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1.1. Offer

Content of this learning unit:

Finding events on the overview page
Selecting Ariba lots

Submitting a bid

Revising a bid

Explanation Screenshot

The following
instructions show a
simplified bid invitation
(RFP) example. The
determining factor for
your bid is the
procurement event
with the
accompanying
information and
documents. =3

The tender
documents are
available in SAP Ariba.
To view these, log in
via the SAP Ariba
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Explanation Screenshot
Login page or follow
the link in the e-mail.
Enter Your Account Information
G)
Fill in the Username
and Password fields
to log in to SAP Ariba. =
Enter Your Account Information
)
If you have forgotten
your username or
password, you can
find further help here. ==

1. Select

| cone J

in with your SAP Ariba
Account.

Enter Your Account Information

Author: u242577
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Explanation

Screenshot

)
This is the dashboard
of your SAP Ariba
profile. Here you will
find an overview of
current procurements,
the registration
process and
qualifications.

Important: Only user
accounts that have
been added to the
event can see the
event on their
overview page.

T Ariba Propasals and Questionnalres v Standard Account =

Registration Questionnaires

e Y] SBB CFF FFS

G)

If the dashboard is not
displayed, make sure
that you are in the
“Ariba Proposals and
Questionnaires”
category. You can set
this via the dropdown
menu.

ELE-’ Ariba Proposals and Questionnaires

SBE AG - EINKAUF - TEST

Standard Account
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Explanation

Screenshot

ET7 Aniba Proposals and Guestionnaires ~  Standard Account [ s sacoe |
womeeee Y SBB CFF FFS
(i"/l Events L]
The following guides
you through the steps
to participate in a
procuremen.t ] Registration Questionnaires m
G)
Under the Events e =
N Title ] End Time | Event Type Participated
menu option, you can || .
See the procurement :E’,['VEHN'\[’: Dctlizflii-‘l%d Jf ffd 04 3? }:—‘H RFP No
events to whichyou ||, . o - ‘
have been invited. Sourcing_SBB Doc2130768330 08/12/2024 02:49 PM RFP Yes
1‘?' Aritia Proposals and Questionnaires « Standard Account T

)
@y

In this column you can
see which
procurements you
have already taken
part in.

SBEB AG - EINKAUF - TEST

2. Select the
procurement event in
which you would like
to participate.

[ETRY ariba Pr jonnares »  Standard Ac
E Ariba Propasals and Questionnaires

SBB AG - EINKAUF - TEST

Events

Sleseesciee o ETY GBB CFF FFS
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Explanation

Screenshot

Y
/l

@)

This is the
procurement screen.

i Company Sefngs v  Testfrsiname Testl v

Foodback  Holp v

Ariba Sourcing

S—
Event Details & Doc2088106581 - Test-Procurement-event (C] ;’;r,'a’)jg'{ﬁ 3199

it Contents Event Overview and Timing Rules

Currency Rules

P
/l

(i)
The Doc. ID is the
unique identifier for
each event. This plays
a crucial role for all
communication
between SBB and
providers.

atings »  Tossirsmame Tostl_»  Fosdback  Holpv

Ariba Sourcing

sck 10 SBE AG - ENkauf - TEST Dshie Deskiop F

= |Doc2088106581} Test-Procurement-event

Event Details ® 24 dai-s i6 31:26

it yo ieipate i this event
fent ‘ Intend to Participate Decline to Participate Print Event Information ‘

The timer shows you
the time remaining to
submit the bid.

i CompanySetings+ Tesfvsmame Testl. v  Feedback  Helpv

Ariba Sourcing
ack 1o SB8 AG - Einkaut - TEST Dash Desktop

& Doc2088106581 - Test-Procurement-event

Event Details

1 decite whether o not you intend to participate in this &

vert
Downiood Content | [ ) | Dectine to Porticipat Print Event Information

P
/l

Under Event
Messages, you will
find messages from
SBB to the providers.
Please use your e-
mail to send
messages to SBB

The tutorials are
provided by SAP
Ariba. For SBB-

Faedback  Helpv

S CompanySetings v  Testwsmame Testl. v

Ariba Sourcing

Event Details £ Doc2088106581 - Test-Procurement-event

@ 24 days 16:31:26

ornaty ert
Downiosd Content | (R | Decline to Partcipate Print Event Information

Author: u242577
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Explanation

Screenshot

specific questions,
please use our help
pages, which you can
find on the SBB web
page.

