Viewing and Downloading Materials & Specifications for Your RFP

SAP Ariba Sourcing | Center of Excellence

Overview:

During an SAP Ariba Sourcing event, Conagra may share Materials and Specifications with suppliers through a
secure SharePoint folder. Although you may receive an automated email notification from SharePoint, all
required materials should be accessed directly through the SAP Ariba Sourcing event, not from the
email itself.

This guide outlines how to correctly access the Material and Specification folder from within your RFP event.

Accessing your Material and Specification folder via SAP Ariba Sourcing
1. If you receive an automated SharePoint email stating that you have been invited to a Material and
Specification folder, this confirms that your email address has been granted access.

You may disregard this email, as the folder should be accessed through the SAP Ariba Sourcing event
link.

Hello,

This message is only a notification that you have been given access to the files and
attachments for the RFP - NO
ACTION REQUIRED from you. A link to the files is provided within the event in SAP
Ariba Sourcing.

Go To

This message was sent from an unmenitored e-mail address. Please do not reply 1o this message.
Privacy

Microsoft Office B Microsoft
One Microsoft Way

Redmond, Wi

98052-5399 USA

2. After clicking “Intend to Participate”:
a. ldentify the blue hyperlink under Section 2.1 Project Specifications and open the hyperlink
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3. Click the provided link. You will be redirected to SharePoint and prompted to sign in.
a. When prompted, sign in using the same email address that was invited to the Material and
Specification folder.
b. If none of your accounts appear, select “Use another account.” If prompted, choose Work or
school account and enter the email address that was invited.

= Microsoft

It looks like this email is used with more than one
account from Microsoft. Which one do you want to
use?

Work or school account
Created by your [T department
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Tired of seeing this? Rename your personal Microsoft
account.

Pick an account
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Sign in

4. If you have passkey verification set up on your computer, follow the onscreen prompts and select the
options most relevant to your account.

@ Windows Security X

Sign in with your passkey

To sign in to “login.microsoft.com’, choose a device with a saved
passkey.

[OJcl Phone, iPad, or Android device
ox

More choices
| BB} iPhone, iPad, or Android device
| £
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X % Microsoft

Stay signed in?

5. Once login is successful, you will be redirected to the SharePoint site where the Material and Specification

folder is located.

a. You can now view and download the files needed for your RFP response. We recommend

downloading the files to your local computer.
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L] 10006380.5010102.00f
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L] 10009094,5009581.00f

L] 10009673.5010455.00f

% 10011606.5009197.00f

L] 10011777.5009358.00f
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6. To navigate back to Ariba Sourcing, hit the back arrow in your brower until you are back in the event. It

may take several clicks to return to the Ariba screen.
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