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About This Course

Course Prerequisites

No Prerequisites

Duration

This guide takes approximately 1 hour

Audience

Dragon Oil Suppliers

Purpose

This document will provide you with an step-by-step guide for Onboarding and Bidding in SAP 
Ariba online Events.
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Course Agenda

Agenda Items Duration

Glossary of Terms 5 min

Lesson 1: Create Supplier Account 10 min

Lesson 2: Complete DO Supplier Registration 10 min

Lesson 3: Complete DO Supplier Qualification 10 min

Lesson 4: Complete DO Modular Questionnaire 5 min

Lesson 5: Participate in Online Bidding Event 15 min

Lesson 6: Participate in Physical Bidding Event 5 min

Lesson 7: Contact the Event Owner 5 min

Lesson 8: Attach documents 2 min

Lesson 9: SAP Ariba Help and Support 5 min
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The following includes key terms and definitions used in this course:

Glossary of Terms

Term Definition

ANID
The Ariba Network ID is a unique identifier for a buyer or supplier. The term is also referred to as Network ID in 
some CSV files and was formerly called Ariba Supplier Network (SN) ID. Suppliers and buyers both have ANIDs.

Ariba Network
Ariba Network gives companies a comprehensive, shared business solution that automates and streamlines 
multiple business processes, from trading partner discovery to transaction management to financial settlement.

Line Item
A specific named product or service on a transactional business document (such as a purchase order, expense 
report, or invoic). Business documents can have multiple line items and each line item is for a specfic named 
quantity or amount..

Lot
In a sourcing event, a lot is a group of one or more line items. The price of a lot is the combined total of all the 
items in the lot.

Registered supplier A supplier with an approved supplier registration project.

AN registration The process by which a supplier creates an account on Ariba Network.

DO registration
A method for collecting detailed profile information about a supplier using a supplier registration project with 
questionnaires and approval flows that results in a registration status. The Registration area of a supplier's 
profile shows their registration activities.

Sourcing Event The bidding document (RFI, RFP, Auction) that serves as a foundation for all supplier responses / proposals.
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Lesson 1: Create Supplier Account

Open the email and open the Click 
Here hyperlink

1
Open the E-mail registration invite you have received from Dragon Oil.

1
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Lesson 1: Create Supplier Account

If you don’t have your SAP Ariba 
Network Account yet, click on the 
Sign Up button to start new 
registration.

1
The hyperlink will lead you to SAP Ariba Network/Commerce Cloud page.

If you already have your SAP Ariba 
Network Account created, click on 
Log In button and enter your User 
ID and password.

2

3 In case of any questions or help 
needed, please view the Quick 
Start Guide first. 

1

2

3
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Lesson 1: Create Supplier Account

Verify your Company Information 
and make changes, if needed. 
Complete all mandatory fields.

1
Follow the steps in the registration screen and complete all mandatory
fields.

View and accept Terms of Use and 
SAP Ariba Privacz Statement.

2

When ready, click on Create
Account and Continue.

3

1

2

3
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Lesson 1: Create Supplier Account

Click on Review Accounts to find
out more.

1
In case there are existing accounts, whose Information match to some
extent with yours, a message for Duplicate check will appear on you screen.

The list of possible duplicate will
appears at the bottom. Review the
list of suggested accounts. In case 
none of them is a duplicate, 
Continue Account Creation.

2

In case you found already existing
profile for your Company, click on 
the three dots next to the specific
listing and view the profile.

3

1

2

3
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Lesson 1: Create Supplier Account

Please save your ANID (Ariba 
Network ID) and your username. 
It may be useful in the future.

1
You will receive an E-mail confirming your registration is complete.

1
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Lesson 2: Complete DO Supplier Registration

Under the Registration 
Questionnaires section, you will see 
the Supplier Registration 
Questionnaire document with 
status Invited. Click on the 
document name.

