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Minimum System Requirements

Microsoft Internet Explorer versions 6.x or Netscape

Navigator versions 7.x or higher with JavaScript enabled

Web browser

Your connection speed determines your access speedInternet connection

RequirementSystem Component



Log in to TOTAL eSourcing

1/ Choose your language

2/ Enter your username
3/ Enter your password

4/ Click Login



The Event list

This page shows information about the active events that you have been invited to. 



Change your password

When you first login, you maybe 
required to fill –in your personal 
and company information

You can edit your company 
profile anytime by clicking the 
“Preferences” link

Important: your password must include at 
least 8 characters, letters and numbers, and 
at least one special character.
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Forgotten Password Tab

You can use the Forgotten 
Password tab to provide a Forgotten 
Password Question and Forgotten 
Password Answer that will enable you 
to access your account if you forget 
your password. 

If you forget your password, you can click the Forgot your Password? link on the login page 
and answer the reminder question to recover it. You’ll receive an email with your password
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How to Participate in an RFX

The term RFX describes an online sourcing event.

An RFX might be a request for information (RFI), a request for quote (RFQ), a 
request for proposal (RFP), or a negotiation.

If the buying organization is conducting an RFI or RFP, you participate by 
submitting a response to the buying organization’s list of questions.

Select the RFX you want to 
participate in



Declaring Your Intention to Respond

When you click Intend to Respond, you are just 
letting the buying organization know your intention to 
participate. Ariba Sourcing does not force you to bid 
on the RFX.

You can retract your “intention to respond” as long as 
you haven’t submitted an actual bid. If you click 
Decline to Respond, but then decide later that you 
want to participate in the RFX, you can click Intend 
to Respond at that time.

Before you confirm your intention to respond, read 
carefully all documents and instructions related to 

this event.



Respond in an Excel spreadsheet 1/2

The Prepare Response button appears 
immediately after you click Intend to Respond or 
after the buying organization has approved your 
participation in the RFX.

Once you have clicked on “Intend to respond” you 
may prepare your response in an Excel 
spreadsheet by clicking on” Open RFX in Excel”.

Enter your bid data only in worksheet cells that are coloured 
yellow. For complete information, read the information on 
the Cover Page tab within the Microsoft Excel bidding 
workbook. 



Respond in an Excel spreadsheet 2/2
After you have filled the Excel spreadsheet, 
save it locally and go back to your sourcing 
platform and click Prepare Response.

On the page “RFX info”
click on Import response



RFX Info tab
Provides background information about the RFX. 

This information can include text and pictures, file attachments, questions that you must 
answer, terms that you and the buying organization must agree to, and requirements that 
you must meet. 

You respond to the RFX Info and submit your responses like a bid.

In RFX Info, a file attachment is indicated by a hypertext link. To read the attachment, 
click the link, save the file on your computer, and open or print the file.

RFX Tabs



Items tab
The Items tab lists the line items on the RFX. 

You can change the display of this tab by selecting different values from the drop-down menus. For 
example, you might choose to display the cost formula associated with an item, unit prices, ranks, net 
present value, and so on.

RFX Tabs



My Bids tab

The My Bids tab in the RFX details lists all the bids you have submitted in this RFX, including any previous 
bids.

Click the bid ID number to see the details of the 
bid. The Bids tab also shows you how
your bid ranks against the other bids submitted 
for the line item. Your bids are also
listed on the details page for each line item 
included in the bid.

RFX Tabs



Q&A Board tab
An RFX might provide a Q&A board through which you can ask the buying organization a question. 
To view the Q&A board, click the Q&A Board tab.

The Q&A board addresses questions that suppliers have about an RFX. 

Click Ask Question to open an edit 
box. Type your question and click OK.

RFX Tabs



Rules Tab

The Rules tab for the RFX shows information that might affect how you bid. For example, the Timing 
Rules section of the Rules tab tells you when the bidding starts and when it ends.

RFX Tabs



Event Change History Tab

The buyer can make changes to an RFX while it is running, such as reducing the bidding time. The 
Event Change History tab shows a history of those changes.

RFX Tabs



Preparing a response 

Click the Prepare 
response button

Once you have viewed all RFX Tabs you might start preparing your response by clicking on the Prepare 
Response button



Bidding wizard
If the RFX includes questions, enter your 
responses to those questions on the RFX Info
page. The buying organization will consider this 
information along with the price and quantity of 
your bid.

If the RFX requires a price and 
quantity for each line item, you 
are prompted to enter that 
information on the Enter 
Values page.

On the Summary page, review the 
instructions and revise your bid, if 
necessary. If there are any errors in 
your bid, they are listed in red at the 
top of the page. Click the link in the 
error message to go to the page 
where you can fix the error.
As a final check, read your bid before 
submitting it. Make sure to check all 
tabs. When you are ready, submit 
your bid by clicking Submit. 



Messages

View

Email messages inform you of important 
events and can contain useful information, 
such as your Ariba Sourcing username and 
password. An email message is sent to the 
email address specified on the Personal 
Info tab for your user account.

Email
messages

Online messages inform you of important 
events, such as when bidding has started. 
Messages are sent to your Ariba Sourcing 
account and can be viewed only when you 
are logged in. Click the Message Center 
link or to open and close a Message Center 
preview pane.

Online 
messages 
(Message 
Center)

How It WorksChannel



Online Help
Click Help in the upper right corner of the screen to access online help. 

The online help includes an index and a search tool. In addition, customer support might be available to 
assist you with technical issues. 

Click Contact Support at the bottom right corner of the screen to display support telephone numbers and 
email addresses. 

Support Ariba : 
AS_support@ariba.com

Toll free numbers if dialed from the country



Frequently Asked Questions

Do I have to pay a membership fee to participate?
� There is no fee. The buying organization assumes all costs associated with running the 

RFX.

How do I get a username and password?
� The email message inviting you to participate in the RFX contains your username and 

password.

How do I change my password?
� Click the Preferences link to go to the Preferences page. Change your password on the 

Personal Info tab by clicking Change Password.

How do I change my time zone?
� The time zone you see throughout Ariba Sourcing is automatically taken from the time zone 

setting in your computer’s operating system.

Do I have to fill out all the profile information?
� Only fields with an asterisk (*) are required. However, the buying organization will use the 

information in your profile to find suppliers for future RFXs, so it is advantageous for you to 
keep your profile as complete as possible

Important: your password must include at least 8 characters, letters and 
numbers, and at least one special character.


