Navigating an Event through the Ariba Sourcing Tool

SAP Ariba Sourcing | Center of Excellence

Overview

This document explains the start-to-end process of navigating and responding to Conagra Brands RFP events
within the SAP Sourcing Ariba platform.

Important note on user interface:

If you recently registered for SAP Ariba, you may be using the SAP Ariba NextGen experience, which
features updated navigation and page layouts compared to the Classic interface. Therefore, your screen may
have updated visuals compared to the screenshots included in this guide.
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How to access the event | SAP Ariba — Classic (Legacy) User Interface

1. Begin by logging into your SAP Ariba Sourcing account. If you need help, check out our Account Creation
Guide

2. Once logged in, navigate to the top-left corner of the screen and select Ariba Proposals & Questionnaires,
which will take you to your event dashboard.
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3. Inthe Events section, scroll to locate the Status: Open, expand it, and select the RFP event you need to
respond to.

’7*"'=.' Ariba Proposals and Questionnaires ~  Standard Account | Get enterprise account | (Il & @ @ st
CONAGRA BRANDS-TEST
Conagra Brands-TEST Requested Profile Welcome to the Ariba Spend Management site. This site assists in identifying world class suppliers who are market leaders in quality. service, and cost. Ariba, Inc. administers this site in an effort to ensure market integrity.

mer requested fields have

|

Events

v

SUPPLIERTEST D0c1972190453 02/14/2026 10:21 AM

Risk Assessments

No items

How to access the event | SAP Ariba NextGen User Interface

1. Begin by logging into your SAP Ariba Sourcing account. If you need help, check out our Account Creation
Guide

2. Once logged in, navigate to Proposals and Contracts.

Home Store y v Catalogs Assessments  lnsights | Proposals & Contracts m

Welcome to SAP Business Network

Overview

Open postings Matched Leads Enablement Tasks Invited Leads

0 0 0 0

Setup Actions

Confirm email for orders Configure payment preferences Configure notifications. Add roles and users Add product and service categories Add ship-to or service locations Upload sales tax exemption certificates

3. Once in Proposals & Contracts select the RFP you will be working on.
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How to Respond to Round 1

1. 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.

2. Select Intend to Participate to begin entering your RFP

Acting as. vishwjeet sharma

Event Details & Doc1983927861 - Test12226 Round: 1 ® 2 davs 23:50:21

All Content -}

Conagra Background and
ntroduction

SFG JPTREPACK PAM
CS,SHRTOWL 27124122

3. To begin your pricing entry, click on Select Lots/Line Items, check each applicable line item you will bid on,
and then select Confirm Selected Lots/Line Items to continue.

4. If you prefer bidding using Excel, click here for steps

Ariba Sourcing W =R
< Go back to Conagra Brands-TEST Dashboard Desktop File Sync
Select Lots Doc1921503424 - Commodities Template UAT_120925

Choose the lots in which you will participate. You can cancel your intention to participate in a lot until you submit a response for that lot; once you submit a response you cannot withdraw it
v Checklist

1. Review Event Details

Select Lots/Line Items Select Using Excel
Lots Available for Bidding = v
3. Submit Response i
Name Delete
-
2.0 FILL,CVS, 462,228 Vv l

FILL, CVS, 4.6Z, 228
3.0 FILL,CVS,4.6Z,228 Vv
FILL, CVS, 4.6Z, 228
4.0 FORM, VIENNA SAUSAGE, CKN, HOT, 234,52 v/

FORM, VIENNA SAUSAGE, CKN, HOT, 234, 52

Confirm Selected Lots/Line Items Add New Lot
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5. Once your items are confirmed, enter the required pricing information for each line item.
a. “this screen may vary depending on the RFP’s specific pricing requirements.”

