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Explanation

You will receive an email with the subject that Vaillant Group has 

invite you to participate in an event

Please click on the link Click Here to access the sourcing event

Log in to the Ariba Network with your credentials

Please click Login

• You can also log-in to the Ariba Network to check your events and 

statuses without e-mail from the customer by logging in under 

https://service.ariba.com/Sourcing.aw/

Further Information
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Explanation

You will get forwarded to the sourcing event screen, where you have 

been invited to by the Vaillant Group

Please click Review Prerequisites

• You can also Decline to Respond in the Sourcing Event Screen

• You cannot access the event content without accepting the NDA and 

Terms & Conditions of Purchasing

Further Information
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Explanation

You cannot see the event content before you have accepted the NDA & 

terms & conditions of Vaillant Group. Change the answer to Yes after 

checking the attached documents

To download the NDA and the terms & conditions click on

References and select the documents name to download it

Click OK to proceed
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Explanation

You can see the event content now. It is possible to jump between the 

different Sections to get a good overview about the Ariba content

Option 1 - You can give a response to the event content via the User 

Interface (UI)

Option 1 - Click Submit Entire Response to send your response after 

filling all fields

Option 2 - You can upload your response via Excel Import. Please find 

further information on the next slides
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Reply via Excel Import
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Explanation

Option 2 - Click Excel Import to open the Excel Import mask

Option 2 – Click Download Content to open the event content as Excel 

document

• You cannot upload Documents via the excel file. This needs to be done 

via the UI in section 8.

Further Information
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Explanation

Option 2 – Make sure to fill out all yellow fields. The white ones are, if 

provided, content from the corresponding buyer 

Option 2 – Jump back into Ariba Network and select your file. Click 

Upload. If your upload was successful, the system sends you the 

following message:

To submit your response, please click Submit Entire Response like 

you did in step 11

• You cannot upload documents via the excel file. This needs to be done 

via the UI in section 8.

Further Information
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Explanation

In case you want to change your response after submitting, click Revise 

Response.

After confirming to revise the response, you have the possibilities to 

update your response via UI or Excel Import again
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Explanation

In case you want further information, you can always check 

https://support.ariba.com/ and click Log in (you don’t need an account 

in the first steps). In the next step you can select a category to which 

your question belongs

Afterwards, you can just search for your question or check 

recommended topics

At the top of the page, you can find also a tab called Learning and 

Contact us. Please find further information on these sites on the next 

slides

In case you have further questions, feel free to reach out to the 

corresponding buyer. You can find the buyer’s mail address in your 

Ariba notification mails.
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Explanation

In the Learning tab, you can find short and helpful tutorials23
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Explanation

In the Contact us tab, you can find direct ways to the Ariba support. 

You can directly log in with your Ariba Network credentials.

Option 1 – You can search for your issues via the search field

Option 2 – You can raise an immediate request to Ariba Support in 

which you can describe your issues

Please find here a few helpful links:

• How do I access a sourcing event?

• https://helpcenter.ariba.com/index.html?sap-

language=en#/item&/i/KB0398012

• The username and password pair you entered was not found

• https://helpcenter.ariba.com/index.html?sap-

language=en#/item&/i/KB0393457

• How do I update my email notification preferences?

• https://helpcenter.ariba.com/index.html?sap-

language=en#/item&/i/KB0392544

• User administration

• https://help.sap.com/docs/SAP_Ariba/5fe0a29ef94d4f7e85d1e

11d0b45bd3c/3c68dc5136f8413daad6561147b2abad.html
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