The Response Team
offers you the option
of specifying multiple
contacts for your bid.

)
Select Download
Content to download
all attachments for the
procurement event.

Important: The
downloaded files are
intended only to
provide you with an
overview. The bid
must be submitted via
SAP Ariba, as defined
in the tender
documents.

§f  Company Setings v  Testfistname Testl. v Feedback  Helpw

Ariba Sourcing

Event Details £ Doc2088106581 - Test-Procurement-event

© 24 days 16:31:26

)

If you do not intend to
participate in the
procurement, you can
Decline to Participate.
If you change your
mind at a later date,
you can still
participate as long as
the bid deadline has
not expired.

Ariba Sourcing

Event Details £ Doc2088106581 - Test-Procurement-event

® 24 days 16:31:26

P 5 vent
d Intend to Participate.

Author: u242577
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Explanation

Screenshot

Jarny
1

Select Print Event
Information to
download a summary
of the bid.

Ariba Sourcing

Event Details

H Company Sellngsw  Tesfsiname Testl v Feedback  Helpv

£ Doc2088106581 - Test-Procurement-event @ 2411;55 -15 31:26

e ot you sricipate in this avent.
Downlo: tent Intend to Participate | Decline to Participate

Before you can
submit a bid, you
must confirm whether
or not you wish to
participate in the
procurement.

By selecting Intend to
Participate , you
confirm that you will
participate in the
procurement.

Ariba Sourcing

ack 10 588 AG - EInkauf - TEST Dashboand

Event Details

B Company Setingsv  TestrstnamTesl. v Feedback Helpw

Desiop e
¢ Doc2088106581 - Test-Procurement-event O 7; d.-;, 1‘5 31:26

fou must decide whethes or not you intend to participate in this ex

Download Content Intend to Participate ‘ Decline to Participate Print Event Information

If you would like to
view the content of
the procurement
before deciding to
participate, you can
do so in the Event
Contents.

Ariba Sourcing

Event Details

Hi Company Sefings v Testfvsiname Tesil v  Feedback Helpw

¢ Doc2088106581 - Test-Procurement-event C‘-) éqe;al\:q IE 31:26

t you intend to participate In ths event

Intend to Participate

Tender documents to be downloaded . of 6) Mext B

ame
Tender dacuments 1o be downloaded

Event Overview and Timing Rules

Currency Rules

Author: u242577
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Explanation

Screenshot

3. Select

Intend to Participate

to take part in the
procurement event
and submit the bid.

F—

Testfvsiname Tesll v  Feedback  Helpv

Ariba Sourcing

k to SBE AG - Einkauf - TEST Dashbe

Event Details = Doc2088106581 - Test-Procurement-event

ot you Intend to partcipate In this svent

Deskiop File

® 2 days 16:31:18

Event Message You must deckde whether o ot yo
Dommlosd Tuars
Response Tear wnload Content | Intend to Participate | Decline 1o Participate
¥ Checklist O]
Tender documents to be downloaded

1. Review Event Detail
w 1

¥ 1 Tender documents to be downloaded

B Refersnces

Event Overview and Timing Rules

Currency Rules

@

You are now in Step 2
Select Lots/Line
ltems. Here you
determine your
bidding currency and
the Ariba lots in which
you would like to
participate.

Ariba Sourcing

Select Lots Doc2088106581 - Test-Procurement-event

+ the bidding currency at event level. You place bids using the bidding currency. This is the default currency assigned to all lots belon

Event Bidding Currency

R
elect Using Excel
A dimmed checkbor indicates lots for which biding is required. of for which you have already placed a bid. You cannal madify your infent ta bid on these lats.
Lots Available for Bidding
1 o
Total price
¥ 42 ZK2- Price per plece (00 value)

421 Price per piece

Confirm Selected Lots/Line tems

4. Choose Select
currency to display a
selection list.

Ariba Sourcing

Select Lots Doc2088106581 - Test-Procurement-event

v, You place bids using the bidding currency. This is the default currency assigned to al ats below,

Event Bidding Currency

4 dimmedd checkbox indicates ots for which bidding s requined. or for which you have slready placsd a bid. You cannot mos

Lots Available for Bidding

421 Price pes piece

Confirm Selected Lots/Line ltems

Author: u242577
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Explanation

Screenshot

5. Select the desired
bidding currency for
your bid.

Ariba Sourcing Help s

Select Lots Doc2088106581 - Test-Procurement-event

. Event Bidding Currency

Lots Available for Bidding

41 ZK1- Total price

Confirm Selected Lots/Line tems

Select the Ariba lots in
which you would like
to participate. You
then submit a bid for
all Ariba lots selected
here.

