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INTRODUCTION Shared Businessgrz\::i-cegs

Once you have logged on to SAP Ariba via Discovery, or from
an invitation link, you will go directly into the event tender.

This document will help you understand the options you have
in responding to the event.



RESPONDING TO NHS SBS TENDERS Ghred usiness e

H ome Pa g e A ri ba S ourc in g ZE  Company Sefingsvy  SopraTest SteriaTesty ~ Feedback Helpy  pessages 5

< Go back to NHS SBS Dashboard Desktop File Sync

On the opening page of the Event Detail £ Docl140847955 - Test - Supplier Registration Opti (CRyes

. . = DOC - lest-osu ler registration 10Ns
event, you will see four options vent betars PRIEree P 2 days 23:39:31
boxes across the middle top.

Event Messages Review and respond to the prerequisites. Prerequisite guestions must be answered before you can view event content or participate in the event. Some prerequisites may require the owner of the event to review and

Download Tutorials accept your responses before you can continue with the ev| Ecline the terms of the prerequisites, you cannot view the event content or participate in this event.

1. Click Review Prerequisites to
review and respond to ¥ Checklist Review Prerequisites Decline to Respond ] [ Print Event Information ]
questions. These must be
answered before you can view
or participate in event content 2. Review and Accept

Prerequisites

1. Review Event Details

One - SQ (Section 1 of 2) Next »

¥ 1 Section One - SQ

2. Accept the SAP Ariba T&C'’s 3. Submit Response
and any supplementary

¥ 1.1 Exclusion questions

prerequisite questions that v Event Contents B e you ever been involued n a terorst organisaton”
NHS SBS has created 7 12 50 Ouslative questions
1.2.1 Please tell me why you are interested in this tender?
3. Time remaining to respond to + secton one-50 122 Tell me about previous work you have cared out n ths area
NHS SBS tenders is shown in 2 Section2-AQ » Next Section: Section 2 - AQ
the tOp right corner. Event Overview and Timing Rules
Owner:  Catherine Stockley (D Currency:  British Pound

Event Type: RFP Commaodity: Healthcare wear BA -
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Prerequisites

After clicking on Review
Prerequisites you should read all
the terms and ensure acceptis
chosen. If you wish to proceed.
Any further questions will appear
below this. Once all questions
answered, click the OK button.
This will indicate to NHS SBS that
you wish to proceed and take
part in the Procurement.

1. Click on Acceptto take part,
or Do not Accept to decline

2. Click to view Bidder
Agreement details

3. Choose the answer to the
prerequisite question

4. Click OK'to continue.

Please note: there isn't always a
pre-requisite question.

Ariba Sourcing

< Go back to NHS SBS Dashboard

Prerequisites

¥ Checklist
1. Review Event Details

2. Review and Accept
Prerequisites

3. Submit Response

Doc1287335962 - Test Only

NHS

Shared Business Services

Help v Messages

Desktop File Sync

To continue with this event, complete the prerequisites below. Some of the prerequisites might be access gate questions that you must answer before you can see the event information. Other prerequisites

might serve as a participation gate that restricts you from submitting your response unless you have responded to them.

Would you like to accept the Bidder Agreement? View Bidder Agreement n
',' | accept the terms of this agreement. n
':‘_‘:' | do not accept the terms of this agreement.

Prerequisites

Name t

1 Test Prerequisite Question

Do you accept this? ]
> 2 ATTACHMENTS

B 2 CFI FATIAN ALIFCTIAMMAIDE (€A

I
| Unspecified ~ ‘ B

OeEm -
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que quou t Arlb 3 S OUrCIn g HI  Company Sefiingsv  SopraTest SteriaTesty ~ Feedback Help¥  pessages 3
< Go back to NHS SBS Dashboard Desktop File Sync
When entering your responses Tine emsining
. .. Console = Docl140847955 - Test - Supplier Registration Options -
online, it is recommended that P . g @ 2 days 23:09:13

you click on individual sections
rather than A/ Content for a

Event Messages

more efficient experience. ki i E v
v Checklist teme !
1. Use these boxes to respond to ¥ 1 Section One-5Q 4
questions if answering online SRR T —
2. Click on A/l Contentin the T UL i AT 1 G ot O AlEn e v
Event Contents section to see ’ T— Wi S et n
one continuous page of .
questions, or click on e e s e et s i
individual sections v Event Contents n ‘ E
’ All Content ‘ /'. ': -

