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HOW TO RESPOND TO RFIS

1. Implats RFIs are published on 
Implats’ website.
Registered and non-registered 
suppliers can respond to these RFIs.

Access the Implats website on 
www.implats.co.za and select the 
“Supplier” menu option to access 
RFIs.

B

Note:

Suppliers registered on the 
Ariba Network in the 
relevant region and 
supplying commodities that 
match the RFI, will 
automatically receive 
notifications about the RFI 
via e-mail.

IMPLATS
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http://www.implats.co.za/


HOW TO RESPOND TO RFIS

2. When the supplier page has opened, 
click on the “South African 
Suppliers” button

A

B
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HOW TO RESPOND TO RFIS
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3. Read through the Overview 
information.
Then click “View Current tender 
opportunities”.

B
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4. Implats RFIs are shown in the “View 
current tender opportunities” 
section.

Click “View RFI” to see more RFI 
details.

B



HOW TO RESPOND TO RFIS
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5. Click the link shown in the tab “How 
to respond” to start a response to 
the RFI.

Suppliers already registered on the 
Ariba Network will be taken to a 
screen where they can start 
responding.

Suppliers new to Ariba Network must 
register before they can respond to 
the RFI.

B
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B
If there is no link under “How to
respond” please contact the Implats 
Ariba Support Helpdesk.

The contact details for the Ariba Support 
Helpdesk can be found on the next slide
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IMPLATS ARIBA SUPPORT HELP LINES

aribasupport@implats.co.za+27 14 569 6899

IMPLATS
SAP ARIBA – SUPPLIER USER GUIDE

Implats’ Supplier Support Helpdesk 
is open Monday to Friday from 
07:30 to 15:30, excluding all South
African Public Holidays.

If you need assistance outside 
Helpdesk operating hours, please 
send us an email with your request, 
and an agent will respond within 24 
hours.

B

mailto:aribasupport@implats.co.za


HOW TO RESPOND TO RFIS
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6. Registered suppliers will be able to 
start responding.
Suppliers new to Ariba Network must 
register before they can respond to 
the RFI.

Click “Respond ”.

B
Let’s continue.
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Note:

You may also 
experience an 
error when 
clicking on the 
Respond Button

B



MAXIMUM NUMBER OF SUPPLIERS ERROR
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7. After clicking on Respond button, 
the following error message will be 
displayed – You are not allowed to 
respond to the posting. Failed to 
add to sourcing event. 

B

8. The next step is to log the issue with 
our Ariba support helpdesk

B
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IMPLATS ARIBA SUPPORT HELP LINES

aribasupport@implats.co.za+27 14 569 6899

IMPLATS
SAP ARIBA – SUPPLIER USER GUIDE

Implats’ Supplier Support Helpdesk 
is open Monday to Friday from 
07:30 to 15:30, excluding all South
African Public Holidays.

If you need assistance outside 
Helpdesk operating hours, please 
send us an email with your request, 
and an agent will respond within 24 
hours.

You can also log the issue with our
Ariba Support Helpdesk via phone or 
email and an agent will assist you

B

mailto:aribasupport@implats.co.za
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RFI CLOSED FOR RESPONSE

9.                                                                
After the Discovery page loads, you                                 
will see a message popup that says 
“Authorization Required”

If an RFI has closed, the 
following message will be shown.

B



HOW TO RESPOND TO RFIS
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10. Registered suppliers should login to 
the Ariba Network by entering their 
Username and Password.

They will be taken to the RFI where 
they can respond.

New suppliers must register on the 
Ariba Network by clicking
“Register/Login” before they can
respond to the RFI.By clicking on this 
button supplier will be led to a page 
where they can register.

B
Let’s continue.
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11. Once logged the supplier will be able 
to view the RFI event.
To start responding, click “Review 
Prerequisites”.

B
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12. Review the prerequisites and accept 
the terms of agreement.
Click “I accept the terms of this 
agreement”, then click “OK”.

B
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13. If you do not agree with the terms of 
agreement, click “I do not accept 
the terms of this agreement” and 
click “OK”.

14. Click “OK” to submit the agreement.

B
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Completing the RFI

15. There are several sections that 
require completion to ensure 
successful submission of your 
event/proposal

B

Note:

All fields marked with * are 
mandatory fields and must 
be completed.

Make sure you have 
completed all sections and 
uploaded all the required 
supporting documentation.

IMPLATS
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IMPLATS
SAP ARIBA – SUPPLIER USER GUIDE 22

Completing the RFI

16. Review the “Introduction” section of 
the event to ensure you understand 
the requirements.

B



HOW TO RESPOND TO RFIS
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Completing the RFI

17. Review section 2 of the event to 
understand where to get help and 
support.

18. Read the “Scope of Work” by 
downloading the document.

B
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Completing the RFI

19. Review the “Submission Details”
section.

B
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Completing the RFI

20. Review the “Queries/Clarifications”
sections in section 5.

B



HOW TO RESPOND TO RFIS

Completing the RFI
B

21. Complete the “Company 
Documentation From Participant” 
section.

Upload all the required documents
by clicking on “Update file” under
each section.

Note:

All fields marked with * are 
mandatory fields and must 
be completed.

Make sure you have 
completed all sections and 
uploaded all the required 
supporting documentation.

IMPLATS
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HOW TO RESPOND TO RFIS

Completing the RFI

22. Complete the “Additional Company 
Documentation” section.

Upload the required documents by 
clicking “Update file” in each 
section.

B

Note:

All fields marked with * are 
mandatory fields and must 
be completed.

Make sure you have 
completed all sections and 
uploaded all the required 
supporting documentation.
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HOW TO RESPOND TO RFIS

Completing the RFI

23. Complete the “B-BBEE Mining 
Charter Ownership Compliance” 
section.

Select the most appropriate 
information pertaining to your 
company’s BBBEE status from the 
drop-down menu.

