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TUPRAS ARIBA - Supplier Registration User Document 

TUPRAS ARIBA – Project Management & Bidding User Document (pg-11) 

➢ This is the user document created for suppliers to register on ARIBA Global Business 
Network under the scope of the TÜPRAŞ Ariba Project. 

 

After reviewing the invitation email received in their inbox, the user should click the "Click 
Here" button. 

 

On the opened screen, users who have previously created an account on Business Network 
can log in with their username and password, while users who are creating an account for 
the first time should click the "Register Now" button to continue the account creation 
process. 
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When the user starts the registration process, they can click the "Help" button to access 
Registration tips.  
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The user should first enter their email address, click the "User consents to store this email 
address" checkbox below, and then click the "Continue" button.  

 

  

The six-digit code sent to the email address should be entered in the field on the opened 
page, and then the "Continue" button should be clicked. 
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The user should fill in all the fields marked with "*" on the new page with their information. 
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After completing all the mandatory fields, the user should check the boxes for "Use my email 
as my username”, “Terms of Use", "Privacy Statement", and "I am not a robot", then click 
the "Create Account" button. 

 

 

 

The user should click the "Continue Account Creation" button on the opened screen to 
proceed with the registration process.  
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The user, after briefly seeing the screen below, will receive an email containing a Sign in link. 
The user should sign in using this link and begin updating their account. 
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On the opened page, the user should first click the "Add Category" button on the "Product 
and Service Categories" page to continue.  

 

 

 

The user should then either search manually on this page or click the "Browse All 
Categories" button, select the relevant product or service categories from the available 
options, and click the "Add" button. 
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The user should click the "Ship-To or Service Location" button and then click the "Add 
Location" button on the opened screen.  
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Next, the user should either search manually or click the "Browse All Locations" button, 
select the appropriate shipping or service location from the available options, and click the 
"Add" button. 
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In the final step, the user should click the "Industries Served" button, select the industries 
they serve, and click the "Save" button to complete the registration.  

 

 

 

After completing the registration, the user will be redirected directly to the dashboard. If the 
user wishes to make any changes to their information, they can go to the "Ariba Proposals & 
Questionnaires" section shown in the screenshot, click on the relevant surveys, and update 
their information.  
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-------------------------------------------------------END------------------------------------------------------ 

 

TUPRAS ARIBA – Project Management & Bidding  User Document 

 

 Suppliers will be redirected to the page where they can view the projects invited by 
Tüpraş when they access the system using the reference link in the invitation email or 
log in directly to the Business Network Supplier system with their username and 
password. 

 On this page, the projects will be filtered by their status (open, pending selection, 
completed). 

 For each project, the project name, document number, end time, event type (RFI = 
Technical Tender, RFP = Commercial Tender), and participation status will be visible 
on the portal. 

 The supplier should click on the project they wish to submit an oƯer for. 
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 Projects with a status of open are those where the deadline has not passed and oƯers 
can still be submitted.  

 Projects with a status of waiting for selection are those whose deadline has passed, 
but the awarding process has not yet been completed.  

 Projects with a status of completed are fully finished and cannot be reopened.  
 The "Download Tutorials" button located at the top left will redirect you to the help 

center, where you can ask questions about SAP Ariba and conduct research. 
 The same "Download Tutorials" button allows you to access the SAP Support team, 

where you can request assistance if you encounter technical problems.  
 The "Update profile" button located at the top left allows the contact person in the 

system to update their profile. 

 

o When the supplier clicks on the project, they wish to submit an oƯer for, they 
will be directed to the event details page below. 

o On this page, in the top right corner, the current round of the event and the 
remaining time for the event are displayed. 

o The "Event Messages" button on the left allows the supplier to send messages 
and attachments to the buyer of the relevant project. A supplier can send 
messages and attachments from the Business Network portal until the 
project's deadline. 

o In the "All Content" section located in the center of the page, the supplier can 
access items, item details, questions, and attachments related to the project. 

o In the bottom section of the page, under "Event Overview and Timing Rules," 
the supplier can access additional information about the event. 
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 The supplier can export the relevant project to an Excel template on their desktop by 
clicking the "Download Content" button. The supplier can prepare their oƯer using 
this Excel file, upload it to the system, and submit their oƯer. A separate user 
document has been shared regarding this process, and the process can be managed 
by referencing that document. 

 The supplier can indicate that they will not participate in the project by clicking the 
"Decline to Response" button. When indicating non-participation, they are required 
to enter a comment. The comment submitted is sent to the relevant buyer and is 
reported within the project. 

 The supplier can download project information as a Word document to their desktop 
by clicking the "Print Event Information" button. 

 To participate in the event, the supplier must first click on either the "Review 
Prerequisites" button in the center of the page or the "Review Prerequisites and 
Accept" button on the left side of the page. 