Ariba Sourcing 2 Company Seflings-v Simon Cao v Feedback  Helpv

Messages 3

< Go back to Conagra Brands-TEST Dashboard Desktop Fl

Console £ Doc1972190453 - SUPPLIERTEST Round: 1 @ ;112‘;?'513637

Event Messages
Response History

Response Team Primary
v Checklist m
All Content =
1. Review Event Details Name t Bid Quantity Total Price Total Cost
2. Select Lots/Line ltems ¥ 10 Conagra Background and Introduction
1.1 Updated SAP RFP_ALTL 2" Updated SAP RFP_ALT1 (1).pdf v
3. Submit Response
20 Pens 100,00 each * | $20,000.00 USD per unit

(*) indicates a required field
v Event Contents

| All Content

Tl | uodsteTotals | [ savedrait | | [ ComposeMessoge | [ Excelimport

, Conagra
1 Background

6. When you have completed your response, finalize your submission by selecting Submit Entire Response,
and confirm by clicking OK when prompted.

Ariba SOU r‘cing i Company Settings v Simon Caov Feedback Helpy  messages »
< Go back to Conagra Brands-TEST Dashboard u;m.:ps_
Console & Doc1972190453 - SUPPLIERTEST Round: 1 e rsmenie

O 24 days 01:42:31

Event Messages
Response History
Response Team Primary

¥ Checklist
) All Content

1. Review Event Details

Name 1 gid Quantity Total Price Total Cost
2. Select Lots/Line Items ¥ 1.0 Conagra Background and Introduction
1.1 Updated SAP RFP_ALTL (% Updated SAP RFP_ALTL (1).pdf
3. Submit Response
20 Pens 1,000 each $1,000.00 USD per unit

(*) indicates a required field
¥ Event Contents

| All Content.
Submit Entire Response [ Update Totals ] [ save drat Compose Message | [ Excel Import
Conagra

1 Background a
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7. Select OK

Company Settingsv ~ Simon Caov  Feedback Helpv Message:

v Submit this response?

Click OK to submit.

o ) [ o

Ariba Sourcir

< Go back to Conagra Brands-TEST Dashboard Desktop File Sync
a0s . Time remaining
Console + Docl921503424 - Commodities Template UAT_120925 Round: 1 @ 29 days 23:49:20

Event Messages
Response History
Response Team

w Checklist
Revise/Alternative Response

1. Review Event Details

~/ Your response has been itted. Thank you for icipating in the event.

Primary
2. Select Lots/Line Iltems
| 3. Submit Response All Content = v
Name 1 Material Number Bid Quantity Conversion Material-Fixed $ Tariffs Total_Price Total Cost
v Event Contents 15.0 FILL, CVS, HOT, 235, 4.6Z More.. +  000000000001020505 35 each $3.0000 USD $2.0000USD  $1.0000USD $7.0000USD $245.0000USD
| R 160 FORM, SAUSAGE, BANNER, 317 More..|+| 000000000001020510 4Spound  $S30000USD $20000USD  SLOODOUSD S$7.0000USD $315.0000 USD
170 FORM, SAUSAGE, BANNER, 317 More.. +  000000000001020510 86pound  $3.0000USD $20000USD  $10000USD S$7.0000USD $602.0000 USD
1 gjfi‘:,’jm - 180 FILL, SAUSAGE, BANNER, 317, 10.52 More.. +  000000000001020511 72each  $30000USD $20000USD  $L0000USD S$7.0000USD $504.0000 USD
190 FILL, SAUSAGE, BANNER, 317, 10.52 More..|+| 000000000001020511 93each  $30000USD $20000USD  $LOODOUSD S$7.0000USD $651.0000USD
20.0 FORM, POTTED MEAT, 337 More... + 000000000001020513 96 pound $3.0000 USD $2.0000 USD $1.0000 USD $7.0000 USD $672.0000 USD
21.0 FORM, POTTED MEAT, 337 More..|+| 000000000001020513 1iZpound $30000USD $20000USD  SLOODOUSD S$7.0000USD $784.0000 USD
. ,