Select your correct communities if 
you have shareholders residing / 
originating from Mine Communities

Upload the required documents by 
clicking on “Update file” in each 
section.

B

Note:

All fields marked with * are 
mandatory fields and must 
be completed.

IMPLATS
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Make sure you have 
completed all sections and 
uploaded all the required 
supporting documentation.



HOW TO RESPOND TO RFIS

Completing the RFI

24. Complete the “Technical
Information” section.

Select the most appropriate
information from the drop-down
menu from Section 9.1 to 9.6.

Upload the required documents by
clicking on “Update file” in each
section.

B

Note:

All fields marked with * are 
mandatory fields and must 
be completed.

Make sure you have 
completed all sections and 
uploaded all the required 
supporting documentation.

IMPLATS
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HOW TO RESPOND TO RFIS

Completing the RFI
B

25. Complete the “Non-Disclosure 
Agreement” and “Impala Policies 
and Procedures” sections.

Download the reference documents

Upload the required documents by 
clicking “Update file” in each 
section.

Note:

All fields marked with * are 
mandatory fields and must 
be completed.

Make sure you have 
completed all sections and 
uploaded all the required 
supporting documentation.

IMPLATS
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HOW TO RESPOND TO RFIS

Completing the RFI

26. Complete the “Additional 
Documents From Participant” 
section if this applies to you.

B

Note:

All fields marked with * are 
mandatory fields and must 
be completed.

Make sure you have 
completed all sections and 
uploaded all the required 
supporting documentation.

IMPLATS
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HOW TO RESPOND TO RFIS
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Completing the RFI

27. Once completed and satisfied with 
your responses, click “Submit 
Entire Response”.

28. Click “OK” to confirm the submission 
of your response to Implats.

B



HOW TO RESPOND TO RFIS

Completing the RFI
B

29. Click “Go back to Impala Platinum 
Holdings” to go back to the 
dashboard or home page.

30. The participation status of the event 
will reflect as “Yes”.

Note:

Implats will review your 
submitted bid and revert to 
you via e-mail to confirm 
whether you have 
succeeded or lost the bid.

IMPLATS
SAP ARIBA – SUPPLIER USER GUIDE 33
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HOW TO COMPOSE A MESSAGE TO YOUR IMPLATS 
SOURCING SPECIALIST
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1. Implats could send you important 
messages during the course of the 
event providing further information 
and updates about the event. Find 
these messages by clicking on 
“Event Messages”, which can be 
found in the menu bar on the left 
hand side of your screen.

2. Should you need to contact Implats 
during the course of the event, do so 
by clicking on “Compose Message”.

C



HOW TO COMPOSE A MESSAGE TO YOUR IMPLATS 
SOURCING SPECIALIST

3. When the message screen opens, 
write your message. When finished, 
click “Send”.

Note:

Attachments can also be 
added if need.

Just click “Attach a file” to
do so.

3

Note:

Implats will respond to 
your message if required.

You can access the 
response by clicking 
“Event messages” in the 
menu bar on the left of 
your screen.

C
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HOW TO REVISE A SUBMITTED RFI
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1. You may need to revise your 
submitted response
Login to your SAP Business Network 
Account and click on the event you 
want to revise.

2. Click “Revise Response” to change 
or update your response.

D



HOW TO REVISE A SUBMITTED RFI
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3. A pop-up will warn you that you have 
already submitted a response.
If you are certain that you want to 
revise your response, click “OK”.

D



HOW TO REVISE A SUBMITTED RFI
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4. Make your updates/changes
Once competed, click “Submit 
Entire Response” to send to 
Implats.

D



OVERVIEW

IMPLATS
SAP ARIBA – SUPPLIER USER GUIDE 41

HIGH LEVELRFI PROCESSFLOWA HOWTORESPONDTOIMPLATS 
REQUESTFORINFORMATION (RFIs)B HOWTOCOMPOSEAMESSAGE 

TOYOURIMPLATS BUYERC

HOWTOREVISEASUBMITTED 
RFIRESPONSED HOWTODECLINEARESPONSE 

TOASOURCINGEVENTE SUMMARY  OF  COMMON  RFI  
ISSUESF



HOW TO DECLINE RESPONDING TO AN RFI
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1. Login to your SAP Business Network 
and click on the Event you want to 
decline.

Click “Decline to Respond”.

E



HOW TO DECLINE RESPONDING TO AN RFI

2. Please provide a reason for declining
to participate in the free text box area
on your screen.

• Click “OK”.

E

Note:

Your reason for not 
participating should be 
limited to 500 characters –
please be brief and to the 
point.

IMPLATS
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HOW TO DECLINE RESPONDING TO AN RFI
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3. Your event participation status will be 
updated to “Declined”.

E
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MAXIMUM NUMBER OF 
SUPPLIER ERRORA B CANERR EXCEPTION RFI CLOSED FOR 

RESPONSE

D RFI LINK IS NOT 
AVAILABLE



GETTING HELP
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A IMPLATSSAPARIBASUPPLIER 
SUPPORT C CONTACTINGSAPARIBA 

DIRECTLY–WITHNOUSER 
CREDENTIALS

B CONTACTINGSAPARIBA 
DIRECTLY–WITHUSER 
CREDENTIALS
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IMPLATS SUPPORT AND HELP LINES

aribasupport@implats.co.za+27 14 569 6899

IMPLATS
SAP ARIBA – SUPPLIER USER GUIDE

A

Implats’ Supplier Support Helpdesk 
is open Monday to Friday from 
07:30 to 15:30, excluding all South
African Public Holidays.

