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1. Supplier Login/Signup 
 

• The supplier will receive this type of mail notification having link for registering as a 
supplier for Air India/Air India Express in Ariba portal. 

 

• The supplier can either click on “Review accounts” and “Use existing accounts” for login 
with older credentials or they can click on “Create new account” for creating new account 
in Ariba. 

 



1.1 Supplier Login 
• When supplier clicks “Review accounts” it will take them to this below page and within 

this page they can select their earlier account by clicking “Use this account” and then they 
have to fill credentials for the selected account and then supplier’s new account will 
linked with selected account. 

 

 

 

 

 

 

 



• Another way supplier can login using their existing credentials is that they have to click 
“Use existing account”. 

 

• It will take them to this below page and within this page they have to fill credentials for 
the older account and then clicking on “Connect” option supplier’s new account will 
linked with the selected account. 

 



1.2 Supplier Signup 
• If the supplier wants to create a new account on Ariba Network, the supplier have to 

follow below steps. 
• Suppliers have to click “Create new account”. 

 

• It will redirect supplier to below page where they have to fill all details like, Country, 
Address etc. After filling all the details, they have to click “Create Account” option. 



 

 



• After clicking “Create Account” below page will open where you can see supplier have 
to give confirmation for their email ID. For giving the confirmation, they will receive one 
mail and within that mail they have to click “Confirm Email” option. 

 

 

• After giving confirmation, they will reach to below page where they can either fill these 
details or they can skip using “Remind me later” as these fields are not mandatory. 



 

• After this for filling Supplier Registration Form, they have to go to “External Supplier 
Registration Form” within Registration questionnaires and where they will fill all details 
related to their company. 

 

 

 

 

 

 



2. Supplier Registration Form 
 

• The supplier or the internal user will fill up the supplier registration questionnaire. 
• The top right-hand corner designates the time remaining to fill in the details.  
• On the left-hand side, the dashboard shows the various tabs of the questionnaire 

content. 

 

 

2.1 General details 
 

 

 



2.2 Contact Details 
 

 

 

 



 

 

2.3 Taxation details 
 

 

 

  



2.4 Bank Currency 
 

 

 

 

2.5 Banking Information 
 

 

 



 

 

2.6 Business Details 
 

 

 

2.7 Compliances 
 

 



 

2.8 Declaration 
 

 

 

2.9 Submission 
 

• After filling all these details, the supplier clicks on “Submit Entire response” to submit 
his/her registration form details. If any error shows up, necessary corrections must be 
made before re-submission.  

 

 
 

• Compose Message – If there is any message that the supplier wants the buyer to know, 
and the information is not being captured in the registration form, the supplier can click 
on “Compose Message” and submit his/her message. It gets reflected on buyer portal 
when the supplier registers with the buyer site.  

 
• Excel Import – The supplier, instead of filling the above details online, can also download 

the Ariba excel format, make necessary edits and additions offline, and re-upload it. If 
the necessary fields are filled correctly, all the data gets imported in the form. 
 

 

• When all fields are correctly filled and the supplier submits his/her response, the supplier 
details are successfully submitted for the buyer to review and verify on his portal. 

 



3. Change in Supplier Registration 
Form 

 

• Click on the link - Supplier Network 

 

• Enter your credentials (user ID and password) 

 

• Click on “Sign in”. 
• Click on “Business Network” and then click on “Ariba Proposals and Questionnaires”. 

https://service.ariba.com/Supplier.aw/109560032/aw?awh=r&awssk=Lo5mpIyv&dard=1


 

 

• Go to “Registration Questionnaires” and click on “External Supplier Registration 
Form”. 

 

• Click on “Revise Response”. 



 

• Click on “OK”. 

 

• Make the necessary changes and click on “Submit Entire Response”. 

 

 

 



4. Supplier Response : RFP 
 

• All invited suppliers will receive an email notification for accessing the event. 

