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Overview 

This document provides guidance on how to navigate and respond to Conagra Brands RFP events within the 

SAP Sourcing Ariba platform. It explains a two-step process for accessing your event and submitting your 

response directly through the system and also includes a dedicated subsection for suppliers who prefer to 

complete and upload their responses using the Excel template.  

 

The guide is organized into two sections: 

1. How to Respond 

2. How to Respond via Excel Template. 

3. How to Participate and Respond to a Round 2/3 Bid  
 

How to Respond 

1. Begin by locating and opening the event link included in the automated SAP Sourcing email notification, 

then log in through the Ariba Business Network 
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2. Once logged in, navigate to the top-left corner of the screen and select Ariba Proposals & Questionnaires, 

which will take you into the area where your active events are stored. 

 
 

 

 

Alternatively, if you are using the new User Interface, select Proposals & Contracts from the top navigation 

tab and open the applicable RFP. 
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3. In the Events section, scroll to locate the Status: Open, expand it, and select the RFP event you need to 

respond to. 

 

 
 

4. After opening the event, indicate your participation by selecting Intend to Participate, or choose 

Revise/Alternative Response if you are updating or submitting a different version of your response. 

Select Intend to Participate to begin entering your RFP 

 

Select Revise/Alternative Response to adjust Response 
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Select OK 

 
 

 

5. To begin your pricing entry, click on Select Lots/Line Items, check each applicable line item, and then 

select Confirm Selected Lots/Line Items to continue. 
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6. Once your items are confirmed, enter the required pricing information for each line item.  

• *this screen may vary depending on the RFP’s specific pricing requirements.” 

 

 
 

 

 

7. When you have completed your response, finalize your submission by selecting Submit Entire Response, 

and confirm by clicking OK when prompted. 

  
 

 

 

 

 

 

 

 

 

Select OK 
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How to Respond via Excel Template 

1. If you prefer to respond using Excel, open the Select Using Excel tab within the event and select Download 

Content to download the Excel file associated with the RFP. 

 
 

2. Open the downloaded Excel file, complete all mandatory fields and item details, and save the updated file 

to your device. Do not manipulate the Excel file (e.g., add or delete rows or columns, apply filters, or hide 

rows/columns), as this may cause upload errors. 

 

If additional manipulation is required, please download a separate Excel file for that purpose and upload 

only the original, unmodified file. 
 

• This screen may vary depending on the RFP’s specific pricing requirements. 
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• The “Intend to Respond” column is a required dropdown field. Be sure to select “Yes” for each item 
you intend to bid on, as this step is commonly overlooked. 

 

• All yellow-highlighted columns are required. If no value applies, please enter 0 in the mandatory 
field. 
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3. Return to the event page, choose the completed Excel file, and upload it using the Choose File button. 

 
 

Choose the file to upload  
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Click Upload button 

 
 

 

4. Once the file is uploaded successfully, the system will process your Excel response as your official event 

submission. 
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5. When you have completed your response, finalize your submission by selecting Submit Entire Response, 

and confirm by clicking OK when prompted. 

  
 

 

Select OK 
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How to Participate and Respond to a Round 2/3 Bid 

1. Log in to the RFP event and select Revise / Alternative Response to update your bid and participate in the new round. 

 
 

2. Select OK to confirm Revise Response. 
 

 
 

3. Follow the same response process used in Round 1, whether responding directly in the system or via the Excel 
template. Review all applicable line items and overwrite the existing pricing with your updated values for the current 
round. Be sure to complete all required fields and confirm your revised pricing before submitting your response.  

 