If you need assistance outside 
Helpdesk operating hours, please 
send us an email with your request, 
and an agent will respond within 24 
hours.

mailto:aribasupport@implats.co.za
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A IMPLATSSAPARIBASUPPLIER 
SUPPORT C CONTACTINGSAPARIBA 

DIRECTLY–WITHNOUSER 
CREDENTIALS

B CONTACTINGSAPARIBA 
DIRECTLY–WITHUSER 
CREDENTIALS



CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(ALREADY LOGGED IN)

To contact SAP Ariba Support directly,
when you are already logged in follow
these steps:

1. Login to the SAP Business 
Network, and from the Home page 
Click on the first “?” help icon.

B

1
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(ALREADY LOGGED IN)

You will be redirected to this screen

2. Select the “Contact us” tab.

3. Enter a brief description of what 
you need help with and click 
“Search”.

3

2

B
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(ALREADY LOGGED IN)

4. Should you not find an option, 
scroll down the screen and click 
“Something Else”.

4

B
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(ALREADY LOGGED IN)

5. A bar will appear at the bottom of 
the screen. Click “Create a Case”.

5

B
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(ALREADY LOGGED IN)

6. Complete the form with as much 
detail on the issue as possible. 
Attach screenshots of the error if 
possible.

7. Click “One Last Step”.

6 7

B
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(ALREADY LOGGED IN)

8. Review your contact information for 
correctness.

9. Click “One Last Step”.

8

9

B
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(ALREADY LOGGED IN)

10. Select your preferred method of 
contact.

11. Click “Submit”. 10

11

B
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(ALREADY LOGGED IN)

11. Confirm your intention to submit by 
clicking ”OK”. You will receive an 
e-mail notification advising you of 
your ticket details.

11

B
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(ALREADY LOGGED IN)
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12. Once submitted the following 
screen shows the status of your 
query.

B
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(NO USER CREDENTIALS)

To contact SAP Ariba Support directly, 
when you do not have any login 
credentials to your account, follow these 
steps:

1. Access the SAP Business Network
Supplier login page.

Click the “?” help icon

C
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(NO USER CREDENTIALS)
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2. Click “Support”

C



CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(NO USER CREDENTIALS)
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3. Click “Contact us”.

C



CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(NO USER CREDENTIALS)
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4. Click “Register on SAP Business 
Network”.

C



CONTACTING SAP ARIBA SUPPORT DIRECTLY (NO 
USER CREDENTIALS)

5. Click “Registration error”.

6. Click “ANERR error”.

7. Click “I’m still experiencing the 
error after troubleshooting”.

5

6

7

C
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(NO USER CREDENTIALS)

8. After clicking “I’m still experiencing 
the error” a pop up will appear at the 
bottom of your screen.

Click “Create a Case”.

8

C
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CONTACTING SAP ARIBA SUPPORT DIRECTLY (NO 
USER CREDENTIALS)

9. Complete the form and submit your
SAP Ariba Support case ticket.

C

Note:

To change your user Administrator in 
SAP Ariba, you are required to provide 
the following information:

• ANID (Ariba Network Identification) 
number) of your supplier account. The 
Implats Helpdesk will assist you with this 
number if you do not have it.

• Previous administrator's full name.
• Previous administrator’s e-mail address.
• Name and e-mail address of a sub-user 

(if the account has sub-users)

IMPLATS
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HIGH LEVEL RFP PROCESS FLOW

RFP sourcing 
request created

RFP sourcing 
project created

Run event Evaluate and select 
supplier/s

Contact created in 
SAP Ariba Contracts

Start here

SAP Business 
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SAP Ariba SLP 1 2 3

4
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received via
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7

RFP event 
created

5
Access RFP event 

on the SAP 
Business Network

6
Respond to the 

RFP event

8

9
Supplier/s 

informed of 
award decision

10

A
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HOW TO RESPOND TO RFPS

1. You will receive an invitation email 
notification with the subject: “Impala 
Platinum Holdings has invited you 
to participate in event”.

Click “Click Here” to access the 
event.

xxx@yyyyy.zz.zz

Important note:

Please read the content 
of the invitation 
carefully. It will contain 
information guiding you 
on the next steps 
required to respond to 
the RFP. A

B

IMPLATS
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HOW TO RESPOND TO RFPS

2. You will be redirected to the SAP 
Ariba Supplier Login Page

A. Enter your username

B. Enter your password

C. Click on the “Login” button

A 

B

C

B

IMPLATS
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HOW TO RESPOND TO RFPS

B

IMPLATS
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3. In the top right of the page, you 
will see a message that says “ 
Completed” or “Pending 
Selection.” This means that the 
RFP is closed for responses.

4. Pending Selection -The event 
has closed for responses and is 
pending the sourcing specialist’s 
awarding decision.

5. Completed – The event is 
complete and cannot be 
reopened.

Note:

If a RFP has closed, you 
will one of these two 
screens.



HOW TO RESPOND TO RFPS
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6. Once logged in the RFP event 
screen will appear.

7. Click “Review Prerequisites” for 
information on Implats’ requirements, 
which must be completed before you 
can respond to the RFP.

B
Let’s continue.



HOW TO RESPOND TO RFPS
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8. Review Implats’ Bidder Agreement.
Click “View Bidder Agreement” to 
see details.

B



HOW TO RESPOND TO RFPs
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9. Once reviewed, click “Done”.

You must agree to the Bidder 
Agreement to be able to respond to 
the RFP.

B



HOW TO RESPOND TO RFPS
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10. Select the radio button “I accept the 
terms of this agreement”.

11. Respond to the other prerequisites 
as shown in the Prerequisites 
section, by attaching the required 
Non-disclosure Agreement (NDA).

Click “OK” at the bottom of the 
screen to continue.

B



HOW TO RESPOND TO RFPS
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12. Click “OK” to submit your 
agreement.

