
  
 

 

    

      

Create and Submit Response for a 
Two bid RFP In ARIBA Network 

 

 

To create and submit a response to an RFP covering both the technical and commercial 
submissions—within the ARIBA Network, login in your ARIBA network account. 

 

 

 

 



  
 

 

 

 

• Select Ariba Proposals & Questionnaires. 

 

 

• In the Home Tab, list of RFPs will be displayed.   

 

 

 

 



  
 

 

• In the Status Open section, all RFPs currently awaiting response will be listed.  
• Select the RFP against which response is to be created.  

 

 

• RFP invitation page will open.  
• The technical requirements shared by the Buyer can be viewed here. There are 

multiple sections in the technical requirements section such as— 
o RFP terms & conditions,  
o Item details and specifications 
o Questionnaire 

 

 



  
 

 

• In the RFP Rules, view the published date, due date, and currency. 
• Click Next to view the Commercial Requirements. 

 

 

• This section lists all the items included in the RFP, along with item descriptions, 
quantities, and delivery locations.  

• If the RFP includes multiple items, they will all be listed here. 

 

 

 

 

 

 

 



  
 

 

 

 

 

• Once all the RFP details have been reviewed and response is ready, click on Review 
Prerequisites.  

 

 

• Accept the General Terms of the agreement. 

 

 

 

 



  
 

 

 

 

 

• Click OK to submit the agreement.  

 

 

• In the lots available for bidding section, select the items against which response is 
to be created. 

• If the buyer has enabled selective item responses and multiple items are available, 
you can select specific items you wish to quote for. 

• Choose items individually or use the checkbox at the top to select all items. 
• Then click Confirm Selected Lots/Line Items. 

 

 

 

 

 



  
 

 

 

 

• Next, in the Technical Requirement Section, in the RFP Terms & conditions, under 
the Bidder Details, Acceptance of Terms & Conditions and Undertaking section, 
download the acceptance form uploaded by the buyer. 

• These two are buyer-only sections and cannot be edited by the supplier. 

 

 

• In the Supplier only section, after reviewing the terms & conditions of the RFP, 
upload the duly filled and signed Acceptance of Terms & Conditions and 
undertaking form. 

 

 

 

 



  
 

 

 

 

 

 

 

 

• In the Item Details & Specifications, download the buyer’s specifications, review 
them, and upload your own specifications in the Supplier only section 

 

 

 

 

 

 

 

 



  
 

 

 

• Next in the Questionnaire Section, a list of mandatory questions will be listed. 
• Respond to each question. Response cannot be submitted unless all questions are 

completed. 
 

 

 

 

 

      

 



  
 

 

 

     

 

• Please note the technical requirements will vary depending on the nature of 
material/services. 
 

• Once the technical requirements are completed, go to the Commercial 
Requirements. 

• Enter the basic price per unit. 

 

 

• Applicable conditions—such as freight or packing and forwarding—can be entered 
in this section. 

• Ensure you enter either a percentage, or a value. 
Make sure the same condition is not entered in both formats. 
 



  
 

 

 

 

• Select the applicable tax code 

 

 

• Click on Update Totals. 
• The AI Total Cost will update to reflect the complete cost, including all applied 

conditions. 

 

 

• Click on Draft to save the response or 
• Click on Submit Entire Response, once response is completed.  

 

 

 



  
 

 

 

 

 

 

 

 

 

• A confirmation message will appear once the response has been successfully 
submitted 

• If the response needs to be revised. Click on Revise Response. Make necessary 
changes and submit.  

• Response can be revised any time before the RFP due date.  
 
 
 
 
 
 
 



  
 

 

 
 
 
 

 

 

• Response can be opened and viewed at any time by logging in to the ARIBA 
network.  

 

 

 


