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1. Tutorial Title

Post an intent to bid on solicitation from email

2. Estimated Completion Time

10 minutes

3. Purpose / Overview

How to post an intent to bid on solicitation from email. The City of Portland may invite you
to navigate and respond to a solicitation in two ways: by going directly to the Portland
Supplier Portal, which uses the SAP Business Network, or by email. This tutorial shows you
both.

4. Audience

Businesses who want to respond to bid opportunities at the City of Portland.

5. What you may need before you begin

e Emailinvitation to a solicitation event
e Yourorganization’s username and password for the SAP Business Network. Go to
your organization’s SAP Business Network account administrator for assistance.

e Acomplete proposalto upload
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6. Step-by-Step Instructions

1. Navigate to https://supplier.ariba.com and login.

@ Help

. < cityofportlandtestSAHC@gmail.com
Y Business Network e

Passwvord

Fargat password

Account sign in

Neuw to SAP Business Network?
Leam mare

Privacy Sistement  Securly Diclosuie  Terms of Use

»

1. Click “Business Network” from the dropdown menu. Please note that your home
screen may look like one of the examples below.

Example A

EJCQM TEsom “ ook

Home Discovery v Catalogs v Assessments

' T I
. Leads In Location ~ | By Product Q
/NOPRRU A L )
/ 4 - A8y 3 ——

Overview  Getting started® s

Create v

Open postings | Matched Leads | Invited Leads. | Enablement Tasks
Last 90 days : Last 90 days : Last 90 days

My widgets 32 customize

Company profile My leads Differentiate your company for new Shipment tracking
customers

~ Purchase order number.
15% ﬂ

Completed

F ee dback

You don’t have open leads matching
your company profile. Search leads

L £x) 7 % 'w e
Complete file to i ot fi v
omplete your company profle to Increase Help buyers know youire the right it for them ﬁ !
your chances of being discovered by new -

by uploading sustainability ratings and
buyers. certifications.

Complete profile=> Leam more >
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Welcome to SAP Business
Network

0 0 0

Setup Actions

Catalogs ~

Assessments

0

Canfi natifications

Confirm email for orders Confi prefi s

Insights

Overview
Qpen postings Enablement Tasks Matched Leads Invited Leads
Standard Standand Standard Stardard

Add roles and users

Add product and service categories

2. Click “Ariba Proposals & Questionnaires” in the dropdown menu. This is where all

open solicitations will appear

T —

siness Network v Standa

SACd

Hol

account [ Get enterprise account | (NN

SAP Business Network \_

Catalogs v Assessments

. — . .
Ariba Proposals & Questionnaires "N

A Proport & Quesinares |

Ariba Contract Management

~

SAP Fieldglass

Getting started®

O;O

Overview

L

15%

Completed

Complete your company profile to increase
your chances of being discovered by new
buyers.

Complete profile=>
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In Location
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0

Open postings Matched Leads Invited Leads
Last 90 days Last 90 days Last 90 days
My widgets 32 customize
Company profile My leads
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You don’t have open leads matching
your company profile. Search leads

By Product

in i, > 1)
0

Enablement Tasks

Differentiate your company for new
customers

Help buyers know youre the right it for them
by uploading sustainability ratings and
certifications.

Leam more >

Shipment tracking

Purchase order number.

W Q ® Ks

Create v

F ee dback
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3. Click the name of the open solicitation that you wish to respond to. You can click the
dropdown icon to expand the section of all open solicitations if it is not already
expanded.

n
XY Aviba Proposals and Questionnaires +  Standard Account 2 ® ®

CITYOFPORTLANDARIBATEST

CityofPortlandARIBA-TEST Requested Profile Welcome to the Ariba Spend Management site. This site assists in identifying world class suppliers who are market leaders in qualty, service, and cost. Ariba, Inc. administers this site in an effort to ensure market integrity. &\

All required customer requested fields have
been completed.