B



HOW TO RESPOND TO RFPS
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Now you can start 
responding to the 
RFP Sections

13. There are several sections that 
must be completed to ensure the 
successful submission of your 
event/proposal.

• Section 1 - Implats overview to 
better understand our company.

• Section 2 - how to get help should
you encounter technical issues
during your participation.

• Section 3 – understanding the 
purpose of the RFP prior to you 
completing a proposal

B
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14.  Complete Section 4
Download the “Non-Disclosure 
Agreement”, read and sign it and 
upload the signed copy into the 
system.

15. Indicate your intention to participate 

Complete the “Intent to Respond”
(Section 5) and supply
details marked with an *.

B
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16. Section 6 requires you to upload
the attendance slip for any
site/briefing meetings attended. You
may share other information here.

17. Read Sections 7 – 9 for
important details about the RFP.

B



HOW TO RESPOND TO RFPS

19. Read through the “Scope of 
Requirements” in Section 11.

18. Complete the “General Conditions 
of Contract” in Section 10.

Note:

All fields marked with * 
are mandatory fields 
and must be completed.

IMPLATS
SAP ARIBA – SUPPLIER USER GUIDE 16
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20. Review the “Bid Response and 
Returnable Schedules” sections in 
Sections 12.

B



HOW TO RESPOND TO RFPS

21. Complete the Tender Schedules
section:

A. Download and complete the 
reference documents under 
each section from 12. 2.2.1 to
12.2.2.5

B. Upload your reference 
documents by clicking “Update 
file” in each section.

Note:

All fields marked with * 
are mandatory fields 
and must be completed. 
Make sure you have 
completed all sections 
and uploaded all the 
required supporting 
documentation.

A B

B
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HOW TO RESPOND TO RFPS

22. Complete the Compliance 
Schedules Section.

A. Download and complete the 
reference documents in each 
section from 12. 2.3.1 to
12.2.3.8

B. Upload your reference 
documents by clicking “Upload 
file” under each section. 2

Note:

All fields marked with * 
are mandatory fields 
and must be completed. 
Make sure you have 
completed all sections 
and uploaded all the 
required supporting 
documentation.

A B

B

IMPLATS
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HOW TO RESPOND TO RFPS

23. Complete the Returnable 
Administrative Documentation.

A. Complete the required 
documents under each section 
starting from 12.3.1 to 12.3.12

B. Upload the required documents 
by clicking “Update file” in each 
section.

Note:

All fields marked with * 
are mandatory fields 
and must be completed. 
Make sure you have 
completed all sections 
and uploaded all the 
required supporting 
documentation.

B
A

B
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Completing the RFP

24. Complete the “B-BBEE Mining 
Charter Ownership Compliance” 
section.

Select the most appropriate 
information pertaining to your 
company’s BBBEE status from the 
drop-down menu.

Select your correct communities if 
you have shareholders residing / 
originating from Mine Communities

Upload the required documents by 
clicking on “Update file” in each 
section.

B

Note:

All fields marked with * are 
mandatory fields and must 
be completed.

IMPLATS
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Make sure you have 
completed all sections and 
uploaded all the required 
supporting documentation.



HOW TO RESPOND TO RFPS

25. Complete the B-BBEE: Mining 
Charter Ownership Compliance 
section.

Select the most appropriate 
information pertaining to your 
company’s BBBEE status:

• Click on the drop-down menu 
and select your options. 
Complete sections 13.2 to 
13.15

Note:

All fields marked with *
are mandatory and must
be completed.
Make sure you have
completed all sections 
and uploaded all the 
required supporting 
documentation.

IMPLATS
SAP ARIBA – SUPPLIER USER GUIDE 22
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HOW TO RESPOND TO RFPS

26. Complete the Joint Ventures: 
Incorporated and Un-incorporated 
section.

Upload the required documents by 
clicking “Upload file” in each 
section from 14.2.1 to 14.3.

Note:

All fields marked with *
are mandatory and must
be completed.
Make sure you have
completed all sections 
and uploaded all the 
required supporting 
documentation.

B
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HOW TO RESPOND TO RFPS

27. Complete the Technical section.
Answer all the RFP’s technical 
questions as required.

Note:

All fields marked with *
are mandatory and must
be completed.
Make sure you have
completed all sections 
and uploaded all the 
required supporting 
documentation.

B



HOW TO RESPOND TO RFPS

28. Complete the Pricing Schedule and 
Pricing Details section.
Enter the prices of your 
products/services

Note:

All fields marked with *
are mandatory and must
be completed.
Make sure you have
completed all sections 
and uploaded all the 
required supporting 
documentation.

IMPLATS
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29. If there are many line items on the 
RFP, it maybe easier to download the 
RFP to Excel, maintain it there and 
upload back into Ariba.
To do this, click “Excel Import”, 
at the bottom of the screen.

B
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30. Click “Download Content” to
download the RFP content into
Excel.

B
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31. Open the downloaded RFP
document in Excel.
Navigate to the ”Pricing Details”
tab and update your prices in the
price column.

Enter the total value of the RFP in 
column C.
Save your document when done, 
ready to be uploaded back into Ariba.

B
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32. Click “Choose File” in Step 3

Select your file from your desktop,
and then click “Upload” to submit
your RFP back into SAP Ariba.

B
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33. Once successfully uploaded, your 
prices are loaded into Ariba.

B
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34. Once your are satisfied with your
responses, click “Submit Entire
Response”.