 

They will click on the “Click Here” option and this link will redirect the supplier to the Login or 
Signup page. 

• Case 1 (No account in Ariba for AI)- If the supplier has no account in Ariba for Air India/Air 
India Express, they will get this below screen. They can either click on “Create New 
Account” for creating an Ariba account for Air India/Air India Express or if they have 
account in Ariba for other company they can click on “Use Existing Account” and put in 
their credentials and click on login, this will merge AI profile on their existing Ariba 
profile. 



 

• Case 2 (Already registered in Ariba for AI)- In this case, the supplier will be redirected to 
the below login page, where they have to put the credentials and login into the system. 

 

• After login into the Ariba portal, supplier will see below dashboard in which all the 
events will show within different sections as per there current status like Completed, 
Open or Pending selection. 

• Supplier can open any event details by just clicking on the events name.  



 

 

• For live event details supplier have to navigate to the open status events and click on the 
name of the event to participate and see all the details. 

 

 

 

Now for participation in the event supplier have to follow below steps: 

After clicking on the event name, the below page will open in which we can see the “Time 
remaining” on right top screen. On left side of the screen there is “Checklist” and within that 
checklist part 4 steps are given which supplier have to follow one by one for participating in 
the event. Also, supplier can download all the content related to event by clicking on 
“Download Content” option. 

• This page is already in the “Review Event Details” tab where supplier can see all the 
details related to the event and this page is not editable. Supplier can only review all the 
details here. 



 

 

• After reviewing the details, supplier will have to click on the second step “Review and 
Accept Prerequisites”. The page below opens, in which SAP Ariba online events bid 
agreement will appear. Suppliers have to accept the terms for participating in the event. 

 

• In this step supplier has to select “I accept the terms of this agreement” and then click on 
“OK” to submit this agreement. 

 



• Next step will be selecting the lots and bidding currency (if selected by buyer in rules) 
1. Select the event bidding currency from the drop-down list. 
2. The supplier must select and confirm the lots he can provide and bid for by 

clicking on “Confirm Selected Lots”. 
 

 

• The supplier might get this message that the currency for one or more items has 
been modified. Validate the message and select OK. 

 

 



 

• The next section is the “Submit Response”. The supplier must answer all the 
mandatory questions under Pricing and Commercial terms. 

• Once the supplier fills in all details, click on “Submit Entire Response”. 

 

• Select OK to submit the response. 

 



 

• The supplier can carry out the “Excel import” procedure to import bids as would 
be shown below.  

 

• Go to import excel -> download content -> update the excel file -> re-upload the 
file.  

• The supplier can revise the response till the event is open. Click on “Revise Response”, 
make the necessary changes, and click on “Submit Entire Response”. 

 



• As long as the timer is on, the supplier can revise response. 

 

• Supplier will get email notification for successful participation in the event. 

 

• The supplier can click on “Compose Message” to send messages/queries to the 
buyer. 



 

• Suppliers can check event related messages by clicking on the “Event Messages.” 
• Suppliers can see event status on the top right corner of the screen within the event. 

 

  



5. Supplier Response : Auction 
 

• All invited suppliers will receive an email notification for accessing the event. 

 

They will click on the “Click Here” option and this link will redirect the supplier to the Login or 
Signup page. 

• Case 1 (No account in Ariba for AI)- If the supplier has no account in Ariba for Air India/Air 
India Express, they will get this below screen. They can either click on “Signup” and 
create an Ariba account for Air India/Air India Express or if they have account in Ariba for 
other company they can click on “Login” and put in their credentials and click on login. 
This will merge AI profile to their existing Ariba profile. 



 

• Case 2 (Already registered in Ariba for AI)- In this case, the supplier will be redirected to 
the below login page, where they have to put the credentials and login into the system. 

 

• After login into the Ariba portal Supplier will see below dashboard in which all the events 
will show within different sections as per there current status like Completed, Open or 
Pending selection. 

• Supplier can open any event details by just clicking on the events name.  