1
When logged in your Supplier account, navigate to Ariba Proposals and 
Questionnaires screen.

2
Please note you have 10 days to 
complete the Questionnaire, the 
remaining time is visible in the 
top right corner.

2

1



2020 Dragon oil Holdings limited All rights reserved 14

Lesson 2: Complete DO Supplier Registration

Provide Address & Contact Information 

4

3

1

Enter Company Address 
including Postal Code

1

2 Enter Contact Information
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Lesson 2: Complete DO Supplier Registration

Enter P.O Box, Tax Details & General Information

3

1

2

3

1

2

Enter P.O Box Number

Enter P.O Postal Code

3 Enter General Data



2020 Dragon oil Holdings limited All rights reserved 16

Lesson 2: Complete DO Supplier Registration

Select Dragon Oil Commodity Code for which your organization supply or provide service

1

2

Select “Yes” for
• Code of Conduct
• IMS Policy
• Declaration Document

Enter Select DO Commodity 
Code

2

1
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Lesson 2: Complete DO Supplier Registration

Select Dragon Oil Region Code

3

1

1

Select Dragon Oil Region
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Lesson 2: Complete DO Supplier Registration

Provide Bank Information

3

1

1

1

2

Click on Add Banking Details

Click on Add Banking 
Repeatable
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Lesson 2: Complete DO Supplier Registration

Enter Bank Key / ABA Routing 
Number.  Bank Key must have 11 
Characters. Which should be SWIFT 
Code with XXX.

Example: 
SWIFT CODE : MEBLAEAD
Bank Key : MEBLAEADXXX 

1

Provide Bank Information 

Enter Bank Account Number

2

Enter IBAN Number.  IBAN must 
be 23 Characters begin with 
country code for UAE.

Example : AE070331234567890123456

3

Enter Bank Information as required, 
including SWIFT Code

4

3

1
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Lesson 2: Complete DO Supplier Registration

After providing all required bank 
information SAVE

1

Provide Bank Information 

1
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Lesson 2: Complete DO Supplier Registration

1

When logged in your Supplier account, navigate to Ariba Proposals and 
Questionnaires screen. Verify the details in the 

questionnaire and populate all 
mandatory fields. When ready, click 
on Submit Entire Response.

2

You can also Save draft for later, 
Compose Message to DragonOil or 
use Excel Import for your 
responses.

21
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Lesson 2: Complete DO Supplier Registration

Once you submit your 
questionnaire, you can see in the 
main page that the status has 
changed to Pending Approval.

Dragon Oil will review your answers 
and do one of the following actions:
• Approve – the status will change 

to Registered
• Deny – the status will change to 

Registration Denied
• Request more information – the 

status will change to Pending 
Resubmission

1
Navigate back to Ariba Proposals and Questionnaires screen.

1
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Lesson 3: Complete DO Modular Questionnaire

Under the Questionnaires section, 
you will see the 
applicable questionnaire(s)
document(s) with status Not 
Responded. Click on the document 
name. 

1
When logged in your Supplier account, navigate to Ariba Proposals and 
Questionnaires screen, then go to Questionnaires section.

Provide responses for the 
question(s) in the questionnaire. 
When ready, click on Submit Entire 
Response.

2

You can also Save draft for later, 
Compose Message to DragonOil or 
use Excel Import for your 
responses.

3

Please note the time you have 
to complete the Questionnaire, the 
remaining time is visible in the top 
right corner.

4

1

2 3

4
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Lesson 3: Complete DO Modular Questionnaire

Navigate back to Ariba Proposals and Questionnaires screen, then go to 
Questionnaires section.

Once you submit your questionnaire, 
you can see in the main page that 
the status has changed to Pending 
Approval.

1

1
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Lesson 3: Complete DO Supplier Qualification

Under the Qualification 
Questionnaires section, you will see 
the applicable qualification 
questionnaire(s) document(s) 
with status Qualification Started. 
Click on the document name.

1
When logged in your Supplier account, navigate to Ariba Proposals and 
Questionnaires screen, then go to Qualification Questionnaires section.

Verify the details in the 
questionnaire and populate all 
mandatory fields. When ready, click 
on Submit Entire Response.

2

You can also Save draft for later, 
Compose Message to DragonOil or 
use Excel Import for your 
responses.

3

Please note you have 14 days to 
complete the Questionnaire, the 
remaining time is visible in the 
top right corner.

4

1

2 3

4
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Lesson 3: Complete DO Supplier Qualification

Once you submit your 
questionnaire, you can see in the 
main page that the status has 
changed to In Qualification.