35. Click “OK” to confirm the submission 
of your response.

B



HOW TO RESPOND TO RFPS

36. Click “Go back to Impala Platinum 
Holdings” to return to your home 
page.

37. The participation status of the event 
will reflect as “Yes”.

Note:

Implats will review your 
submitted bid and 
revert back to you via
e-mail to confirm
whether you have 
succeeded or lost the 
bid.
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SAP ARIBA – SUPPLIER USER GUIDE 32

B



OVERVIEW

IMPLATS
SAP ARIBA – SUPPLIER USER GUIDE 33

HIGH LEVELRFPPROCESSFLOWA B HOWTORESPONDTOIMPLATS 
REQUESTFORPROPOSALS(RFPs) C HOWTORESPONDTOIMPLATS 

RFPsTHATALLOWALTERNATIVE 
RESPONSES

HOWTORESPONDTOIMPLATS 
BOQRFPsD HOWTOCOMPOSEAMESSAGE 

TOYOURIMPLATS BUYERE HOWTOREVISEASUBMITTED 
RFPRESPONSEF

HOWTODECLINEARESPONSE 
TOASOURCINGEVENTG



HOW TO RESPOND TO RFPS WITH ALTERNATIVE 
RESPONSES
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1. If you receive an RFP that allows you 
to provide alternative responses to 
what was requested, proceed as 
follows:

Firstly, you must fully respond to and 
submit your response to the original 
request by Implats (also called the 
Primary response).

Follow the steps as indicated in the 
“How to Respond to RFPs” 
section.

C



HOW TO RESPOND TO RFPS WITH ALTERNATIVE 
RESPONSES
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2. After you have submitted the primary 
response, you can then go back to 
your RFP, and provide an alternative 
response.
Click “Create Alternative” and then 
select “Pricing Alternative”.
The “Create Alternative” tab only 
appears when Implats sets the RFP 
to allow alternative responses.

C
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PRICING
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3. Enter the name of your alternative
response.
Select line items by scrolling and
clicking relevant tick boxes under
“Items”.

Alternatively, click on the top tick box 
to select all the items.

C
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PRICING

IMPLATS
SAP ARIBA – SUPPLIER USER GUIDE 37

4. Navigate to the “Pricing Details” 
section of the RFP to capture 
alternative prices.

Enter the alternative price for each 
line item as well as the description of 
the alternative product in the 
“Comments” box.

C
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5. Click “Submit Entire Response” 
when done to submit your alternative 
response to Implats.

C
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1. If you receive an RFP that has a Bill 
of Quantity (BOQ) to respond to, 
follow these steps:
The BOQ summary sections are 
shown on the under the Pricing 
Details section.

Open the “Pricing Details” section 
of the RFP that has a BOQ and click 
“Excel Import”.

D



COMMON ISSUE WITH BOQ RFPs
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2. Click “Download Content” to 
download the BOQ to Excel, where 
you can capture your pricing.

Note:

You may experience an 
issue when trying to 
download the BOQ 
document

D
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D
3. If the BOQ has an issue, the 

following error will be displayed.

4. The next step would be to use the 
Compose Message function, to 
communicate the issue to the 
sourcing specialist 



COMMON ISSUE WITH BOQ RFPs
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5. Use the Compose Message function 
to communicate the issue with the 
sourcing specialist.

ED



COMMON ISSUE WITH BOQ RFPs

6. When the message screen opens, 
write your message. When finished, 
click “Send”.

Note:

Attachments can also be 
added if need.

Just click “Attach a file” to
do so.

IMPLATS
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IMPLATS ARIBA SUPPORT HELP LINES

aribasupport@implats.co.za+27 14 569 6899

IMPLATS
SAP ARIBA – SUPPLIER USER GUIDE

Implats’ Supplier Support Helpdesk 
is open Monday to Friday from 
07:30 to 15:30, excluding all South
African Public Holidays.

If you need assistance outside 
Helpdesk operating hours, please 
send us an email with your request, 
and an agent will respond within 24 
hours.

7. Alternatively, you can log the issue 
with our Ariba support helpdesk via 
phone or email

D

mailto:aribasupport@implats.co.za


HOW TO RESPOND TO BOQ RFPS

IMPLATS
SAP ARIBA – SUPPLIER USER GUIDE 46

8. Click “Download Content” to 
download the BOQ to Excel, where 
you can capture your pricing.

D
Let’s continue.
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9. Open the downloaded BOQ 
spreadsheet in Excel.

Read through and complete the BOQ 
sheets shown and capture your 
prices / rates into the spreadsheet’s 
detailed sheets, as you have always 
done before.

D
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Note:

As you enter your BOQ 
prices, the Summary sheet 
and the Pricing Details 
sheet update automatically.

Do not update these 
sheets!

Summary sheet

Pricing Details sheet

D
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10. Once completed, upload your BOQ 
spreadsheet back into Ariba.
Click “Choose File” and browse for 
and select your BOQ file that you 
have updated on your desktop.

Click “Upload” to upload it back into 
Ariba.

D
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11. Once your BOQ file has been 
uploaded into Ariba, your BOQ 
summary prices are updated on the 
Ariba platform.

You can now update the total RFP 
value on Ariba field shown with the 
asterix, by copying the extended 
price into this field. The extend price 
on Ariba represents the total value of 
your full response.

Once complete, you must click 
“Submit Entire Response” to 
submit your RFP back to Implats.

D
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BUYER
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1. Implats could send you important 
messages during the course of the 
event providing further information 
and updates about the event. Find 
these messages by clicking on 
“Event Messages”, which can be 
found in the menu bar on the left 
hand side of your screen.

2. Should you need to contact Implats 
during the course of the event, do so 
by clicking on “Compose Message”.

E



HOW TO COMPOSE A MESSAGE TO THE IMPLATS 
BUYER

3. When the message screen opens, 
write your message. When finished, 
click “Send”.

Note:

Attachments can also be 
added if need.

Just click “Attach a file” to
do so.

3

Note:

Implats will respond to 
your message if required.

You can access the 
response by clicking 
“Event messages” in the 
menu bar on the left of 
your screen.

E
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1. You may need to revise your 
submitted response.
You can do so provided the event is 
still active and not closed.

Login to your SAP Business 
Network Account and click on the 
event you intend to revise.

