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INTRODUCTION

Once you have logged on to SAP Ariba via Discovery, or from 
an invitation link, you will go directly into the event tender.

This document will help you understand the options you have 
in responding to the event.
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Home Page

On the opening page of the 
event, you will see four options 
boxes across the middle top.  

1. Click Review Prerequisites to 
review and respond to 
questions. These must be 
answered before you can view 
or participate in event content

2. Accept the SAP Ariba T&C’s 
and any supplementary 
prerequisite questions that 
NHS SBS has created

3. Time remaining to respond to 
NHS SBS tenders is shown in 
the top right corner.
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Prerequisites

After clicking on Review 
Prerequisites you should read all 
the terms and ensure accept is 
chosen. If you wish to proceed.  
Any further questions will appear 
below this. Once all questions 
answered, click the OK button.  
This will indicate to NHS SBS that 
you wish to proceed and take 
part in the Procurement.

1. Click on Accept to take part, 
or Do not Accept to decline

2. Click to view Bidder 
Agreement details

3. Choose the answer to the 
prerequisite question

4. Click OK to continue.

Please note: there isn't always a 
pre-requisite question.
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Page Layout

When entering your responses 
online, it is recommended that 
you click on individual sections 
rather than All Content for a 
more efficient experience.

1. Use these boxes to respond to 
questions if answering online

2. Click on All Content in the 
Event Contents section to see 
one continuous page of 
questions, or click on 
individual sections

3. Compose a message to the 
project team. This is the only 
way you should communicate 
with them

4. Use this option to download 
the procurement

5. Click to add a comment or 
attachment.
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Composing a Message to 
the Project Team

1. These options are located at 
the bottom of each page. 
Click on Compose Message

2. When a new window opens, 
write the message in the 
space provided, changing the 
subject if required. Click Send.

Messages are received by the 
Project Team in the SAP Ariba 
messaging system, the team will 
respond via the same system.
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Reading Messages sent 
from the Project Team

At the top of the Home Page, 
click on Event Messages.

On this screen, you will see all 
message sent from the project 
team and from the system. This 
confirms when your bid has been 
submitted. Click on each Subject 
to read.
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Downloading the Tender 
Questions

1. Click on Excel Import. Using 
this button takes you to the 
screen where you can both 
download and upload all 
documents including the 
Tender itself.

It is possible to download all of 
the Procurement, compose most 
of the answers offline and upload 
them. Once uploaded the online 
answer boxes will be 
automatically populated.
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Downloading the Tender 
Questions

2. It is possible to download 
either the questions (content), 
the attachments or both 
simply by clicking on the 
relevant button. To download 
the questions, click on 
Download Content, this will be 
in the form of an Excel 
spreadsheet. Click Done once 
finished

3. To upload supporting 
documents, click Choose File 
and then Upload.
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Entering question 
responses into the 
downloaded Excel 
document

4. The first page of the Excel 
document gives you the 
guidelines you will need to 
enter your responses into the 
correct part of the 
spreadsheet.

5. Each section of the Tender 
appears on a separate tab of 
the spreadsheet.
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Answering Questions – the facts

Using the Yellow Cells, answer all possible questions. Some will be free text, some will have a dropdown with response choices. However there 
are some questions which can only be answered in the SAP Ariba online event.  Once you have completed the spreadsheet, upload it back into 
Ariba. Your responses will auto populate and you will then need to complete the questions which were not possible via the download.

Where the answer requires you to make a multiple choice (and more than one choice is possible)

Where your chosen response will prompt a supplementary question – the supplementary question will only be presented in the SAP Ariba 
online event once the upload is completed. You will need to save the file locally before trying to upload it back into SAP Ariba.
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Upload your completed response

1. Click Choose File

2. Choose the correct document and click Open.
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Upload your completed response

3. You have successfully pulled the correct document, when you 
can see it here, click Upload

4. You get notification that your upload is successful, or you will 
be told where any errors are.
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Upload your completed response

If you answer any questions incorrectly, you will get an error message when attempting to upload.

5. Detail of which row on the spreadsheet

6. Detail of which tab on the spreadsheet

7. Detail of what the error is.
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Complete your response online

If you have uploaded a response you will still need to answer some questions online. Once all questions are answered you can submit your 
response. After responding directly or using the Export Import method, you can then Submit Entire Response.
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