Dragon Oil will review your answers 
and do one of the following actions:
• Approve – the status will change 

to Qualified
• Deny – the status will change to 

Qualification Denied
• Request more information – the 

status will change to Pending 
Resubmission

1
Navigate back to Ariba Proposals and Questionnaires screen, then go to 
Qualification Questionnaires section.

1
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Lesson 4: Participate in Online Bidding Event

To access the online bidding event 
from the E-mail invite, open the 
Click Here hyperlink.

1
Open the E-mail invite to the Bidding Event you have received from Dragon 
Oil.

1
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Lesson 4: Participate in Online Bidding Event

Enter your User Name and 
Password, then click on Login.

1
Open the E-mail invite to the Bidding Event you have received from Dragon 
Oil.

1
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Lesson 4: Participate in Online Bidding Event

Under the Events section, you will
always find the Event for Online
bidding under under the Status: 
Open.

1
Navigate to Ariba Proposals and Questionnaires screen, then go to Events
section.

1

To open the Event, click on the
Event title.

2

The status in the Participated 
columns is No, until you submit 
your bids online.

3

2 3
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Lesson 4: Participate in Online Bidding Event

To be able to view Event details, 
you need to first Review
Prerequisites of the Event.

1
The online bidding Event screen will open.

1

If you don’t want to participate in 
the online bidding event, click on 
Decline to Respond and provide a 
reason for declining.

2

1 2
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Lesson 4: Participate in Online bidding Event

34

Review the Bidder Agreement and 
select “I accept the terms of this 
agreement”.

1

Click OK.2

1

2

To proceed further with the Event, you first need to accept Bidder 
Agreement.
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Lesson 4: Participate in Online bidding Event

You will now be able to see details 
of the Event. Read through the 
Introduction part.

1

Click on Select Lots to view the 
items/lots available for bidding.

2

Check the box next to the items 
your want to bid on.

3

For the items you do not want to 
bid on, select reason for not 
bidding.

4

Then Confirm Selected Lots.5

1

2

3

4

5
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Lesson 4: Participate in Online bidding Event

In the Technical Response section, 
attach the technical 
documentation for the items 
below.

In the Commercial Response 
section, attach commercial 
documents (offer in PDF or any 
other format). 

2

Enter the Unit Price for each item.3

Click on Update Totals to see the 
total cost calculation.

4

1

Click on More to expand the items 
details and insert additional 
information, if available.

5

1

2

3

5

4

When you are ready to submit your 
bids, click on Submit Entire 
Response.

6
6
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Lesson 4: Participate in Online bidding Event

Click on Revise response and 
repeat the steps from previous slide 
and submit entire response
again.

1

1

In case you make changes, but you 
change your mind and want to 
revert changed, click on Reload 
Last Bid details.

2

Your response has been submitted. You are, however, able to revise 
your response any time until the remaining time is not finished. 

2
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Lesson 4: Participate in Online bidding Event

Click on Excel Import.

Click on Download the Content. 
An Excel file will be downloaded to 
your computer.

Review the Excel and populate the 
information there. Yellow 
highlighted cells are mandatory. 
White cells are optional. Then Save 
changes.

2

Click on Upload button.

3

1

Choose the file from your 
computer or use the drag & drop 
function.

4

A message confirming your 
successful on unsuccessful import 
will appear. Click Ok.

5

You can also use the Excel Import function to upload your bids from Excel.

1

2

3

4

5



2020 Dragon oil Holdings limited All rights reserved 39

Lesson 4: Participate in Online bidding Event

Under the Events section, you can 
see the event under the Status: 
Open. This means, the time is still 
running and you can always go back 
to revise your response.

1
Navigate to Ariba Proposals and Questionnaires screen and to Events 
section to see the status.

• When the time is up, the event 
details will be visible under the 
status: Pending Selection. 

• When Event is awarded, it will 
move under status: Closed.

2 After you submit responses, the 
status in the Participated column 
changed to yes.

1

2
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Lesson 5: Participate in Physical Bidding Event

To access the online bidding event 
from the E-mail invite, open the 
Click Here hyperlink.