Compose Message
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How to Respond via Excel Template

1. 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.
e Select Intend to Participate to begin entering your RFP

2. If you prefer to respond directly in Ariba, click here for steps

Acting as: vishwjeet sharma

Event Details & Doc1983927861 - Test12226 Round: 1 ® Zo'cnr 298021

i — Decline to Participate Print Event Informat

All Content -}

Conagra Background and

ntroduction

SFG JPTREPACK PAM }
CS,SHRTOWL 27124122 10201 . s a "

K

3. Open the Select Using Excel tab and select Download Content to download the Excel bid response file.

Help v Messages »

Ariba Sourcing
< Go back to Conagra Brands TEST Dashboard ue,y.up_

Select Lots D0c1972190453 - SUPPLIERTEST [ concer |

Choosa the lots In which you will participate. You can cancal your intention to participate in a lot untl you submit a responsa for that lot: once you submit 3 response you cannot withdraw i

¥ Checklist

1. Review Event Details

Select LotsiLine ltems Select Using Excel

You are invited to participate in 1 lot(s), and have already signed up for 1 of them. You can change the list of lots you are signed up for. Ta 4o 5o, follow the instructions below.

Stepl.  Click "Download Contey

Download Content

Step2.  Declare yourintention to

Step3.  Locate thes
Choose Fil
o

step4.  Click Upload to import the contents of the Excel ile to your event.
Nate: Values in the Excel fle will overvite and delete any values you may have entered in your saved response.

4. Open the downloaded Excel file
***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.***

Date:9/26 Page 7



bookmark://_How_to_Respond_4/

Navigating an Event through the Ariba Sourcing Tool

SAP Ariba Sourcing | Center of Excellence

5. If additional manipulation is required, please download a separate Excel file for that purpose and upload
only the original, unmodified file.

6. The file may vary depending on the event requirements.

1T

’| x| s‘ r‘[ =I a| a| .| ‘|

7. The “Intend to Respond” column is a required dropdown field. Be sure to select “Yes” for each item you
intend to bid on and “No” for items you don’t. For every line with “No” in the “Intend to Respond” column,
you must choose a reason in the “Reason for not bidding” column.
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Description

And Options. Click on the « sign on the feft for | e information to Fll cut

S——
Numbe | Name Description Intend To |Reason for|Currency |Unit of ¥alid from|
r Respond |not bidding Measure
wgwg’ tions. CHek on the « sian on the ekt for more information G cells
2 ‘|No usp pound #2027 2:54
3 No We don't carry a compatible part/material

We don’t supply at the requested quantity
4 No Discontinued Item

We are at full capacity currently
Missing/Lack of information provided

8 e Other

8. All yellow-highlighted columns are required. If no value applies, please enter 0 in the mandatory field.

Numbe | Name Description Intend To |Reason for|Currency |Unit of | Valid from |Validto  |Materisl | Plant CAG Spec |Bid Estimated |Pack “Lead | Material- |“Total  |Vendor | Vendor |- Vesdor |Full g " Ship. Minimum |- Tariffs |- Freight - | Commed
v Respoad  |not bidding| Measure Number Number  |Quantity |Volume  [Size(Unit [Timein |Fied$  |Price Materiasl | Materlal  |Pack Size |Truckioad |Manufactu |From Order oy
Meeded _|of % ting Quantity

z

T

7

T

T

W

n

W

W

9. Return to where you clicked “Download Content” in Step 2 and upload the completed Excel file using the
Choose File button.
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Ariba Sourcing Holpy  Messages »

< Go back to Conagra Brands-TEST Dashboard Desktop _
Select Lots Doc1972190453 - SUPPLIERTEST m

Choose the lots in which you will participate. You can cancel your intention to participate in a lot until you submit a response for that lot: once you submit a response you cannot withdraw it
w Checklist

1. Review Event Details .
Select Lots/Line tems Select Using Excel

2. Select LotsLine Items

3. Submit Response You are invited to participate in 1 lot(s), and have already signed up for 1 of them. You can change the List of lots you are signed up for. To do so. follow the instructions below.