 

• For live events details supplier have to navigate to the open status events and click on 
the name of the event to participate and see all the details. 

 

 

Now for participation in the event supplier have to follow below steps: 

After clicking on the event name, the below page will open in which the supplier can see the 
“Time remaining” on right top screen. On left side of the screen there is “Checklist” and within 
that checklist, 4 steps are given which supplier has to follow one by one for participating in 
the event. Also, supplier can download all the content related to event by clicking on 
“Download Content” option. 

• This page is already the “Review Event Details” page in which supplier can see all the 
details related to event and this page is not editable. Supplier can only review all the 
details here. 

 



 

• After reviewing the details supplier will have to click on the second step “Review and 
Accept Prerequisites”. By clicking on this option below page will appear in which ideal 
SAP Ariba online events bid agreement will appear in which supplier have to accept the 
terms for participating in the event. 

 

• In this step Supplier have to select “I accept the terms of this agreement” and then click 
on “OK” to submit this agreement. 

 

• Next step will be selecting the lots and bidding currency (if selected by buyer in rules) 
1. Select the event bidding currency from the drop-down list. 
2. The supplier must select and confirm the lots he can provide and bid for by clicking 

on “Confirm Selected Lots”. 



 

 

• The supplier might get this message that the currency for one or more items has 
been modified. Validate the message and select OK. 

 

• The supplier can enter his initial and following bids here. The supplier can see 
ceiling value above after entering initial bid. The following bids are accepted only 
if they are below ceiling price.  

• The supplier can set a certain percentage or amount of decrement on basic price 
at every bid and submit.  

• The supplier can click on “Update Totals” to view updated total without 
submitting the bid. 

• The supplier can compose message and send to buyer. 
• The supplier has to click on “Submit entire response” to enter his/her bid. 
• Below are some screenshots of participation or submission of bids. 



 

• Suppliers can go to specific lots and submit bids by selecting lots by clicking lot name on 
the left bottom of the screen just within “choose lot” section. 

• Suppliers can expand the lots data by clicking on “more +” option. 

 

 

• Above screenshot shows prebid submission screen of supplier. It includes ceiling value 
and bid decrement on the top of table. 

• Below is the screenshot of after bid submission screen which includes Leading bid, Rank 
and including other two also. 



 

 

• Graphical representation of bidding with respect to time. 

 

 

• Above screenshot is about restricting supplier from submitting bid greater than ceiling 
value. 

• Below screenshots are related to a different supplier which selected USD as a bidding 
currency. 

 



 

 

• The acceptable bid has been submitted. The bid is often not allowed when the 
lead bid is not surpassed or the protection buffer is not kept, depending on the 
settings kept by buyer.  

• The lead bid is surpassed and bid rank is 1.  
• The updated basic price, total cost, extended price and net price is indicated here.  
• The supplier receives a notification that overtime has been triggered and time has 

been extended to 2 mins. This happens when the lead bid is surpassed in the last 
moments of auction. 

 



• The initial bid entered by supplier is 1000 INR. The second time supplier tries to 
submit the same value, he gets an error as duplicate bids are not allowed.  

• The bid rank shown is 2, indicating that there is someone with a better bid. The 
supplier keeps on bidding till his rank is 1, i.e., he is winning the auction, or his 
margin is exhausted. 

• Once the supplier fills in all details, click on “Submit Entire Response”. 

 

 

• Above screenshot is showing participants screen after completion of bidding 
time.  

• The supplier can also participate in the event using the excel import option during 
the live event time.  

 

• Go to import excel -> download content -> update the excel file -> re-upload the 
file.  

• Supplier will get email notification for successful participation in the event. 



 

 

• The supplier can click on “Compose Message” to send messages/queries to the 
buyer. 

 

• Suppliers can check event related messages from clicking on the “Event Messages.” 
• Suppliers can see event status on right top of the screen within the event. 
• The supplier will also get mail notification with the message from the buyer. 


