
SAP Ariba Training: 

Participate in an RFP



SAP Ariba Training : Participate in an RFP – p. 2

Participate in an SNCB RFP
Navigate to an RFP

As a supplier, you will receive an e-mail 

from the SNCB informing you that you 

have been invited to participate in an RFP 

event. 

In the email, click on "Click here" 

to open the event.

Click on "Login" if you already 

have an account, login with your 

details and you will be 

automatically directed to the event.

If you do not have an account 

yet, navigate to step at the 

website: SAP Ariba - Procurement 
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https://www.belgiantrain.be/en/3rd-party-services/supplier/procurement/ariba/
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Navigate to an RFP

You can also access a sourcing event by 

navigating directly from your Ariba 

Network account.

Log into your Ariba Network 

account and go to your main 

dashboard. Click on "Ariba 

Network" at the top left of your 

screen and select "Ariba 

Proposals & Questionnaires".

You will then be directed to the 

Ariba Spend Management site of 

the SNCB. You can verify this by 

looking at the top left corner to see 

if the SNCB is marked in light 

blue.

Under Events, in the "Status: 

Open" sub-menu, you can find 

open events that you can attend. 

Click on the event name to begin.
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Participate in an RFP event

The RFP participation screen is 

composed of different options and 

sections.

You must indicate whether or not you 

wish to participate in the event. Click 

on “Intend to participate" or "Decline 

to participate" according to your 

choice.

At the top right, you will find the time 

remaining before the event closes. If 

you are participating, you must submit 

an answer before the deadline.

The central table gathers all the 

information related to the event. This 

one is composed of several sections 

to browse by clicking on "Next". You 

can click on the double arrow at the 

top right of the table to expand it.

The "Event Content" section also 

allows you to browse the different 

sections of the event. Click on "All 

Content" to view all content on one 

page.
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Participate in an RFP event

The RFP participation screen is 

composed of different options and 

sections.

You can export the data to an 

Excel file by clicking on 

"Download content". 

You can also print the data by 

clicking on "Print event 

information".

The "Checklist" section allows you 

to see what stage you are currently 

at in your participation in the event.
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Participate in an RFP event

The RFP participation screen is 

composed of different options and 

sections.

Select the lot(s) you want to 

participate in. 

Click on "Confirm selected 

lots/items" to go to the next step.

Participate in an SNCB RFP
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Participate in an RFP event

After selecting the lots for which you want 

to participate in, you have to fill in various 

data and documents.

In section 1.2 you will find all the 

tender documents. Please 

download these so that you can 

prepare a quotation that conforms 

to what is requested in the tender 

documents. In a further step (point 

3.1) you can then upload your 

quotation.
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Participate in an RFP event

After selecting the lots for which you want to 
participate in, you have to fill in various data 
and documents.

In point 3.1 you can upload the quotation 
by clicking on "Add a file". Attention, 
through this link you can upload exactly 1 
document. If you wish to upload multiple 
documents, there are 2 options:

Option 1: You put all the documents in a 
ZIP file and upload the ZIP file

Option 2: You click on the icon        to add 
a comment with additional document. With 
each comment you can add one or more 
attachments.

At point 3.2, you must download, sign ("e-
sign") and upload the Event Submission 
Form. To do this, click on "References" 
and download the document in the desired 
language. Then click on "Attach a file" to 
upload the document.

In point 3.3.1, depending on the 
assignment, you should either enter a total 
price or enter a price for each of the 
selected items. For items you should 
always enter the unit price, the system will 
itself calculate the total price based on the 
estimated quantities.

In case multiple items are requested and 
you had downloaded the total list as Excel 
in a previous step you can enter this Excel 
and then upload the prices using the 
“Excel Import" button, this way you don't 
have to manually enter the price for each 
item.
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Participate in an RFP event

After selecting the lots for which you want 

to participate in, you have to fill in various 

data and documents.

When you are satisfied with your 

response, click on "Submit Entire 

Response".

Then click on "OK" to validate this 

response. 

The offer is now correctly

submitted to the SNCB.
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Participate in an RFP event

On your Dashboard, the RFP event 

now appears as “Participated: 

Yes".
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If you need more information :
 
• You can visit our website:
→SAP Ariba for Procurement | SNCB
 
• You can have a look at our FAQ

• You can reach out to your SNCB contact person

https://www.belgiantrain.be/en/3rd-party-services/supplier/procurement/ariba
https://www.belgiantrain.be/en/3rd-party-services/supplier/procurement/ariba/faq
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