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1. System Requirements



1. System Requirements – Web Browser

To ensure optimal performance and security while using the SAP Ariba Sourcing, please verify that your 
system meets the following minimum requirements:

1. Internet Connection: A stable, high-speed internet connection is required.

2. Web Browser: Visit https://supplier.ariba.com and click the Supported Browsers and Plugins link at the 
bottom of the page for a current list of compatible software.

• Recommended: Google Chrome, Microsoft Edge, or Mozilla Firefox.
• Not Recommended: Microsoft Internet Explorer 11 and older versions are no longer supported and 

may cause display or security issues.
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https://supplier.ariba.com/


1. System Requirements – Emails

If you are not receiving automated notifications, follow these steps to ensure the emails are not being 
blocked.

1. Check Spam/Junk Folders:
• Verify that the notification has not been filtered into your spam or junk folder.
• Action: Add the following domains to your "Safe Senders" list to prevent future delivery issues:

• @ansmtp.ariba.com
• @eusmtp.ariba.com
• @jp.cloud.ariba.com 

2. Internal Firewall Restrictions:
• In some cases, your company’s internal firewall may block emails from the SAP Business Network 

before they even reach your inbox.
• Action: Contact your internal IT Department and request that they whitelist the domains listed 

above to ensure uninterrupted delivery of business documents.
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2. Overview



2. Overview

• This  guide provides vendors with a clear understanding of how to participate in sourcing events 
published by Malakoff through the SAP Ariba platform.

• The session will guide vendor step-by-step on accessing events, submitting responses, and completing all 
required actions for both RFI, RFQ and RFP events.
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2. Overview
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Malakoff Procurement



3. Register Ariba Vendor 
Account



3. Register Ariba Vendor 
Account

3.1 Receive The Invitation 



Procurement Name
Procurement email address

3.1 Received The Invitation (Update the contact info)
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Steps:

• You will receive an email from Malakoff when 
you are invited to participate in any Malakoff 
SAP Ariba Sourcing with the domain 
@jp.cloud.ariba.com

• The screenshot shows how the email looks. 

• The email includes below information
A. Event name
B. Start and end dates
C. Ariba link to access the event and register 

on the Ariba Network and;
D. Buyer’s contact information in case you 

have any questions about the RFP event

• Click on the “Click Here” URL to access the 
event and register on the Ariba Network 



3.1 Received The Invitation - Register Ariba Vendor 
Account
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Steps:

• Once you click the link provided in the email 
from Malakoff Procurement, you will be 
redirected to this page as shown in screenshot.

1. Review accounts : This is when, SAP Ariba 
detects that there may be existing vendor 
accounts associated with the email or 
company details used in the invitation.

By clicking this button, the vendor can: 
• View all potential matching accounts 
• Confirm whether any of these accounts 

belong to their company
• Avoid creating duplicate Ariba accounts 

(which is a common vendor issue)



13

2

Vendor Guide – Ariba Sourcing (RFQ/RFP Process)| 14 April 2026

Steps:

2. Use existing account: Select this option if 
the vendor already has an SAP Ariba account 
and wants to use that account to connect with 
Malakoff Group of Companies.

This option is recommended when: 
• The vendor is already trading with other 

procurement on Ariba 
• The vendor wants to keep all transactions 

under one Business Network account
• After clicking, the vendor will be prompted 

to log in using their existing username and 
password

3.1 Received The Invitation - Register Ariba Vendor 
Account
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Steps:

3. Create new account: Choose this option if the 
vendor does not have any SAP Ariba account 
or if none of the suggested existing accounts 
belong to them.

This will allow the vendor to: 
• Register a brand-new Ariba Network 

account 
• Set up their company profile 
• Connect with Malakoff Group of Companies 

and participate in sourcing events

3.1 Received The Invitation - Register Ariba Vendor 
Account



3. Register Ariba Vendor 
Account

3.2 Create New Account



3.2 Create New Account
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Steps:

Company Information

• If you select “Create new account”, SAP Ariba 
will take you to a registration form where you 
must enter your company details. You will see 
fields like the ones shown in the screenshot. 
These details help Ariba verify your company 
and set up your Business Network profile.

• Enter all mandatory fields marked with an 
asterisk (*), including:

1.Company (Legal) Name * 
2.Country/Region * 
3.Address Line 1 * 
4.Postal Code * 
5.City * 

These required fields must be completed before 
you can proceed with creating your SAP Ariba 
account.
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Steps:

Administrator Account Information

• When creating a new SAP Ariba account, you 
will be required to set up the Administrator 
profile, as shown in the screenshot. This person 
will serve as the primary contact for the 
company’s Ariba account.