2. Click “Revise Response” to change 
or update your response.

F
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3. A pop-up dialogue box will warn you 
that you have already submitted a 
response.

If you are certain you want to revise 
your response, click “OK”.

F
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4. Make your updates/changes
Once completed, click “Submit 
Entire Response”.

F
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HOW TO DECLINE RESPONDING TO AN RFP EVENT

2. Log in to the SAP Business Network 
and access the event.

Click “Decline to Respond”.

G
1. If you do not intend to participate in 

the event, click the “Click Here” link 
in the event invitation e-mail received 
from Implats.

Note:

Please read through the 
content of the invitation to 
fully understand next 
steps, whether you intend 
to participate or not.

IMPLATS
SAP ARIBA – SUPPLIER USER GUIDE 59



HOW TO DECLINE RESPONDING TO AN RFP EVENT

3. Please provide a reason for 
declining to participate in the free 
text box area on your screen.

Click “OK”.

Note:

Your reason for not 
participating should be 
limited to 500 characters –
please be brief and to the 
point.

G
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IMPLATS
SAP ARIBA – SUPPLIER USER GUIDE 61

4. Your event participation status will be 
updated to “Declined”.

G



HOW TO RESPOND TO RFPS

1. You will receive an invitation email 
notification with the subject: “Impala 
Platinum Holdings has invited you 
to participate in event”.

Click “Click Here” to access the 
event.

xxx@yyyyy.zz.zz

Important note:

Please read the content 
of the invitation 
carefully. It will contain 
information guiding you 
on the next steps 
required to respond to 
the RFP. A
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HOW TO RESPOND TO RFPS

2. You will be redirected to the SAP 
Ariba Supplier Login Page

A. Enter your username

B. Enter your password

C. Click on the “Login” button

A 

B

C
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RFP THAT HAS CLOSED

3. Once logged in the RFP event 
screen will appear.

B
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4. In the top right of the page, you 
will see a message that says “ 
Completed” or “Pending 
Selection. This means that the 
RFP is closed for responses.

5. Pending Selection -The event 
has closed for responses and is 
pending the sourcing specialist’s 
awarding decision.

6. Completed – The event is 
complete and cannot be 
reopened.
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IMPLATS SUPPORT AND HELP LINES

aribasupport@implats.co.za+27 14 569 6899

IMPLATS
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A

Implats’ Supplier Support Helpdesk 
is open Monday to Friday from 
07:30 to 15:30, excluding all South
African Public Holidays.

If you need assistance outside 
Helpdesk operating hours, please 
send us an email with your request, 
and an agent will respond within 24 
hours.

mailto:aribasupport@implats.co.za
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(ALREADY LOGGED IN)

To contact SAP Ariba Support directly,
when you are already logged in follow
these steps:

1. Login to the SAP Business 
Network, and from the Home page 
Click on the first “?” help icon.

B

1
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(ALREADY LOGGED IN)

You will be redirected to this screen

2. Select the “Contact us” tab.

3. Enter a brief description of what 
you need help with and click 
“Search”.

3

2

B
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(ALREADY LOGGED IN)

4. Should you not find an option, 
scroll down the screen and click 
“Something Else”.

4

B
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(ALREADY LOGGED IN)

5. A bar will appear at the bottom of 
the screen. Click “Create a Case”.

5

B
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(ALREADY LOGGED IN)

6. Complete the form with as much 
detail on the issue as possible. 
Attach screenshots of the error if 
possible.

7. Click “One Last Step”.

6 7

B
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(ALREADY LOGGED IN)

8. Review your contact information for 
correctness.

9. Click “One Last Step”.

8

9

B
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(ALREADY LOGGED IN)

10. Select your preferred method of 
contact.

11. Click “Submit”. 10

11

B
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(ALREADY LOGGED IN)

11. Confirm your intention to submit by 
clicking ”OK”. You will receive an 
e-mail notification advising you of 
your ticket details.

11

B
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(ALREADY LOGGED IN)
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12. Once submitted the following 
screen shows the status of your 
query.

B
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(NO USER CREDENTIALS)

To contact SAP Ariba Support directly, 
when you do not have any login 
credentials to your account, follow these 
steps:

1. Access the SAP Business Network
Supplier login page.

Click the “?” help icon

C
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(NO USER CREDENTIALS)
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2. Click “Support”

C



CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(NO USER CREDENTIALS)
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3. Click “Contact us”.

C



CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(NO USER CREDENTIALS)
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4. Click “Register on SAP Business 
Network”.

C



CONTACTING SAP ARIBA SUPPORT DIRECTLY (NO 
USER CREDENTIALS)

5. Click “Registration error”.

6. Click “ANERR error”.

7. Click “I’m still experiencing the 
error after troubleshooting”.

5

6

7

C
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(NO USER CREDENTIALS)

8. After clicking “I’m still experiencing 
the error” a pop up will appear at the 
bottom of your screen.

Click “Create a Case”.

8

C
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CONTACTING SAP ARIBA SUPPORT DIRECTLY (NO 
USER CREDENTIALS)

9. Complete the form and submit your
SAP Ariba Support case ticket.

C

Note:

To change your user Administrator in 
SAP Ariba, you are required to provide 
the following information:

• ANID (Ariba Network Identification) 
number) of your supplier account. The 
Implats Helpdesk will assist you with this 
number if you do not have it.