3. Compose a message to the i i ;
project team. This is the only 1 Section One - SO (4 indicates a required field B
way you should communicate

. 2 Section 2 -AQ
with them ) [ Save draft ] [ Compose Message l [ Excel Import ] n

4. Use this option to download
the procurement

SAP Business Network Privacy Statement  Security Disclosure  Terms of Use v

5. Click to add a comment or
attachment.
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Composing a Message to
the Project Team

. These options are located at
the bottom of each page.
Click on Compose Message

2. When a new window opens,
write the message in the
space provided, changing the
subject if required. Click Send.

Messages are received by the
Project Team in the SAP Ariba
messaging system, the team will
respond via the same system.

Submit Entire Response | Save draft

Ariba Sourcing

< Go back to NHS SBS Dashboard
Compose New Message

From CathSopraTest (SopraTest SteriaTest)

To: Project Team

Compose Message

Excel Import

Subject ‘ Doc1140847955 - Test - Supplier Registration Options

Attachments:  Attach a file

E 0B 7 u = i=[iEpy  wf| —fon— AR

Dear team
I have successfully registered on SAP Ariba and I'm now able to participate in your Event.

Thank you

NHS

Shared Business Services

Help v Messages »>

Desktop File Sync

=N
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Reading Messages sent
from the Project Team

At the top of the Home Page,
click on £vent Messages.

On this screen, you will see all
message sent from the project
team and from the system. This
confirms when your bid has been
submitted. Click on each Subject
to read.

Console

Event Messages

Response History

Ariba Sourcing

< Go back to NHS SBS Dashboard

Event Messages - Test Only

Messages
Id
() wsG141481575.1
MSG141481575
MSG141481570

MSG141481569

Reply Sent Sent Date |
No 01/11/2023 11:15 AM
No 01/11/2023 11:14 AM

Not Applicable 01/11/2023 10:53 AM

Not Applicable 01/11/2023 10:53 AM

From

NHS SBS

Stockley inc

Stockley inc

Stockley inc

Contact Name

Catherine Stockley

Cath Stockley

Cath Stockley

Cath Stockley

To

Participants (1) Team (1)
Catherine Stockley
Catherine Stockley

Catherine Stockley

NHS

Shared Business Services

Desktop File Sync

[ Back to Console

@ Time remaining
2 days 22:31:11

Subject

RE: Second Message

Second Message

All participation prerequisites have been answered and accepted and Stockley inc (Cath Stockle

Stockley inc (Cath Stockley) has accepted prerequisite 1.
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Ariba Sourcing

Downloading the Tender

° Go back to NHS SBS Dashboard Desktop File Sync
Questlons Time remaining
Console = Do0c1287335962 - Test Only @ 2 days 22:00:39

1. Click on Excel Import. Using

Event Messages

this button to kes you to the e s Your response to the prereguisites has been submitted.
screen where you can both
download and upload all v Checklst
documents inCIUding the 1. Review Event Details Al Content =
Tender itself. | Name 1
2 Eewew .arjrd AEcept 1 Test Prerequisite Question
rerequisites -

It is possible to download all of | oot o Do you accept this? @ +/
the Procurement, compose most ‘ et

of the answers offline and upload
them. Once uploaded the online N Eancaten *3 ot
answer boxes W||| be | (*) indicates a required field n

automatically populated.
2 ATTACHMENTS [ Update Totals ] [ Save draft ] [ Compose Message ] [ Excel Import ]

P 3 SELECTION QUESTIONNAIRE (SQ)

All Content
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Downloading the Tender

° < Go back to NHS SBS Dashboard Desktop File Sync
Questions

Import Response from Excel m

This page allows you to export and import event content and submit bids. It is not intended to add attachments. To add attachments, return to the previous page and click the link to browse for an attachment.