Fields to Complete 

1. First Name * :Enter the given name of the 
account administrator. 

2. Last Name * Enter the family name/surname 
of the administrator. 

3. Email * This is the email address that will be 
associated with the administrator's Ariba login 
and notifications. 

3.2 Create New Account
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Steps:

Administrator Account Information

4. Use my email as my username (Checkbox) 
When checked, your email address will 
automatically be used as your username for 
logging into SAP Ariba. (Recommended for 
simplicity.) 

5. Password * Create a secure password 
following SAP Ariba’s requirements. 

6. Repeat Password * Enter the same 
password again to confirm.

Accept Terms of Use and click Create Account
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3.2 Create New Account
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Steps:

Continue Account Creation

• After entering your company and administrator 
details, SAP Ariba will check whether there are 
existing accounts that match the information 
you provided. You will then see the screen as 
shown.

1. Continue by clicking “Continue account 
creation”

3.2 Create New Account
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Steps:

Confirm Email

1. After completing your account registration, 
SAP Ariba will prompt you to confirm your 
email address.

What You Need to Do:

• Check your inbox for an email from SAP Ariba

• Open the message and follow the instructions 
to verify your email.

• The confirmation must be completed within 72 
hours to activate your account.

3.2 Create New Account
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Steps:

More Information

1. Once you confirm your email, you will see the 
page shown in the screenshot. This step is 
optional, and you can either skip it or fill in the 
details based on your company profile.

3.2 Create New Account



4. Participating in Sourcing 
Event



4. Participating in Sourcing 
Event

4.1 Response To The Event 



4.1 Response To The Event
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Steps:

Events

• Once you fill in the information and click Submit 
or Remind me later, you will land on this page, 
where you can view all available sourcing 
events and navigate through the Ariba 
Proposals and Questionnaires section.

1. Under “Events”, Click on the event that is in 
“Open” status and that you would like to 
respond to. This will redirect you to the event 
details page where you can begin reviewing 
requirements and preparing your submission.



4.1 Response To The Event
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Steps:

Events

• Once you click on the event, you will be taken 
to the Event Details page, where you can see 
the time remaining to submit your response. 

2. To proceed further, click “Review 
Prerequisites” to view and acknowledge all 
mandatory requirements set by Malakoff 
Procurement.



4.1 Response To The Event
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Steps:

Events

• Read through the prerequisites carefully. Once 
you have reviewed the information, 

3. Select “I accept the terms of this agreement”

4. Click OK to proceed to the next step of the 
event.



4.1 Response To The Event
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Events

5. Once you accept the terms and conditions, you 
will land on this page. Here, begin by clicking 
“Select Lots” at the top. This will take you to 
the section where you can review and choose 
the lots or line items you want to respond to in 
the event.

Steps:



4. Participating in Sourcing 
Event

4.2 Accepting The Event
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Items Available for Bidding

• On this page, you can select the lot(s) you 
wish to participate in for the event. 

1. To bid for a lot, check the box next to the 
line item.

2. If you do not want to bid for a particular line 
item, choose a reason from the “Reason for 
not bidding” dropdown list. This allows you to 
formally decline that specific lot while still 
proceeding with the rest of the event. 

3. After making your selections, click “Confirm 
Selected Lots/Line Items” to continue.

Steps:

4.2 Accepting The Event



4.2 Accepting The Event
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All Content

• In this screen, you will see all event contents, 
starting with the line items you selected earlier.

1. Enter your unit price in the price field for each 
applicable line item. 

2. After entering the price, click “Update Totals”. 

3. The system will automatically calculate and 
display the Extended Price based on the 
quantity and pricing you provided.

Steps:



4.2 Accepting The Event
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All Content

4. Enter a Discount Amount or a Discount 
Percentage (Note: If Discount doesn’t apply, 
enter “0”. Always click “Update Totals” to 
view the final quoted price after discount.)

5. Enter Surcharge Amount or Surcharge 
Percentage if applicable (Note: If Surchage 
doesn’t apply, enter “0” .Always click Update 
Totals to view the final quoted price after 
discount.)
Note: Discounts and surcharges shown in this 
section are applied on the total quantity.

Steps:

5

4



4.2 Accepting The Event
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All Content

• Scroll further down to enter delivery and 
additional details.