 When the supplier clicks the "Review Prerequisites" button, they will be redirected to 
the "OƯer Terms" page. The supplier must carefully read the items on this page and 
then click the "I accept the terms of this agreement" button, followed by the "OK" 
button in order to submit an oƯer.  

NOTE: The document linked in item 10, "Information Security Management System 
Policy," is a document with a URL extension.  

NOTE: The supplier cannot access the page where they can submit an oƯer for the 
relevant project unless they accept the related agreement. 
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 When the supplier accepts the agreement, they will be redirected to the page where 
they can select the items from the relevant project, they wish to submit an oƯer for. 

 On this page, the supplier must check the box next to the items they wish to submit 
an oƯer for. To select all items at once, it is suƯicient to check the box to the left of the 
"Name" label. 

 For the items they do not wish to submit an oƯer for, the supplier must provide a 
"reason for not bidding " from the options list. 

 The supplier can always go back to previous steps and review the details of the items 
and project through the "Approval List" section on the left side. 

 After the supplier has selected the items, they wish to submit an oƯer for and provided 
reasons for not submitting an oƯer for other items, they should click the "Confirm 
Selected Lots/Line Items" button. 
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NOTE: The supplier can transfer the relevant items in the project to their desktop in Excel 
format by using the "Select using Excel" button. After preparing their oƯer on this Excel file, 
they can upload it to the system. A separate user document has been shared regarding this 
process. 

 

 After the supplier selects and confirms the items, they want to submit an oƯer for, 
they are directed to the panel where they will prepare their oƯer. 

 The supplier can review the messaging history in the project and send new messages 
or attachments from the “Event Messages” section on the left side. 

 The supplier can view previously sent oƯers for the relevant project using the 
“Response History” button. 

 By using the “Response Team” button, the supplier can select other users registered 
under their supplier profile in the Tüpraş Ariba system, allowing them to submit oƯers 
as well. 

 The supplier can go to the item selection page and revise their selection by clicking 
the “Select Lots/Line Items” button under Stage 3 in the approval list on the left side. 

 Here, the supplier must fill in the mandatory terms at the title and item level. 
 The title comment field will be pre-filled if a comment has been submitted regarding 

the title in the purchase request; this field does not need to be filled in by the supplier. 
 The payment method and delivery terms must be filled in as a selection list. 
 The delivery location is a free-text field. 
 The supplier must enter a date in the oƯer option date field. 
 The supplier can attach additional files for each item using the “Attachments: Attach 

File” button. 
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 If the supplier wishes to save their oƯer as a draft for sending later, they should click 
the "Save Draft" button. 

 The supplier can send a message and attachments to the relevant buyer using the 
"Compose Message" button. 

 The supplier can view any formula calculations related to the project by clicking the 
"Update Totals" button. There are no formulas in Technical (RFI) processes.  

NOTE: The supplier can transfer the relevant items from the project to their desktop in Excel 
format by using the "Excel Import" button. After preparing their oƯer on this Excel file, they 
can upload it to the system. A separate user document has been shared regarding this 
process. 

 After filling in the mandatory fields and preparing their oƯer, the supplier should click 
the "Submit Entire Responses" button to send their oƯer. 

 Upon successfully submitting their oƯer, the supplier will see the message "You have 
submitted a response for this event. Thank you for participating." displayed on a green 
background. 

 After successfully submitting the oƯer, the "Review Response" button will become 
active in the portal. The supplier can use this button to revise their oƯer until the 
project duration ends. 

 The supplier can send messages and attachments using the "Compose Message" 
button until the end of the event duration. 
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 If the supplier fails to submit their oƯer or encounters an error, a red background will 
appear on the screen with information about why the submission could not be 
completed. 

 

 

COMMERCIAL TENDER (RFP) 

 In commercial tenders, on the page where the items/lots to be oƯered are selected, 
the supplier must choose the currency they wish to use for their oƯer from the list in 
the “Select Currency” field. Then, like the technical tender, they must click the 
"Confirm Selected Lots/Line Items" button. 
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 In a commercial tender, on the page where the supplier prepares their oƯer, they will 
see fields for "Unit Price, Discount Amount, Discount Percentage, and Surcharge 
Amount," which are diƯerent from those in a technical tender. 

 If applicable, the supplier should enter their discount amount, discount percentage, 
or surcharge amount in these fields. 

 

 

 When suppliers enter the unit price, absolute discount, percentage discount, and 
additional costs for each item and click the "Update Totals" button before submitting 
the oƯer, they can view the total price for the relevant items. 

 After preparing their oƯer, suppliers should click the "Submit Entire Responses" 
button to submit their oƯer. 

 

-----------------------------------------END-------------------------------------------------------------------- 


