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This Supplier Quick Guide shows you how to...

RESPOND TO EVENTS IN ARIBA

View proposals from Vestas

|
\

Review prerequisites

\
J

Select lots

(
Provide response to RFx: .
A: RFI £l
B: RFP ~ AR
C: RFP (through Excel Import) _ '

\_ w '

Provide response to auction ,,’ %
. VERSION: 1.2 ' ,
1 Digital Procurement | Supplier Quick Guide * Please note, the exact process UPDATED SEPTEMBER 2023 VEStasn‘

may differ per sourcing event.
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1. VIEW PROPOSALS FROM VESTAS

— Step-by-step
1. Click on ‘Business Network’ to

unfold a dropdown menu.

2. Click on ‘Ariba Proposals &
Questionnaires’ to view all
proposals.

3. Open the events with status ‘Open’.

4. Click on the event you want to open.

— lllustration

£0w

ompany profle
45%
Completed

- F
Home

Events
Title
»  Status: Completed (5)
Status: Open (3)
RFI_suppliershowCase_01
Auction_SupplierShowCase_01
RFP_SupplierShowcase_01

»  Status: Pending Selection (95)
Registration Questionnaires

Title D

Doc1612738517
Doc1612738504

Docl612696282

End Time

End Time Event Type Participated
9/12/2023 1:44 PM RFI No
9/12/2023 1:40 PM Auction No
9/12/2023 1:22 PM RFP No
Status
No items.

— Tips & Tricks

 Ariba sorts the proposals based on the due date of the event — so you might need to scroll down at times.

2 Digital Procurement | Supplier Quick Guide

Classification: Public

Vestas.



2. REVIEW PREREQUISITES

— Step-by-step

1. Click on ‘Review Prerequisites’ to
open the legal prerequisites of the
event.

2. Read the legal prerequisites and
accept them to continue with the
event.

3. Click OK to agree with the general
terms of the online agreement.

— lllustration

i Company Settings~  La-amny Paladan v

Ariba Sourcing

< Go back to Vestas - TEST Dashboard

Event Details = Docl1612696282 - RFP_SupplierShowcase_01

Event Messages

Download Tutorials

Response Team

is 3
w Checklist o Review Prerequisites [ Decline to Respond l [ Print Event Information

Event Overview and Timing Rules

Ouner: Ma. La-armny Paladan (MAYPA) () Deseription

European Union Euro

Engineering Consultancy 01080501
egions:  NCE North and Central Europe
Publish time:  9/7/2023 1:22 PM

Duedate:  9/12/2023 1:22 PM

Project Owner Actions

Feedback  Helpv

Deskiop File Sync
@ Time remaining
4 days 23:16:34

Review and respond to the prerequisites. Prerequisite questions must be answered before you can view event content or participate in the event. Some prerequisites may require the owner
0 review and accept your responses before you can continue with the event. If you decline the terms of the prerequisites, you cannot view the event content or participate in

Prerequisites

v Checklst

Doc1612696282 - RFP_Suppliershowcase_01

Prerequisites must be compieted pror o paricipation nthe event.

— Tips & Tricks

« The duration of the event is listed in the top-right corner.
» See this video for a click-by-click demo of the task.
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https://uex.ariba.com/sites/default/files/52186/feeds_content_imported/en_238decc8c1ffbb17c15d10f014dca44baf0a5971_0260.swf

3. SELECT LOTS

— Step-by-step — lllustration

Ariba Sourcing

1. Click Select Lots to choose the
items/lots.
2. Select the items/lots that you wish to
bid on. ==
3. Click ‘Confirm Selected Lots/Line

1. Review Event Details

Items’ to continue to the event.

3. Select LotsiLine ltems

Go back to Vestas - TEST Dashboard

2 Please upload CV of the suggested Engineers
nd Accept
Event Overview and Timing Rules

Owner:  Ma. La-amny Paladan (MAYPA) ()

4. Submit Response Event Type:  RFP

v BeEEnmh Publish time:  9/7/2023 1:22 PM

Due date:  9/12/2023 1:22 PM
Al Content

#  CompanySefngsv  La-amnyPaladan~  Feedback Helpv

Price

Deskrop File Sync

@ Time remaining
4 days 23:12:12

Download Content l l Review Prereqo Select Lots Print Event Information

Quantity Total Gost Extended Price

1each

- Go back to Vestas - TEST Dashooard

Select Lots

¥ Checklist

2. Review and Accept
Prerequisites

3. Select Lots/Line ltem

Doc1612696282 - RFP_SupplierShowcase_01

Choose the lots in which you will participate. You can canc

Select Lots/Line ltems Select Using Excel

Lots Available for Bidding

ns

Name
4. Submit Pesmel 1 Engineer (Hourly rate)

Confirm Selected Lots/Line ltems

3

el your intention to participate in a lot until you submit a response for that lot; once you submit a response you

