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ABOUT THIS GUIDE

» This guide will take you (the Supplier) through the steps required for Email
bidding in ACHEMOS GRUPE Sourcing Events.

» ACHEMOS GRUPE uses SAP Ariba to manage its Sourcing activities and to
collaborate with Suppliers. Follow the instructions in this user guide to assist
you with sourcing events.

» Note: If the email has not appeared in your Inbox, check out your Junk or
Spam folders.
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ACHEMOS GRUPE - TEST has invited you to participate in an event: RFP Laptops.

& W
@ ACHEMOS GRUPE - TEST <no-reply@eusmtp.ariba.com> | © Repy | Reply ‘ . Eon ||_|

To @ Lina Jankauskieng Yt 12.10.2023 16:40

@ If there are problems with how this message is displayed, click here to view it in a3 web browser.

Invitation email 6 E—

6 KB

- Dacl1669271281Lina lankauskiene_Attachments.zip ‘
= gip

[ B Doc1669271281 27670.xls
v
24 K8

If you receive an invitation to
an event with Email
response and Decline buttons

ACHEMOS GRUPE - TEST

. . . [ - E,
similar to the following, you RFP Laptops
Ca n Su b m ] t yo u r res pO n Se V] a Please review this RFP or RFl and submit your response by email or by visiting the event page.
e m a_l l «  To submit your response by email.
° 1. Download the attached Excel file.
2. For all the line items that you want to bid for,
a. Set the 'Intent to Bid' atiribute to "Yes'.
b.  Enter all the required details.
c. Toattach a supporiing file, enter the exact file name in the relevant field.
Add the supperting files (if any), except the Excel file, o a zip file.
Click Email response to open the reply message.
Attach the updated Excel file and the zip file containing supporting files (if any), and send the
email.
e Tovisit the event page, click See event.
1 members of your organization are invited to pariicipaie in this event
=« Lina Jankauskiene
For any questions, contact marina.vasileva@lever:.com
KONCERNAS
ACHEMO RUPE s PR S s memm il ou accept the bidder agreement (attached with the

invitation email) and consent to processing your name and emall address by ACHEMOS GRUPE - TEST for the I

purpose of a business relationship between ACHEMOS GRUPE - TEST and your grganization and agree to the




Would you like to place your bids via email
using Excel or via Ariba Network?
Select one...

| would like to bid via
email using Excel

| would like to use Ariba

Network
(g0 to the slide 15)

(suitable for both registered

and new suppliers)
(g0 to the slide 5)
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Step 1 Check out the attachments

Check out the attachments:
ACHEMOS GRUPE - TEST has invited you to participate in an event: RFP Laptops.

ACHEMOS GRUPE - TEST <no-reply@eusmtp.ariba.coms | © Rerly ‘ b i ‘ = Forward | |- |
p~ To @ Lina Jankauskieng Yr12.10.2023 16:40

1. Bidder Agreement.

2. Attachments to the
. t @ If there are problems with how this message is displayed, click here to view it in a web browser,
SourC]ng even ° 1 _: Doc1669271281_BidderAgreement.docx w || o Docl669271281Lina Jankauskiene_Attachments.zip
6KB = g

5 Excel W]th a b]d Sheet tO ‘@ Doc1669271281_27670xls
enter your bids. = ke

o
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Step 2 Check out the Excel

1. Download the Excel file
attached to the event
invitation email.

ACHEMOS GRUPE - TEST has invited you to participate in an event: RFP Laptops.

ACHEMOS GRUPE - TEST <no-reply@eusmtp.ariba.com> | € Reply | € ReplyAll | =3 Forwerd H_‘
Y To @ Lina Jankauskiene Yr12.10.2023 16:40

@ If there are problems with how this message is displayed, click here to view it in a web browser.

‘ @ Doc1669271281_BidderAgreement.docx 0
KB

= —  Docl669271281Lina Jankauskiené_Attachments.zip ‘
e W:

@ Doc1669271281_27670xls %
24KB
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Step 2 Check out the Excel

iy B G D E F

2 Required Action

1. Detailed instructions on how

Submit the list of items on which you intend to respond

to fill out the tab with items. 3
5 Instructions
2, Deta I I_ed |nstru Ctlons On hOW Proceed through each worksheet using the tabs at the bottom of the window and fill out the required information: "Intend to Bid
o data" (color-coded cells, below) are required for Intend to Respond stage and "Bidding data” (color-coded cells, below) are
to fl l.l. Out a nswe rs for required for Submit Response stage. When you have filled in all the information, save the file to your desktop and import it to the
o application
6
questions. -
8
3. A llst Of attaCh ed to an event 9 General Guidelines and Cell Legend

