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1.1 Example of an email with an event invitation

CREATE ACCOUNT/LOGIN
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The supplier receives an email invitation from an EDP company for an event. The email
subject includes the event name and the EDP company that organized it. When
creating an account on the Ariba Supplier Network, the provided information must
match the details in GoSupply (the Ariba platform registration email should be listed in
the contact emails on the GoSupply platform).

1. Event Name
2. EDP Company Name that created the event
3. Supplier Name
4. Timeframe during which the event is available for the supplier to submit their
proposal
5. Link to access the event and create an account on the Ariba Supplier Network or log
in
6. Expiry date of the link for creating an account on the Ariba Supplier Network
7. Contact information of the EDP negotiator who created the event (for additional
clarifications about the event itself, unrelated to platform navigation)
8. Link to indicate if the supplier does not wish to participate or decline participation in
the event



1.2 Account Creation on Ariba Supplier
Network from the Invitation Email
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In the email that was sent, the supplier should click on option 5, which will redirect
them to the following page, where they must choose the 'Sign up' option.

When you click on the 'Sign Up' option, the form for creating an account on the Ariba
Supplier Network will appear. Fields marked with an asterisk (*) are mandatory.

In the "Company Information" tab, the supplier must provide the company details
(name and address).

User account information- In this tab, you should set up your username and
password for platform access. You have the option to choose your email as your
username, and you can also select your preferred language (Portuguese, English, or
Spanish). The language you choose will be used for communications/notifications
sent by the Ariba platform.
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Tell us more about your business - In this tab, you should specify the type of service
you provide or products you supply. To do so, you can either directly enter the
information in the field or explore various category and sub-category options by
clicking on 'Browse’.

Examples of existing categories and subcategories:

Service Location Selection - In this tab, the supplier can choose the country (it can
be one or several) to which they can send the product or provide services.

After completing all the mandatory fields, you should check the 'Terms of Use' and
'Privacy Statement' options and click on 'Create account and continue'.



1.2 How to log in to your Ariba Supplier Network
account.
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If suppliers already have an account on the Ariba Supplier Network, when they click on
option 5 in the invitation email, they should then choose the option: "Log in."
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2.1 How to participate in an event to which you have

been invited
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ATTEND AN EVENT AND SUBMIT A
PROPOSAL

After creating an account or logging in, the supplier is directed to the event page.

In the page header, the supplier can find the event's name and its ID, which should be
used, for example, in case of the need to contact the EDP negotiator or for technical
support. You can also check the time remaining to submit your proposal.

If the supplier chooses to participate in the event, they should select the 'Intend to
Participate' option. By doing so, they will start receiving all the information/updates
regarding the event. If not interested, they should choose the 'Decline to Participate'
option.

2.2 How to navigate the event page and submit
proposals.

After choosing to participate in the event, you will be directed to the following page
where you can select the items for which you want to submit a proposal. Some items
are mandatory, and there may be others that are optional. You should choose the ones
you are interested in and click on 'Confirm Selected Lots/Line Items.' If you do not wish
to bid on the optional items, the supplier will need to specify the reason.



After confirming the items for which you want to submit a proposal, you will be directed
to the page where you will have all the information about the event. You can review the
information in its entirety or content by content by clicking the arrow in the top right
corner. In the left-side navigation menu, you can also choose to view one content at a
time.

In the field indicating the price, the supplier should note that the price provided is per
unit. At the bottom of the page, there is the "Update Totals" option to view the total
proposal.

Section 3.0 EDP Group General Documentation is purely informational, where the
supplier will find additional documentation on EDP companies' policies in various
regions.
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At any time, the supplier can click on 'Save draft' to save the entered data and resume
and submit the proposal later (provided it is within the competition deadline).

In section 4.0 'Tender documents,' the supplier can download the documents related to
the event, as well as the participation declaration in the competition (to validate the
supplier's intention to participate in the competition). The supplier will then need to
upload this declaration in section 5.2.

It's important for the supplier to note that they should separate the commercial
proposal from the technical one.

The commercial proposal should be uploaded in section 5.1, and the technical proposal
in 6.1.

In section 7.1, contact information for navigation assistance on the platform and
technical questions will be provided.
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If the supplier has any specific questions about the event and wishes to submit them
through the platform, they can click on the 'Compose Message' option. This message
will be sent to the EDP team responsible for the event. When the EDP negotiator
responds to the question, the supplier will receive a notification on the platform and in
their email.

If the supplier is comfortable with all the information entered in the proposal, they
should click on 'Submit Entire Response.' The system will prompt a message asking for
confirmation; simply click 'OK,' and you will see that the proposal has been submitted.



