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The supplier receives an e-mail invitation to participate in a sourcing event. Depending on the sourcing event,
the supplier can submit a bid response via e-mail (indirect materials only) or through the SAP Business

Network account.

Subiject line: Title of sourcing event.
Start and end date of sourcing event.

Link to Supplier's SAP Business Network
Account to access sourcing event

Buyer's contact information

Link to Supplier's SAP Business Network
Account to decline bid invite.

STIML - TEST has invited you to participate in an event RFP New Laptops
Welcome

STIHE - TEST has registerad you an their Ariba Spend Management sie and iInvded you 1o padicpate in the foliowing event” REP New | aptops The event stars on
[EVENI_S1ART_DATE] and ends on [EVENT_END_DATE]

Click Hers lo access

avent. You must register on the Anba Commerce Cloud or log i using your existing Ariba Commerce Cloud account usernams and password
before you TN R

NOTE: This ink 1S only vahd tor 30 day
you can no longer use this link

S Make sure to register on the Anba Commearce Cloud betora the knk expires Atter you reqister on the Anba Commaerce Cloud,

If you have queslions about this event, contact 8t Purchaser en via lelephone al  or via e-mail al ariba_lesLbuyingi@slihl.de

It you do not vant 1o respond o this event, Click Here  You must reqister on the Anba Commerse Clout or 504 In esing yaur existing Anba Commerce Claud account
usemame and password betore you can indicate that you do not want to respond to this event

W look forward to working waith youl
Thank Yaou

STIHL - TEST
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2. Accessing SAP Network Account
SAP Business Network "Sign up" /"Log in" page will open if the email link to “review, respond or decline

sourcing event" s clicked.

Welcome,

@ Supplier must sign up and create an Ariba
account, if no Ariba account exist.

Have a question? Click here to see a Quick Start guide

Sign up 3s 2 supplier with ANDREAS STIHL AG & Co. KG - TEST on SAP Ariba.
@ Supplier can log in with an exXisting ArDa ACCOUNt C o L oo i o eoponse e proeiramans scoses e by ANDREAS STHLAG & Co. K6
to review and respond to the sourcing event. = [

The Ariba Network is your entryway to all your Ariba seller solutions. You now have a single location to manage all of your customer

relationships and supplier activities regardless of which Ariba solution your customers are using, Once you have completed the registration,
Il be able to
pond mo fficiently
ork more nith ppro
* Strengthen ) ationships with custome ork solution

* Review pending sourcing events for

* Apply your Company Profile across Ariba Network, Ariba Discovery and Ariba Sourcing activities
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3. Open Sourcing Event

Supplier has to login to the SAP Business Network to respond to a Sourcing Event.

@ From the SAP Business Network home
screen, open the drop-down menu and select —
Ariba Proposals & Questionnaires to open the o m

list of all sourcing events.
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Supplier can open any sourcing event in
their SAP Business Network dashboard by
clicking on the event name.

Sourcing Event Status Overview:

Open: Open for bid

Preview: Upcoming sourcing event with a
future start date

Pending selection: Bid is submitted, waiting
on STIHL's award decision

Completed: Sourcing event is closed

< SAP Ariba Tost Ske

Download Tutorials
Home
Update Profile

Welcome to the Ariba Spend Management site. This site assists in identifying world class suppliers who are market lez

Events
Title 1D
v
RFP Laptops and Keyboards Docl496017632

Docl485763335
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Response team members can access events, view messages, and view the Response History.

To add predefined or new users to the
response team, please follow these steps:

CIICk on Response Team to see Who IS ||Sted Console = Docl496017632 - RFP Laptops and Keyboards
for the event.

Event Messages - . _—
= You have submitted a response for this event. Thank you for participating.

Response History

¥ Checklist

1. Review Event Details
NI antant
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4. Define Response Team

e CIle Add tO SeleCt a neW user Response Team - RFP Laptops and Keyboards “

Review the list of members from your organization who can participate in this event with you. You may add team members to this list as needed.