Some of the cells in the following sheets require that you enter data, some can optionally be edited, and some are read-only. This

fil_es and com merCial_ terms' 10 is indicated by the color and border

12 :l Header and System 1D Information: Do not modify this cell or the import may fail.
4~ A tab to response the 14 S Help Information. Do not modify this cell or the import may fail
buye r’S q U eStl O nS (p lease 16 |:| Bidding data. These cells are optional if you are selecting lots to which you intend to respond, otherwise they
. . . are required. Cells that you fill in are copied into the event when you import the spreadsheet. The column
See |n$tru CthﬂS In 2 .) 17 heading for these cells also has an asterisk (*) in it.
18 l:l Intend to Bid data. These cells are required; specify Yes or No.
5. Atab to fill out your prices 20 [ ] opionaldelm
(please see instructions in 1.) = | Without the border, read oy data
23
¥ 24
KON C.E RNAS 25
ACHEMOS GRUPE 26

< > Intend To Respond Instructions  Submit Response Instructions 2 Commercial Terms | Pirkimo.. 3 FOR SUPPLIER| PILDO TIEKE)..  Other Content




Step 3 Adding attachments

1. Enter attachment file

B Doc1669271281_27670xs - Compatibility Mode v £ Search
name.
File  Home Insert Pagelayout Formulas Data Review View Automate Help
2. Create Zip f|le fOr yOUI' E3 w B8 XK _ﬁc Test Document - (1).docx @
attachment. This zip file e B c T Db _E__ F G H
Wll-l- be attaChed to yOUl' 31 |Proposal documents / Pasitlymo | Test Document - (1).docx Answer Type: Attachment
. i Acceptable Values: Attachment File Name
email response later. 2 Jolumantal _
32 Enter delivery time (days) / [rasykite
Please note that you can pristatymo termina (dienomis): [}f
3
add Only one file as an . 3.3 :'Speci;y_fiayme:ltterr.nsiNurodykite
hment 2 |apmokéjimo salygas:
attac .
¥
KDNC.EPNAS 2023
ACHEMO RUPE




Step 4 Entering answers

c3 il X v fxll a5
A B =
H H 1 Number |Name Answer
1 Enter dellvery tlme (dayS) 3.1 Proposal documents / Pasildlymo  |Test Document - (1).docx
. 2 dokumentai: A 4
2. SpeCIfy payment terms. 3.2 Enter delivery time (days) / |rasykite | 15 Answer Type: Whole Number
pristatymo termina (dienomis): o Acceptable Values: Any Value
>
35 Specify payment terms / Nurodykite
L apmokéjimo salygas:
5
(-3

Fle  Home Insert Pagelayout Formulas Data Review View Automate Help

c4 v | X WV f,‘r payment terms
A B [o] D E E G H
1 Number |Name Answer
81 Proposal documents / Pasiulymo | Test Document - (1).docx
2 dokumentai:
32 Enter delivery time (days) / |rasykite (15
pristatymo terming (dienomis):
3
T Specify payment terms / Nurodykite | payment terms Answer Type: Text (single line)
4: apmokéjimo salygas: o Acceptable Values: Any Value
5
6
%
8
v o
KONCERNAS
ACHEMO RUPE 10




Step 5 Entering price

1. Enter your price excluding VAT.
2. Save the file.
Please note that only yellow cells can be edited.

Please use commas as decimal separator.

File Home |Insert Pagelayout Formulas Data Review View Automate Help

H25 v it X v fx|
A B C D E
1 - Laptops | Yes EUR

ACHE
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Step 6 Creating response

1. Click Email Response.

ACHEMOS GRUPE - TEST has invited you to participate in an event: RFP Laptops.

@ ACHEMOS GRUPE - TEST <no-reply@eusmip.ariba.coms | O Rely | & Reayal | > Fomar

' To @ Lina Jankauskiens Br17.1

@ If there are problems with how this message is displayed, click here to view it in a web browser.

‘ﬁ_ﬁ Doc1669271281 _BidderAgresment.docx
Y 6KB

= Doc1669271281Lina Jankauskieng Attachmentszip <
== oxp

g’E Doc1669271281_10050.xls
24 KB

& ‘

ACHEMOS GRUPE - TEST

RFP Laptops

Please review this RFP or RFI and submit your response by email or by visiting the event page.

«  To submit your response by email:
1. Download the attached Excel file.
2. For ali the line items that you want to bid for,
a.  Setthe Intent to Bid' atiribute to "Yes'.
b.  Enter all the required details.
€. To attach a supporting file, enter the exact file name in the relevant field.
Add the supperting files (if any), except the Excelfile, to a zip file.
4. Click Email response to open the reply message.
5 Aftach the updated Excel file and the zip file containing supporting files (if any), and send the
email.

w

= Tovisit the event page, click See event
1 members of your organization are invited to participate in this event
»  Lina Jankauskieng

For any questions, contact marina vasileva@leverx com

Email response| See event

Bv clickina Email response and resoonding throuoh email, vou accept the bidder aareement (attached with the




