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INTRODUCTION

NHS Shared Business Service (NHS SBS) is a provider of 
procurement services to the NHS and other public sector 
organisations. As such our processes ensure that we adhere 
to the current Public Contracts Regulations 2015.

All our tender opportunities are advertised in Find A Tender 
Contracts Finder and via our e-procurement platform Sap 
Ariba, using the Discovery tool.

https://www.find-tender.service.gov.uk/Search
https://www.gov.uk/contracts-finder
https://service.ariba.com/Discovery.aw/125004023/aw?awh=r&awssk=Fej1U9Dh&dard=1#b0


WELCOME TO NHS SBS PROCUREMENT

Hello and welcome to NHS SBS

1 As you will have seen in the introduction, we are now using an e-procurement system called SAP Ariba to run all of our 
procurement tenders.

2 If you have never used SAP Ariba before, or if you have used SAP Ariba but not with us, then you have come to the right place.

3 In either of these situations, the simplest and most direct way of engaging with us on a specific procurement tender is to follow the 
link that will be provided on all of our Find a Tender and Contracts Finder Notices.

4 Once you use either of those links you will be taken into SAP Ariba Discovery – which is the SAP Ariba tool where you can discover 
all of the advertised tenders, not just with NHS SBS.

5 Alternatively you may be responding to an email invitation to a mini competition or to another link to an existing framework.

6 If you are not yet a SAP Ariba user, you will need to register for a SAP Ariba account, in which case you will need to log in in order to 
access the specific procurement that you are interested in. The next few pages will help with both of these.

7 Emails sent directly to you from the SAP Ariba system may be viewed as Junk by your email system. Please ensure you check your 
Junk Mail regularly; also please ensure you request that your IT team add SAP Ariba to their ‘approved list.’ 



USING SAP ARIBA FOR THE FIRST TIME

Following a link from Find 
a Tender or Contracts 
Finder

This will take you to SAP Ariba 
Discovery and the posting for 
your chosen tender.

1. Click Respond to Posting to 
view tender

2. Tender details are displayed.
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USING SAP ARIBA FOR THE FIRST TIME

Following a link from Find 
a Tender or Contracts 
Finder

3. If you are new to SAP Ariba, 
click to register for an account

4. If you already have a SAP 
Ariba account – enter your 
username & password.

Now proceed to page 8.
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USING SAP ARIBA FOR THE FIRST TIME

Following a link from an Invitation Email

1. You can find the reference, event and tender 
title here

2. Reference to the event and tender overview 
can be found here

3. Use this link to go to SAP Ariba registration.

The link is only valid for 30 days.

You should never forward an invitation like this to 
anyone else. These are personal to you.

If you believe that someone else in your 
organisation should be contacted instead, please 
message the project team via the message centre 
(See ‘Responding to SAP Ariba Tender Events’ 
support document for support in doing this).
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USING SAP ARIBA FOR THE FIRST TIME

Following a link from an 
Invitation Email

4. If you are new to SAP Ariba, 
click to sign up for an account

5. If you already have a SAP 
Ariba account – enter your 
username & password.

4
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CREATE THE NEW ACCOUNT

Completing a Company 
Information form

 If your company has more 
than one address, enter the 
main one in the address field. 
Any others can be added later 
in Your Account

 You can use your own email as 
your login User ID or create a 
new one as long as it is in 
email format

 Ensure all mandatory fields (*) 
are completed

 When finished, click Create 
account and continue.

If you already have a SAP Ariba 
account go to the last page in 
this document.



CREATE THE NEW ACCOUNT

Completing a Company 
Information form

SAP Ariba may recognise the 
company name in your email 
address. If it does, a Potential 
existing accounts box will display 
in the centre of your screen.

If you choose to look at the Ariba 
suggested accounts, click the 
Review accounts option.

If you choose not to review the 
accounts, click the Skip review 
option. You will still be able to 
create your account.



CREATE THE NEW ACCOUNT

Reviewing Ariba 
suggested company 
accounts

The suggested matches are 
based on the information you 
entered in the previous screen 
and will appear in the search 
results at the bottom of the 
screen.

1. To review the information of 
any of the suggested 
matches, click on the three 
dots (ellipsis) to view the 
profile and contact admin if 
you need to. 1



CREATE THE NEW ACCOUNT

Reviewing Ariba 
suggested company 
accounts

2. If the details match your 
company and you wish to be 
associated with this account, 
you will need to contact the 
administrator of the account 
to be verify that you should be 
added

3. You don’t have to be 
connected to the company in 
this way, if you wish, you can 
cancel from here and simply 
create a new account as 
shown on page 7.
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CURRENT ARIBA ACCOUNT HOLDER

Using Discovery for the 
first time from the Find a 
Tender/Contracts Finder 
link

1. From this page, simply click 
the Log In link, and enter your 
SAP Ariba username and 
password.

11

1



SAP ARIBA DISCOVERY POSTING

Once you have logged in 
or signed up after 
following Find a Tender 

1. Click on Respond to Posting to 
enter the Event.

To see further information on 
participating in SAP Ariba events, 
please see the document 
Responding to SAP Ariba Tender 
Events.

To see further detailed 
information about the Discovery 
tool, see the document, SAP Ariba 
Discovery.
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NHS Shared Business Services was created in 2004 by the Department of Health and Social Care to deliver the most cost 
effective and highest quality corporate services to the NHS. A unique joint venture with Sopra Steria, a European leader in 
digital services and software development, we make life easier for NHS employees, patients and suppliers, and deliver value 
for money to the taxpayer.

Proud members of the NHS family, we provide finance & accounting, procurement, workforce, digital and expert advisory 
services to more than half the NHS in England. Committed to being a force for good, we are dedicated to acting responsibly 
and sustainably at organisational, team and individual level. Sharing common values and unity of purpose with the rest of 
the NHS family, our solutions are underpinned by cutting-edge technologies and our teams’ expertise, in-depth 
understanding of the NHS, and commitment to service excellence.

For more information, please visit www.sbs.nhs.uk

NHS Shared Business Services Limited
Registered in England, Registered No. 5280446
Registered address: Three Cherry Trees Lane,
Hemel Hempstead, Hertfordshire, HP2 7AH

www.sbs.nhs.uk
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