Grey checkboxes are
mandatory lots for
which a bid must be
submitted. If you leave
a checkbox empty,
you cannot submit a
bid for this Ariba lot

Ariba Sourcing

ack to SBB AG - Einkauf - TEST Dash

Select Lots Doc2088106581 - Test-Procurement-event
Select the bidding curteney ot event level. You place bids using the bidding curtency. This i the defaull cunrency assigned to alllts below
¥ Checki
LA Event Bidding Currency
A timmed checkbax Indicates lots for which bidding i required. or for which you have already placed a bid, You cannot modéy your intent to bid o thes &
Lats Available for Bidding o
[
| Totalp
1 pric
2Kz - Price per p ~
Price pes

121 Pri iece
Confirm Selected Lats/Line ttems

Author: u242577
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Explanation

Screenshot

6. Select the
checkbox to
participate in the Ariba
lot.

lect the bidding currency at event level. You place bits using the bidding cuency, This i the default currency assigned ta all lats below

. Event Bidding Currency

A dimmed checkiax indicates lats for which bid

Lots Available for Bidding

¥ 42 ZK2. Price per piece
421 Price per piece

Confirm Selected Lots/Line ltems.

Doc2088106581 - Test-Procurement-event

7. Once you have
selected all the Ariba
lots you are interested
in, select

Confirm Selected Lots/Line ltems

to proceed to the bid
entry screen.

Important: If you have
not selected any Ariba
lots, you cannot
submit a bid.

A dimmed checkbax indicates lots for which bidding is required, or for which you have already placed a bid. You cannat madify your intent

Lots Available for Bidding

] Mame

| :
| ¥

a21 pies

Confirm Selected Lots/Line ltems

@

This warning appears
because you have

changed one or more
bidding currencies.

/- Attention

You have modified the currency for one or more items.
Please validate your response before submission.

OK

Author: u242577
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Explanation Screenshot
/Ay Attention
8. Select
0K You have modified the currency for one or more items.

to confirm the

Please validate your response before submission.

Console & Doc2088106581 - Test-Procurement-event ICIA days 16:30:27
All Content =2 ¥
N ndod
@ Checkia e b conmloaded

You are now in step
3, Submit Response.
In this step, you can
enter your bid.

=
G

d)
Here you can see All
Content of the
procurement event.
Fields marked with a
red asterisk (*) are
mandatory and must
be completed.

Important: The
procurement shown
here is a simplified
example. The
determining factor for
your bid is the

Console & Doc2088106581 - Test-Procurement-event

@ 24 days L’F‘ 30:24

All Content

Author: u242577
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Explanation

Screenshot

individual bid invitation
(RFP).

Jaray

)
If you only want to see
individual sections
instead of all content,
you can toggle to the
individual sections
here.

Company Setings v Testfrstname Tastl_ v

Facdback  Halpv

Ariba Sourcing
Console

= Doc2088106581 - Test-Procurement-event

All Content

Submit Entire Response: pdate Total: Save drat Compose Messag Excel Impart

ktop File
@ 24 days 16:30:24

9. Click the double

arrow

v

to maximise the view.

Ariba Sourcing

3 Company Settngs v  Testsiname Test v

Foedback  Helpv

® 24 days 16:30:20

Console £ Doc2088106581 - Test-Procurement-event
All Content
ame 1
¥ Checklist ¥ 1 Tender documents to be downloaded
|
v Event Content

Various possible types
of question are
presented below.