Deskrop File Sync

— Tips & Tricks

» Tick ‘Name’ to select all lots at once.
* You can also select lots through Excel through the ‘Select Using Excel’ tab.
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4A. PROVIDE RESPONSE TO REQUEST FOR INFORMATION (RFI)

— Step-by-step

1. Fill in the responses to the fields
listed.

2. Click ‘Excel Import’ to export the
questions as an Excel file and re-
upload with your responses.

3. Click ‘Submit Entire Response’ to
provide the response.

— lllustration

Ariba Sourcing

- Go back to Veestas - TEST Dashboard

= Docl612738517 - RFI_SupplierShowCase_01

i Company Sefiingsy  La-amnyPaladanvy  Feedback Helpv pessages

Desktop File Sync

Time remaining
@ 4 days 23:25:47

our response to the prerequisites has been submitted

All Content =

Y
v
*
2.1 Do you have IS0 80017 | Unspecified | %
*
2.2 Do you have TS-16949? ‘ Unspecified ~ | w
2.3 Are you willing to use Vestas approved suppliers? *‘ Unspecified v | u
2.4 What other Value-added services can you provide? Please describe o upload & o
document

(%) indicates a required field

l Save draft ] [ Compose Message l l Excel Impart l e

— Tips & Tricks

« Some items might offer the possibility to provide a comment — click in the small textbox icon to open the comment field.
» See this video for more information on how to participate in events, and see this video for RFI-specifics.
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https://uex.ariba.com/sites/default/files/52186/feeds_content_imported/en_fe35312182fa5da008ff6d26ea494221b80b5e21_0261.swf
https://uex.ariba.com/sites/default/files/52186/feeds_content_imported/en_03734a3032180681005fb44e48992ef4c390fcf2_0083.swf

4B. PROVIDE RESPONSE TO REQUEST FOR PROPOSAL (RFP) @

— Step-by-step — lllustration

1. Fill in the responses to the fields

Iisted Ariba SOUI’CiI’]g i Company Seftingsv La-amnyPaladanv  Feedback Helpv  pessages
2. Use ‘Excel import’ to provide Console & Docl612696282 - RFP_SupplierShowcase_01 C) 1”“;:;:';";00:13
responses through Excel (for Direct o
Material sourcing, see instruction ey e Al Content =
Name 1 Price Quantity Total Cost Extended Price
4| I I) ¥ Checklist 1 Engineer (Hourly rate) v/ o *DEUR 1each Bov Fov
3. CIiCk ‘Smeit Entire Response’ tO 1. Review Event Details 2 PleaseupluadCVUH\IESl\gges‘e;;;i:'c!:::areqwadﬂem *Attach a file %
provide the response. | D ) () T | (e )
4. Click ‘Event Messages’ to view and -
send messages to the customer.
5. Click ‘Response History’ to check a
log of all responses. | e

— Tips & Tricks

« Some items might offer the possibility to provide a comment — click in the small textbox icon to open the comment field.
* You can always improve your responses (only improve — increasing prices is not possible in the same event).

+ Validation pattern for lead time is three digits (e.g. 012 equals 12 days).

» See this video for more information on how to participate in events, and see these video for RFP-specifics.
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https://uex.ariba.com/sites/default/files/52186/feeds_content_imported/en_fe35312182fa5da008ff6d26ea494221b80b5e21_0261.swf
https://uex.ariba.com/sites/default/files/52186/feeds_content_imported/en_7d6b237d9007562b21cffa5ddda6df2bf75069ac_0262.swf

4C. PROVIDE RESPONSE TO RFP (THROUGH EXCEL IMPORT)

1.

2.

Step-by-step — lllustration

Click on ‘Excel Import’ to open the

Exce I i m po rt S Cre e n Console & Doc1612738526 - RFP_SupplierShowCase_Excel Import_02

Event Messages
All Content

Click ‘Download Content’ to
download the Ariba-standard Excel
inte rfaCe " 3 10208617 - GENERATOR ENCODER P&F V'

Find the Excel file and fill in all SIS B ———————
required fields (=yellow fields) on the
‘Pricing’ tab — save the file on your

Name T Price

1 29049933 - CMS ACCELERATION SENSOR 2 AXIS
v

2 753824 - ENCODER W ISOL BUSH+JAW CLUTCH
v

4. Submit Response

Submit Entire Response [ vpdateTotals | [ savearat |

Ariba Sourcing i Company Setings v

La-amny Paladanv ~ Feedback Helpv  essages

58
Quantity Total Cost Extended Price Lead time.
B
Jer w0each By A [ Jay
JeuR seach v Fov " Jday
|eR weach A Ay [ Joay
|ER seach  Av A [ Jdey

