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ARIBA Sourcing – Supplier Bidding Guide  

Supplier Guide  
 

1. Objective  

To provide Pluspetrol suppliers with a clear and practical guide to participate in 

bidding processes through Ariba Sourcing, facilitating proper understanding of the 

platform and proper compliance with each stage of the process.  

2. Scope  

This guide is intended for:  

• Companies interested in offering goods and/or services to Pluspetrol that are 

participating for the first time in a bidding process through Ariba.  

• Current Pluspetrol suppliers, who require a practical reference guide to 

participate in bidding processes through Ariba.  

3. Prerequisites  

Before starting, the supplier must:  

• Be enabled as a Pluspetrol supplier. If it is a new company, it must follow the 

pre -registration request steps.  

• Have an active Ariba Network account associated with Pluspetrol.  

• Have a valid invitation to an Ariba Sourcing bidding event.  

4. General Process Flow  

The bidding process through Ariba consists of the following stages:  

1. Invitation to participate in a bidding event through Ariba.  

2. Access to the event and submission of the proposal.  

5. Step -by -Step Process  

5.1 Invitation to Participate through Ariba  

Email Receipt  

The first contact will be by email. You will receive an email in your inbox. The 

sender will be the Pluspetrol Buyer, and the price request will be referred to as an 

“EVENT”.  

 

 
 



 

This email includes the following key information: a) Description of the Event; b) 

User ID to access the platform; c) Start date of the request for the price; d) Name 

and email address of the Buyer . To participate, you must click on the event link.  

 
 

5.2 Accessing the Event and Participating  
 

Ariba Login  

The platform login page is http://pluspetrol.supplier.ariba.com . You must log in using 

the username and password created during your first access.  

Once logged in, you will see an instruction panel displaying the price requests you 

have been invited to participate in, grouped by status:  

• Open:  the event is ongoing and bids can still be submitted.  

• Pending Selection:  the bidding period has ended, but the award has not yet 

been made.  

• Completed:  the bidding process has been fully completed.  

 

http://pluspetrol.supplier.ariba.com/


 

 
 

 

Upon accessing the “ Sample Bid ” event, the following screen will be displayed.  

 

 
 

The most relevant content within an Event and the navigation options 

available are described below.  

 

• Remaining Time:  

Indicates the time remaining until the bid 

submission deadline.  

 

 

 

• Content List : 

This section displays all bidding content 

organized by sections. It is important to review 

each section in descending order to ensure that 

no required information is omitted.  

 

 



 

• Event Details : 

The “Event Overview and Schedule Rules” window provides basic 

information about the event and the goods or services to be acquired.  

 

 
 

• Access to Documents:  

All content can be downloaded by clicking this button.  

 

 

Clicking “Download Content” will take you to the following screen:  

 

 
 

o Download Content:  downloads the event structure but 

not the attachments.  

 

o Download Attachments:  allows you to download all 

attachments associated with the event. By clicking this 

button, you will be redirected to the next window. First, 

click on “ Title ” to select all documents, and then click 

“Download Attachments ”. 

 

 
 

Important  Note : 



 

If confidential or sensitive information for Pluspetrol is included, you must 

sign a Confidentiality Agreement before being able to access all documents 

that form part of the price request.  

In the following section, “Submission of Prerequisites,” the steps to be 

followed when such a requirement exists will be described.  
 

Submission of Prerequisites  

If prerequisites exist, you, as the Supplier, must respond to them before being able 

to formally submit a response to the price request. To access them, click the 

corresponding button.  

 

 

 

 

Once selected, you will notice that the left -hand tab changes and directs you to  

“Review and Accept Prerequisites.”  

 

There are  two  types of prerequisites:  

 

• Content Access:  until this prerequisite is fulfilled, 

you will not be able to access all documents 

related to the price request.  

 

• Bid Submission:  until this prerequisite is fulfilled, 

you will not be able to submit a bid.  

 

Nota:  Some prerequisites must be reviewed and 

accepted by the Buyer before they appear as completed. 

In such cases, once submitted, they will appear with a 

Pending status indicator.     

 

Prerequisites will be displayed as follows. You must upload an attachment for each 

item and then submit them by clicking “Accept.”  

  

When clicking the “Accept” button, you will be asked to confirm the submission.  

 



 

 
 

When clicking the “Accept” button, you will be prompted to confirm the submission. : 

 

 
 

After confirmation, a message will appear on the screen confirming that the 

submission has been successfully completed  

 

 

Submission of Bids  

Once all prerequisites (if any) have been completed, you may access the “Submit Response” tab located 
on the left-hand side. 
 



 

 
 

You must attach files in any format as part of your bid. If you have multiple documents, 

they must be uploaded within a ZIP file.  

Not e: Each file uploaded must not exceed 100 MB.  

 

When clicking “ Attach a File ,” a window will open allowing you to locate the document.  
 

 
 

Once all documents that form part of the bid have been attached, you must click 

“Submit Complete Response” to effectively send the bid to the Buyer.  

 

 

 

 

Upon clicking this button, the system will request confirmation of the bid submission.  

 

 
 



 

After accepting, a confirmation message will indicate that the bid has been 

successfully submitted.  

 

 
 

 

Modification of Submitted Bids  

Once bids have been submitted, you may make modifications as long as the event 

remains Open, meaning that the deadline for submitting bids has not yet expired. In 

this example, 3 days and 23 hours remain.  

 

To make a modification, you must click on “ Review / Alternative Response.”  

 

 
 

When clicking this button, the following message will appear requesting 

confirmation of your intention to modify the bid.  

 

 
 

must click “ Accept ” to initiate the modification.  

 

You will then be able to update all files initially uploaded by clicking the “ Update 

File ” link. After making the necessary changes, you must click the yellow button to 

submit the new bid.  

 

 

 



 

 

 

 

 

 

 

A confirmation message will appear again, and you must click “Accept” to update 

the bids.  

 

 
 

Finally, the following confirmation message will be displayed.  

 

 
 
 

Sending Messages  

At any time, you may send messages to the Buyer through the platform. To do 

so, access the “Event Messages” section.  

 

 
 

Within the messages section, you may send messages to the Buyer, view the 

Buyer’s responses, and review certain milestones completed within the event 

(for example, submission of prerequisites, acceptance of prerequisites, bid 

submission, etc.).  

 

To send a new message to the Buyer, click  “Write Message.”  

 



 

 
 

There, you must enter a subject and the message, and, if desired, you may also 

attach files. To send the message, click the “Send” button  

 

The recipient will be “Project Team,” referring to the Pluspetrol Buyer.  

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 


