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01 I N T R O D U CT I O N  T O  S A P  A R I B A

Introduction to SAP Ariba

TradeMark Africa is focused on providing suppliers with a modern,
efficient, and transparent procurement solution that simplifies the process of
offering goods and services.

Our mission is to support suppliers by leveraging innovative technology,
standardized processes, and data-driven decision-making that promotes
compliance, and fair value for both suppliers and taxpayers.

SAP Ariba Strategic Sourcing Suite

A modern, integrated platform designed to simplify and enhance your
experience as a supplier to TradeMark Africa.

The Strategic Sourcing Suite includes:

Supplier Lifecycle and Performance (SLP): Efficiently register and
manage your profile, qualifications, and performance.

Sourcing: Discover and participate in sourcing events and opportunities
with a standardized process.

Contracts: Easily review, negotiate, and manage contracts digitally.

A single supplier experience across registration, sourcing and contracting
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01 I N T R O D U CT I O N  T O  S A P  A R I B A

Introduction to SAP Ariba

MODULE 1

Supplier Lifecycle and Performance
Management

– (SLP) Streamlines supplier management from
onboarding to offboarding.

MODULE 2

Sourcing

– equips teams to manage sourcing requests and
competitive bidding efficiently.

MODULE 3

Contracts

– provides a centralized platform for managing
supplier agreements, from creation to renewal.

Uses a strategic, data-driven approach to ensure
compliance and minimize risk.

Promotes ongoing improvement by tracking
performance and supporting supplier
development.

Enables invitations to multiple suppliers for
participation in sourcing events and solicitations
(RFx).

Built-in analytics to assess supplier proposals
based on cost, quality, sustainability, and other
key criteria.

Automates contract authoring with standardized
templates and clause libraries, ensuring
consistency and compliance.

Features built-in workflows and electronic
signatures to streamline contract cycles and
reduce administrative tasks.
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01 I N T R O D U CT I O N  T O  S A P  A R I B A

SAP Business Network: Home Dashboard

SAP Business Network is used for all supplier Sourcing activities and features a homepage with a variety of sections that cater to different user needs.

SAP BUSINESS NETWORK HOME DASHBOARD
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01 I N T R O D U CT I O N  T O  S A P  A R I B A

SAP Business Network: Help Center

The SAP Business Network dashboard features a variety of sections that cater to different user needs.

SAP BUSINESS NETWORK HELP CENTER
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01 I N T R O D U CT I O N  T O  S A P  A R I B A

Key Terminology

CORE WORKSPACE AND PARTICIPATION TERMS

Sourcing Project
Overall workspace that may contain one or more sourcing
events, documents, tasks, and related information

Sourcing Event
Specific solicitation suppliers are invited to
respond to

Participant
Suppliers contact who is invited to access and respond to
a sourcing event

Invitation
Notification sent to a supplier to participate in a
sourcing event

EVENT TYPES

Request for Information (RFI)
Event used to gather non-binding supplier information
before a competitive event

Request for Qualification (RFQ)
Event that focuses on supplier qualifications and
specialized expertise, with pricing typically addressed later

Request for Proposal (RFP)
Event used to solicit sealed supplier proposals – typically combining
solution/approach and pricing – that can be evaluated against
defined criteria and used to make an award recommendation
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01 I N T R O D U CT I O N  T O  S A P  A R I B A

Key Terminology

RESPONSE AND BIDDING TERMS

Proposal / Response
Supplier’s full submission, including answers, pricing,
and attachments

Bid
Supplier’s offer, typically with pricing submitted in a
pricing-based RFx

Mandatory Field
Required field or question that must be completed
before submission

Attachment / Supporting Document
Files uploaded to support the response, such as certifications,
specifications, or pricing sheets

Open Event
Event status indicating the supplier can still work on or
update the response

Revise Response
Ability to edit and resubmit a response before the
event closes
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02 Email Notification & Access
Sourcing Event
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02 S U P P L I E R  A CCO U N T  C R E AT I O N

1. Receive Notification & Access Sourcing Event

1.1

Review the contents of the sourcing
event notification.