All Content

Author: u242577
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Explanation Screenshot

All Content m oA

MAL- Security

10. Select the |”' o
dropdown menus to = B
display a selection list. o

All Content m oA

11. Select the desired | | - erlD)
entry from the
selection list.

I s
12. Select R
Attach a file to upload e R %
documents. o

Author: u242577 13 31.01.2025
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Explanation

Screenshot

Jarny
1

You can choose
whether you want to
upload your
documents via drag-

Ariba Sourcing

and-drop or by o]
browsing your file e : ;
system. -

- Jae=
Important: The
maximum file size for
uploading is 100 MB;
please use a ZIP file
for larger files.
13. Once you have e p—
uploaded your =
documents, select N “ )

-

=y

d)
Your uploaded | T
documents are et .
displayed to the right .

of the questions.
Author: u242577 14 31.01.2025
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Explanation

Screenshot

)
If you want to update
or delete your
documents, select the
blue “Upaate file’

or “Delete file” option.

All Content

Varny
(i)
\W

Please pay attention
to whether you need
to specify the total
price or price per
piece. The base unit
of measure is shown
to the right of the
price field.

)
When filling in price
fields, take care using
decimal points and
commas. The use of
points (10.50) or
commas (10,50) as
decimal separators
depends on your
browser language
setting. In this
example, the comma
is used as the decimal
separator.

Author: u242577
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Explanation

Screenshot

Tip: Select the Update
Totals button to check
the total and see
whether you have
used the correct
decimal separator.

Py
a3/

In this example,
additional text
information is
requested. Click in the
text boxes to enter
your details.

G)
The Revision section
will only be completed
during the later
revision stage.

Subemit Entire Response

Author: u242577
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Explanation

Screenshot

Fara
¥

If you would like to
check the total of your
bid submission, select

Update Totals.
|

If you do not wish to
submit your bid yet,
you can initially save it
as a draft. In this
case, the bid is not
yet sent to SBB.

Subemit Entire Response date Total

14. Select

Submit Entire Response

1o
send your bid to SBB.

Submit Entire Response: sdate Total

Author: u242577
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Explanation

Screenshot

15. Select
OK

to

confirm the
submission.

v Submit this response?

Click OK to submit.

‘ Cancel

The green text box
confirms that your bid
has been sent to
SBB. The bid will be
evaluated by the
purchasing team after
the submission
deadline.

You have the
opportunity to revise
your bid right up to
the deadline.

I CompamySetingss TeotimameTosh v  Foodback Hepr  piessages 3

Console & Doc2088106581 - Test-Procurement-event © 22 days 16:21:46

o Yourresponss has been submited. Thank you for paticipating in the svent.

2
o
= 8
B

16. Select

< Go back to SBB AG - Einkauf - TEST Dashboard

to return to the
dashboard.

i CompanySetings+  TesomamaTesd v Fosdbsck Hebr  pessages 2

& Doc2088106581 - Test-Procurement-event @ 7;4.1;)\ L:(, 21:41

/ Yourresponse has been submitee. Thark you for partcipatig n the event.

2
i o
. S
H

31 MAL- Seeurity

Author: u242577
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Explanation

Screenshot

Py
1

The participation
status “Yes “indicates
that you have
submitted a bid for
this procurement.

oy res v  Standard Account
< Ariba Proposals and Questionnaires o

SBB AG - EINKAUF - TEST

Events

~ KEZ] SBB CFF FFS

17. If you would like to
revise your bid, open
it again by selecting
the desired event.

=y
2¥ Aviba Proposals and Questionnaires

SB8 AG - EINKAUF - TEST

Events

* IKCZ] SBB CFF FFS

=
1

You can see the
remaining time
available for revision in
the top right-hand
corner.

Ariba Sourcing

Console = Doc2088106581 - Test-Procurement-event

Hi  CompanySetings v  Testirsmame Testl. v Feedback  Helpw

Select Revise

Response to revise
your bid.

Please note that the
bid must be
resubmitted if it is
revised so that it can
be sent to SBB.

Ariba Sourcing

Console & Doc2088106581 - Test-Procurement-event

All Content

B Company Sotings v  Tastfesiname Tostl v  Feodback Holpv

Revise Response

ktop Fle
@ 24 days 16:21:21

Author: u242577

19

31.01.2025




Offer K= SBB CFF FFS
Explanation Screenshot
Ariba Sourcing

You have now
reached the end of
these instructions.

If you have any further
questions, please
contact:
digitalereinkauf@sbb.c
h

peshton Fls
Console & Doc2088106581 - Test-Procurement-event (C] ;4"_,'5‘}‘;15;‘ -

¥ Checklist

All Content

H
4
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