Step 6 Creating response

B “ ) 7 | % ReACHEMOS GRUPE - TEST has invited you to participate in an event: R... 0 — o 3

2. Please don’t change the address that
has been added automatically.

i‘°~s< | Calibri (Body) ~| [11
3. Attach your proposal: | —

Fle  Message Insert Options FormatText Review Help

B I U 2+ A ~ g~ S

- Excel with your answers a nd prices B | 1o ‘ bidbyemail-prodeu+achemosgrupe-T+Doc1669271281+4582342235192035183@eusmtp.ariba.com
- zip with your attachments. send | | cc |
4 Send th e e m ail Subject Re;ACHEMOS GRUPE - TEST has invited you to participate in an event: RFP Laptops.
== Test Document - (1).zip = Doc1669271281_10920.xls G
= gyp ¥ ‘ ‘ 46KB ‘ "@

KONCERNAS 2023
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Ariba notification

1. If your bid was placed successfully, you
will receive the notification with the subject
“Successfully placed bid...” and your bid
in the attachment.

2. If you would like to revise your response,
click Revise response and send your
updated files.
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a
2
>

ah
S
m

ACHE

Successfully placed bid for RFP Laptops

4——4 1'
I €3 Reply | % Reply Al | —> Forward | ‘T‘

ACHEMOS GRUPE - TEST <no-reply@eusmtp.ariba.com >
¥ To @ Lina Jankauskieng Bt 17.10.2023 14:56

® If there are problems with how this message is displayed, dick here to view it in 3 web browser.

g____ Doc1669271281_11240.xls
24KB

= — Doclesz72B1Attachmentszip
= o

ACHEMOS GRUPE - TEST

Dear Lina Jankauskiene,

A 4

Your bid for RFP Laptops was received successfully.

To revise your response, you can do so via email or by visiting the event page.

= Toreview your bid response, please see the attached Excel file
«  To revise your bid response,
1. Download the attached Excef file.
2. Update the Excel file with the required details. If you are attaching a supporting file, enter the
exact file name in the relevant field.
3. Add the supporting files (if any), except the Excel file, fo a zip file,

1. NOTE: Supporting files already attached to your previous bid response need not be
added again. If you have modified a previously attached file or want to aftach a new
file, add it to the _zip file.

4. Click Revise response to open the reply message.
5. Attach the updated Excel file and the zip file containing supporting files (if any), and send the
email.
« To visit the event page, click See event.

Revise responst [See event I

®¥%e through emal, you accepted the bidder agreement {available on the event page) and




Handling errors

1. If your bid wasn’t placed successfully, you
will receive the notification with the subject | railed to place bid for RFP Laptops |t-®
“Failed to place bid for...". @

ACHEMOS GRUPE - TEST <no-reply@eusmtp.ariba.coms | © Reply
To @ Zygimantas Kazlauskas

2. The system will send you the detailed
explanation in the email body. ACHEMOS GRUPE - TEST

3. Go to the invitation letter, click Email
response and send your updated
respon se. : There was a problem with your bid for RFP Laptops:

Dear Zygimantas Kazlauskas,

Invalid filename Test Document - (1).docx’ specified in cell on row '2' and
column 'Answer' on sheet '3 FOR SUPPLIER| PILDO TIEKEJ...".

2023
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| would like to use Ariba Network

1.

2.

ACHE

Click See event.

Please, find further steps in:

]

O ofe

1) Instructions to participate in a tender
having received an invitation_ (for suppliers
without registration on SAP Ariba) - Slide 3

2) Instructions to participate in a tender
having received an invitation _ (for suppliers
registered on SAP Ariba) - Slide 3
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ACHEMOS GRUPE - TEST has invited you to participate in an event: Test 20 suppliers.

@ ACHEMOS GRUPE - TEST <no-reply@eusmitp.ariba.com> | 3 Reply

' To @ Tomas Jankauskas

® If there are problems with how this message is displayed, click here to view it in 3 web browser,

Doc1668766432_24710.xls .
24 KB

"mz Doc1668766432_BidderAgreement.docx -
6KB

ACHEMOS GRUPE - TEST

Test 20 suppliers

Please review this RFP or RFI and submit your response by email or by visiting the event page.

+  To submit your response by email:
1. Download the altached Excel file.
2. For all the line items that you want o bid for,
a. Setthe 'Intent to Bid" atiribute to "Yes'
b. Enter all the required details.
¢. To atlach a supporting file, enter the exact file name in the relevant field.
3. Add the supporiing files (if any), except the Excel file, to a .zip file.
4. Click Email response {o open the reply message.
5. Aftach the updated Excel file and the zip file containing supporting files (if any), and send th
email.
«  Tovisit the eveni page, click See event.

1 members of your organization are invited to participate in this event
+ Tomas Jankauskas

For any questions, contact marnina vasileva@levers.com

o (1)

By clicking Email response and responding through email, you accept the bidder agreement {atfached with the