View customer requested fields > Home
Events =
Public Profile Completeness
Title i} End Time 1 Event Type Participated
= v staws: Open (1)
Enter commodities to reach 35% > / Sourcing Project for RFx Ariba Work Instructions 1 Doc1635125213 08/06/2025 10:08 AM RFP No
There are no mtched postings. v Status: Pending Selection (6)
/ Event QBS SC 17 KNOSTMAN Doc1582584861 0612212025 10:50 AM RFP No
REx Scenario 4 Puma Test 1 Doc1605601301 06113/2025 08:48 AM RFP No
REx Scenario 4 Blade 2025-06-12 Doc1607219316 06/12/2025 04:33 PM RFP No
REx Bid by Email KNOSTMAN Scenario 13 Doc1581514700 06106/2025 02:16 PM RFP Yes
SRC SCENARIO 15 RICK TEST 1_RFP. Doc1581062280 05122/2025 04:11 PM RFP Yes
REx Scenario 4 KNOSTMAN Test 1 Doc1570585528 05120/2025 01:43 PM RFP No

Registration Questionnaires

Title i} EndTime 1 Status
¥ Status: Completed (1)
/ Supplier Registration Questionnaire Doc1571974898 5/15/2025 12:33 PM Pending Approval
Qualification Questionnaires, =
Title D EndTime § Commodity Regions Status
No items

tyofporttsupplier3ariba.comyad/webjumperitemiD=Naz

Alternative to steps 1to 4, navigate directly to step 5 by clicking on the link in the invitation
email and log in to your SAP Business Network account.

= M Gmail Q_ Search mail E) ® ®
« @ 0§ B & i o< > @
o/ Compose B
O Inbox CityofPortlandARIBA-TEST has invited you to participate in an event: Sourcing Project for RFx Ariba Work Instructions 1. inboxx (=3
n
¥ Starred @) COP_SRCCON_MGR1 b Mon, Jul7,10:08AM (8daysage) ¥ @ & i @
tome v
@ snoozed -
B Sent -
O Drafts
v More
+
Labels +
B Testemails 54
CityofPortandARIBATEST has invited you to partiipate in the following event: Sourcing Project
for R Ariba Work Instructions 1. The event i set to begin on Monday, Juy 7, 2025 at 10:08
AM, Pacific Daylight Time
Use the following username to log in to CityofPortiandARIBATEST events:
cityofportandtestSAHCRqmal.com.
Click Here to access this event
When you dick this link, log i with your usemame and password. You will then have the option
to register your buyer-speciic user ID with a new or existing Ariba Commerce Cloud account and
particate in your event,
1 you do not want to respond to thi event, Cick Here. You must register on the Ariba
Commerce Cloud or log in using your existing Ariba Commerce Cloud account usemame and
password before you can indicate that you do not want to respond to this event.
1 you have forgotten your username or password and are unable to log n, Click Here,
NOTE: The forgot password inkis oy vald for 24 hours. Afte this ik expirs, cick Forgot
Passiword on the Ariba Login page to reset your password.
1 you have questions about this event, contact COP_SRCCON_MGRI via telephone at or via e-
mail at Jeft Blade@portlandoreqon.gov.
@ Upgrade > We look forward to working with you! o

4. Click “Review Prerequisites.” The time remaining to respond to the event is
displayed in the upper right-hand corner.
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Ariba Sourcing Company Settings v KIMMY SOURCE v Feedback  Help .

< Go back to CityofPortlandARIBA-TEST Dashboard Desktop File Sync

Event Details £ Doc1635125213 - Sourcing Project for RFx Ariba Work Instruct... —_— (D ;’;;;;:méo.ﬂag

Event Messages

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 of the event to review and accept your responses before you can continue with the event. If you
Download Tutorials decline the terms of the prerequisites, you cannot view the event content or participate in this event.

Download Content

Response Team

=
Review Prerequisites

Decline to Respond ][ Print Event Information

¥ Checklist

I . o
1. Review Event Details D and Requirement (Section 1 0f3) Next » v
Name
2. Review and Accept
Prerequisites ¥ 1.0 Solicitation Documents and Requirements =
L1 Forthe Supplier: Solicitation D ts & Requi
3. select LotslLine Items
« Please to download RFx requi @l )
4. Submit Response « Click Attach File to the right, to upload your proposal (Only one attachment can be uploaded, and maximum file size is 100 MB)
v Event Contents
« Toview any Q8A related to this event, please refer to the Event Messages link to the left
« To submit a new question, click Compase Message at the bottom
All Content =
D) >
» Next Section: Proposer Capabilties
, Soliciation
Docu . .
Event Overview and Timing Rules
2 Capabilties Ouner:  COP_SRGCON_MGRL (D) Currency:  US Dollar
Event Type: RFP Commodity: ~ General building construction 7213
3 Best Price

