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Introduction

Dear Supplier,

The enclosed support pack contains guidelines and support on how you can register on 

the Ariba network and how you can manage your own account.

It also includes a short Q&A overview on the topics that are frequently asked

In addition to that it is explained how Tata Steel’s vendor qualification process works and 

what you as a supplier need to do in this process.

Finally there is a short guidance on how to digitally sign documents with the DocuSign 

digital signature tool.

The support pack is indexed. Which means that on page 2 you can navigate to the topic 

of interest by holding the control button on the computer and simultaniously click on the

topic you need more information of.

We hope this support pack provides you with information that helps you in the

qualification process Tata Steel via the Ariba network.

For direct questions or support please contact the Ariba support 

team via the channels mentioned on page 8.
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• Administering your supplier account

• Tata’s Vendor Qualification

• Navigating the Ariba Help Centre –

Call back functionality

• Contract signing (DocuSign)
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Tata Steel will use SAP Ariba for its Strategic Sourcing Processes

Sourcing

• Request for (RFX) 

Information/ Quote/ 

Proposal /Bid

• Tenders

• E-auctions

Contract 

Management

• Contract negotiation

• Contract creation

• Contract signing

Supplier Information 

& Performance 

Management

• Information 

management

• (re)Qualification

• Performance 

management

Process

Subjects

• Respond to RFXs

• Participate in Tata 

Steel sourcing events

• Provide 

product/service related 

information

• Negotiate with Tata 

Steel

• Sign contracts by 

making use of 

DocuSign (see 

appendix for a 

manual)

• Tata will use the 

standard eSignature

• Provide and maintain 

company information

• Answer qualification 

questions and provide 

requested documents

• Fill out performance 

reviews

Supplier 

activities

Three modules cover the whole trajectory of sourcing up to evaluation
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Suppliers will be invited to the platform by Tata Steel

Current and new 

suppliers can be 

invited to new 

sourcing events by 

Tata Steel.

The invitation will 

be sent to the 

current contact 

person in your 

organisation - You 

may have been 

asked recently to 

provide one.

Using the link in 

the e-mail, you can 

register your 

company on the 

Ariba network.

Suppliers can 

participate in Tata 

Steel’s sourcing 

activities via the 

SAP Ariba platform.

Tata Steel would 

like you to 

participate in their 

sourcing event

Invitation e-

mail sent to 

supplier

Supplier 

registers on 

the Ariba

network

Suppliers 

engage in Tata 

Steel’s 

sourcing 

activities

As a supplier, you are responsible to ensure accurate company information and the 

security of your account details on the Ariba network 
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SAP Ariba provides an extensive library of supplier support

Ariba Supplier Help 

Center

In your Ariba account, you 

have instant access to the 

Help Center. Here you can 

ask questions, find tutorials, 

and collaborate with experts 

and peers.

Additionally click the icon 

below for the supplier 

network.

You'll find links to recorded 

tutorials, live demo 

registration forms, and other 

information.

Click the icon below to find 

some training materials.

Ariba Supplier Training 

website

Ariba Exchange User 

Community

Community where Ariba users 

can ask questions and receive 

answers from Ariba customer 

support.

Click the icon below to visit 

the community pages.

https://www.ariba.com/ariba-network/ariba-network-for-suppliers
https://www.ariba.com/ariba-network/ariba-network-for-suppliers/services-for-suppliers/ariba-exchange-user-community-for-suppliers
https://gateway.on24.com/wcc/gateway/elitesaparibacustsupport/1391535
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FAQ’s

1. Why has Tata Steel Chosen the Ariba Platform? – With an extensive network of 

suppliers and a proven track record in secure, sustainable procurement solutions the 

Ariba platform was the natural choice.

2. What is the key change for suppliers? – Suppliers are now responsible for maintaining 

their information and organisational details in the Ariba system, changes will go through 

a validation process within Tata Steel before being reflected. 

3. What costs are associated with suppliers working on the platform? – Unlike the P2P 

aspect of Ariba, the Strategic Sourcing Platform which we’re implementing is free of 

charge for suppliers and does not require a license.

