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Topic
Audience
Background

QRG Topic

This Quick Reference Guide (QRG) provides suppliers
with important information on how to access

invitations to TAFE NSW Sourcing Events on the Ariba
Network.

Audience Suppliers that have been invited to a TAFE NSW
sourcing opportunity.
Background When TAFE NSW creates a Sourcing Eventin the Ariba

Network, invitations will be sent to nominated
suppliers. If you have been invited to the event as a
supplier, you will receive an email outlining some key
details about the event. Regardless of whether you are
an existing TAFE NSW supplier or not, you will still
receive an email. This QRG explains how to log in and
access the event on the Ariba Network, whether you
are an existing TAFE NSW supplier or a new Supplier.
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QRG Contents

There are four parts to this QRG:

1. Howto access the sourcing opportunity if your organisation has an
existing Ariba Network account.

2. How to access the sourcing opportunity if your organisations does
not have an existing Ariba account.

3. Howto find and respond to the sourcing opportunity via the Ariba
Network.

4. How to log back into your organisation’s Ariba Network Account
and re-locate the sourcing eventand your response.
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Part 1: How to access the
sourcing opportunity if your
organisation has an existing
Ariba Network account



You will receive an email like the example shown.
Use the ‘Click Here’ link shown within the email to access the event.

& | TAFE: checrour

TAFE Checkout has registered you on their Ariba Spend Management site and invited you to
participate in the following event: The event
starts on Wednesday, 24 August 2022 at 18:45, Pacific Daylight Time and ends on Sunday, 11
September 2022 at 17:00, Pacific Daylight Time.

g gk Here to access this event)You must register on the Ariba Commerce Cloud or log in using

loud account username and password before you can access
thls event.
NOTE: This link is only valid for 30 days. Make sure to register on the Ariba Commerce Cloud
before the link expires. After you register on the Ariba Commerce Cloud, you can no longer use
this link.

1f you have questions about this event, contact Schumann, Maika via telephone at or via e-
mail at TAFENSW.EDU.AU.

If you do not want to respond to this event, Click Here. You must register on the Ariba
Commerce Cloud or log in using your existing Ariba Commerce Cloud account username and
password before you can indicate that you do not want to respond to this event.

We look forward to working with you!

Thank You,

TAFE Checkout

Click Here

4304, USA
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Onceyou click the link, the following screen will appear.
Enter your username and password.
If you have forgotten your login details, click the ‘Forgot Username’ or ‘Forgot
Password link below the ‘Login’ button. If you don’t have access to your
organisation’s Ariba Network account, you will need to request this from
your Ariba Account Administrator.
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Please note the following things to be aware of when creating anew
account or trying to log into an existing account:

* Ifyou try to create a new account, and there is an existing Ariba account
with the same email address/username thatyou are using to create a
new account, you will receive an error message that the email address
is already associated with an Ariba Network account. In that case you
can use a different email address to create a new account.

* Ifyour email address/username is associated with an existing Ariba
accountfor yourorganisation, but you have forgotten your password,
you can type ‘supplier.ariba.com’ into your browser and then click on
‘Forgot Password'’ to create a new password for your existing account.

* Ifyouareunable to access the sourcing opportunity or your Ariba
Network Account for any reason, please email the TAFE NSW contact
person identified in the sourcing opportunity invitation email
IMMEDIATELY. A TAFE NSW staff member will contact you to assist.

TAFE NSW Ariba Supplier Training 8



Part 2: How to access the
sourcing opportunity if your
organisation does not have an
existing Ariba Network account



You will receive an email like the example shown.
Use the ‘Click Here’ link shown within the email to access the event.

& | TAFE: checrour

TAFE Checkout has registered you on their Ariba Spend Management site and invited you to
participate in the following event: The event
starts on Wednesday, 24 August 2022 at 18:45, Pacific Daylight Time and ends on Sunday, 11
September 2022 at 17:00, Pacific Daylight Time.

Click Here to access this eventYou must register on the Ariba Commerce Cloud or log in using

youl g ATIBS COMm loud account username and password before you can access
this event.

