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A detailed step by step process for suppliers to participate in an RFP – Request for Proposal event is provided as 
follows. 

 
It is necessary to consider that this type of event consists of presenting only one economic proposal. You will 
also be requested to complete the additional information required in the event. 



Participation Requirements  
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• The contracting company must authorize its 
participation in advance. 

 
 

• Create and activate a user in the SAP- Ariba 
system. 
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PARTICIPATION PROCESS 



Participation process 
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1. You will receive an email with 
the invitation to participate in 
the electronic negotiation 
event. 

The subject line of the email 
will have the name of the 
event you are invited to. 

 
To access the system, click 
on the link “Click here to 
access the event”. 
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2. The home screen of the SAP-Ariba system will appear, and you have to enter 
your username (in general your email address) and password. 

3. Click “Log in”. 
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4. The system will show the event you are invited to. The name of the event 
will be in blue. You will see the end date and time of the event, as well as 
the event type (in this case, an RFP). 
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5. To access the electronic negotiation, click the event name. 
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6. Once you access, the general information of the event will be at the bottom. 
7. You will find a countdown clock in the upper right corner, indicating the 

remaining time to present your proposal. 
8. Click “Review pre-requirements”. 

 



Participation process 

© ALL RIGHTS RESERVED BY INTERCONEXIÓN ELÉCTRICA S.A. E.S.P. 

 

 

 

9. The system will show a 
series of general 
participation terms, which 
you are expected to read. 

10. Select the option “I accept 
the conditions of this 
agreement”. 

11. Click “Accept”, which 
indicates your acceptance 
of the general participation 
terms. 
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12. A box in the center of the 
screen will validate your 
intention to participate. 

 
13. Click “Accept”. 
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14. The system will go back to the previous page, where part of the event 
contents will be displayed. It is not recommended to read this content in 
this step. 

15. Click “Select lots”. 
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The system will redirect you to 
a new window, showing the list 
of articles or items to quote. 

 
16. Select the checkboxes of 

the articles or items where 
you wish to participate. 

17. Click “Send selected lots”
to confirm. 
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Note: 
Only in the case that not all 
articles or items were selected, 
a notification will appear to 
validate that no mistake was 
made during the selection. 
Click “Use selected lots” to 
confirm. 
Otherwise, click “Cancel” button and select all articles or items where you 
wish to participate. If from the beginning all items were selected, this 
notification will not show up. 
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18. The system will open the event contents (commercial, technical, and 
service terms) that the contracting company has established, and therefore 
it is required for you to read it carefully. 

Note: You will be able to expand the box that shows the content, by clicking  
on the icon in the upper right corner. 
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Note: In case you want or need to go back, you can do so anytime to modify the 
selection of articles or items where you wish to participate. To do this, click on the 
option “Select lots”, located on the left side of your screen. 
If you made a modification, when completed, click “Send selected lots” again. 
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19. In the event's content, you will find the attached documents supplied by 
the contracting company, which will be useful to you. 
To download them, you should click on the name of the document and 
select the option “Download this attachment”. 

 



Participation process 

 

 

20. In the event's content, you 
will find a series of questions 
requesting some information, 
which you should complete. 
The types of answers could 
be as follows: 
a. One-line text: Type 

your answer. 
b. Select between “Yes” 

or “No”: Click on the 
box, to open the options. 

Note: If in the event is not requested 
to answer the questions, go to the next 
step. 
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c. Bigger text box: Type 
your answer in detail. 

d. List of options: Click on 
the arrow in the box, to 
open a drop-down menu 
with possible answers. 
Note: You can only 
select one option. 
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e. Multiple options: 
Select the required 
options. 

Note: You will be able 
to select multiple 
options. 

f. Document to attach: 
Click on the option 
“Attach file”. The system 
will open a new window, 
where you should click 
on the “Browse” button 
and select the document 
to upload. 
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21. Validate format to be used, to properly enter the prices. You will have two 
(2) options for this: 

• Option 1: Place the cursor 
in the field where the price 
will be entered. The 
message “0.00” will appear 
indicating that the price is to 
be entered using “decimal 
period” to separate cents, 
or “0,00” to indicate that a 
“coma” should be used to 
separate cents. 
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• Option 2: Execute the following 
process: 

1. Fill in a price for each of the 
required articles in the 
corresponding field. 

2. To validate if your prices have 
to be entered using (.) or (,) 
both for thousands and for 
cents, click on the “Update 
totals” button. This will make 
the system correct the 
separators. 

If you used the wrong separator, the system would distort your prices, and therefore you will have to 
type them again using proper format. 
Example: If the entered price was 1,500.00 using (,) for thousands and (.) for cents, but when clicking 
on “Update totals” the system modifies the value to 15.000,00 this would mean that this needs to be 
corrected using the format shown by the system. 
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22. Fill in the prices to be offered, for all required articles or items.  
The following elements will be displayed: 
a. Fields to enter the prices. 
b. Volume requested for each article or item. 
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23. Once the prices have been properly filled in, click “Send complete 
answer”. 
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24. The system will show a box 
to confirm the sending of 
the answer, click “Accept”. 

 
 

25. A green message will be 
displayed, confirming the 
sending of the proposal and 
thanking you for your 
participation. 



© ALL RIGHTS RESERVED BY INTERCONEXIÓN ELÉCTRICA S.A. E.S.P. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 

CORRECTION OF 
PROPOSALS 

 
(IF ANY) 



Correction of sent proposals 
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Should you need to correct or modify the proposal already sent, follow this 
process: 
Note: The proposal may be modified only if the established time for sending it 
has not expired. 

 
 
 

1. Click “Check 
answer”. 
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2. A box will appear, validating that you want to check 
or modify the proposal. Click “Accept”. 

 
3. The answer fields will be editable again. 

 
4. When the modification is complete, click  

“Send complete answer”. 
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SEND 
QUESTIONS OR 
COMMENTS 
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If you wish to consult about a matter related to the negotiation terms or about 
using the system, you should do this by using the “Messages” panel inside the 
event. 
1. In the bottom of the screen, click “Write message”. 
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© ALL RIGHTS RESERVED BY INTERCONEXIÓN ELÉCTRICA S.A. E.S.P. 

 

 

 
 

The system will show a new page, where you will be able to write the message. 

2. Type in the subject of 
the message you wish 
to send. 

3. If required, you may 
attach a document. 

4. Type in the message. 
5. When finished, click 

“Send”. 
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