4. When can we expect to see something change? – Any day now you can expect to 

receive a request from Tata Steel to confirm your organisations details, or to take part in 

a sourcing or contracting event.

5. Electronic signatures are new to us and we’d rather do this manually, is that still 

possible? – Yes, the chosen supplier of the e-signature software (Docusign), offers the 

option to sign both electronically or manually and upload the documents for return to 

Tata Steel through the system.

6. What benefits does Tata Steel anticipate from using the system? – Tata Steel expects 

that a transparent, structured way of working and swift exchange of information will 

support our commitment to developing supplier partnerships and our mission to build the 

leading European steel business that is sustainable in every sense.
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FAQ’s

7. What to do if a supplier is already

registered on the Ariba network for 

another customer not being Tata Steel? 

.

8. What to do if a supplier is already

registered on the Ariba network but the

administrator (the person who raised the

first account) has left the organization

and therefore there is no one who can

provide access to the account ?. 

9. What to do when a supplier log’s into

the Ariba Network and does not see

the supplier tab which means Tata 

Steel’s questionnaire (also called 

SPQ by SAP Ariba) is not visible. 

Go to the Supplier help centre by clicking 

the(?) icon in the top right corner

The Supplier help centre is being continuously 

updated and improved, click here to find our 

general guide on navigating this  

Direct Ariba Supplier Support

https://www.tatasteeleurope.com/sites/default/files/Supplier%20Support%20-%20How%20to%20navigate%20the%20Ariba%20Help%20Center%20Oct%202021.pdf


• Registration on the Ariba Network
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Registering on Ariba

Tata Steel will invite you to register on the Ariba Platform, so that you can participate in 

events (VQ, RFI, eAuctions etc). The invite will come by e-mail, you can see an example 

in this manual.

Before any business can be awarded to you, you are required to complete the Tata Steel’s 

Supplier profile questionnaire (Vendor Qualification). How to complete the profile is 

described later.

In case there is no requested Supplier Profile Questionnaire (VQ) visible yet, Tata 

Steel has made the decision to request this information at a later stage during the 

sourcing process.

Invite to register, 

and connect to 

Tata’s Ariba 

platform

Invite to take part 

in events (RFQ’s 

eAuctions, VQ’s)

Award of 

business*

(*VQ must be 

completed)

Tata Ariba Platform
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Registering with Tata on Ariba

You will receive an e-mail inviting you to register on the Ariba platform

Go to the Ariba 

platform by 

clicking one of 

the links

It is important that 

you use the link in 

the email sent to 

you as this is the 

“key” allowing you 

to connect to Tata 

in Ariba

The link is valid for 

only 5 days, if the 

link has expired 

please reach out to 

your Tata contact
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Registering with Tata on Ariba

Sign up to the Ariba Network or log in with your existing account

Sign up here to the

Ariba network if you

don’t already have an

account
If your company 

already uses Ariba log 

in here
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Registering with Tata on Ariba 

Providing your company and user account information

Please avoid making use of a 

general company e-mailaddress 

for the user account
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Registering with Tata on Ariba 

Upon registration, you will receive a confirmation e-mail



• Administering your supplier account

Supplier Information Pack
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Administering your Supplier account

If you have multiple users on your supplier account Ariba will 

automatically define an Administrator

You can identify your administrator by clicking on your initials in 

the top right / contact administrator
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Administering your Supplier account

Your Administrator will need to approve you as a user and 

allocate the correct rights to allow you to complete Tata’s Vendor 

Qualification request

How to do this is detailed on the following slides

The Administrator will receive an email when a new user is added
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Administering your Supplier account

Approve a new (supplier) user

1. The supplier Administrator should log into their Ariba account

2. Click their initials / settings / Users



Tata Steel 19Slide

Administering your Supplier account

Approve a new (supplier) user

4. Select the user

5. Click Approve

6. Click Save
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Administering your Supplier account

Allocate rights to a user

If you have multiple users you may need to manage who can do what

You may need to define Roles, and then assign these to users

The following example shows how to assign the role needed to 

complete the Tata Vendor Qualification
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Administering your Supplier account