2. It is possible to download
either the questions (content),
the attachments or both Step1l. Click "Download Content” to download and review your event in an Excel Spreadsheet.

Sim ply by CIiC ki ng On the Skip this step if you wish to import a previously downloaded ant to start over, click "Download Original Excel Bid Sheets™.
relevant button. To download
the questions, click on

[ Download Content [ Download Attachments

Step 2. Declare your intention to respond and enter your response in the Excel spreadsheet and save the file to your computer.

DO Wn/oad Conl‘enl‘; this Wi” be Step 3. Locate the saved Excel file on your computer using the Browse button.
. Ch Fil o file chosen
in the form of an Excel Sremehe e .

______________________________________

spreadsheet. Click Done once _ ‘ ‘
Step 4. Click Upload to import the contents of the Excel file to your event.

fl nls hed Note: Values in the Excel file will overwrite and delete any values you may have entered in your saved response

3. To upload supporting H

documents, click Choose File
and then Upload.
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Entering question

responses into the
downloaded Excel
document

4. The first page of the Excel
document gives you the
guidelines you will need to
enter your responses into the
correct part of the
spreadsheet.

5. Each section of the Tender
appears on a separate tab of
the spreadsheet.

_.Required Action

Submit the answers to the questions.

Instructions

Proceed through each worksheet using the tabs at the bottom of the window and fill out the required information. YWhen complete,
save the file to your computer desktop and upload it to the application

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
Is Indicated by the color and border

Header and System 1D Information: Do not modify this cell or the import may fail
Help Information. Do not modify this cell or the import may fail.

Bidding data. These cells are required. The column heading for these cells also has an asterisk (*) in it.

L

Optional data
Without the border, read only data
Text Format Help: Please prefix an apostrophe (') If you want to format data in a cell as text rather than a number or a date. For

example, if you want to enter 50000000 as text then you need to enter '50000000 in the cell. Another workaround is to first change
the cell format type to Text’ within Excel and then enter the values

NHS

Shared Business Services

Submit Response Instructions | 2 ATTACHMENTS 3 SELECTION QUESTIONNAIRE (SQ) | 4 Lots | Other Content | @

s, n-r

[
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Answering Questions - the facts

NHS

Shared Business Services

Using the Yellow Cells, answer all possible questions. Some will be free text, some will have a dropdown with response choices. However there
are some questions which can only be answered in the SAP Ariba online event. Once you have completed the spreadsheet, upload it back into
Ariba. Your responses will auto populate and you will then need to complete the questions which were not possible via the download.

4513.1.41 QUESTION 1A1

31411 [|Please Confirm Which
Lot({s)/Categaryiies) you Intend to
Bid for at AQ Stage in the Event you

46 are Successful at SQ Stage.
32 PART 2

Mrrr e mrm n R e s |

remave section if not apolicable

Please answer the following

Where the answer requires you to make a multiple choice (and more than one choice is possible)

49

32111 |Participation in a criminal

50 organisation

51132113 |Corruption

£2132115 |[Fraud

32117 |Terronst offences or offences linked

and hsted on the webpage.

Answer Type: Text (multiple lines)
Acceptable Values: Any Value

Mo

Where your chosen response will prompt a supplementary question — the supplementary question will only be presented in the SAP Ariba
online event once the upload is completed. You will need to save the file locally before trying to upload it back into SAP Ariba.
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Upload your completed response

1. Click Choose File

2. Choose the correct document and click Open.

Import Response from Excel

This page allows you to expart and import event content and submit bids.