2.3 How to navigate your profile to find the list of events you have
been invited to (open, in progress, or closed).
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If, after submission, the supplier wishes to review the proposal made, such as adjusting
the unit price, they should click on the 'Revise Response' option (if there is still time left in
the tender).

After modifying the value, you should click on the 'Update Totals' option to update the
new total.

The supplier must ensure to click again on the "Submit Entire Response" option, even if no
changes are made, to ensure the proposal is submitted.

If necessary, the supplier can restore the value of the initial proposal by clicking on the
'Reload Last Bid' option. The system prompts with a message to confirm, simply click 'OK,'
and you will see that the unit price has returned to the value stated in the initial proposal.

The supplier also has the option to log in to their account using a generic link
(https://service.ariba.com/Supplier.com). In this case, instead of accessing a specific
event page, the supplier will enter a dashboard."

https://service.ariba.com/Supplier.aw
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To access your events, the supplier should click on the 'Business Network' button in the
top left corner next to the SAP icon and choose the 'Ariba Proposals & Questionnaires'
page.

On this page, the supplier can find the 'Events' table where they can check all the events
they have been invited to by EDP, grouped by status:
1. Open – New events that the supplier has not yet participated in (or declined) and are
within the response deadline.
2. Pending Selection – Events in which the supplier has participated (or declined) and
where the deadline has already passed.
3. Complete – Closed events, i.e., events already awarded by EDP.

"To open a specific event, the supplier should:
1. Click on the arrow next to the group of events they want to view (e.g., Open).
2. Click on the title of the event (e.g., 'UAT Sourcing Project Chai 01 – RFP1') to access the
event page.
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3.1 How to request assistance for login-related

issues from the supplier profile.

If the supplier needs assistance and it falls within their profile, they can find an 'Help'
icon in the top right corner. They should click on the option and then select 'Help Center'.

11

HELP

The supplier will find answers to various FAQs on this page. If none of them aligns with
the supplier's question, they can enter their question in the search field. If, for any
reason, the supplier wishes to change the language, they can select the "Settings"
option in the top right corner icon and choose their preference.

If none of the FAQs addresses the supplier's query, and they desire contact from the SAP
Ariba team, they should select the "Contact Us" option. They will be directed to the
following page where they can restate their question.
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If none of the answers help once again, at the bottom of the page, you will have the
option 'Something else.' By clicking on this option, you will then see the 'Create a Case'
option.

You should fill out the contact form, and if desired, attach documents such as a
screenshot of the error.

All fields marked with an asterisk (*) are mandatory.

After completing the form, click on 'One last step,' where you will choose how you wish to
be contacted by the SAP Ariba team (phone, email, or live chat). If you choose the 'phone'
option, the system will indicate the average wait time, and the supplier can decide
whether they want the call to be recorded or not.

Phone contact is recommended for a more personal interaction, while 'live chat' provides
a more instantaneous response. Email contact may take longer.

After the supplier selects their preferred option, they should click on the 'Submit' button.
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3.2 How to submit a help request without logging in.
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Note: These are the steps to follow if it's necessary to create a help request on behalf of
the supplier.
<https://service.ariba.com/Supplier.aw/109557045/aw?
awh=r&awssk=xo8PmbES&dard=1> (link to be used to submit the contact request).

Upon accessing this page, you should select the "Help" option and then click on
"Support." 

On the following page, you will have a view similar to what the supplier sees when
logged in. Choose the "Contact Us" option.

https://service.ariba.com/Supplier.aw/109550060/aw?awh=r&awssk=prL.OiGC&dard=1
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In the next step, you should provide the reference for the supplier's question or concern
and then proceed to fill out all the mandatory fields with their information. Finally, click
on the 'One Last Step' option, choose the 'phone' option, and click 'Submit.'

In this view, the option 'Forgot username' should be chosen, even if that is not the supplier's
issue. In order to create a case, we should select the option 'I have a different problem' to
prompt the 'Create a case' option.
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Suppliers who do not yet have an account created in the Ariba Supplier Network:

- When a supplier is invited to participate in an event, the invitation email will guide
them to create an account through a provided link. Once the account is created, all
subsequent emails, including invitations, will direct them to the login page.
  
- The supplier should fill in the account creation information, ensuring consistency
with the information in GoSupply.

- After the account creation is complete, the supplier will be directed to the event
where they can begin preparing the proposal.

Suppliers who already have an account in the Ariba Supplier Network:

- When a supplier is invited to participate in an event, the invitation email will contain
a link to log in to the Ariba Supplier Network.

- After logging in, the supplier will be directed to the event and can start preparing
the proposal.

- It is important that the supplier's Ariba Supplier Network account email is included
in the contact list on the GoSupply platform.

Changing the language on the support page (and subsequently the language in
which SAP will communicate with the supplier).
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KEY NOTES




