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Accessing the Tender 
 

 Note: All tender opportunities are managed through the SAP Ariba Supplier Portal. Suppliers wishing to participate 
in this tender must ensure they are registered on the SAP Ariba Network and have access to the TMA sourcing 
event. 

 
1. How to get Started 

 
1.1 E-mail invitation 

 
You will receive an e-mail notification (from the respective buyer), inviting you to 
participate in the event/ online auction to be conducted via SAP Ariba. To access 
the event, click on ‘Click Here’. 
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1.2 Register your user account 

 
 If you do not already have your company’s Ariba Commerce Cloud profile, you will be prompted 

to do so. Please click “Create new account” to create your profile. If you already have a profile 
registered, click on “Use existing account” to enter your company’s Ariba login details, linking 
your existing account with TMA.  
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1.3 Selection of data center  

 Choose the correct data center based on your location.  
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1.4. Email Verification  

 The correct email address and click on Proceed. Enter the OTP sent you your registered email address.  

 

 

 

 

 

 

 

 

 

 

 

1.4 Complete required user account information 

 

In the next page, provide the required Company and User Information (* Indicates 
a required field 
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1.5 Fill in all the required Information  
 

 Complete all the details marked with red asterisks to complete the account creation process. 
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1.6 Adress confirmation 

 Review and Confirm the Address Recommendation.” Click Confirm” 

 

6.  

7.  

8.  

 

 

 

 

 

 

 

1.7  If you already have account, click on “Review Existing Account.” If you are creating 
a new account, click on “Continue Account Creation.” 
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1.8 View the event 

 You can see the projects you have been invited to participate in, under the 
status “open” or “Preview”. You can also see the End Time and Event type. 
Click on the RFP to view more details about the event. 

 

 
 

 
Fig 6. View the Event 
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1.9 Review event details 

 Once an event is selected, the following screen will appear. You can preview some 
of the content prior to intending to participate (Quantity, line items, RFP 
document- if any attached, event start time etc.) 
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1.10 Respond to the Prerequisites 

 To participate in the event, you must review the prerequisites and accept the 
company’s non-disclosure agreement and tender terms & conditions. 

 
 Prerequisite questions must be answered before you can view event content or participate 

in the event. Some prerequisites may require the owner of the event to review and accept 
your responses before you can continue with the event. If you decline the terms of 
prerequisites, you cannot view the content or participate in this event. Click on ‘Review 
prerequisites. 
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1.11 Accept the terms of use 

As cited earlier, prerequisites must be completed to participate in the event. 
 

 To participate in the bidding, click on the first radio button ‘I accept the terms of this 
agreement’. Once you click on the same, you can see and review all details in the RFP. 

 

 
 

 
 
 

1.11 Choose the lot/line item. 

Select the lots/line item you’re participating in the RFP.
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2. How to place the initial bid 

 
When the e-Auction starts, the screen will automatically change to the bidding screen. 

On the bidding screen, you can: 

1. See the product or service which is currently auctioned. 
2. See the remaining bidding time for the auctioned product or service. 
3. Enter the price. 
4. Attached all mandatory documents marked in red airstrikes.  
5. Click on “Submit Entire Response”  
6. Click “OK “  
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3. How to place the next bid 

 
You can submit your bid or revise a submitted bid until the event closes. You are now 
able to: 

1. Click on “Revise Response”  
2. Click on “OK” 
3. Enter a new price. 
4. Submit your next bid 
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4. If a second line item is open, you can start bidding for the same 
 

1. You can find the second line item below the first line item. 
2. See the product. 
3. Enter your price under the ‘price box’. 
4. Click on ‘Submit Current Lot’. 
5. Once your bid has been submitted successfully, you will get to see a message indicator 

“Your response has been submitted”. 
 

When the countdown clock, located in the upper right-hand corner, reaches 00:00:00, 
you won’t be able to place your bids for that lot/line item anymore. 

 
 
 

 
 

 

 

 

 

 

Note: Bids submitted through email, hard copy, or any method other than SAP Ariba will not be considered unless 
expressly stated in the tender document.  

 

       Suppliers should: 
 

A. Complete all mandatory response fields where applicable. 
B. Upload all required documents in the prescribed format. 
C. Ensure pricing schedules are completed where applicable. 
D. Review the submission for completeness. 

E. Submit the response electronically through SAP Ariba before the deadline. 
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6. Technical Support 
 
Suppliers experiencing difficulties with registration, login, access to the sourcing event, or bid submission should 
contact: 
 
Email: procurement@trademarkafrica.com 

 
Suppliers are encouraged to register and access the event well in advance of the submission deadline to avoid last-
minute technical difficulties. 
 
Note to Bidders: 
 
TMA strongly encourages suppliers to familiarize themselves with the SAP Ariba platform before the 
tender closing date. Failure to register, access the event, or submit a bid before the deadline due to late 
registration or avoidable technical issues shall remain the responsibility of the bidder. 

 
 
 

 


