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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 
• Email invitation to a solicitation event 
• Your organization’s username and password for the SAP Business Network. Go to 

your organization’s SAP Business Network account administrator for assistance. 
• A complete proposal to upload 
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6. Step-by-Step Instructions 
1. Navigate to https://supplier.ariba.com and login.  

 

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

Example A 

 

https://supplier.ariba.com/
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Example B 

 

 

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

 

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

 

4. Click “Review Prerequisites.” The time remaining to respond to the event is 
displayed in the upper right-hand corner. 
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5. Check the box to accept the terms of the agreement and click “OK.” Click “OK” 
again on ‘Submit This Agreement?’ to confirm 

 

6. Click the References link to view the City's solicitation document. 
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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. 

  



 
 

7 
 

7. Click “References.” 

 

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 
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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. 
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7. Troubleshooting & Support 
• 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. 
• All Bids list a Buyer, a single point of contact. Direct questions about the bid to the 

Buyer listed. 

Important Links 

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

• 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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