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RESPONDING TO AN EVENT INVITATION: NEW USER

New Supplier

1. If you are a new supplier for 
the Fresenius-Kabi, you will 
receive an invitation like this

2. Click “Click Here” to redirect 
to Ariba Commerce Cloud 
Login/Sign Up Page
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New Supplier

3. If you already have an Ariba 
Network Supplier account, 
Click “Log In”.

4. If you don’t have an Ariba 
Network Supplier account, 
Click “Sign Up”.
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New Supplier

5. Note: Fields tagged with *
are required to be filled 
in before submitting. Leaving it 
blank will trigger a validation 
message.

6. Review and if necessary, 
update the company name 
field.

7. Review and 
if necessary, update the correct 
address fields.

8. Select the correct State. 
Values in the chooser will 
depend on selected 
Country/Region.
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New Supplier

9. Review the Name

fields and update if needed

10. Review the Username
field and take note of it

11. Nominate a password and 
take note of it

12. Repeat the password
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New Supplier

13. Begin typing in the desired 
Product and Service 
Categories field, wait for the 
dropdown items to show and 
select the appropriate 
category.

14. Begin typing the desired 
Ship-to or Service Location, 
wait for the dropdown items to 
show and select the 
appropriate location.

15. Tick the 2 boxes

16. Click the “Create account 
and continue” button
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New Supplier

17. In the case of duplicate 
accounts, the Potential 
existing accounts window will 
pop-up. Click “Review 
accounts”

18. You will be redirected to 
the Review duplicate 
Account page. Verify if the 
account is already registered. 
If you believe that the account 
is not a duplicate, then click 
“Create Account Creation”.

Your Ariba Network Supplier 
Account now is created
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Responding to an event invitation 

Existing User
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Existing Supplier

1. If you are an existing 
supplier for the Fresenius-
Kabi, you will receive an 
invitation like this.

2. Click the “Click Here” to 
redirect to Ariba Commerce 
Cloud Login Page

3. Time zone will be displayed 
based on your preferred 
time zone configured in your 
Ariba Network Account.

4. Phone/Mobile Numbers and 
email address visible in the 
email notification are based 
on personal details of the 
event creator
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5. Enter the username from 
the creation of Ariba Network 
account

6. Enter the password from 
the creation of Ariba Network 
account

7. Click Login
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a) Review Phase

b) Open Phase

c) Accepting/Declining to Respond 

d) Terms of Agreement

e) Lots/Line Items Selection

f) Bidding in the UI

g) Lead Bidding in the UI

Participating in an Event
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❖ Preview Phase 

Participating in an Event
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1. If the buyer allows the 
preview before the official 
start of the auction, the 
event will be listed under 
Preview status

2. Time remaining in the 
preview phase is visible

3. You can review and accept 
the prerequisite of the 
event. But you cannot 
answer the questions or 
place your bid yet

Utilize this preview phase to 
understand these requirements 
and connect with procurement 
team in case of any queries.
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❖ Open Phase 

Participating in an Event
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OPEN PHASE

1. After completing the 
preview time. Auction 
moves into "Open" status

2. In the End Time column, 
Auction End Date and Time 
is visible. You must submit 
your bid in this time frame.
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❖ Accepting/Declining to Respond 

Participating in an Event
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1. Review the contents of the 
event

2. Check the Event Overview 
and Timing Rules

3. Check the Bidding Rules

4. If you don’t want to proceed 
with the event, Click Decline 
to Respond. Enter the 
reason for declining and 
Click Ok

5. If you want to proceed with 
the event, Click Review 
Prerequisites

6. Check the time remaining in 
open bidding
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❖ Terms of Agreement 

Participating in an Event
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6. Select if you accept or not 
the terms of the agreement. 
You cannot proceed without 
accepting the terms of the 
agreement

7. Click OK

8. Click OK again 
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❖ Lots/Line Items Selection

Participating in an Event
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9. Select Lot/s you want to bid

10. In case you do not want to 
bid on the lot/s, specify the 
reason

11. Click Confirm Selected 
Lots/Line Item 

23

EVENT PARTICIPATION: LOTS/LINE ITEM SELECTION
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❖ Bidding in the UI 

Participating in an Event
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12. Answer all the fields 
marked with “*”

13. You need to answer the 
question and Click Submit 
Entire Response button before 
you can begin on bidding

14. Click Ok in the confirmation 
window

15. Click View all lots

16. Place your bid price

17. Click Submit Entire 
Response

18. If the Price you entered is 
above the price ceiling set by 
the buyer, the system will show 
error like this. Adjust your bid 
price and Click submit again

19. Gavel icon in one of the 
items indicates that you are 
the current lead bid
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❖ Lead Bidding in the UI

Participating in an Event
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20. If you are not the current 
lead bid, You can automatically 
adjust your next bid price by 
clicking the icon for individual 
item.

21. You can take the lead bid 
for all of the items by clicking 
Take Lead>Take lead on all 
items

22. Take lead bid only for items 
that you not the lead bid by 
clicking Take Lead> Take lead 
on non-leading items only

23. Click Submit Entire 
Response

24. Tick the box you want to 
place bid and select Decrement 
bid by Percentage or Nominal 
value

25. Once you submit the Entire 
Responses, you will get 
notification "Your response has 
been submitted"
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Communicating with Buyers

Viewing Buyer Messages in the UI
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1. You can communicate with 
the buyer. Click the 
Compose Message

2. Update the Subject and 
Body fields and click send

3. All Event Messages can be 
seen on the system by 
clicking Event Messages in 
the upper left of the screen
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Event Closure
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1. You will get the email 
notification once the event 
is closed and will no longer 
be accepting responses.

2. Status will change from 
Open to Pending selection 
once bidding period will end.

3. You can Review your 
responses here.
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Awarding
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1. Once the award has been 
generated. Auction will 
move from Pending 
selection to Completed.

2. If you have been awarded, 
then you can click on "View 
Awards" Tab to check the 
awarded items or lots.

3. Award Summary will open 
with the awarded lots and 
items with the notification 
"You have been awarded the 
following lots."
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