sk Gloucestershire

COUNTY COUNCIL

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:
o find Gloucestershire County Council opportunities
e registerorlogintothe SAP Business Network
e registeryour interest
e submitaresponse

e 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. Gotothe Submission section
3. Clickthe Ariba link in the Submission address and any special instructions

Submission

Enquiry deadline

16 September 2026, 12:00pm

Tender submission deadline

9 October 2026, 12:00pm

Submission address and any special instructions

https://eu.mu.ariba.com/uav/project/?token=99342066-c785-4fa2-aec5-
0791079b1008

Tenders may be submitted electronically

Yes

4. Anoverview and the opportunity documents will appear.
5. Toregister your interest and take part, select Participate.

ﬂﬂL( f';[mmy‘i Gloucestershire County Council public portal - : .
NI O, this paze you can find details for the below public tender, download the applicable dacuments, and register to electronically participate therein. English (United Kingdo...

IThe Provision of a Digital Inclusion Service [—
\WS3282849037

Contracting Authority: Gloucestershire County Procurement Status: Publication: Status for Submissions: Submission Deadline:
Feuret Open & Open for submissions i h
|t update: Sep 2, 2026 11:14 AM P [ Sep 2, 2026 P B Oct 9, 2026 (in a month)
[Event Information Public Notices Tender Documents Q&A
a
@ This public access page is automatically updated when contracting authority makes any changes to the procurement documents. Economic operators must participate to stay updated. X

Last update: Sep 2, 2026 11:14 AM

Contracting Authority
ontracting Authority: Address:
[Gloucestershire County Council- Shire Hall, Westgate Street
Gloucester, , GL1 2TG
GB

Project Description

Pescription:

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.

=7 DUSTITESS TNETwOTK TR ORI T
Home Enablement Store Discovery v Workbench Catalogs v Assessments Insights Proposals-Questionnaires & Contracts B~
i This is a public sector / buyer funded posting and you can respond for free. X

ot Interested  []

Gloucestershire Refugee Support Service
ID- 1110022622  Sourcing- Doc3278548373

Buyer: Gloucestershire County Council Status: Open Opportunity Amount Respond By Sector
Contact: Peter Salmon Decision Deadline: - .

@ - 23 Sept 2026 12:00 GMT Public
Lead Type: RFI Contract Length: -

Basic Information Post Overview Attachments (0) Q&A

Basic Information

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

7. Select Register/ Login.

Decision Deadline: -

- 09 Oct 204

Contract Length: -

© Information

lachments (0) q

Register or login to your account before using Discovery Search
Leads. Once logged in, all features such as Respond, Save, and
Check Lead Details are activated.

Added Keywords:

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

Accessing or registering on the SAP Business Network

1. Tologin or create a new account, either:
a) follow the link from a UK4 Tender Notice and select Participate; or
b) goto SAP Business Network - https://service.ariba.com/Authenticator.aw/ad/ssolDP

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

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

w Business Network Username: |

Forgot username

New to SAP Business Network?

Register Now or learn more

Explore Leads



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

Finding a Gloucestershire County Council opportunity in SAP

Discovery
To find an opportunity:

1. Logintothe SAP Business Network.

2. Select Discovery from the top menu.
3. Select AILRFIs.

SA ',' Business Network v

Home Enablement Store Discovery Workbench Catalogs ~ Assessments Insights

Postings

Matched and Invited RFls

Welcome to SAP Bu

Invited RFQs

Standard  Upgrade

Proposals-Questionnaires & Contracts

Leads v | By Product

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

w Business Network v

Home Enablement Store

Discovery v Workbench

Standard ~ Upgrade H QB & PF

Catalogs v Assessments Insights More ~ Bv
(Gtoucestershird I X OI
———
1520 results
Filters Clear all Sortby:  Relevance o
Categories & Location .
Public_Sector_RFI4 Q
6. Select the title of the opportunity to open it.
Eioucestershire % Q.
3 results for "Gloucestershire"
Filters Clear all Sorthy: | Relevance -
Categories & Location 5 .
Gloucestershire Refugee Support Service o
Categories: =4 ] R L8[V 7474 5)
Select or type categories ()]
‘ Service locations: Decision Deadline:
Location:
. Category: Respond By: 23 Sept 2026, 12:00:00
Select or type location [} Max Budget: usD Contract Length:

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.

Eor  Dusmess nemwork ¥

Home Enablement Store Discovery v Workbench

& Thisis a public sector / buyer funded posting and you can respond for free.

