
 

 

Ariba – How to Participate in a 
Sourcing Event 

Contents 

1. Description ...................................................................................................................... 2 

2. How to Participate in a Sourcing Event ............................................................................ 2 

 

 

  



 

 

   

 Effective 11/08/2026 Page 2 of 8 

   
 

  

 

 

Ariba Supplier Network Guideline 

1. Description 
This document provides guidance on how to participate in a Sourcing Event. 

2. How to Participate in a Sourcing Event  
 

 

1. Click the Review Prerequisites button. 

 

2. Read the terms of agreement. 

3. Click the radio button to accept the terms of this agreement. 

4. Click OK. 
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5. Click OK to submit the agreement. 

 

6. Read the instructions on how to respond to the event, these instructions will be different 
based on the RFx. 

7. Click Event Instructions from the left-hand menu. 
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8. Read the Event Instructions. 

9. Click General Instructions from the left-hand menu. 

 

 

Note: All questions marked with an Asterix are mandatory and must be answered. 

 

10. Click the drop-down menus and select the relevant response to the Business Integrity 
questions. 

11. Scroll down the screen. 
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12. Enter your Public / Product Liability Insurance details. 

13. Scroll down the screen. 

 

14. Click the drop-down menus and select the relevant response to the following sections: 

• Chain of Responsibility (only for Domestic Vendors) 

• Human Rights 

• Community. 

• Environment. 

Note: Some questions are conditional if selected yes or no to provide further information, 
these may also be mandatory. 
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15. In this example, there is a draft Agreement Template attached as a reference. Click the 
References link to download and review the document. 

16. Click the Attach a file link.  

 

17. Click the Choose File button to upload the file. 

 

18. Click the OK button. 
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19. Click the Attach a file link to upload any deviations. 

20. Repeat the steps to upload the deviation document. 

 

21. Click Schedule of Rates from the left-hand menu. 

 

22. Enter the schedule of rates for each line item. 
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23. The total price for each line item is displayed.  

24. Click the Submit Entire Response button. 

 

25. Click the OK button to submit the response. 

 

26. The message confirms your response has been submitted successfully. 

Note:  

1. If you need to revise your responses, click the Revise Response button, update the 
relevant response and resubmit the RFP. 

2. If you need to contact Aurizon, click the Compose Message button to send a message 
to the Aurizon representative. 

 

27. End of process.  


