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INTRODUCTION

NHS Shared Business Service (SBS) is a provider of a 
wide variety of  procurement services to the NHS and 
other public sector organisations.   As such our 
processes ensure that we adhere to the current Public 
Contracts Regulations 2015

All our tender opportunities are advertised in Find A 
Tender , Contracts Finder and via our e-procurement 
platform Sap Ariba, using the Discovery tool.



WELCOME TO NHS SBS PROCUREMENT

 Hello and welcome to NHS SBS, as you will have seen in the introduction, we are now using an e-procurement system 
called SAP Ariba to run all of our procurement tenders.

 If you have never used SAP Ariba before, or if you have used SAP Ariba but not with us, then you have come to the right 
place.

 In either of these situations, the simplest and most direct way of engaging with us on a specific procurement tender is 
to follow the link that will be provided on all our Find a Tender and Contracts Finder Notices.

 Once you use either of those links you will be taken into SAP Ariba Discovery – which is the SAP Ariba tool where you 
can discover all of the advertised tenders, not just with NHS SBS

 Alternatively you may be responding to an email invitation to a mini competition or other follow on event linked to an 
existing framework.

 If you are not yet a SAP Ariba user, you will need to register for a SAP Ariba account, if you are then you will simply need 
to log in in order to access the specific procurement that you are interested in.  The next few pages will help with both 
of these situations.

 NB – emails sent directly to you from the SAP Ariba system may be viewed as Junk by your email system.  Please 
ensure you check your Junk Mail regularly, also please ensure you request that your IT Team add SAP Ariba to their 
‘Allowed’ list.
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USING SAP ARIBA FOR THE FIRST TIME
Following a link from Find a Tender or Contracts Finder
Will take you to SAP Ariba Discovery and the posting for your chosen Tender

Click Here  - to view 
Tender

Tender Details
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USING SAP ARIBA FOR THE FIRST TIME
Following a link from Find a Tender or Contracts Finder

If you already have a SAP Ariba account 
– enter your Username & Password

If you are new to SAP Ariba, click here to 
Register for an Account

NOW GO TO PAGE 8
5



USING SAP ARIBA FOR THE FIRST TIME
Following a link from an Invitation Email

RFx/Event/Tender Title

Use this link to go to SAP 
Ariba registration

RFx/Event/Tender Overview

The link is only 
valid for 30 days

NB – NEVER FORWARD THESE INVITATIONS TO ANYONE ELSE.

If you believe that someone else in your company should be contacted instead –
please message the project team via the message centre (See ‘Responding to SAP 
Ariba Tender Events’ support document for support in doing this
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USING SAP ARIBA FOR THE FIRST TIME
Following a link from an Invitation Email

This is for those 
who already have 
an Ariba account

Click here to sign 
up for a SAP Ariba 
Account

7



CREATE THE NEW ACCOUNT

Completing the form:

• If your company has more than one address, put the main one here, any others can be 
added later in your ‘Account’

• You can use your own email as your login User ID or make up a new one as long as it is in 
‘email format’

• Ensure all mandatory fields (*) are completed

• When finished, click ‘Create account and continue’

If you already have a SAP Ariba account go to the last page in this document

8

NB – once you have created your account, it is really important that you do 
not change your user name/user ID, as this will create issues in logging in.



CREATE THE NEW ACCOUNT
If Ariba suggests your company already holds an account

SAP Ariba may recognise the company name in your email address – if so this box will appear

If you choose to look at the Ariba 
suggested accounts, click here

If you choose not to review the 
accounts click here – you will still 
be able to create your account
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CREATE THE NEW ACCOUNT
Reviewing Ariba suggested company accounts

The suggested matches are 
based on the information you 
entered in the previous screen To review the information of 

any of the suggested matches, 
click on the three dots to view 
the profile

10



CREATE THE NEW ACCOUNT
Reviewing Ariba suggested company accounts

If the details match your company and you wish to be associated with this 
account – you need to contact the administrator of the account to be verify 
that you should be added

You don’t have to be connected to the company in this way, if you wish, you 
can cancel from here and simply create a new account as shown on page 7
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CURRENT ARIBA ACCOUNT HOLDER
Using Discovery for the first time from the Find a Tender/Contracts Finder link

From this page, simply click the Log In link, and enter your SAP Ariba username 
and password
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SAP ARIBA DISCOVERY POSTING
Once you have logged in or signed up after following Find a Tender 

Click on Respond to Posting to enter the Event

To see further information on participating in SAP Ariba events – please see the document “Responding to SAP Ariba Tender Events”

To see further detailed information about the Discovery tool, see the document “SAP Ariba Discover” 13