• Previous administrator's full name.
• Previous administrator’s e-mail address.
• Name and e-mail address of a sub-user 

(if the account has sub-users)
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HOW TO RESPOND TO RFQs

1. If you are included in an Implats RFQ 
event, you will receive an invitation 
email notification with the subject: 
“Impala Platinum Holdings has 
invited you to participate in an 
event”

A. Click on “Click Here” to access 
the event

Important note:

Please read the content of the 
invitation carefully. It will contain 
information guiding you on the 
next steps required to respond to 
the RFQ xxx@yyyyy.zz.zz

A

B
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HOW TO RESPOND TO RFQs

2. You will be redirected to the SAP 
Ariba Supplier Login Page

A. Enter your username

B. Enter your password

C. Click on the “Login” button

A 

B

C

B
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HOW TO RESPOND TO RFQs

3. Once logged in you are taken straight 
into the RFQ Event.

A. Click on the “Review 
Prerequisites” button to review 
the RFQ prerequisites.

A

B
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HOW TO RESPOND TO RFQs

4. Review the prerequisites (Bidders 
Agreement)

A. Accept the terms of agreement if
you agree by selecting “I accept
the terms of this agreement”.

B. Then click “OK”.

A

B

B
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HOW TO RESPOND TO RFQs

4. Review the prerequisites (Bidders 
Agreement)

A. If you do not accept the terms of 
agreement select “I do not 
accept the terms of this 
agreement”.

B. Then click “OK”.

5. Click “OK” to submit the agreement.

A
B

B
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HOW TO RESPOND TO RFQs

6. Selecting bidding lots

A. Select the lots you wish to bid 
on by ticking the relevant boxes 
on the left hand side of the item.

A

B
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HOW TO RESPOND TO RFQs

6. Selecting bidding lots

B. If, for any reason, you are
unable to bid for certain lots, you 
have the option not to submit a 
bid for that particular lot. Select 
the dropdown option on the right 
to provide a reason for not 
bidding.

B

B
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HOW TO RESPOND TO RFQs

6. Selecting bidding lots

C. Once you have completed 
selecting bidding lots, click on 
“Confirm Selected Lots/Line 
Items”.

C

B
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HOW TO RESPOND TO RFQs

6. Selecting bidding lots

D. After clicking on “Confirm 
Selected Lots/Line Items” 
button, a warning will appear 
notifying you of the currency 
modifications you made. Click 
“OK” to continue processing 
your bids.

D

B
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HOW TO RESPOND TO RFQs
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7. There are three sections of the RFQ 
event that require completion.

1. Standardized documents and 
RFQ response details

2. BBBEE data

3. Pricing

B



HOW TO RESPOND TO RFQs

8. Complete the first section relating to 
standardised documents and RFQ 
response details.

Note:

All fields marked with * are 
mandatory fields and must 
be completed.

Remember to complete all 
sections and upload all the 
required supporting 
documentation.

B
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HOW TO RESPOND TO RFQs

9. Complete the second section relating 
to BBBEE data.

Note:

All fields marked with * are 
mandatory fields and must 
be completed.

Remember to complete all 
sections and upload all the 
required supporting 
documentation.

IMPLATS
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HOW TO RESPOND TO RFQs

9. Complete the second section relating 
to BBBEE data.

A. Select the relevant options 
pertaining to shareholding in 
your organisation.

Note:

All fields marked with * are 
mandatory fields and must 
be completed.

Remember to complete all 
sections and upload all the 
required supporting 
documentation.

IMPLATS
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HOW TO RESPOND TO RFQs

9. Complete the second section relating 
to BBBEE data.

B. Complete selecting relevant 
options pertaining to 
shareholding in your 
organisation.

B
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Note:

All fields marked with * are 
mandatory fields and must 
be completed.

Remember to complete all 
sections and upload all the 
required supporting 
documentation.



HOW TO RESPOND TO RFQs

Note:

All fields marked with * are mandatory
fields and must be completed.

Please make sure that all the prices 
you input, are Exclusive of VAT.

Remember to complete all sections and
upload all the required supporting 
documentation.

IMPLATS
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B
10. Complete the Pricing section.

A. You will need to enter the 
Unit Cost for each line 
item.



HOW TO RESPOND TO RFQs

10. Complete the Pricing section.

IMPLATS
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B

B. The next step is to add the 
price for each item. The 
price that you enter in each 
section is the Unit Cost, 
which is the price or cost 
for one item.

Note:

All fields marked with * are mandatory
fields and must be completed.

Please make sure that all the prices 
you input, are Exclusive of VAT.

Remember to complete all sections and
upload all the required supporting 
documentation.
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B
10. Complete the Pricing section.

C. Once you have completed 
all sections, click Update 
Totals. This will calculate 
the Total Cost for each 
item and display it under 
the Extended Price tab.

Note:

All fields marked with * are mandatory
fields and must be completed.

Please make sure that all the prices 
you input, are Exclusive of VAT.

Remember to complete all sections and
upload all the required supporting 
documentation.



HOW TO RESPOND TO RFQs
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B
10. Complete the Pricing section.

D. You will also notice that the 
Total Value of the RFQ is 
also calculated by the 
system. Copy and paste 
the price into the textbox 
that asks for the Total 
Value of the full RFQ

Note:

All fields marked with * are mandatory
fields and must be completed.

Please make sure that all the prices 
you input, are Exclusive of VAT.

Remember to complete all sections and
upload all the required supporting 
documentation.



HOW TO RESPOND TO RFQs

11. Once you are satisfied with your bid,
click on “Submit Entire Response”
to submit your RFQ response.

Tips:

i. Click “Save draft” if you are
not yet ready to submit your
response.

ii. Be cognisant of the time
remaining for submission -
once the clock hits 00:00:00, 
you will no longer be able to 
submit your response.

B
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HOW TO RESPOND TO RFQs
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12. Click “OK” to confirm the submission 
of your response.

B



HOW TO RESPOND TO RFQs

13. Click “Go back to Impala Platinum 
Holdings – TEST Dashboard” to 
return to the Events home page.

14. The participated status of the event 
will reflect as “Yes”.

Note:

Implats will review your 
submitted bid and respond 
via e-mail to confirm if you 
have succeeded or lost the 
bid.