1
Open the E-mail invite to the Bidding Event you have received from Dragon 
Oil.

1
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Lesson 5: Participate in Physical Bidding Event

Enter your User Name and 
Password, then click on Login.

1
Open the E-mail invite to the Bidding Event you have received from Dragon 
Oil.

1



2020 Dragon oil Holdings limited All rights reserved 43

Lesson 5: Participate in Physical Bidding Event

Under the Events section, you will
always find the Event for Physical
bidding under under the Status: 
Preview. 

This means, that you will be able to 
accept the Bidder agreement and 
download the content of the Event
to be able to send it in physical
envelope, but you will not be
submitting any bids through SAP 
Ariba.

1
Navigate to Ariba Proposals and Questionnaires screen, the go to Events
section.

1

To open the Event, click on the
Event title.

2

The status of your participation will 
remain as No, until your physical 
bids are received and submitted by 
Dragon Oil.

3

3
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Lesson 5: Participate in Physical Bidding Event

To be able to view Event details, 
you need to first Review
Prerequisites of the Event.

1
The bidding Event screen will open.

If you don’t want to participate in 
the online bidding event, click on 
Decline to Respond and provide a 
reason for declining.

2

1 2
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Lesson 5: Participate in Physical bidding Event

45

Review the Bidder Agreement and 
select “I accept the terms of this 
agreement”.

1

Click OK.2

1

2

To proceed further with the Event, you first need to accept Bidder 
Agreement.
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Lesson 5: Participate in Physical bidding Event

You will now be able to see details 
of the Event. Read through the 
Introduction section.

The introduction section contains 
Bidder Instructions for Physical 
bidding process. 

1

Click on Download Content and 
save the Excel file in your computer. 
Populate the bid details in the Excel 
file (yellow highlighted cells are 
mandatory, white cells are optional)

2

Print the Excel file and send it in 
a physical Envelope to the 
address stated in the Introduction 
Section, under Bidder Instructions.

You will not submit any bids in 
SAP Ariba, and the system will 
not allow you to do so.

3

1

2
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Lesson 8: Attach Documents

48

First type is a text field answer with 
possibility to attach document. To 
attach a document to the answer, 
click on the little blue Icon on the 
right.

1
You may be asked in any of the Registration, Qualification Questionnaires, 
Modular Questionnaires or Events to attach documents.

1

You can now add comments and 
attach a document/file. Click Attach 
a file and locate the file from your 
computer. If you want to attach 
more documents, please Zip them 
together and locate the Zip folder 
from your computer.

2

2
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Lesson 8: Attach Documents

49

1
Second type is the attachment field 
answer. To attach a document as an 
answer, click on Attach a file.

You may be asked in any of the Registration, Qualification Questionnaires, 
Modular Questionnaires or Events to attach documents.

1

2

2

Choose the file from 
your computer. If you want to 
attach more documents, please Zip 
them together and locate the Zip 
folder from your computer.

3 The attachment has been added.
When you click on the file name, you 
can download the file.
Or you can choose to click on Update 
file or Delete file entirely.

3
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Lesson 8: Attach Documents

50

1
The

You may be asked in any of the Registration, Qualification Questionnaires, 
Modular Questionnaires or Events to attach documents.

2
Choose the file from your computer. 
If you want to attach more 
documents, please Zip 
them together and locate the Zip 
folder from your computer.

1
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Lesson 6: Contact the Event Owner

Should you have any questions related to the content of the Event, 
contact the Event owner via the Message board in SAP Ariba.

Click on Compose Message 
button.

2

1

New window will appear, where you 
compose your message. You can 
change the subject and attach 
supporting files, if needed.

3 When ready, click Send.

1

2

3
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Lesson 6: Contact the Event Owner

You can access your messages and response history in the top left 
corner of the screen, under Console.

Click on Event Messages.

2

1

You can view or reply on the 
selected message, or compose a 
completely new message.

3 The message opens when you click 
on the Subject title as well.

1

2

3
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Lesson 7: SAP Ariba Help and Support

If you are experiencing technical issues, you can contact SAP Ariba 
support center.

On the top right corner of your 
screen, click on Help Center.

2

1

Use the Search bar to find answer 
to your questions, or navigate 
through the Learning and 
Support to find more information. 

1

2


