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Opal Sourcing Event Introduction

Paper Australia (Opal) is using SAP Ariba to invite suppliers to participate in 
sourcing events (e.g.RFI, RFP, RFQ).
The purpose of this guide is to provide step by step instructions on how you 
as a supplier can respond to an RFx (RFI, RFP, RFQ) on the Ariba Network.

If you are an existing Ariba Network supplier, please go to Page 7



Setting up a new Ariba Network account
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If you are a new Ariba Network user or need 
to set up a new account for conducting 
business:
When you receive the invitation email, please DO 
NOT click on the ‘Sign Up’ button, please set up 
your account by going to
https://supplier.ariba.com
and click ‘Register Now’.

https://supplier.ariba.com/


Setting up a new Ariba Network account
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Complete the fields as requested and click ‘Register’. 
Follow the prompts to confirm your email address.



Setting up a new Ariba Network account
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Go back to your emails and click through to 
activate your Ariba account.

Once account is activated ,click on “Complete my 
Company Profile later”. 



Accessing the Sourcing Event
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Go to the original invite sent by the customer (Opal) , and click “Click here” and Log in from there
Now the current Sourcing Event and any future Opal Events will automatically be linked to the above account. 

If you are having any issues using the buttons shown above please clear the browser cache and cookies and try again.



Accessing the Sourcing Event
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Sourcing events can be accessed 
in Events section in “Ariba 
Proposals and questionnaire”

If Ariba Proposals and 
questionnaire screen does not 
come up, you can select it from 
dropdown as well



Response Teams
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If you have more than one person in your company that will need to contribute to your response, you can add 
them as part of a 'Response Team'.

You can add additional users in 
your company from the Events 
listing page.
• Select the menu Company 

Settings > Users. 
• On the Manage Roles tab,

Click (+) to Create a Role. 
Define a role name for the 
user, e.g. “Sales”. Select all 
applicable permissions.

• Click [Save]



Response Teams
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• On the Manage Users tab, Click (+) to 
Create a User
Fill in the user details, ensuring the 
username is the email address.
Assign role/s as needed

• Save the entry with [Done]. 
• Exit the next screen with [Close].

For more information on Response 
Teams, check out the link below:
https://help.sap.com/viewer/7237950fd
b6e46988f14803fee4367d6/cloud/en-
US/aa586415d5af1014bcc0e512a6deb06
b.html

https://help.sap.com/viewer/7237950fdb6e46988f14803fee4367d6/cloud/en-US/aa586415d5af1014bcc0e512a6deb06b.html


Review Prerequisites or Decline to Respond
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If you click Decline to Respond, please 
enter a reason as to why

Note the clock counting down. That’s 
how long the Event is open. You need to 
submit your response before the event 
time expires.

If you intend to respond to the event,
click Review Prerequisites to view and accept the 
Terms and Conditions Paper Australia (Opal) has 
specified for this event.
If you do not intend to respond, click Decline to 
Respond.



Respond to Prerequisites
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If you intend to respond to the event, 
click “I accept…”
If you don’t intend to respond to the 
event, click “I do not …”

Note: if you select “I do not…” you will 
not be allowed to respond to the event.

Click OK



Populate & Submit your response
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The Event is designed with fields for you to either enter text, enter numerals, choose an option or upload a document. 
Opal will often include documents that you can download as well such as specification documents, policies & pricing files. 



Populate & Submit your response
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Note: If any mandatory answers or documents have not been attached, the system will highlight in red 
what needs to be completed before you can submit your response.

• Download any files that Opal 
has provided by clicking 
‘references’

• Enter a response for all 
questions that has an (*) next 
to the answer field

• Upload files at all ‘Attach a 
file’ points as requested

When you are finished, click Submit Entire Response



Revise response
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Until the time has run out you can 
go back and make changes to your 
response. 

To edit your response, navigate to 
the Submit Response screen using 
the left-hand links, then click on 
the Revise Response button and 
make your changes either in the 
system or via an Excel download 
and upload as you did for your 
submission.



SAP Ariba Support
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Ariba Support
• Contact Ariba Support
• Australia phone – 1800 766 694 (toll-free), New Zealand: 0800 446 018
• Australia/NZ chat - https://support.sap.com/en/contact-us/phone.html
• For overseas suppliers – https://support.sap.com/en/contact-us/phone.html

https://support.sap.com/en/contact-us/phone.html


Opal SAP Ariba Sourcing Event FAQs
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How to update your Timezone (this is important as the Event end time needs to be set to YOUR timezone)

Below are the steps to update the Timezone in Ariba Network account. 
1. Login to the network using the valid user name and password. 
2. Click Login. 
3. User will be directed to the home page. Click the user name initial. 
4. Choose My Account
5. Go to Preferences section. 
6. Click the dropdown on the Preferred Timezone field. 
7. Choose the Preferred Timezone on the list. 
8. Click Save.

For any additional support, please head to our dedicated FAQ page available on the Opal website.

https://opalanz.com/

https://opalanz.com/
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