Reglons:  OR Oregon
Anticipated Contract Effective Date: 080112025 ()
Publish time: ~ 7/7/2025 10:08 AM
Due date:  8/6/2025 10:08 AM

Bidding Rules

5. Checkthe boxto accept the terms of the agreement and click “OK.” Click “OK”
again on ‘Submit This Agreement?’ to confirm

Ariba Sourcing : HeP Y Messages

< Go back to CityofPortlandARIBA-TEST Dashboard Desktop File Sync

Prerequisites Doc1635125213 - Sourcing Project for RFx Ariba Work Instructions 1
oGS Prerequisites must be completed prior to participation in the event. You must accept the modified envelope bidding event agreement to coninue.
1. Review Event Details

Modified Envelope Bidding Event Agreement

. Review and Accept
Prerequisites

‘The buyer has configured this event to allow rejected envelopes to be retrieved and opened while the event remains in Pending Selection status. | accept the terms of this agreement. *

Select Lots/Line ltems

-

Submit Response

6. Clickthe References link to view the City's solicitation document.
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Ariba Sourcin g 3 CompanySetingsy KIMMYSOURCEv  Feedback Helpv  pessages
< Go back to CityofPortlandARIBA-TEST Dashboard Deskiop File Sync
Console = Doc1635125213 - Sourcing Project for RFx Ariba Work Instruct...

Time remaining
@ 22 days 00:26:50

Event Messages

Response History All Content = v
Response Team
Name 1 Price Quantity  Extended Price
v Checkiist v 10 Solicitation Documents and Requirements N
L1 For : Solicitation D &
1. Review Event Deail
« Please to download RFx requi @l )
2. Review and Accept + Click Attach File to the righ, to upload! your proposal (Only one aftachment can be uploadied, and maximu file size is 100 MB)
Prerequisites
*attach a file %
3. Select LotsiLine ltems.
+ o view any Q&A related to this event, please refer to the Event Messages link to the left
smBma e question, click Compose Message at the botiom
4. Submit Response
v 20 ties

v Event Contents

I All Content 21 Describe your finn's experience specific to this requirement

(¥)indicates a required field

2 s Submit Entire Response [ vpdateTotals | [ save dratt Compose Message Excel Import

3 BestPrice

8P Bu:

nt Securiy Disclosure  Terms of Use

The RFx content now displays and responses can be entered.
Review the Solicitation Documents & Requirements section.
The 'Save draft' button can be used to save work before submitting it.

Responses will not be submitted to the City until you have completed the form and clicked
'Submit Entire Response’, even if the draft has been saved.

Please note: Sessions time out after 30 minutes of inactivity. You can save drafts to
prevent lost work.
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7. Click “References.”

Ariba Sourcing

Company Settings v KIMMY SOURCE v Feedback  Helpv

< Go back to CityofPortlandARIBA-TEST Dashboard

Console % Doc1635125213 - Sourcing Project for RFx Ariba Work Instruct...

Event Messages

Response History All Content
Response Team

Name T
¥ Checklist ¥ 10 Solicitation Documents and Requirements
11 For ipplier: Solicitation D ts &
1. Review Event Details
- Please to download RFX requi all )

2. Review and Accept

(3
- Click Attach File to the right, to upload your proposal (Only one attachment can be uploaded, and maximum file size is 100 M8)
Prerequisites

3. Select LotslLine Items
« Toview any Q&A related

to this event, please refer to the Event Messages link to the left
Bt  new g

click Compase Message at the bottom

I 4. Submit Response
£l Referencesv

YF® P Reference Documents
v Event Contents
L Test PDFpdf

I All Content Download all attachgpefits fic to this requirement.
Solicitati =
, Solcitation (%) indicates 2 required field
Documen..