Compose Messg 1 Excel Import

TEST Dashboard Desktop File Sync
& Doc1612738526 - RFP_SuppliershowCase_Excel Import_02 ®. days 23:45:54
All Content =
Nmet e Quanthy Total Cost _Extended Price Lead time
1 29049833 - C'S ACCELERATION SENSOR 2 AXIS Sa—
L [51 |evr 0esch Bv R [ | ay
2 753824 - ENCODER W ISOL BUSH+JAW CLUTCH
o [e0 ‘EUR Seach  Arv o ( Joay
08617 - GENERATOR ENCODER PEF [es R 0eah mv R \ Jeay
4 29049933 - CMS ACCELERATION SENSOR 2 AXIS ‘ Jevn sesn ‘ |
‘< . Y o

(#) indicates a required field

Update Totals Save draft Compose Message Excel Import

computer.
Click ‘Choose File’ to browse the

filled out file.
Click ‘Upload’ to submit the file.
Click ‘Submit Entire Response’ to

submit the response.

29049933 - CMS ACCELERATION
SENSOR 2 AXIS

753824 - ENCODER W I1SOL
BUSH+JAW CLUTCH

10208617 - GENERATOR
ENCODER P&F

23049933 - CMS ACCELERATION
SENSOR 2 AXIS

EUR each 10
EUR each 5
EUR each 10

EUR each 5

Tips & Tricks

Simplified Excel import is only applicable to direct material sourcing (through the Product Sourcing module).
Want to be more efficient? You can also select lots through Excel, and respond to the event in the same file.
As a best practice, save the filled out file on your computer and add a unique identifier/ recognizable name to the file name (e.g. RFP_Cranes_Snow White response).
Do not change the structure of the Excel file and do not provide information outside the designated fields — this will give an error and fail the upload.

See this video for more information on how to participate in events.
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https://uex.ariba.com/sites/default/files/52186/feeds_content_imported/en_fe35312182fa5da008ff6d26ea494221b80b5e21_0261.swf

5. PROVIDE RESPONSE TO AUCTION

— Step-by-step

1. Provide a response by typing in the
value.

2. Decrement your bid by ticking the
line item and filling in a percentage
to decrement (you might have to
open the %-sign to confirm a
percentage or nominal value).

3. Click ‘Apply’ to make the decrement
apply to selected line item(s).

4. Click ‘Submit Entire Response’ to
submit your response.

5. Click ‘Event Messages’ to view and
send messages to the customer.

— lllustration

Ariba Sourcing

< Go back to Vestas - TEST Dashboard

Console = Docl612738504 - Auction_SupplierShowCase_01
Event Messages o / Your response has been submitted.
Response History
Response Team
¥ Checklist
All Content
1. Review Event Details N Rank Price
2. Review and Accept 1 Engineer (Hourly rate) \/ (] 1 *‘ €120.00 ‘ .UR
Prerequisites —

R 3
3. Select Lots/Line Items a: PRy

2 Company Setingsvy  La-amny Paladanv  Feedback Helpv  pessages

Desktop File Sync

Time remaining in open bidding
® 4 days 22:51:03

Quantity Total Cost Extended Price

1each £120.00 EUR £ €120.00 EUR

(#) indicates a required field

4. Submit Bids -
0 Submit Entire Response [ UpteteTowls | [ ReloadlestBid | [ sovedat | [ ComposeMessage | [ Excelimport

¥ Event Contents

| All Content

— Tips & Tricks

You can check a log of all responses by clicking ‘Response History’.

You will get a notification if you decrement your price by more than 50% to prevent making errors.
In case of many items, you might want to use the Excel import functionality to provide a response.
For more information, see this video for a click-by-click demo of this task.
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https://uex.ariba.com/sites/default/files/52186/feeds_content_imported/en_4f304acd30b8ddcd101e3618d52d7cc37ef9bf2a_0084.swf

SAP ARIBA HELP AND SUPPORT
Segregation of Support

Question Type Support channel Team Responsible

¢ | cannot remember what my username is ¢ Ariba Global Support (help center SAP Ariba

¢ | have forgotten my password / cannot log in guide attached). This channel is

e Account is locked available at all times with the supplier.

e | would like to change some of our Company details on my Ariba cloud e Ariba Local Team
profile

e | cannot access my account

e Change Admin of my Ariba account

e Whatis DUNS id

e Duplicate account

e Change or Add User / Role / Access

e Did not receive registration Invite * Vestas Purchaser/Buyer or Event Vestas

e Please send registration invite to another contact Owner

e Cannot see sourcing event * Vestas support team at

¢ Did not receive RFP/RFI/eAuction email ariba.ssc@vestas.com

e How to respond to RFI/RFP/eAuction

e | would like to update contacts/company information on questionnaire

e If there are technical issues where in a document fails to reach the Please create and Service Request (SR); Ariba local team can only
network help in following up internally for critical issues
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