Step 1. Click "Download Content” to download and review your event

Skip this step if you wish to import a previously downloaded f

| Download Content H Download Attachments

Step 2. Declare your intention fo respond and enter your response in

Step 3. Locate the saved Excel file on your computer using the Brows

Choose File | Mo file chosen

n Or drop file here

~
~

® This PC Name
_J 3D Objects Test only response.xls
I Desktop

Documents

¥ Downloads

J” Music

& Pictures

i Videos

&9 0SDisk (C)

=y Salford G: Drive

= NHS 5BS Shared

ol mu . . 4 <

NHS

Shared Business Services

Date modified Type

11/01/2023 12:40 Microsoft E

File name:

~ | All files (%) n
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Upload your completed response

3.

You have successfully pulled the correct document, when you
can see it here, click Upload

You get notification that your upload is successful, or you will
be told where any errors are.

Step 3. Locate the saved Excel file on your computer using the Browse button.

Choose File | Test only response.xls
Or drop file here !

]
| B T T L L T A

Step 4. Click Upload to import the contents of the Excel file to your event.
Mote: Values in the Excel file will overwrite and delete any values you may

Upload H

NHS

Shared Business Services

v Import Successful

Your response has been imported successfully.
Click the Submit Entire Response button, as soon as it appears on the page.

o
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Upload your completed response

If you answer any questions incorrectly, you will get an error message when attempting to upload.
5. Detail of which row on the spreadsheet

6. Detail of which tab on the spreadsheet

7. Detail of what the error is.

=== Company Setti

Ariba Sourcing

30 back to NHS SBS Dashboard

Error

This request contains errors or warnings. You must correct the errors before continuing.

® Error while processing the cell on row 12 and column ‘Answer' on the sheet '3 SELECTION QUESTIONNAIRE (SQ)": 'Test' is not a valid date
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Complete your response online

If you have uploaded a response you will still need to answer some questions online. Once all questions are answered you can submit your
response. After responding directly or using the Export Import method, you can then Submit Entire Response.

Company Settings v SopraTest SteriaTest v Feedback Helpw Messages >

Ariba Sourcing

< Go back to NHS SBS Dashboard

Desktop File Sync

= . 5 & Time remaining
Console = Docl140847955 - Test - Supplier Registration Options @ 2 days 23:00:53
Event Messages
Response History All Content == ¥
3 Name t
¥ Checklist

¥ 1 Section One - 5Q

1. Review Event Details
¥ 1.1 Exclusion questions

2. Revi d A t . i . g
el Sel 1.1.1 Have you ever been involved in a terrorist organisation? Yes ~

Prerequisites

| 3. Submit Response

1.1.2 If you have answered Yes to question 1.1.1 please give full explanation

v Event Contents

¥ 1.2 SQ Qualitative questions
All Content

1 Section One - SQ (*) indicates a required field

2 Section 2 - AQ
Submit Entire Response [ Save draft } [ Compose Message ] [ Excel Import

SAP Business Network Privacy Statement Security Disclosure Terms of Use -




Shared vision. NHS |

Better together Shared Business Services
NHS Shared Business Services Limited NHS Shared Business Services was created in 2004 by the Department of Health and Social Care to deliver the most cost
Registered in England Registered No. 5280446 effective and highest quality corporate services to the NHS. A unique joint venture with Sopra Steria, a European leader in

’ o digital services and software development, we make life easier for NHS employees, patients and suppliers, and deliver value
Registered address: Three Cherry Trees Lane, for money to the taxpayer.

Hemel Hempstead, Hertfordshire, HP2 7AH

Proud members of the NHS family, we provide finance & accounting, procurement, workforce, digital and expert advisory
services to more than half the NHS in England. Committed to being a force for good, we are dedicated to acting responsibly
and sustainably at organisational, team and individual level. Sharing common values and unity of purpose with the rest of
the NHS family, our solutions are underpinned by cutting-edge technologies and our teams’ expertise, in-depth
understanding of the NHS, and commitment to service excellence.

www.sbs.nhs.uk

For more information, please visit www.sbs.nhs.uk
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