Gloucestershire Refugee Support Service

ID - 1110022622 Sourcing- Doc3278548373 ( EI” Walk-up buyer

Catalogs v

Assessments Insights

Proposals-Questionnaires & Contracts

SEOEe Opgeas N

= o T

ot Interested  []

Buyer: Gloucestershire County Council Status: Open Opportunity Amount Respond By Sector
@ Contact: Peter Salmon Decision Deadline: - _ 23 Sept 2026 12:00 GMT PUbl\C
Lead Type: RFI Contract Length: -
Basic Information Post Overview Attachments (0) Q&A
Basic Information
9. Review the opportunity documents.
10. If you want to respond, select Intend to Participate.
Go back to Gloucestershire County Council Dashboard Desktop File Sync
Event Details f& Doc3241690542 - This is a test RFP for guidance recording Bgef;

Event Messages

Download Tutorials

v Checklist

1. Review Event Detais  Quality Questions

2. selectLotslLine ltems | Neme 1

¥ 1.0 Quality Questions
3. Submit Response
1.1 Specification document

v Event Contents 1.2 Terms and Conditions

All Confent

You must decide whether or not you intend te participate in this event.

Download Content ] Intend to Participate I Decline to Participate ‘ I Print Event Information

(% Blank Document.docx W'

-
(W Test Document docx v/

(Section 1 of 3) Next

P Next Section

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.

back to Leads

Console

vent Messages

All Content

esponse History

Checklist Name t

1. Review Event Details

2. Select Lots/Line Items

Event Contents

Commercial
Envelope 2 a

= Doc3278548373 - Gloucestershire Refugee Support Service

4.0 CONTRACT TERMS & CONDITIONS (% Appendix 2 Contract Terms and Conditions.docx v

5.0 SPECIFICATION (W Appendix 1 Refugee Support Service Specification.docx v

6.0 CONTRACTUAL UNDERTAKING [B Referencesw

7.0 SELECTION QUESTIONNAIRE (SQ) Referencesyv

80 SQ EXPLANATORY DOCUMENT (% Appendix 5 PSQ Tenderer PSQ Explanatory Document.docx W
9.0 AWARD CRITERIA [% Appendix 6 Award Criteria.docx v

All Coitant 10.0 KEY CRITERIA EVALUATION QUESTIONS B Referencesv

11.0 VALUE INCLUDING PRICING MODEL [B Referencesw

Desktop File Sync

Round: 1 CL)

Quantity

Time remaining

27 days 00:31:34

«

=Attach a file

+Attach a file

Attach a file




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

+
document. L=
b. Theicon will change to a speech bubble with lines. Select this icon to add further

L5

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

e Checkthat you have reviewed all opportunity documents.

e Complete every document or response section requested.

e Upload the correctfinal versions of your documents.

e Use Save as Draft if you need to return later.

¢ Select Submit Entire Response when you are ready to submit.

e 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.

h:L 1 ‘,I Business Network ¥

Home Enablement Store Discovery ~ Workbench Catalogs ~ Assessments Insights| 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 RFls.

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. Openthe tender document page.
2. Select Compose Message.

11.0 VALUE INCLUDING PRICING MODEL B Referencesw
¥ Event Contents

12.0 INFORMATION MANAGEMENT AND SECURITY STANDARDS [E Referencesw

All Content 13.0 BASELINE SECURITY STANDARDS - PEOPLE SERVICES E References™w
14.0 CYBER ESSENTIALS EQUIVALENCY References»w
Commercial
Envelope 2 P

(*) indicates a required field

Submit Entire Response [ Update Totals l [ Save draft l [ Compose Message Excel Import

ricia Flegg (TESTPf2026@hotmail.com) last visited 27 Aug 2026 2:58:05 am PFGCCTESTAN11475842748

Technical Envelope

o

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

How to review messages

1. Openthe tender document page.
2. Select Event Messages.

IGo back to Leads

Console = Doc3278548373 - Gloucestershire Refugee Support Service

Event Messages
Response History All Content

v Checklist Name t
6.0 CONTRACTUAL UNDERTAKING [El Reterencesw

1. Review Event Details 7.0 SELECTION QUESTIONMAIRE (5Q) Referencesw

- A ANA w ix 5 atory . M
2 Select Lots/Line ltems 8.0 SQ EXPLANATORY DOCUMENT [% Appendix 5 PSQ Tenderer PSQ Explanatory Document.docx

9.0 AWARD CRITERIA [W Appendix 6 Award Criteria.docx
3. Submit Response
10.0 KEY CRITERIA EVALUATION QUESTIONS Referencesw

11.0 VALUE INCLUDING PRICING MODEL Referencesw

L » Event Content




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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