NOTE: This link is only valid for 30 days. Make sure to register on the Ariba Commerce Cloud
before the link expires. After you register on the Ariba Commerce Cloud, you can no longer use
this link.

If you have questions about this event, contact Schumann, Maika via telephone at or via e-
mail at TAFENSW.EDU.AU.

1f you do not want to respond to this event, Click Here. You must register on the Ariba
Commerce Cloud or log in using your existing Ariba Commerce Cloud account username and
password before you can indicate that you do not want to respond to this event.

We look forward to working with you!

Thank You,

TAFE Checkout
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The link will re-direct you to the sign-up screen on the Ariba network
whereyou can sign up as a new supplier.

Welcome, John Johnson

Have a question? Click here to see a Quick Start guide.

Sign up as a supplier with Technical and Further Education Commission - TEST on SAP Ariba

Technical and Further Education Commission - TEST uses SAP Ariba to manage procurement activities.

Create an SAP Arba supplier account and manage your response toprocurement activties required by Techrical and Futher Education Commission - TEST.

About Ariba Network

The Ariba Network is your entryway to all your Ariba seller solutions. You now have a single location to manage all of your customer relationships and supplier activities regardless of
which Ariba solution your customers are using. Once you have completed the registration, you will be able to

dflow approval
« Strengthen your relat th customers using an Ariba Network solution
« Review pending sourcing events for multiple buyers with one login
= Apply your Company Profile across Ariba Network, Ariba Discovery and Ariba Sourcing activities

Moving to the Ariba Network allows you to log into a single location to manage:

« All your Ariba customer relationships
o Ally ent actions, and transactions
« Your profile information

« Allye registration activities

* Your contact and user administrative ta:
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After clicking ‘Sign up,’ you will see a registration form.
Complete all the mandatory fields.
Onceyou have completed the form, tick the ‘Terms of Use’ and ‘SAP
Ariba Privacy Statement’ boxes and click ‘Create account and continue.

Create account

First, create an SAP Ariba supplier account, then complete questionnaires required

Company information

* ! Hos Engineering

*| Australia [AUS] “
| have read and agree to the Terms of Use
J | have read and agree to the SAP Ariba Privacy Statenm Create account and continue
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Please note the following things to be aware of when creating a new
account or trying to log into an existing account:

e Ifyou try to create a new account, and there is an existing Ariba account
with the same email address/username thatyou are using to create a
new account, you will receive an error message that the email address
is already associated with an Ariba Network account. In that case you
can use a different email address to create a new account.

* |fyour email address/username is associated with an existing Ariba
account for your organisation, but you have forgotten your password,
you can type ‘supplier.ariba.com’ into your browser and then click on
‘Forgot Password'’ to create a new password foryour existing account.

* Ifyouareunable to access the sourcing opportunity or your Ariba
Network Account for any reason, please email the TAFE NSW contact
person identified in the sourcing opportunity invitation email
IMMEDIATELY. A TAFE NSW staff member will contact you to assist.
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Part 3: How to find and respond to the
sourcing opportunity via the Ariba Network



Onceyou haveclicked on the link to access the sourcing event through the
invitation email and connected with TAFE NSW by either creating a new
accountor logging in with an existing Ariba Account, you will be taken

directly to the ‘Events’ page. Select the Event you wishto view. Be sure you
arein the ‘Ariba Proposals and Questionnaires’ section of the Network.

SAP  Business Network v | Enterprise Account TEST MODE

Ariba Discovery
Home : 14 Fulfilment ~

Ariba Proposals & Questionnaires

Ariba Contract Management

SAP Business Network
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Work through all the sections in the
‘Checklist’ menu on the left-hand side of the screen.
You will need to review and accept the ‘Prerequisites’ to ensure you
receive all notifications including ‘Addenda’ related to the sourcing event
that occur while the event is open.

= D0c329097042 - Sourcing event content
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You can send and receive ‘Event Messages’ from the link
in the Event Details section. The timer in the top right-hand
corner of the ‘Review Event Details’ screen displays the
remaining time to submit your bid.

