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What is the Ariba Sourcing? 
Ariba Sourcing is a project management application designed specifically for online competitive bidding. 
Buyers at the University of Washington who create Sourcing Projects schedule events and invite individuals 
from campus to participate as evaluators.  

 
This is a step-by-step guide that demonstrates how you access Ariba Sourcing when you receive an email 
notification that you have been invited to participate as an evaluator in an Ariba Sourcing Event. 

 

You will receive an email notification from the Ariba Administrator that you have been assigned to 
the sourcing project team. The email contains the name of the project. The example below has a 
project name of “October 11th Training”:   

 

 
 

1. Open a browser window, and enter the University of Washington (UW) home page url: 
www.washington.edu 

2. On the UW Home page, enter eProcurement into the search field and click GO: 
 

 

  

Ariba Sourcing Project 
Name 

Enter eProcurement and click GO 

http://www.washington.edu/
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2. On the Search the UW page, click the eProcurement Home Page|eCommerce link: 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. On the eProcurement Home page, click on the eProcurement icon: 
 

 
 

  
Click on eProcurement icon 

Click on eProcurement Home Page link 
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4. When you see the UW security dialog, enter your UW NetId and Password: 
 

 
5. eProcurement displays the Home page. Click the Strategic Sourcing link under Manage: 

 

 
  

Enter your UW NetID 
and Password 

Click on the  Strategic Sourcing link 
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6. Ariba displays the Ariba Privacy Statement. Click on the checkbox to acknowledge you have read 
and accepted the terms and then click OK: 
 

 

7. Ariba displays the Ariba Dashboard. 
a. Make sure the Sourcing tab is highlighted (you can click on it to make sure).  
b. In the search area, ensure Sourcing Project is highlighted (you can click on it to make sure). 
c. Enter the title of the project into the Title field and click Search. 

 

 
 
 
 

1. Ensure Sourcing tab and Sourcing 
Project are selected 

2. Click OK 
1. Click on the checkbox 

1. Ensure Sourcing tab and Sourcing 
Project are selected 

2. Enter the project title. 
2. Click 
Search 
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8. Ariba displays the search results. Click on the               icon that is next to the project title to open and 

view the project: 
 

 
 

 
IMPORTANT: If you receive the following Desktop File Sync dialog, click Ignore: 
 
 

 
 

 
  

Click on the 
RFP icon 
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9. Ariba displays the Sourcing Project Overview page. To see the details of the RFP, click on the 
Documents tab: 
 

 
 
10. On the Documents tab, click on the arrow next to RFP Template to expand: 

 

 

Click on the 
Documents tab 

icon 

Click arrow to expand 
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11. Click on the           icon to open the RFP: 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
12. If the time for the event has expired, you will see that the status is Pending Selection, and you can 

view the vendor responses by downloading the respective attachments: 
 

 
 
 
 

Click icon to 
view RFP 

Vendor responses 

Click on file name 
to download and 
review response 
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13. Alternatively, instead of downloading each supplier response one at a time, you can click on Actions 

and select Download All Supplier Attachments to download all responses: 
 

 
 
 
14. Select participants and RFP sections and attachments: 
 

 

1. Click on 
Actions 

2. Select 
Download All 
Supplier 
Attachments 

1. Click checkbox to select all 
participants 

2. Click checkbox to select all 
sections and attachments 

3. Click Download Attachments  
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15. Choose Save as for the download option: 

 
 
 
 
 
 
16. Choose an existing directory or create a new one and click Save: 

 

 
 
 
 
 
17. Click Done when you are finished: 

 

 
  

Click Save and choose Save as 

Click Save 

Click Done 
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18. After reviewing the vendor responses, you can either contact the project owner with your 

evaluation through MS Outlook, or create a message through the Sourcing Messages tab. To use the 
Sourcing Messages tab, click on the Messages tab to highlight it: 
 

 
 
19. IMPORTANT: Ensure All Participants is De-selected. To deselect it, click on the Selected Participants 

radio button. Do not select any participants. Then, you can either send the message to all team 
members or select specific individuals. The example demonstrates sending a message to specific 
team members: 
 

 
 

  

Click on the Messages 
tab. 

Click Compose Message 

1. Click Select Team 
Members to choose 
recipients. 

2. Enter your message. Optionally 
you can attach a file. 

3. Click Send. 

Click Selected Participants and 
Selected Team Members. 
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20. When you are finished, you can click Logout in the upper right hand corner to end your session: 

 

 
 

  

Click Logout 



Ariba Sourcing Event Evaluator Getting Started Guide 

 

 
 

Page 12 
 

 