IMPLATS
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HOW TO COMPOSE A MESSAGE TO THE IMPLATS 
BUYER

1. Implats could send you important 
messages during the course of the 
event providing further information 
and updates about the event. Find 
these messages by clicking on 
“Event Messages”, which can be 
found in the menu bar on the left 
hand side of your screen.

2. Should you need to contact Implats 
during the course of the event, do so 
by clicking on “Compose Message”.

C

2

1
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HOW TO COMPOSE A MESSAGE TO THE IMPLATS 
BUYER

3. When the message screen opens, 
write your message. When finished, 
click “Send”.

C

Note:

Attachments can also be 
added if need.

Just click “Attach a file” to
do so.

3

Note:

Implats will respond to 
your message if required.

You can access the 
response by clicking 
“Event messages” in the 
menu bar on the left of 
your screen.
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HOW TO REVISE A SUBMITTED RFQ RESPONSE
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1. Should you need to revise your 
submitted response, you can still
do so provided the event is still active 
and not closed.

Access your SAP Business Network 
Account and click on the event you 
intend to revise.

2. Then click “Revise Response” to 
change or update your response.

D



HOW TO REVISE A SUBMITTED RFQ RESPONSE
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3. A pop-up dialogue box will appear 
warning that you have already 
submitted a response.

A. Click “OK” to proceed.

D



HOW TO REVISE A SUBMITTED RFQ RESPONSE
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4. Proceed to make your updates or 
changes. When complete, click 
“Submit Entire Response”.

D
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HOW TO DECLINE RESPONDING TO AN RFQ EVENT

2. Log in to the SAP Business Network 
and access the event.

A. Click “Decline to Respond”.

E
1. If you do not intend to participate in 

the event, click the “Click Here” link 
in the event invitation e-mail received 
from Implats.

Note:

Please read through the 
content of the invitation to 
fully understand next 
steps, whether you intend 
to participate or not.

IMPLATS
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HOW TO DECLINE RESPONDING TO AN RFQ EVENT

3. Please provide a reason for 
declining to participate in the free 
text box area on your screen.

A. Click “OK”.

E

Note:

Your reason for not 
participating should be 
limited to 500 characters –
please be brief and to the 
point.
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HOW TO DECLINE RESPONDING TO AN RFQ EVENT
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4. Your event participation status will be 
updated to “Declined”.

E



GETTING HELP
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IMPLATS SUPPORT AND HELP LINES

aribasupport@implats.co.za+27 14 569 6899

IMPLATS
SAP ARIBA – SUPPLIER USER GUIDE

A

Implats’ Supplier Support Helpdesk 
is open Monday to Friday from 
07:30 to 15:30, excluding all South
African Public Holidays.
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(ALREADY LOGGED IN)

To contact SAP Ariba Support directly,
when you are already logged in follow
these steps:

1. Login to the SAP Business 
Network, and from the Home page 

Click on the first “?” help icon.

B

1
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(ALREADY LOGGED IN)

You will be redirected to this screen

2. Select the “Contact us” tab.

3. Enter a brief description of what 
you need help with and click 
“Search”.

3

2

B
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(ALREADY LOGGED IN)

4. Should you not find an option, 
scroll down the screen and click 
“Something Else”.

4

B
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(ALREADY LOGGED IN)

5. A bar will appear at the bottom of 
the screen. Click “Create a Case”.

5

B
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(ALREADY LOGGED IN)

6. Complete the form with as much 
detail on the issue as possible. 
Attach screenshots of the error if 
possible.

7. Click “One Last Step”.

6 7

B
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(ALREADY LOGGED IN)

8. Review your contact information for 
correctness.

9. Click “One Last Step”.

8

9

B
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(ALREADY LOGGED IN)

10. Select your preferred method of 
contact.

11. Click “Submit”. 10

11

B

IMPLATS
SAP ARIBA – SUPPLIER USER GUIDE

47



CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(ALREADY LOGGED IN)

11. Confirm your intention to submit by 
clicking ”OK”. You will receive an 
e-mail notification advising you of 
your ticket details.

11

B
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(ALREADY LOGGED IN)
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12. Once submitted the following 
screen shows the status of your 
query.

B
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(NO USER CREDENTIALS)

To contact SAP Ariba Support directly, 
when you do not have any login 
credentials to your account, follow these 
steps:

1. Access the SAP Business Network
Supplier login page.

Click the “?” help icon

C
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(NO USER CREDENTIALS)
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2. Click “Support”

C



CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(NO USER CREDENTIALS)

IMPLATS
SAP ARIBA – SUPPLIER USER GUIDE

53

3. Click “Contact us”.

C



CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(NO USER CREDENTIALS)
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4. Click “Register on SAP Business 
Network”.

C



CONTACTING SAP ARIBA SUPPORT DIRECTLY (NO 
USER CREDENTIALS)

5. Click “Registration error”.

6. Click “ANERR error”.

7. Click “I’m still experiencing the 
error after troubleshooting”.

5

6

7

C
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CONTACTING SAP ARIBA SUPPORT DIRECTLY 
(NO USER CREDENTIALS)

8. After clicking “I’m still experiencing 
the error” a pop up will appear at the 
bottom of your screen.

Click “Create a Case”.

8

C
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CONTACTING SAP ARIBA SUPPORT DIRECTLY (NO 
USER CREDENTIALS)

9. Complete the form and submit your
SAP Ariba Support case ticket.

C

Note:

To change your user Administrator in 
SAP Ariba, you are required to provide 
the following information:

 ANID (Ariba Network Identification) 
number) of your supplier account. The 
Implats Helpdesk will assist you with this 
number if you do not have it.

 Previous administrator's full name.
 Previous administrator’s e-mail address.
 Name and e-mail address of a sub-user 

(if the account has sub-users)
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