® [~

Managing users and roles assignment in SAP Business Network is explained in the following SAP Help Portal
link:

How-To-Manage-Users



https://help.sap.com/docs/strategic-sourcing/seller-account-settings-and-profile-configuration/how-to-manage-users?q=how%20to%20manage%20users
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5. Accept/Decline Participation of Sourcing Event

® In the Review Event Details section of the < SAP Ariba a4 #on @
checklist, the invited supplier must agree to - i
Event Details = Doc1496017632 - RFP Laptops and Keyboards 16-.«5;;;;0208:54

© participate

Event Messages

. You must decide whether aenot you intend to participate in this cgent
Download Tutorials e é

Response Team % " “ .
Intend to Participate ‘ Decline to Participate ’ ‘ Print Event Information ‘

or

v Checklist
Event Overview and Timing Rules

© decline to participate

the sourcing event.
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6. Select Lots/Line Items

Tine remaining
@ 10 days 05:33:19

|
Downioad Content ] Select Lots | Print Event Information

o In the SeIeCt LOtS/Line |temS SeCtion Of the Event Details = Doc1496017632 - RFP Laptops and tg)oards
checklist, the invited supplier can

© review the bid content All Content = v
v Checklist Narme T Price Quantity Extended Price  Totai Cost

v 1
1 Review Event Detais

and B

© open the content by clicking on Select Lots.

v Event Contents
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6. Select Lots/Line Items

® All position, the supplier intends to bid on
must be selected.

© Areason for not bidding needs to be
provided for each not selected position.

© Confirm Selected Lots/Line Items

Select Lots

¥ Checklist

Docl496017632 - RFP Laptops and Keyboards

4 Lapiop

e Confirm Selected Lota/Line hems

STIHL

Canced
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7. Submit Response via User Interface

o In the SmeIt Response Sectlon Of the Console = Docl496017632 - RFP Laptops and Keyboards
checklist, the invited supplier must

@ answer all the sourcing event questions o |7 oo

and

3 e PET— [ Update Totals
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8. Submit Response via Excel Export/Import

In the Submit Response section of the checklist, the invited supplier can download the sourcing event content
to an Excel file.

o In the Event Content SeCtlon, CIICk Excel Console = Docl496017632 - RFP Laptops and Keyboards
Import. o
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8. Submit Response via Excel Export/Import

@ In the Event Content section, click Download
Content.

© ANDREAS STIHL AG & Co. KG

Intern | Internal

STIHL

Import Response from Excel

This page allows you to export and import event content and submit bids. It is not intended o add attachments. To add
BUAChFEALS, FELUPn to the prévious pape and cick the Link 1o browse for an Sltachrment.

Step 1. Click "Download Content” o download and restew your event in an Excel Spreadsheet

Skip this hEp il yau wish 1 iITlFHIII'L a P’&'\n‘ilZILIS.y dissmnbosded fila. If WO WAL LD STAM dwer, elick "Download DﬂE nal Excel Bid
Shees”,

e Dowmboad Content

Step 2. Declare your intention to respond and enter your response in the Excel spreadsheet and save the file to your computer,
Step 3. Locate the sanved Excel file on your odrmpuber using the Browse Dutton.

Choose Flle | Mo file chosen

Or drop file here

Step 4. Click Upload to fmport the contenis of the Excel fite 1o your event
Mote: Values in the Excel file will cverarite and delete any valles. you may have entered in your saved response.

21
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8. Submit Response via Excel Export/Import

© Complete all required fields (highlighted wmoer fme [oescrson : T Mo (2 xm. i
i N Lapiop EUR Each 1200 1 i
in yellow) @ o 0o |
2 {

5 Keayboard EUR Each o9 1 E

and 3 © © o :

o opt|0na| f|e|ds as needed | Submit Response Instructions 1In‘traduttinrl. 2 Commercial Conditions | _Other Content ‘,l )

-> Save the Excel file.



Intern | Internal
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8. Submit Response via Excel Export/Import

Console = Docld96017632 - RFP Laptops and Keyboards

© Click Submit Entire o A ALCII,
. % T N i i i A AT AT AT T AT AT a T A

3. Sulwmet Respornss

STIHL § Keybosrd Mone...| + *| ess00 EuR

(*] indicees & reguined field
¥ Event Contents

AR Content e Suters Entire Responsa l Update Totals | [ Save draft ] l Import cost groups | l Compose Message J E

© ANDREAS STIHL AG & Co. KG 23
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STIHL
9. Revise Response

@ A sourcing event can be revised aslong .
as the event status is set to Open.

Welcome to the Ariba Spend Management site. This site assists in identifying world class suppliers who are market leaders in qualty, service, and cost. Ariba, Inc. administers this site in an effort to ensure market integrity.
Events
Title D End Time } Event Type
¥ | Status: Open (1) G
RFP Laptops and Keyboards

Participated
Docl 436017632

RFP Yes
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10. Support

For technical questions:

Please contact the purchasing department by e-mail.
The messaging board in the Sourcing Event should not be used.

System Related:
» Ariba Support Team
Link: How do | use the Help Center and other support options? (ariba.com)



https://support.ariba.com/item/view/187648
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