
SUPPLIER TRAINING

Quick Start Guide for Suppliers 



Introduction
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Going forward all Tenders from SMRT will be routed thru the Ariba eSourcing application 

and all vendors would be required to submit their responses electronically thru Ariba 

application
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Event Invitation

4

 SMRT would send an invite thru the Ariba application for participating in the Event

 An email will be send from Ariba application to the Email address of the Contact person 

identified by SMRT

 Once the Contact Person receives the Email, he can.,

• Register to the Ariba Commerce Cloud by clicking on the Link mentioned in the Invite 

Email

• If already a registered user., Log In using the credential's to access the event

 Please call Ariba helpdesk if you encounter difficulty in submitting the proposal online. 

Singapore: 1800 311 4600 | Asia: 65 6311 4745 | US Toll Free: 1 866 218 2155 | US: 1 

412 222 6153 | Europe: 44 20 7187 4144 

 You can also get help by clicking on the Help Menu on the Top Right Corner of the Page



Event Invitation eMail
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A sample of Event Participation 

Invite Email send to you from 

Ariba Application
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Click on the “Click Here” link to 

participate in the Event by completing the

Registration process in Ariba commerce Cloud. This is 

a one time registration task., once registered the same 

credential's can be used to Participate in other Tenders 

from SMRT

Click on the Link to Download the Guide to use Ariba

For Technical difficulties contact Ariba help 

desk



Registration Process



Click here if you are Already a 

Registered User

Click here if you are a New User
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Fill the Mandatory [Marked with *] 

information. 

Type the product or services which 

your company deals with. For eg:-

Forklifts. And add to the Product 

and service categories. You can 

add more than one Category

Type in your Ship To Location. For 

eg:- Singapore



Fill the Mandatory [Marked with *] information. Do 

remember your password and secret question 

Accept the Terms and Conditions and Click 

Submit
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Once you Submit you will be required to complete 

Organization Profile Questionnaire as Required by SMRT as 

ONE TIME Mandatory Activity
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Fill the Mandatory [Marked with *] Information and Submit. Once you 

Complete and Submit your Profile Questionnaire.
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Once you Complete and Submit your Profile Questionnaire. Click Close

on the Right Corner to access the Event.
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Accessing the Event and Submitting the Response
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Click on the Event Name to 

Access the Event

Your Company 

Settings/Account Information



1 2 3

1) Click on Review Prerequisites if you wish 

to participate in the Event

2) Click on Decline to Respond if you don’t 

wish to participate in the Event

3) Click on Print Event Information to print the 

event details.

Getting Back to Dashboard where 

all Event invites can be Seen

Time Remaining for the Event to 

Close
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You can Click on “Download Content” to download the 

content in an Excel Sheet.

You can Click on “Print Event Information” to print the 

Event Information.
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You need to Click on “Select Lots” to select the lots you 

wish to participate. This is Mandatory.
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You can use the Bidding Currency to select 

the currency you want to Bid

Select the Lots and Click on Submit Selected 

Lots
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Now you will be able to Enter the Price you wish to 

Quote.
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Responding using the Existing MPN Part No / Name



Enter the Price

Enter the Lead Time

Enter Manufacturer Part No, 

Manufacturer Name by 

copying details

You can Enter Comments in 

this Section

You can Attach any files

Responding using the Existing MPN Part No / Name
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Responding using the Alternate MPN Part No / Name



Enter the Price

Enter the Lead Time

If there is an Alternate Part, 

select “Yes”, and Enter the 

Alternate Part No / Name

You can Enter Comments in 

this Section

You can Attach any files

Responding using the Alternate MPN Part No / Name
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If there is no Manufacturer Part 

No / Name don’t mention 

anything in these boxes
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Enter your Price Details and Click on 

Submit Entire Response to submit your 

responses

Click on Save to save your 

Responses and to Submit at a 

later stage
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Click OK to Submit this response
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Composing a Message to Project Team



To send a Message or any clarification to SMRT click on 

Compose Message Button
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Enter your Message 

Here

Attach your Attachment

Click on Send to send 

your Message
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Revising a Submitted Response



To Revise your response or to submit Alternative 

Response. Click on Revise/Alternative Response
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Click OK to submit the response
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Adjust your Price and submit your 

Response
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Submitting a Alternative Offer / Response in addition to Original Offer



To Revise your response or to submit Alternative 

Response. Click on Revise/Alternative Response
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Click on Alternative  Pricing Alternative

To submit your Alternative Response
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Enter Your Alternative Name

Select the Line Items for 

which you want to summit 

the Alternative Response 

and Click OK 40



Enter the Alternative Response and Click Submit 

Entire Response
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Submitting a Response using Excel Import



To do an Excel Upload of the Prices. Click on Excel 

Import.

44



1

2

3

1) Click on Download Content Button to download the 

content in an Excel File.

Save the file to your Desktop 

Update the response Details in the Excel File and  

save the file to your Desktop

2)   Click on Choose File and select the File you saved

3)   Click on Upload button to upload the Responses
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Printing Event Information / Downloading Event Content



Click on Review Event Details
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Getting Help From Ariba to Register / Participate in Events



Please call Ariba helpdesk if you encounter difficulty in registering / 

submitting the proposal online. 

Toll Free Numbers

Singapore: 1800 311 4600 | Asia: 65 6311 4745 | US Toll Free: 1 866 218 

2155 | 

US: 1 412 222 6153 | Europe: 44 20 7187 4144 

Ariba Helpdesk Number
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Click Help  Help 

Center
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You can search for your answers 

You can click on the Tabs
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The preferred Method to contact Ariba Support
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Select the country from where you are making the 

call
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You can type in your queries  and 

click Start to search for your answers

55



If you cannot find your answers you 

can  submit an online service request
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Fill in all necessary information and click on 

Submit
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THANK YOU


