
SAP Ariba Network

Introduction
This document will guide Suppliers through the steps to view a Sourcing 
Event that has been posted in Ariba Discovery. A Sourcing Event is an RFP, 
RFQ, IFB, or Sole Source.

How a Supplier can view a Sourcing Event

continued on next page

Suppliers can view PASSHE Sourcing Events through the PASSHE Ariba 
Discovery Page.

1 View all Sourcing Events.

PASSHE Buyer 
Profile

Scroll down to 
view all open 

Sourcing  
Events

Click to open details 
on desired Sourcing 

Event

https://service.ariba.com/Discovery.aw/ad/profile?key=passhe
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2 Supplier will view the Discovery posting.

Viewing the Discovery Posting by a Supplier not yet registered with the Ariba Network

Click Respond to Posting

New suppliers click 
Register Now 

3 Supplier will proceed to access the Ariba Network. 

Suppliers already registered on the Ariba Network will log in with their existing credentials. Then skip to 
Step 8 of this guide.

Suppliers new to the Ariba Network will click Register Now. Then proceed to Step 4 of this guide.  

This process will allow the supplier to register only 
for the Ariba Network, which is needed to access 
the Sourcing Event. If the supplier is selected for 
award, then a university representative will invite 
the supplier to complete PASSHE Supplier 
Registration, which is needed to transact POs and 
Invoices.

Copy the Public Posting Link to 
your notes to make sure you can 
always find your way back to the 

posting.

Sign in to Ariba Network Account 
using existing credentials.

For any assistance needed reach out 
to the Ariba Enablement Team.

New Suppliers proceed to step 3
Ariba Registered Suppliers go to Step 8

https://connectsupport.ariba.com/sites/Company?ANID=AN01525385575NAM&h=f4RxeYOxEfCakvaxmV1FQ#Enablement-Inquiry
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4 Suppler will complete all fields within the Ariba Network registration form.

Click Register

3 continued.

Click Register as 
Supplier
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5

Confirm Email

Click Send

Email will be sent to 
supplier to activate 
their Ariba Network 
account.

6 Supplier receives activation email and proceeds to activate their Ariba Network account.

Click to activate your 
Ariba account

Supplier confirms email address.

7 Supplier will be shown the Welcome to Ariba page. Click “Complete my Company Profile” later to 
proceed to the Sourcing Event.

Click to Complete 
Company Profile later
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8 Supplier can now see the Sourcing Event.

Supplier will use the Checklist 
on the left to navigate through 

the Sourcing Event. 

9 If supplier is not directed to the Event Details, they will need to access the Sourcing Event content 
through the Ariba Network / SAP Business Network homepage.

Doc196708295 - Laundry Vending Services

Click Business Network drop down

Click Ariba 
Proposals and 
Questionnaires

Click the Sourcing 
Event that you wish 

to view
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10 Supplier will agree to the terms of the Sourcing Event.

Supplier has ability to 
Download Content and 
Review Prerequisites

Select “I accept the terms 
of this agreement.”

Click OK



11 Supplier now see the full Sourcing Event content and submit a bid response.

Content available at Submit 
Response. Work thru the 

content following the 
instructions until you receive a 
message saying the response 

is successfully received.

continued on next pageFAQs
For questions, comments, or concerns please reach out to the PASSHE 
Supplier Enablement Team (supplierhelp@passhe.edu).
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