Step1.  Click "Download Content" to download and review your event in an Excel Spreadsheet.
Skip this step if you wish to import a previously downloaded file. If you want to start over, click ‘Download Original Excel Bid Sheets'.

[ Download Content H Download Attachments

step2.  Declare your intention to respond and enter your response in the Excel spreadsheet and save the file to your computer.

Step3. _Locate the saved Excel file on your computer using the Browse button.
o fle chosen

Step4.  Click Upload to import the contents of the Excel file to your event.
Note: Values in the Excel file will overwrite and delete any values you may have entered in your saved response.

10. Choose the file to upload

Ariba Sourcing

Go back

onagra Brands-TEST Dashb

Select Lots Doc1972190453 - SUPPLIERTEST Cancel

Chaose the lots in which you will participate. You can cancel your intention tol

¥ Checklist 4 L » Downlosds earch Downloa. »

Select LotsiLine ltems Select Using Excel e =- 0 e
@ OneDrive - Coni Na Type Size ‘
Today I
You are invited to participate in 1 lot(s), and have already signed up for 1
& Desktop Y SUPPLIERTEST (1)l 21/2026 34 AM Jicrosaft Excel 97. 5 K8

step1.  Click "Download Content” to download and review

L Downloads

Skip this step if you wish to import a previor loaded
2 Documents
oad Attachments.

[ Download Content ”

PN Pictures
Step 2. Declare y
& Music
Step 3. [ videos
Coman Training
Sereenshots
Step 4.
File name: | Alfiles 1) v
Upload fram mobile Open Cancel

11. Click Upload button
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Ariba Sourci

< Go backto Conagra Erands-TEST Dashboard Desktop _

Select Lots Do0c1972190453 - SUPPLIERTEST

Choose the lots in which you will participate. You can cancel your intention to participate in Lot until you submit & response for that lot; once you submit a response you cannot withdraw .
¥ Checklist

1. Review Event Details
Select Lots/Line items Select Using Excel

2. Select Lots/Line Items.

5 Subit Responee You are invited to participate in 1 lot(s), and have already signed up for 1 of them. You can change the list of ots you are signed up for. To do so, follow the instructions below.

Step1.  Click “Download Content” to download and review your event in an Excel Spreadsheet,
Skip this step if you wish to import a previously downloaded file. If you want to start over, click "Download Original Excel Bid Sheets”.

[ Download Content ” Download Attachments

Step2.  Declare your intention to respond and enter your response in the Excel spreadsheet and save the file to your computer.

Step3.  Locate the saved Excel file on your computer using the Browse button.

Choose File | SUPPLIERTEST (1).xls

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

Stepd.  Click Upload to impart the contents of the Excel file to your event
Note Values in the Excel file will overwrite and delete any values you may have entered in your saved response.

Upload

12. Once the file is imported, you will see an Import Successful message, there is one more step before
Conagra will receive your bid.

Company Seftings v Brittany Thomas v Feedback

v Import Successful

Your response has been imported successfully.

Click the Submit Entire Response button, as soon as it appears on the page

OK

13. Submit your response by selecting Submit Entire Response and confirm by clicking OK when prompted.

***Conagra will not receive your response unless you Submit Entire Response after uploading***

Date:9/26 Page 11



Navigating an Event through the Ariba Sourcing Tool

SAP Ariba Sourcing | Center of Excellence

< Go back to Conagra Brands-TEST Dashboard

Console & D0c1972190453 - SUPPLIERTEST

Event Messages

Response History )
Responsa Team Frimesy
¥ Checklist
All Content
1. Review Event Detalls i 8id Quantity
2. Select Lots/Line ltems ¥ 1.0 Conagra Background and Intreduction

L1 Updated AP RFP_ALTL (% Updated SAP RFP_ALT1 (1).pdl v
3. Submit Response

20 pens 1,000 each
(#) indicates a required field
¥ Event Contents

| All Content

[ Update Totals l [ Save draft ] [ Compose Message ] [ Excel Import

Conagra

1 Background a

SAP Business Network Privacy Ststement  Securky Disclosure  Terms of Use

mpany Seftings w Feadback Helpv

Deskiop F

Round: 1

Total Price

kl $1,000.00 USD per unit

Time remaining
® 24 days 01:42:31

Total Cost

v Submit this response?