2 Lt Submit Entire Response [ vpdateTotals | [ save aratt Compose Message Excel Import

3 BestPrice

5aP Business Network Prvacy Statement  Security Disclosure  Terms of Use

ing/Main/aw?awh=r8&awssk=x5ch7vVP1PU

Messages 3

Desktop File Sync

Time remaining
@ 22 days 00:26:44

=y
Price. Quantity  Extended Price.
a
*attach a file % ‘
v
>

8. Click the document you want to download and click “Save” to download and save

the file to your computer.

9. Review the file and return to the solicitation document. Review the City's solicitation
document to complete requirements for bidding by preparing your response

document.
10. Click “Attach a File” and then select your file

Ariba Sourcing

Company Settings v KIMMY SOURCE v Feedback  Helpv

Messages 3

< Go back to CityofPortlandARIBA-TEST Dashboard

Console & Docl1635125213 - Sourcing Project for RFx Ariba Work Instruct...

Event Messages

Response History All Content
Response Team

Name T
¥ Checklist ¥ 10 Solicitation Documents and Requirements
11 For ipplier: Solicitation D ts &
1. Review Event Details
- Please to download RFx requi all

2. Review and Accept

(:
- Click Attach File to the right, to upload your proposal (Only one attachment can be uploaded, and maximum file size is 100 MB)
Prerequisites

3. Select LotsiLine ltems.
« Toview any QaA related to this event, please refer to the Event Messages link o the left
+ To submit 2 new question, click Compase Message at the bottom
4. Submit Response
References/
v 20 Proposer Capabilities

v Event Contents

I All Content 2.1 Describe your fim's experience specific to this requirement
! «
4 Solicitation (%) indicates a required field
Documen...

;’:;ﬁﬁ{les Submit Entire Response [ Update Totals ] [ Save draft Compose Message Excel Import

3 BestPrice

5aP Business Network Prvacy Statement  Security Disclosure  Terms of Use

Deskiop File Sync
Time remaining
@ 22 days 00:26:01

Price Quantity  Extended Price
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Required fields have a red asterisk next to them. Fields without an asterisk are optional.

If you need to upload multiple files, you can click the comment icon to add additional

attachments. Alternatively, or if the comment icon does not display, you can create a ZIP
file to attach.

11. Fill in the required fields and review your responses before clicking “Submit Entire
Response.” Click “OK” to confirm.

A ri ba SOU rci ng 32 Company Setiingsv  KIMMY SOURCEv  Feedback Helpv

Messages 3

< Go back to CityofPortlandARIBA-TEST Dashboard Deskiop File Sync
Console & Docl1635125213 - Sourcing Project for RFx Ariba Work Instruct...

Time remaining
@ 22 days 00:24:52

All Content

Name T Price Quantity  Extended Price

v Checklist

* (% Test PDFpdf v Update file Delete file %
1. Review Event Details « Toview any QA related to this event, please refer to the Event Messages link to the left
To submit a new question, click Compose Message at the bottom
2. Review and Accept
Prerequisites

References\/
v 20 Proposer Capabilities
3. Select LotsiLine ltems. .
This is my answer
I 4. Submit Response
1each Pev
v

21 Describe your finn's experience specific to this requirement

v Event Contents

¥ 30 BestPrice

I All Content

‘

>
(#) indicates a required field
2

s ‘ Submit Entire Response Update Totals | [ Save draft Compose Message Excel Import
3 Bestprice

twork Privacy Statement

Solicitation
1
Docurmen,
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7. Troubleshooting & Support

e Some Businesses trying to view open solicitations, clicked on the link and received
an error message. Clear your browser’s cookies and cache and try again.

e All Bids list a Buyer, a single point of contact. Direct questions about the bid to the
Buyer listed.

Important Links

e Schedule a one-on-one session (phone call, virtual or in-person) with our Support
Team

e Visit the City of Portland’s Support Center for more support resources for
businesses

8. FAQs

Visit the Frequently Asked Questions on the City of Portland’s Support Center.

9. Version & Update History

Version 1.0


https://outlook.office365.com/book/SupplierRegistration@portlandoregon.gov/?ismsaljsauthenabled
https://www.portland.gov/business-opportunities/doing-business-city/support-center
https://www.portland.gov/business-opportunities/doing-business-city/support-center#toc-frequently-asked-questions
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