
 

 

 

 

Supplier guidance:  
Registering on the SAP Business Network and 

responding to open tender opportunities 
To access and respond to Gloucestershire County Council opportunities, suppliers will need to log in to 
the SAP Business Network. It is free to register and use the SAP Business Network to do business with 
Gloucestershire County Council. 

All of Gloucestershire County Council’s open tender opportunities are advertised through the 
government’s Central Digital Platform, Find a Tender, using a UK4 Tender Notice. 

We recommend that suppliers register on the Central Digital Platform and set up alerts for opportunities in 
the areas they are interested in. Registration is free and will be required if a supplier is awarded a contract. 

This guide explains how to: 

• find Gloucestershire County Council opportunities 

• register or log in to the SAP Business Network 

• register your interest 

• submit a response 

• manage questions and messages 
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Finding a Gloucestershire County Council opportunity from a UK4 
Tender Notice in Find a Tender 

1. Locate the UK4 Tender notice using the opportunities section on www.find-
tender.service.gov.uk/Search  

2. Go to the Submission section 
3. Click the Ariba link in the Submission address and any special instructions 

 

4. An overview and the opportunity documents will appear. 
5. To register your interest and take part, select Participate. 

 
 

 

 

Note: If the Participate button is greyed out, you can still access the 
opportunity by following the steps in the sections Accessing or registering 
on the SAP Business Network and Finding a Gloucestershire County 
Council opportunity in SAP Discovery. 

 

http://www.find-tender.service.gov.uk/Search
http://www.find-tender.service.gov.uk/Search


 

6. Select Respond. 
 

 

If you are not logged in, a pop-up will ask you to register or log in. 

7. Select Register / Log in. 

 

a. If you already have an account, log in as usual. 
b. If you need an account, follow the steps to create a new account in SAP Discovery 

Accessing or registering on the SAP Business Network 
1. To log in or create a new account, either: 

a) follow the link from a UK4 Tender Notice and select Participate; or 
b) go to SAP Business Network - https://service.ariba.com/Authenticator.aw/ad/ssoIDP 

 
2. If you already have an account, enter your username and password. 

 
3. If you do not have an account, select Register Now to create one. 

 

  

https://service.ariba.com/Authenticator.aw/ad/ssoIDP


 

Finding a Gloucestershire County Council opportunity in SAP 
Discovery 
To find an opportunity: 

1. Log in to the SAP Business Network. 
2. Select Discovery from the top menu. 
3. Select All RFIs. 

 

4. Enter Gloucestershire in the search bar.  
5. Select the magnifying glass icon to search. 

 

6. Select the title of the opportunity to open it. 

 

 

To view the opportunity documents before deciding whether to respond, scroll down to the Requirements 
section within Post Overview and select the link for Event Information. 

 

 

 

 



 

Registering your interest and responding to an opportunity 
From the opportunity screen, follow these steps: 

8. Select Respond. 

 

9. Review the opportunity documents. 
 

10. If you want to respond, select Intend to Participate. 

 

 

The screen will update and show the options to upload your response documents. 

 

11. For each document that requires a response, select Attach a file and upload your completed 
document. 

 

 



 

a. If the question allows, select the speech bubble with the plus icon to add an additional 

document.  
b. The icon will change to a speech bubble with lines. Select this icon to add further 

documents or edit documents already added.  
 

12. You can then either: 
a. select Save as Draft if you want to return to your response later; or 
b. select Submit Entire Response when you are ready to submit. 

You can amend your submission until the opportunity closes, provided you submit the updated response 
before the closing date and time. 

The time remaining is shown in the top right-hand corner of the screen. You are responsible for making 
sure your response is fully submitted before the deadline. We recommend submitting in good time 
because late responses cannot be accepted. 

Before you submit 
• Check that you have reviewed all opportunity documents. 
• Complete every document or response section requested. 
• Upload the correct final versions of your documents. 
• Use Save as Draft if you need to return later. 
• Select Submit Entire Response when you are ready to submit. 
• Make sure the response is submitted before the closing date and time. 

 

Finding the opportunity after logging out and back in 
If you have selected Intend to Participate, the opportunity will be saved in the Proposals-Questionnaires 
& Contracts section of your account. 

To find it again: 

1. Select Proposals-Questionnaires & Contracts. 

 

2. Allow the page to load.  
3.  Relevant opportunities will be listed. 

If you cannot see the opportunity, follow the steps in the Finding a Gloucestershire County Council 
opportunity section to locate it again through Discovery and All RFIs. 

 
You should also check that you selected Intend to Participate, as the opportunity may not appear in your 
account if this step was not completed. 

 

 



 

Managing questions and messages 
Use the messaging function in the SAP Business Network to ask questions about the opportunity and 
review messages from Gloucestershire County Council. 

How to submit a question 
1. Open the tender document page. 
2. Select Compose Message. 

 

 

3. Complete the Subject and Text fields.  
4. Select Send. 

 

How to review messages 
1. Open the tender document page. 
2. Select Event Messages. 

 

 

 

 

 

 

 

 



 

 

Additional support 
For additional information and guidance on using SAP Ariba, please refer to the SAP Business Network 
supplier support website: 

SAP Business Network | Supplier Support. 

The SAP Business Network support portal also includes guidance on participating in sourcing events: 

Participating in Sourcing Events | SAP Help Portal. 

https://www.sap.com/products/business-network/suppliers/support.html
https://help.sap.com/docs/business-network-for-trading-partners/participating-in-sourcing-events/participating-in-sourcing-events?locale=en-US
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