission confirmation pop-up window appears. Click OK button to proceed.  
 

 
 

4.24. The response has been submitted successfully. If it’s needed to be revised, click on the Revise Response 
button.  
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4.25. A Revise Response pop-up window appears. Click OK button to proceed.  
 

 
 

4.26. The Checklist section appears, and the Submit Response tab opens. To update your response to all 
questions under the Commercial Terms. Enter the new response and click on the Submit Entire 
Response button.  
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4.27. A submission confirmation pop-up window appears. Click OK button to proceed.  

 

4.28. The revised response has been submitted successfully, and a confirmation message appears on top of 
the project console.    
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5. Decline to Respond: 
5.1. If supplier want to decline the participation, click on the Decline to Respond button. 
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5.2. A Reason for Declining to Respond pop-up window appears. Enter the reason, then click on the OK 
button.  
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5.3. A confirmation massage appears on the top of the Sourcing Project main page.   
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5.4. Your response has been submitted successfully.  
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6. Create Alternative Response through SAP Ariba 
 

6.1. After submission the prices, supplier have the option to update, and change prices and details in the RFP 
before the deadline. On the SAP Ariba supplier dashboard, under the Open Events, select the subject 
RFP.  
 

 
 

6.2. The RFP main window appears. Click on Create Alternative button, then, select Pricing Alternative 
option from the dropdown menu. 
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6.3. The All Content window appears. Click on the Alternative button, then, select Pricing Alternative 
option from the dropdown menu. 
 

 
 

6.4. A Select Alternative Items window appears. Enter an Alternative Name for the updated prices. 
Then, from the Commercial Terms section, select items that needed to be updated, and click on OK 
button.  
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6.5. The new Alternative Prices tab appears, where the prices fields for the selected items are editable. 
Enter the new prices, then click on Update Totals button.  
 

 
 

6.6. A confirmation pop-up window appears. Click on OK button.  
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6.7. The new alternative prices has been submitted successfully.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

34 
 

7. Contact buyer using Compose message 
7.1. SAP Ariba allow suppliers to compose messages to JHAH Buyers. To compose a message for a specific 

event, the event status should be open. On the Event window, under the Open Status, select the subject 
RFP. 

 
 

7.2. The RFP main window appears. Click on Compose Message button. 
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7.3. The Compose New Message window appears. Enter your message to JHAH supplier, then, click on Send 
button.  

 
 
7.4. The message has been sent to JHAH Supplier successfully, and you will be directed to the RFP main page.  
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8. Access to SAP Ariba Help and Support 
If supplier face any issue accessing SAP Ariba system, he/she may follow below steps: 

8.1. On the RFP main page, on the top right corner, click on the Help Center link.  

 
8.2. An Ariba Help Center window opens. In this page there are multiple sources for most common 

questions, and information.  
Enter any key words in the Search field, then click on the Search button to check multiple answers.  
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8.3. On the other hand, supplier may contact SAP Ariba Support Center. Click on the Support tab. 

 
8.4. Enter the key words of what you need help on, then, click on the Start button. 
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9. How to respond to RFI 
9.1. On the SAP Ariba main window, on the Events section, under the Open items, select the subject 

RFI event.  
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9.2. The RFI main page appears. Click on the Review Prerequisites button.  
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9.3. The Review And Accept Prerequisites tab appears showing the Mutual Non-Disclosure 

Agreement. Review it, and scroll down to select the Agree option, then, click on the OK button.  
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9.4. A submission confirmation pop-up window appears. Click on OK button.  
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9.5. On the Select Lots tab, select the requested line items, then, click on Submit Selected Lots button.  
 

 

9.6. The event All Content window appears. Answer all required questions, and fill all required fields. Also, 

Add alternative then, click on the Submit Entire Response button. 
 

 



 

43 
 

 

9.7. A submission confirmation pop-up window appears. Click on OK button.  
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9.8. The RFI has been submitted successfully.  
 

 


