
Instructions to participate 

in a tender having 

received an invitation
(for suppliers without registration on SAP Ariba)

UAB koncernas “ACHEMOS GRUPĖ“
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1. Invitation to join a tender

 You will receive an invitation sent to your e-mail 

once a tender is published.

 To join the tender, you need to click on the following 

link, which will take you to the login window. It is

important to use received link and not to change any

pre-filled fields.

(Using a browser other than Google Chrome is 

recommended).

 If you do not wish to take part in the tender, you can 

either ignore the e-mail or log in to SAP Ariba and 

check that you do not want to participate.
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2. Registration

 When logging in to SAP Ariba for the first time, click “Sign up”.
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 What to do if you get an error?

 Fully close the browser and try to log in again.

 Clear cache and cookies. 

 If the solutions above don‘t work, contact ITsupport@achemosgrupe.lt
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2. Creating a new log-in (1)

 Here you will see your company‘s information. It is important that you don‘t change
this information. If you want to add more users, you will be able to do that
afterwards.
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2. Creating a new log-in (2)

 Name, surname

 E-mail address

 A tick means that your username will be the same as 
your e-mail address

 Login name (in the e-mail format, e.g. test@test.lt)

 A password shall consist of at least 8 characters, 
including at least one:

 Capital and small letter

 Digit

 Special symbol (*, +, etc.)

 E-mail. We recommend entering the same e-mail as 
above.
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 Important! We suggest you fill in „Tell us more about your business“ so that we could

invite you to other tenders.



2. Creating a new log-in (3)

 In order to receive invitations to all 

tenders related to activities of your 

company, please choose the category of 

goods and location. This can be done in 

one of the three ways:

 1. Enter a word fragment and choose one 

of the displayed values.

 2. Click “Browse” and choose manually in 

the section (described here).

 3. Click “Browse” and search keywords in 

the “Search” field (described here).
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2. Creating a new log-in (4)

 If the activities of your company are related to, for example, furniture, choose “Furniture -> 

Accommodation Furniture -> Furniture” and click “+”.

 You will see your selected data both in the list above and below.

 Choose the location respectively.
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2. Creating a new log-in (5)
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 3. Click “Browse” and search keywords in the

“Search” field.

 Enter a keyword, e.g. “desk”, in the “Enter a

Keyword” line and tick the selected options.

 Having ticked the options, click “Add”, and your

selections will be displayed below.

 A search can be performed several times and,

having selected all the options you want, click

“OK”.



2. Creating a new log-in (6)

 After entering all required information, tick that you agree with SAP Ariba Terms and Privacy

Statement and click „Create account and continue“.
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2. Creating a new log-in (7)
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 After registration you could get a pop-up which suggests you to get a full address. 

This way click „Accept“.



2. Creating a new log-in (8)
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 If the system will find information that is similar to the ones that are already

in the SAP Ariba, you will get this message:

 Click „Review accounts“ and check if your company is not in the list. If not, go

back and click „Skip review“.



3. Joining the tender (1)
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 Having logged in, you will be taken to the tender which you were invited to join.

 To see all the projects which you were invited to join, click “Go back to ACHEMA GROUP Dashboard”.

 You will see the organizer of the tender, date of publication and end of the tender.



3. Joining the tender (2)

 Options displayed on the top of the page:

 Download content

 In order to take part in the tender, click “Review prerequisites”.
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 Review prerequisites

 Refuse to take part

 Print tender information 



3. Joining the tender (3)

 Checkmark that you accept SAP 

Ariba rules and conditions in this 

window and click “OK”.
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3. Joining the tender (4)

 Depending on the content of a tender, you may be given an option to choose which lots/ line 

items you want to submit tenders for.

 You may choose by check-marking the line and clicking “Confirm Selected Lots/ Line Items”.
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4. Submitting a tender (1)

 Content of the tender will be displayed 
below, including the tender conditions, 
requested documents and information.

 Attached document containing tender's
conditions, so you need to download them.

 Depending on whether you selected 
product lots/ line items in the previous 
stage, you may be asked to indicate prices.
It is important that
you seperate the Euro and cents with DOT, 
not comma.

 Click “Attach a file” to upload filled 
documents. If you have more files, please 
use .zip or similar to compress files into 
one.

 Enter required information in empty fields.

 Here you can write a message for the 
organizer of the tender.

 Having completed all the fields, click 
“Submit Entire Response”.
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4. Submitting a tender (2)

 To write a message to the organizer of 

the tender, click “Compose a 

Message”.

 Here you can attach a document 

(“Attach a file”) and write a message.

 Having written a message, click 

“Send”.
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4. Submitting a tender (3)
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 Having submitted all the documents, a message informing about a submitted tender will be 
displayed.

 Time remaining till the end of the tender will be displayed on the top right corner.

 You can still change your submitted information by clicking “Revise Response”.

 After the expiry of the deadline for the submission of tenders, once all the tenders have been 
examined and evaluated, the organizer of the tender will contact you for further tender procedure.



5. Tender review
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 You can check submitted response immediately after submitting or if you are in the dashboard, 

click on event name and then you will see the information. 



Submitting a tender for stage II (1)

 After the owner reopens a tender, you will get a message that you can submit your response for stage II.

 After clicking the link, you will be redirected to login page and then – to a tender.
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Submitting a tender for stage (2)

 You will need to click on “Revise Response” in order to fill the information and upload files.
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Submitting a tender for stage II (3)

 The system will inform you, that you already submitted a response, click „Ok“.

 In content page you will be able to submit your response and upload new files. After filling everything in, 

click „Submit Entire Response“.
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Contacts

 New user login and technical issues: ITsupport@achemosgrupe.lt

 For questions relating to tender procedures of Achema Group companies: 

pirkimai@achemosgrupe.lt
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