1.2
Click the Click Here link to access the

event.

N O T E

Upon successful registration of your
organization with TradeMark Africa,
you may receive invitations
to participate in sourcing events, as
shown.

N O T E

You will be prompted to log-in to the
SAP Business Network.
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02 S U P P L I E R  A CCO U N T  C R E AT I O N

2. Account Creation Process

2.1
If You do not already have your company’s Ariba Commerce Cloud profile, you will be prompted to create one. Click “Create new account” to set up your

profile. If your company already has a profile registered, click “Use existing account” and enter your company’s Ariba login details to link your existing
account with TMA.
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02 S U P P L I E R  A CCO U N T  C R E AT I O N

2. Account Creation Process (Continued)

2.2
Choose the data center that corresponds to your location. Your account and profile will be created and maintained in the data center you select, so review

your choice carefully before confirming — it can only be changed until the account-creation process is complete.
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02 S U P P L I E R  A CCO U N T  C R E AT I O N

2. Account Creation Process (Continued)

2.3 Once the data center has been confirmed, click on “Confirm” to proceed further.
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02 S U P P L I E R  A CCO U N T  C R E AT I O N

2. Account Creation Process (Continued)

2.4
Enter the email address you want to use to create your account and click “Proceed.” Ariba will send a One-Time Password (OTP) to that address, valid for 30

minutes. Enter the OTP on the verification screen and click “Proceed.”
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02 S U P P L I E R  A CCO U N T  C R E AT I O N

2. Account Creation Process (Continued)

2.5
Enter the OTP sent you registered email

address.
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02 S U P P L I E R  A CCO U N T  C R E AT I O N

2. Account Creation Process (Continued)

2.6
Complete the incomplete address by

selecting the options below as per your
current location.
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02 S U P P L I E R  A CCO U N T  C R E AT I O N

2. Account Creation Process (Continued)

2.7
Complete the Required Account

Information On the next page, provide
the required company and
administrator account information.
Fields marked with a red asterisk (*) are
mandatory and must be completed
before the account can be created.
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02 S U P P L I E R  A CCO U N T  C R E AT I O N

2. Account Creation Process (Continued)

2.8
View the Event: Once logged in, you will see the projects you have been invited to participate in, listed under the status “Open” or “Preview,” together with

the event’s end time and event type. Click the event (RFP) title to view more details.
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03 Accepting & Responding to
Invitations
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03 A CC E PT I N G  &  R E S P O N D I N G  T O  I N V I TAT I O N S

3. How to Accept or Decline an Invitation

3.1
After selecting an event, the Event Details screen opens. You can preview certain content before deciding to participate, including quantities, line items, any

attached RFP documents, and the event start time. The Event Overview and Timing Rules panel at the bottom of the page shows the event owner, event
type, publishing time, due date, and currency.
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03 A CC E PT I N G  &  R E S P O N D I N G  T O  I N V I TAT I O N S

3. How to Accept or Decline an Invitation (continued)

3.2
To participate in the event, you must review the prerequisites and accept the buyer’s non-disclosure agreement and tender terms and conditions.

Prerequisite questions must be answered before you can view the event content or participate in the event. Some prerequisites may require the event
owner to review and accept your responses before you can continue. If you decline the terms of the prerequisites, you will not be able to view the event
content or participate. Click “Review Prerequisites” to begin.
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03 A CC E PT I N G  &  R E S P O N D I N G  T O  I N V I TAT I O N S

3. How to Accept or Decline an Invitation (continued)

3.3
Read the Bidder Agreement in full. To

participate in the bidding, select the first
radio button, “I accept the terms of this
agreement,” and click “OK.” Once
accepted, you can view and review all
remaining details of the RFP.
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03 A CC E PT I N G  &  R E S P O N D I N G  T O  I N V I TAT I O N S

3. How to Accept or Decline an Invitation (continued)

3.4
Choose Lots / Line Items Select the lots

or line items you intend to bid on within
the RFP, then click “Confirm Selected
Lots/Line Items.” You can change which
lots you intend to bid on at any time
until you submit a response for that
lot/line item — once a response is

submitted, it cannot be withdrawn.
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04 Review & Submit Response
to Sourcing Event/RFPS
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04 R E V I E W I N G  &  S U B M I T T I N G  R E S P O N S E S

1. Review & Submit Response to Sourcing Event/RFPS

1
In the left navigation panel, click

Introduction. 2
Technical section: Complete all mandatory

details and attach the required airstrike
details documents marked in red in this
section.