Allocate rights to a user

1. The supplier Administrator should log into their Ariba account

2. Click their initials / settings / Users
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Administering your Supplier account

Allocate rights to a user

4. Select Create Role
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Administering your Supplier account

Allocate rights to a user

5. Enter a name and description for the role

6. And select the appropriate permission

7. Click Save
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Administering your Supplier account

Allocate rights to a user

8. Select the user

9. Click Edit
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Administering your Supplier account

Allocate rights to a user

10.Select the desired Roles

11.Click Save
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Administering your Supplier account

Allocate rights to a user

The users should now be able to perform the activities for the 

defined roles

For help on Administering your Supplier account you should use 

the Help Center in the top right corner



• Tata’s Vendor Qualification (VQ)
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The Tata VQ
Email invite to suppliers to complete the Tata VQ (Supplier Profile Questionnaire)

Follow the instructions to open the Tata VQ questionnaire

If you do not see the option COMPANY PROFILE in step 2 above 

you need to request the correct access from you Company 

Administrator.  See slide 14 for how to identify who this is.
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The Tata VQ 

Top tip!

2

Do not confuse the Tata Steel Requested Profile (Vendor

Qualification Questionnaire)

And your companies own Ariba Public Profile (Used in the search 

results on the Ariba platform)

1
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The Tata VQ 

Accessing the Customer requested questionnaire (Tata VQ)

Click your initials in the top right

1
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The Tata VQ 

Accessing the Customer requested questionnaire (Tata VQ)

Select Company Profile

2
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The Tata VQ 

Accessing the Customer requested questionnaire (Tata VQ)

Click the Customer Requested Tab

3
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The Tata VQ 

Accessing the Customer requested questionnaire (Tata VQ)

Now click the text “Tata Steel” to open the Tata Steel 

questionnaire

4
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The Tata VQ 

Please note! – Allow Pop-ups from the Ariba Site

If you get a blank Pop-up, you need to click the icon in the top 

right to allow pop-ups from the Ariba site.
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Once opened please complete and submit the questionnaire

Click the save as draft 

button to trigger the

autosave function and 

come back to your work

later

Submitting is only possible 

once all mandatory fields, 

including attachments, are 

completed
Tata Steel reserves the right 

to reject the provided 

information, your information 

updates will not be 

automatically processed
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After clicking submit, you will see a confirmation
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Please note!

As part of the Vendor Qualification you are 

required to add specific details of your

company in the Company Information form.

A supporting template is available in the

relevant question, under the references link.

Complete this template and paste it onto

letterheaded paper before uploading into

Ariba
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Tata Supplier Support

Navigating the Ariba Help Centre 

You can access the 

Help Centre via the ? In 

the top right Click the support icon 

at the bottom

Here you can either 

search the FAQ 

database or click the 

tab Contact Us
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Tata Supplier Support

Navigating the Ariba Help Centre 

To request a call back from 

the help centre.

Once you have clicked on 

Contact Us,

Click any of the icons.

Then click the text something 

else 

Then the Contact Us button
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Tata Supplier Support

Navigating the Ariba Help Centre 

This will bring you to the call 

back form.

Fill in your details and select 

the option to be called by the 

help centre
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The e-mail a document signer receives

Click ‘review 

document’
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Signing the contract

Click ‘Finish’ to

DIGITALLY sign

the contract

To PHYSICALLY 

sign the contract 

Click ‘other

actions’; then ‘print 

& sign’ 
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Digitally signing

1. Click ‘Sign’ to

DIGITALLY sign the 

contract

2. Pop-up screen to

adopt Your (digital) 

signature

3. As a final step: 

Click Finish

4. Pop-screen: You’re

done signing ! Click 

‘continue’ 
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Physically signing

1. Pop-up screen 

after clicking ‘print 

& sign’

2. Download pop-up 

screen … Click 

‘Download’

3. Click ‘Return 

Document’ to

upload the signed

document


