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1. Automated Event Invitations 
When you are invited to an RFP event you will receive an automated e-mail notification similar to the one below. The e-mail will 
provide you with:  

• Event Name (A) 
• Event Start Date/Time (B) 
• Link to access the event (C) 
• Your username (D) [this name should stay constant for all Ariba events you are invited to] 
• Link for you to reset your password (E) if you have forgotten it 

 
Screenshot 1-1 

 

2. Logging into Ariba 
If you use the link within the automated e-mail, you will be directed to the Ariba login page. To log in without using the link go to 
URL: http://stanleyworks.supplier.ariba.com 
 
Enter your User Name (1) - Enter your Password (2) - Click the Login button (3). 
  
 User Name: set by user when they self registered for account 
 Password: sent by e-mail when account setup 

 
Note: Both the username and password are case sensitive 
 
Note: If you do not have an existing Ariba account for SBD they will need to self-register for an Ariba account. Contact your  
SBD sourcing person for directions.  
 

Screenshot 2-1 
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http://stanleyworks.supplier.ariba.com/�
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3. Accessing the Event you are Invited To 
If you use the link within the automated e-mail, you will be taken directly into the event (go to step 2 below). If you login without 
using the link, the screen below will display showing all events you have been invited to. 

 
Events will be grouped into 4 categories:  

Completed – These events have been closed by SBD and have either been awarded or closed without an award.  
Opened – These events are currently accepting responses from suppliers. 
Pending Selection – These events have stopped accepting supplier responses but no award decision has been made.  
Preview – These events have not yet started accepting supplier responses; however you can view the event details and begin 
preparing your responses. This setting is most often used for auction events so suppliers have time to review the details prior 
to the auction starting.  
 

Click on the Event Name (1) for the event you want to access 
 
Screenshot 3-1 

 
 
The clock in the upper right corner (A) indicates how much time is remaining until the event is closed. All responses must be entered 
before this time lapse.  
 
Click the Review Prerequisites button (2). 
 
Screenshot 3-2 
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Click the “I accept the terms of this agreement” option (3), and click the OK button (4). 
 
Screenshot 3-3 

 
 
Click the OK button on the pop-up window (5).    Screenshot 3-4 
 
 
 
 
 
 

4. Selecting the Items You Will Quote 
Click the Select Lots button (1). 
 
Screenshot 4-1 
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Click the check box next to all items you want to quote on (2), and click the Submit Selected Lots button (3). 
 

Note: If you are required to quote on an item it will be pre-checked and you will not be able to uncheck that item.   
 
Screenshot 4-2 

 
 

5. Reviewing and Responding to Event (RFI or RFP/Q) 
You are now presented with the main body of the RFP information, each event will be unique but most events will consist of the 
following types of sections:  
 

o General Introduction and Commercial Terms (A). 
o Generic Event Questions (such as Shipping / Duty Info) (B). 
o Event Requirements (C). 
o Item/Service to be quoted (D). 

 
Screenshot 5-1 
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Note: To expand and collapse sections click on the arrows to the left of the section number (     Expanded - -      Collapsed) 
 
Note: You should review all of the information and begin answering the questions 

 
Note: Depending on the resolution of your screen you may need to scroll to the right using your lower scroll bar to see all of 
the available information and/or input fields.   

 

General Introduction and Commercial Terms  
General Introduction and Commercial Terms (A) - These sections will consist of statements for you to read. Typicaly you do not need 
to answer any questions in these sections.  

Generic Event Questions  
Generic Event Questions (B) - These sections will consist of questions for you to review and respond to for the overall event such as 
shipping and/or duty information.  
 

Note: All mandatory questions are indicated by an asterisk (*), these questions must be answered before your response can 
be submitted.  

 
This section can contains a number of different kinds of questions including: 

Yes/No (B1), Single Line Text (B2), Multiple Line Text (B3), Numbers (B4), Money (B5), Attachment (B6), Percentage (B7).  
 

Note: You can save you response at any time by clicking the Save button at the bottom of the page 
 

Screenshot 5-2 
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Event Requirements 
Event Requirements (C) - These sections will consist of statements for you to read and possibly attachments for you to download and 
review. 
 

Note: You can save you response at any time by clicking the Save button at the bottom of the page 
 

Item/Service to be quoted 
Item/Service to be quoted (D) - These sections will consist of questions for you to review and respond to for each item/service you are 
quoting on as well as the where you will enter your quote for each item. 
 
Typically but not always, there is a field directly to the right of the item name/number where you enter your unit quote (D1).  
 
Typically but not always, the first section under the item name/number is info for you to review about the item (D2).  
 
Typically but not always, the second section contains questions for you to answer about this item (D3).   
 

Note: You can save you response at any time by clicking the Save button at the bottom of the page 
 

Screenshot 5-3 
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6. Saving and Submitting your Response 
You can save you response at any time by clicking the Save button at the bottom of the page (A) and return later to complete your 
submission.  
 
Once you are ready to submit your response you must click the Submit Entire Response button at the bottom of the page (1). You can 
not submit your response until all mandatory questions (indicated by an asterisk *) have been answered.  
 
Screenshot 6-1 

 
 
If you do not answer all mandatory questions the system will give you and error (B) and identify which questions need to be answered 
with a red asterisk (*) (C). 
 
Screenshot 6-2 

 
 
If you have answered all mandatory questions the system will give you a popup Screenshot 6-3 
 window to confirm you want to submit your response, click the OK button (2). 
 
 
 
 
 
 
Once you have submitted your response a Revise Response button will appear at the top of the page (D). You can click this button at 
any time, wile the event is still open to edit your previously submitted response.  
 
Screenshot 6-4 
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7. Asking Questions about Event 
To send a question to the event owner and all team members within SBD simply click the Compose Message button at the bottom of 
the page (1). 
 
Screenshot 7-1 

 
 
The subject defaults to the event name but you can change or add to it (2), enter your questions (3) and click the Send button (4).  
 
Screenshot 7-2 

 
 
To view your messages and the responses click the Event Messages link (5) at the top of the page. 
 
Screenshot 7-3 

 
 
This will display all messages sent for this event (A).  
 
Screenshot 7-4 
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8. Ariba Support Numbers 
 
Support is provided 8:00pm ET Sunday - 8:00pm ET Friday so you can speak to them live during your work hours.  
 
If Ariba support is unable to assist please let me know and I will escalate the issue.  
 
North/South America +1 412 222 6153 
Europe/Middle East/Africa +44 20 7187 4144 
Asia Pacific +65 6311 4745 
 
The following numbers are toll-free if dialed from the country if these numbers do not work please use on of the main numbers above 
 
Australia 1800 766 694 
Brazil  0800 891 3988 
China - North 10800 650 0343  
China - South 10800 265 0343  
France 0800 945 115 
Germany 0800 101 1989 
Hong Kong 800 900 856 
India 000800 650 1193 
Indonesia 001803 657 588 
Italy 800 124 723 
Japan 00531 650 252 
Malaysia 1800 80 1448 
Mexico 001 866 663 5127 
New Zealand 0800 44 6018 
Philippines 1800 1651 0376 
Portugal 800 780 106 
Russia 8 10 8002 4494011 
Singapore 1800 311 4600 
South Korea 00308 651 1405 
Spain 900 801 255 
Sweden 020 160 5734 
Taiwan 0080 165 1582 
Thailand 001800 656 402 
The Netherlands 0800 0200 582 
United Kingdom 0800 358 3556 
United States 1 866 218 2155 
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