= Doc329097042 - Sourcing event content
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Depending on how the event has been structured, you may
need to provide all bid information within the Ariba platform, or
you may need to download documents, complete them, and

then upload them.

Event Messages -

Messages

MSG70170025

SW Blues Development Camp

Reply Sent ent Date § Fron Contact Name To Subject

Not Applicable 07/031202315:20  TAFE Checkout - TEST  Arumanayagam, Lucyna  Susan Hungar  TAFE Checkout - TEST has invited you to pa
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If you have any questions about how to respond to the event, use
the ‘Event Message’ function to communicate with the Event
Manager. You should also check this area regularly for any
addenda or messages from the Event Manager.

Event Messages - NSW Blues Development Camp

Messages

Reply Sent ent Date § Fron Contact Name To Subject

MSG70170025 Mot Applicable  07/03/202315:20  TAFE Checkout - TEST  Arumanayagam, Lucyna  Susan Hungar TAFE Checkout - TEST has invited you to pa
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the outcome once the selection process has been finalised.

When you have completed and checked all the required response
information, you can submit your response. You will be notified of

v Checklist

1. Review Event Details

2. Review and Accept
Prerequisites

3. Submit Response
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Part 4: How to log back into your Ariba
Network Account and re-locate the event



To log back into your account after successfully connecting with
TAFE NSW, you will need to navigate to the SAP Ariba Sourcing
Supplier login page and enter your login details.

SAP Ariba

Supplier Login

User Name

Password

e —————————————.
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22


https://service.ariba.com/Sourcing.aw/
https://service.ariba.com/Sourcing.aw/

To view your events, ensure you select the ‘Ariba Proposals &
Questionnaires’ from the dropdown at the top left of the screen. You will
then see the ‘Events’ list where you will find the event and your response. If
the event is still open, you can review and re-submit your bid.

SAP  Business Network v | Enterprise Account TEST MODE

Ariba Discover
Home ; i s v Fulfillment ~

I Ariba Proposals & Questionnaires

Ariba Contract Management SAP Ariba Proposals and Questionnaires v Er erprise Account - TesTmooe
SAP Business Network

Welcome to the Ariba Spend Management
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Further
assistance

Invoicing TAFE NSW

Call 1300 823 343

Press Option 2 for ‘Finance’

Press Option 3 for ‘Accounts Payable and Supplier
Accounts — Unpaid Invoices’

Help with SAP Ariba
from TAFE NSW

Call 1300 823 343
Press Option 2 for ‘Finance’
Then Press Option 2 for ‘Help with SAP Ariba’

Alternatively, you can email suppliers @tafensw.edu.au.

TAFE NSW Supplier
Resources Hub Website

Click the following link to visit the Supplier Resources —

Hub TAFE NSW.
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mailto:suppliers@tafensw.edu.au
https://www.tafensw.edu.au/corporate/supplier-resources-hub
https://www.tafensw.edu.au/corporate/supplier-resources-hub

Thank you

TAFE:?



	Right Click for Options
	Slide 1: TAFE NSW Ariba Network Supplier Training
	Slide 2
	Slide 3: Topic Audience Background
	Slide 4: QRG Contents
	Slide 5: Part 1: How to access the sourcing opportunity if your organisation has an existing Ariba Network account
	Slide 6: Step 1
	Slide 7: Step 2
	Slide 8: Step 3
	Slide 9: Part 2: How to access the sourcing opportunity if your organisation does not have an existing Ariba Network account
	Slide 10: Step 1
	Slide 11: Step 2
	Slide 12: Step 4
	Slide 13: Step 3
	Slide 14: Part 3: How to find and respond to the sourcing opportunity via the Ariba Network 
	Slide 15: Step 1
	Slide 16: Step 2
	Slide 17: Step 3
	Slide 18: Step 4
	Slide 19: Step 5
	Slide 20: Step 6
	Slide 21: Part 4: How to log back into your Ariba Network Account and re-locate the event
	Slide 22: Step 1
	Slide 23: Step 2
	Slide 24: Further assistance
	Slide 25