3
Commercial section: Suppliers are

required to enter their proposed prices and
commercial offers in the designated field.

N O T E

Information shown may vary based on the
type of sourcing event.
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04 R E V I E W I N G  &  S U B M I T T I N G  R E S P O N S E S

1. Review & Submit Response to Sourcing Event/RFPS (continued)

4
You can also review the contents of the RFP and save it as a draft. This

allows you to review the information without submitting the prices. 5
Once the prices are filled “Click on submit entire response”
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04 R E V I E W I N G  &  S U B M I T T I N G  R E S P O N S E S

Technical Support

Suppliers experiencing difficulties with registration, login, access to the sourcing event, or bid submission should contact:

T E C H N I C A L S U P P O R T

E M A I L

procurement@trademarkafrica.com

Suppliers are encouraged to register and access the event well in advance of the
submission deadline to avoid last-minute technical difficulties.

Note to Bidders

TMA strongly encourages suppliers to familiarize themselves with
the SAP Ariba platform before the tender closing date. Failure to
register, access the event, or submit a bid before the deadline
due to late registration or avoidable technical issues shall remain
the responsibility of the bidder.
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05 Submit Questions &
Clarifications
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05 Q U E S T I O N S  &  C L A R I F I CAT I O N S

1. Submit Questions & Clarifications:

1
In the left navigation panel, click Questions and Answers Response
Summary.

2
Click Compose Message. To communicate with the buyer at the time
of RFP.

N O T E

As part of the Build & Submit Response to Sourcing Event (RFx) steps above, suppliers can ask questions and clarifications, as shown in the steps below.
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05 Q U E S T I O N S  &  C L A R I F I CAT I O N S

1. Submit Questions & Clarifications: (continued)

3
Click Attach File to upload your questions

and clarifications document.
4

Confirm your questions and clarifications

document was added.
5

Enter a message to buyer your questions

and clarifications document.

6
Click Send to send your message and questions and clarifications document to

the Procurement Contact for this sourcing event.
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06 Common Sourcing Issues
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07 CO M M O N  S O U R C I N G  I S S U E S

Common Sourcing Issues

1 Event invitation not visible / access denied

CO M M O N  CAU S E S

wrong Ariba Network ID (ANID) invited, user logged into a different account,

missing sourcing permissions/role.

2 Cannot submit response (button disabled / validation errors)

CO M M O N  CAU S E S

required questions unanswered, mandatory attachments missing, pricing fields

incomplete, acceptance of terms not completed.

3 Attachment upload problems

CO M M O N  CAU S E S

file size/type restrictions, blocked pop-ups/browser settings, attaching at the

wrong level (header vs line/lot), network timeouts.

4 Pricing entry confusion or locked fields

CO M M O N  CAU S E S

lot/line structure misunderstanding, currency/UoM (unit of measure) mismatches,

buyer-configured read-only fields, entering values in the wrong round/section.

5 Where do I enter pricing, and why are some fields locked?

R E S O LUT I O N

Pricing is usually entered into in the Pricing/Lots/Line Items section (or via the

downloadable sourcing spreadsheet). Fields may be locked because the buyer

configured them as read-only, because the event is in a preview/acknowledge

stage, or because you’re viewing a prior round.

6 Edits not allowed after submission / cannot revise

CO M M O N  CAU S E S

event rule doesn’t allow resubmission, deadline passed (including time zone),

event moved to next phase/round, buyer closed bidding early per settings.
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