Click OK to submit

Date:9/26
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Ari ba SO urcing Company Seftings v Brittany Thomas v ack  Helpy  pessages »
= &

< Go back to Conagra Brands-TEST Dashboard Desktop File Sync

Time remaining

Console > Doc1921503424 - Commodities Template UAT_120925 Round: 1 20 days 23:49:20

Event Messages N
- + Your response has been submitted. Thank you for participating in the event
Response History

Response Team

v Checklist
vise/Alternative Res)

1. Review Event Details

. Primary
2. Select LotsiLine Items
| 3. Submit Response All Content ¥
Name 1 Material Number Bid Quantity Conversion  Material-Fixed $ Tariffs Total_Price  Total Cost
¥ Event Contents 15.0 FILL, CVS, HOT, 235, 4.6Z More... +  000000000001020505 35 each $3.0000USD $20000USD  $1.0000USD $7.0000USD $245.0000USD &
| Al Conts 16.0 FORM, SAUSAGE, BANNER, 317 More... + 000000000001020510 45 pound $3.0000 USD $2.0000 USD $1.0000 USD $7.0000 USD $315.0000 USD
Content
17.0 FORM, SAUSAGE, BANNER, 317 More.. +  000000000001020510 86 pound  $3.0000 USD $2.0000USD  $1.0000USD $7.0000 USD $602.0000 USD
g:;::,r;md a 18.0 FILL, SAUSAGE, BANNER, 317, 10.5Z More... | + 000000000001020511 72 each $3.0000 USD $2.0000 USD $1.0000 USD $7.0000 USD $504.0000 USD
19.0 FILL, SAUSAGE, BANNER, 317, 10.5Z More.. +  000000000001020511 93 each $3.0000USD $2.0000USD  $1.0000USD $7.0000USD $651.0000 USD
20.0 FORM, POTTED MEAT, 337 More... | + 000000000001020513 96 pound $3.0000 USD $2.0000 USD $1.0000 USD $7.0000 USD $672.0000 USD
21.0 FORM, POTTED MEAT, 337 More.. +  (000000000001020513 112pound  $3.0000USD $2.0000USD  $1.0000USD $7.0000USD $784.0000USD J
. »

Compose Message

How to Revise Response or Respond to Subsequent Rounds

1. Use this section to revise a current round bid or to respond to a subsequent round

2. Navigate to the RFP event and select Revise / Alternative Response

Console & Doc2111314303 - Test_Alternative Response Round: 2 ® %

Al Content

20 FILMUDLDBA. CHC WP SNGLPLYREG,32.651

3. Select OK to confirm Revise Response.
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A, Revise Response?

You have already submitted 2 response for this event. Click OK if you would like to revise your response.

o

4. Follow the same response process used in Round 1,
5. If responding in the system, type over your previous response with your updated values.
6. If responding via excel upload, the downloaded excel will include your previous response values. Enter your
updated response values and upload.
7. Confirm all required fields are completed and review pricing before submitting response.

Console & Doc2111314303 - Test_Alternative Response Round: 2 @ ;;'u';;;'ﬁa 57:40

Priwty  Sostmnatiity B Aserae B

~ Checkist
All Content = v

Merm 1 Vel o Valto Matariatober st o Pt [FPPu— [T [rrr—

GUDLBRDWHTERSZZGUTN |,
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