You will see fields such as: 

6. Requested Delivery Date : (mentioned by 
Malakoff Procurement)

7. Ship-To Location : (mentioned by Malakoff 
Procurement)

8. Comment Box – Add any clarifications or 
additional information related to your 
quotation (if applicable). If you need to attach 
supporting documents (e.g., brochures, 
technical specs, certifications), click the small 
“+” icon located at the bottom-right corner of 
the comment box to upload your files.

Steps:



4.2 Accepting The Event
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All Content

9. Please attach Official Quotation- Upload 
your official company quotation (PDF, Excel, or 
other supported format) as supporting 
documentation by clicking “Attach a file”. 
This ensures your commercial offer is formally 
captured along with the Ariba submission. You 
can attach the file by clicking the small “+” 
icon in the attachment area below the 
comment box.

(Note: Zip the files if you want to submit multiple 
attachments Limit is 100MB)

Steps:

9



4.2 Accepting The Event
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Compose Message

1. If you require clarification on specifications, 
delivery terms, documents, or any part of the 
event, click “Compose Message”. This allows 
you to send a direct message to the buyer 
within SAP Ariba. 

2. You may type your query in the text box. You 
can also attach files to your message if 
needed.

3. Click “Send” to send the message

Steps:



35

3

12

4

5

Vendor Guide – Ariba Sourcing (RFQ/RFP Process)| 14 April 2026

General Terms and Conditions

1. Answer the Yes/No questions under General 
Terms and Conditions. 

2. You may click on “References” to download 
and review Malakoff’s Terms & Conditions 
before selecting Yes or No. 

3. If you select No for any question, an additional 
section will appear where you can upload your 
own Terms & Conditions or provide supporting 
justification. Attach the file using the “+” icon. 

4. Once all required fields are completed, 
attachments (if any) are added, and totals are 
updated, click Submit Entire Response to 
finalize your participation.

5. Once you click on Submit Entire response you 
will see a pop-up to confirm submission. Click 
OK to submit

Steps:

4.2 Accepting The Event
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Event Closing Date and Time

• Once you submit your response, it will be 
recorded in the system. You can still revise and 
update your submission any time before the 
event’s closing date and time. The remaining 
time will be shown at the top right corner of the 
page.

Steps:

4.2 Accepting The Event
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5. Decline to Sourcing 
Event



Buyer Name
Buyer email address

5. Decline to Sourcing Event -  Decline to Invitation
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Steps:

Email Invitation

If you are not going to participate in the bid, 
please reply the email with reason. Email address 
of PIC will be added into the mail automatically 
when you reply.

1. Click on the “Click Here” URL if you do not 
want to response to this event

1
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Steps:

Events

• After reviewing the prerequisites, 

1. if you are not interested in participating, can 
click on “Decline to Respond”.

• Indicate the Reason for Declining and click OK.

• If you decided to bid later, you can participate 
in the event by clicking on the “Intent to 
respond” button.

5. Decline To Sourcing Event – Decline to Bidding 
Event
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Lots Available for Bidding

1. If you do not want to bid for a particular line 
item, choose a reason from the “Reason for 
not bidding” dropdown list. This allows you to 
formally decline that specific lot while still 
proceeding with the rest of the event.

Steps:

5. Decline To Sourcing Event – Decline to Bidding On 
Line Items 
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Note: After accepting the prerequisites, declining 
to respond is not permitted, as outlined in Step 5

To Decline event after accepting the prerequisites, 
you can follow below steps:

1) Click Review Event Details

2) Click Event Messages

3) Click Compose message

4) Type your message indication you are 
declining to participate with appropriate 
reason.

5) Click Send

Steps:

5. Decline To Sourcing Event – After accepting 
prerequisites

2

3

4

5



6. Support for Vendors
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Contact SAP Support

1. Login to your Vendor SAP Business Network 
Account > Click Help

2. You will be redirected to SAP Help Center. Click 
on Get Support > Contact Support

Steps:

6. Support for Vendors

1

2



6. Support for Vendors
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Contact SAP Support

3. Describe the technical issue clearly and attach the 
screenshot of the technical issue that you 
encountered to SAP Team by populating Step 1 to 
Step 4.

3



6. Support for Vendors
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Contact SAP Support

4. Populate your particulars.

5. Check [I agree] Checkbox and Click [Submit]

Note: 
To receive communications, add this email in your 
allow list (whitelist) itsm.notification-
service@sap.com

4

5



Thank you.
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