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Invitation Email
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• When you are invited to participate in an event (tender) 

you will receive an email like the one below



Login
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• When you click on the link in the invitation email, it 

should take you to the login page. 

• If not, please go to supplier.ariba.com

http://supplier.ariba.com/


Events
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To access RFx events, you need to go to the Events page and open the 

RFx you have been invited to.

To get to the Events Page from 

another area of the site, please click 

on the navigation icon to the left of 

“Company Settings” and select 

“Proposals”. 



Event status
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Status Description

Open The event is open for the participant to respond. You can put in 
a submission, withdraw a submission and resubmit.

Pending Selection The event is closed to responses and is pending award by 
Auckland Council.

Completed The event is completed. A contract has been awarded. 

Canceled The event owner has canceled the event. The event no longer 
exists. 

RFxs are grouped by status. You can only submit a response when a 

RFx’s status is “Open”. 
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Click to see who else from your 
organisation has been invited to this event. 
You can also add users to the response 
team. 

Checklist lists the steps which you need to follow in order 
to submit a response. 

We will explain the steps in detail in the following pages.

Event Contents shows the structure of a tender 
document by listing all the section names.

For example, in this sample case you should find all 
requirement information under section 2 Requirement.

Check message sent and received via Ariba
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This step allows you to view the RFx event content, i.e. requirements, questions, 
but there is no option to respond here. Also you cannot view the pricing section of 
the event. Choose either Review Pre-requisites or Declined to Respond. 

To progress further, select Review Pre-requisites, we would see your organisation’s
event status updated to ‘Intended to Participate’.

The prerequisites is the terms and conditions for the tender. In order to bid you 
must read and agree to the pre-requisites first. Once you agree to the pre-
requisites, we would see your organisation’s event status updated to ‘Accept 
Agreement’. 

Here is where you prepare and complete your submission. You can fill out the 
answers, upload documents, and enter the pricing information. Once you are 
happy with your response, press Submit. 

Once confirmed, we would see your organisation’s event status updated to 
‘Participated’. 

Select Lots allows you to select the items you intend to price for within the tender. 
In most cases, there will be a single lot item. However, there may be tenders with 
more than one lot item. 

For example, a tender has specified services to be contracted by areas. If you want 
to submit for only one area but not others, you would need to select that related 
lot. 



Checklist 1. Review Event Details
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There are three options:

1. To progress further with the event, click ‘Review Prerequisites’;

3. To decline, click ‘Decline to Respond’ and provide rationale;

4. After selecting ‘Decline to Respond’, if you change your mind you can select

‘Intend to Respond’.

2. To accept, click ‘Accept to Respond’. (Note: You have to accept Prerequisites if you'd like to participant)



Checklist 2. Review and Accept Pre-requisites 
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Read and agree to the 
pre-requisites. 

This is the terms and 
conditions of tender.

1

2

3



Checklist 3. Select Lot
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Select the lots (items) you 
want to bid (price) for

2



Checklist 4. Submit Response
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Now you can start on your responses to the requirements. This is done through 

entering your answers in the text box provided or uploading any documents as 

required. 

You do not need to complete your response in one-go, you can save your work 

and come back to it later. 



Checklist 4. Submit Response - continued
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To complete your response, complete all the mandatory sections, by entering 

the required information and/or adding the attachments. 

To submit, click ‘Submit Entire Response’ and click ‘OK’ to confirm

1

2



Checklist 4. Submit Response - continue
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1

You have the option to revise your response at any stage prior to the event 

closing time.

2

Once you have updated your submission, you can submit the submission 

following the steps shown in earlier slides. 



For help and support 
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• The Ariba Help Centre is available on the top right of the screen. 



For help and support 
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• For further support click on ‘Support’ at the 

bottom of the Help Center panel. A new screen 

will open and you can see related articles, or you 

can get help by email or phone. 



FAQ – Why can’t I see the tender event?

16

Common Causes 1

Your company has been invited to a tender event, but you are not on the invitee list for 

your company. 

Check – if you have not received an email invite from Ariba directly to participate in an 

event, you are not invited. 

Fix – contact your supplier account administrator to add you to the Response Team for the 

tender event. Also make sure your account administrator assigns the correct role to your 

profile, so you have the right to respond to events. 



FAQ – Why can’t I see the tender event?
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Common Causes 2

You do not have the correct role assigned to your profile. You can not find the Event page 

or the Proposal option, despite having received an Ariba email invite. 

Check – if you can not see the event page.

Fix – contact your Ariba (supplier) account administrator to assign the correct role to your 

profile. 



FAQ – how to add others to the Response 

Team for a tender
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1. Go to the 
tender event, 

click ‘ Response 
Team’

2. Click Ad to search 
the user who you 

want to add to the 
team

3. Tick the box in front 
of the user (name) to 
select, then click OK.

Note: If you wish to add a new user that is not already in 
your Ariba account you will need to add them to the account 
first. 



FAQ – how to download attachments in a 

RFx event
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Click on the document which you want to download, and a pop-up box will 

show at the bottom of the page

Note: We do not recommend you use the ‘Download all attachments’ option.



FAQ – how to upload attachments
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• When you see this symbol

it indicates that there is an option to attach documents. Please read the question 

clearly, which would indicate if an attachment is mandatory or optional. 

• Click on the icon to attach a file



FAQ – how to upload attachments - continued
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• Once you click on the icon this screen will appear, enter a comment to identify the 

attachment and attach a file



FAQ – how to upload attachments - continued
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• Once you click on the icon this screen will appear, enter a comment to identify the 

attachment and attach a file

• Browse and select the file you want to attach



FAQ – how to submit Assumptions, or 

Departure
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Download the ‘References’ file, then enter the information. Once completed, 

upload the completed version by clicking on ‘Attach a file’

Below is a screenshot of the Statement of departure



FAQ – how to fill out References 
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You may be required to provide references

Click on the icon, a new window will open. If you cannot see the ‘Click to 

respond’ icon, check if you are at the right step of the Checklist. 

You can only fill out the referees information in the Submit Response step.



FAQ – how to ask questions on the tender
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If you have a question for the tender facilitator about the tender, select 

‘Compose Message’. A new window will open and you can type in your 

message and attach files, if required, then send it. 




