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Ariba Network

Account Registration

When the supplier does not have an Ariba Network (AN) account and is invited to participate in a Sourcing 
Event (RFI, RFP, Auction, etc.) from Merck KGaA, Darmstadt, Germany:

You will receive an invitation via email. The actual sourcing event name will replace the “Request for proposal”

Open the email and select “Click Here” to access the event. If there is no AN account registered to your email address 
then it will take you to the account registration page. Here you are able to either sign up for a AN account, or if you do 
have an AN account you are able to login with your account.

Important! 

Before creating a new Ariba Network account, please check 
within your company if there is already an existing account.
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After selecting “Sign up” you will be taken to the landing 
page in which you need to provide basic company and user 
information.

All mandatory fields for you to fill in will be marked with an 
*.

The company and user information will already come 
prefilled, with information which the colleague had entered 
during their supplier request.

Please review and update this information accordingly, and 
upon completion click “Create account and continue”

Ariba Network

Account Registration
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Ariba Network

Account Registration

Upon completion of the AN account registration this will automatically take you into the event which you have been invited 
to attend, and you are now able to review the documentation and eventually provide your offer(s):
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Ariba Network

Re-accessing the Event

After exiting your AN account, the next time need to login to your AN account do not use the link from the original email 
invitation, as this link is no longer valid. Please use the following link to access the supplier portal of the AN:

https://service.ariba.com/Sourcing.aw/124993011/aw?awh=r&awssk=7Tx0yXdq&dard=1&ancdc=1

Use your specific username and password to login. You will then be taken to the Ariba Sourcing page in which you are able
to view all events for which you have been invited to participate:

If you are not taken to the proposals page, but 
instead are taken to the orders & invoices page, 
please click on the Ariba page and select “Ariba 
Sourcing”:

After arriving on the Ariba Sourcing page, select 
the event and proceed with the RFX process.

https://service.ariba.com/Sourcing.aw/124993011/aw?awh=r&awssk=7Tx0yXdq&dard=1&ancdc=1
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Ariba Network

RFX Process

After receiving the invitation to partake in an event, select “Click Here” to access the event. This will then ask you to 
either register or login to your account (if you need to register for an account please go back to section 1 of this 
document). Login with your username and password. You can also directly get to the supplier login page by following this 
link: http://supplier.ariba.com 

femail@emailemail@email

http://supplier.ariba.com/
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Ariba Network

RFX Process

You will then be taken to the Ariba Sourcing page in which you are able to view all events for which you have been invited
to participate:

If you are not taken to the Ariba Sourcing page, 
but instead are taken to the orders & invoices 
page, please click on the Ariba Apps menu and 
select proposals:

After arriving on the Ariba Sourcing page, select 
and enter the correct event.
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Ariba Network

RFX Process

Upon entering the event you will be asked to review the prerequisites of the event before being able to review the 
documentation of the event.

Steps to follow

• Click Review Prerequisites

• You will then be confronted with the Bidder Agreement which you must read and accept the terms in order

to be able to proceed with this event.



12

Ariba Network

RFX Process: RFI

Upon accepting the prerequisites, you will then be able to directly view the content of the RFI. To review and 
submit a response to the RFI. For an RFP there is an additional step which you must do in order to provide your 
offer.

• Depending on the structure of the RFI, you may be asked to download sign and upload a Non-Disclosure

Agreement:

Steps to follow

1. Review terms & agreements

2. Download the NDA

3. Review, sign, and upload the NDA

4. Complete the RFI questions

5. Submit Entire Response 

• On the top right corner of the screen you will 
find the time reminding to complete this event
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Ariba Network

RFX Process: RFP

Steps to follow

• Review and accept prerequisites

• Click on Select Lots to determine for which of the different available line items or lots you would like to

provide an offer for
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Ariba Network

RFX Process: RFP

Steps to follow

• You can enter the information lot by lot in Select Lots tab, or with an Excel file in Select Using Excel tab

• After fill the price in the products or services required click on Submit Select Lots, then you have to click

Submit Entire Response
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Account Configuration

Logging In

Steps to follow

• Log into to your AN account http://supplier.ariba.com

• Enter the User Name and Password you created when registering

• Click Login

http://supplier.ariba.com/
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Account Configuration

Company Profile Configuration

Once logged in, you will be directed to the home page. Go to Company Settings to start your company configuration

1. Company Profile: This is 
where you can fill out or edit 
your company profile 
information (shipping address, 
product and service, categories, 
tax info, certifications and more)

2. Users: This is where you can 
create and modify users and 
user roles that are linked to this 
AN account

3. Notifications: This is where 
you can edit your notification 
settings for each solution 

4. Sourcing & Contracts 
Notification: This is where you 
can review your invitations of a 
Sourcing Event (RFP, RFX, RFP), 
and Contracts
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Account Configuration

Setting up your company file

Set up your company profile

• From the Company Settings menu, select Company Profile

1. Enter or revise values on the 
Company Profile page as 
necessary, making certain to fill 
out all required fields marked 
with *

2. Once you are finished with the 
Basic information tab, you can 
enter or revise values on the 
Business, Marketing, 
Contacts and Certifications
tabs
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Roles and Users

Managing Roles and Users

As the administrator (owner) of your Ariba Network account, you play an important part in keeping your company’s account 
running smoothly. Your responsibilities include:

• Handling account configuration and management

• Serving as the primary point of contact for users with questions or problems

• Creating roles and users for your account

The administrator role is automatically linked to the username and login entered during account registration.

A user is created by the administrator and has exactly one role, which corresponds to the user’s real job responsibilities.

Each user is then responsible for updating his or her personal user information in the accounts created by the administrator.
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Roles and Users

Creating a role

You can create specific roles for each different activity your users may perform in the Ariba Network 

1. From the Company Settings menu, select Users to navigate to the Manage User Roles section

2. Click Create Role in the Manage User Roles section
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Roles and Users

Creating a role

1. Enter a distinctive Name for the role, and optionally, you can enter a Description to record your intentions for this role

2. Click a check box next to one or more permissions for the new role. Each role must have at least one permission 

3. Click Save
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Roles and Users

Creating a user

1. From the Company Settings menu, select Users

2. Click Create User to display the Create User page
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Roles and Users

Creating a user

1. Enter all mandatory fields in New User Information section

2. Assign a role (which you have previously created) to the new user

3. Determine if this new user should only have access to a specific client
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Roles and Users

Editing user roles and resetting 

1. From the Company Settings menu, select Users to enter the Manage Users section

2. In the Manage Users section, check the box next to the user you want to modify, and click Edit

3. In the Role Assignment 
section you can add or remove 
roles, and in the Customer 
Assignment you can specify 
that a certain user is only for 
selected customers, then click 
Save

4. This is also where you can reset 
the user’s password by simply 
clicking Reset Password. Ariba 
Network then sends an email to 
the user with a link to reset 
their password
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Roles and Users

Setting your notifications preferences

You can specify which notifications you receive and where you would like them to sent

1. From the Company Settings menu, select Notifications 

2. This takes you to General notifications tab, though you can also set Network, Discovery or Sourcing & Contracts
by clicking on the corresponding tabs

3. Click on the check box next to any notification you would like to receive

4. Enter up to three emails address, separated by commas, to specify who should receive each notification

5. Click Save after you finished


