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Subject 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.

SAP ARIBA – SOURCING

1. Invite via e-mail

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.
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Supplier must sign up and create an Ariba 

account, if no Ariba account exist.

Supplier can log in with an existing Ariba account 

to review and respond to the sourcing event.

SAP ARIBA – SOURCING

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” is clicked.
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From the SAP Business Network home 

screen, open the drop-down menu and select 

Ariba Proposals & Questionnaires to open the 

list of all sourcing events. 

SAP ARIBA – SOURCING

3. Open Sourcing Event

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

3. Open Sourcing Event

2

2



© ANDREAS STIHL AG & Co. KG 9

Intern | Internal

SAP ARIBA – SOURCING

Inhaltsverzeichnis:

1. Invite via e-mail

2. Accessing SAP Network Account

3. Open Sourcing Event

4. Define Response Team​

5. Accept/Decline Participation of Sourcing Event

6. Select Lots/Line Items​

7. Submit Response via User Interface

8. Submit Response via Excel Export/Import

9. Revise Response

10. Support​



© ANDREAS STIHL AG & Co. KG 10

Intern | Internal

To add predefined or new users to the 

response team, please follow these steps:

Click on Response Team to see who is listed 

for the event.

SAP ARIBA – SOURCING

4. Define Response Team

Response team members can access events, view messages, and view the Response History.
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Click Add to select a new user

SAP ARIBA – SOURCING

4. Define Response Team

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

How-To-Manage-Users
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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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In the Review Event Details section of the 

checklist, the invited supplier must agree to 

participate

or

decline to participate 

the sourcing event.

SAP ARIBA – SOURCING

5. Accept/Decline Participation of Sourcing Event
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In the Select Lots/Line Items section of the 

checklist, the invited supplier can 

review the bid content

and

open the content by clicking on Select Lots. 

SAP ARIBA – SOURCING

6. Select Lots/Line Items
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All position, the supplier intends to bid on 

must be selected. 

A reason for not bidding needs to be 

provided for each not selected position.

Confirm Selected Lots/Line Items

SAP ARIBA – SOURCING

6. Select Lots/Line Items
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7. Submit Response via User Interface
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In the Submit Response section of the 

checklist, the invited supplier must 

answer all the sourcing event questions

and

click Submit Entire Response.
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8. Submit Response via Excel Export/Import
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In the Submit Response section of the checklist, the invited supplier can download the sourcing event content 

to an Excel file.

In the Event Content section, click Excel 
Import.
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8. Submit Response via Excel Export/Import
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In the Event Content section, click Download 
Content.
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8. Submit Response via Excel Export/Import

3 Complete all required fields (highlighted 

in yellow) 

and

optional fields as needed

-> Save the Excel file.
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8. Submit Response via Excel Export/Import

5 Click Submit Entire 

Response to send the bid to 

STIHL.
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9. Revise Response

1

A sourcing event can be revised as long 

as the event status is set to Open. 
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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 I use the Help Center and other support options? (ariba.com)

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