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Upcoming Changes to Bidding on City Contracts

What is Changing 
The City of Toronto is moving to electronic procurement using the SAP Ariba Sourcing and Contract 
technology solution.  The tool is used for procuring goods, services and construction.  It stores 
tendering events and documents in one easily accessible cloud-based tool. 

Why the change
The move to electronic procurement reduces paper based and manual processes, like dropping off a 
paper submission or participating in a public opening.

Initially, the City will be using SAP Ariba for Sourcing and Contracts, later in 2019 invoicing and 
payments will be introduced and Supplier Lifecycle Performance in 2020.
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Changes and Benefits for Suppliers 

What does the change mean for Suppliers
• Initially all notices will continue to be posted on the Online Call Document System with a link to 

the sourcing event (or tendering opportunity) that directs suppliers to Ariba Discovery
• Suppliers need to register on Ariba Discovery (for free) as a Supplier in order to bid on City 

procurement opportunities
• Those registered on Ariba Discovery can search for event postings and bid electronically on 

opportunities
• All bids and proposals, except when identified otherwise, must be submitted electronically 
• Questions about a specific solicitation should only be posed in SAP Ariba through the event 

messages in the sourcing event.
• Addenda to a specific solicitation will only be posted in SAP Ariba sourcing event.
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Learning about Bidding Opportunities
• If you gain access to a solicitation via the link on the City Online Call Document System and have 

not registered in SAP Ariba previously, you will be redirected to the registration page where you are 
expected to register

• If you have registered on Ariba Discovery You may receive electronic notifications when public 
Solicitations (Request for Proposals, Request for Quotations, Request for Tenders, etc.) are issued 
for those commodities that are listed on your profile

• You can access Ariba Discovery through your supplier dashboard or you will receive an e-invite 
from the City of Toronto.
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Accessing the Event
via

Ariba Discovery



Registering with SAP Ariba
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Suppliers can gain access to the community of active Buyers by registering on SAP Ariba 
Discovery and creating an SAP Ariba Network Supplier account and profile.  

Go to the SAP Ariba Discovery website (​discovery.ariba.com​)



Step 1 & 2: Creating an Account
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1. Click the “I’m Selling” tab at 
the top left corner of the screen.

1

2. The new screen will appear and the words I’m 
Selling will be underlined in blue.
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Step 3: Complete the Register Now fields
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3. In the ​Register Now​ section of the screen, 
complete the required company information.

A. Company Name
B. Email Address

Then click the ​Register Now​ button.



Step 4: Registration Landing Page
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4. You will be taken to the  
Registration landing 
page. It is divided into 
three sections.

A. Register
B. User Account 

Information
C. Tell us more about 

your business

Tell us more about your businessC

User Account InformationB

RegisterA



Step 5: Enter Company and User Account 
Information 
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5. Complete the required Company 
information.
● Company Name
● Country
● Address
● City
● Province
● Postal Code

As you scroll down the landing page
you will confirm your username and 
create a password. 

NOTE​:  The username and password are 
required to access (sign-in) your SAP Ariba 
Network Supplier account, which includes 
SAP Ariba Discovery.



Step 6A: Tell us more about your business
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6. In the Tell us more about your business section your are asked to provide Product and 
Service information and Service locations

A. Product and Service Categories
• SAP Ariba Discovery 

postings are matched to the 
product and service 
categories selected.

• Choose categories rather 
than the exact products or 
services by name to ensure 
you gain exposure to 
broader opportunities.

• If your products or services 
can be classified in multiple 
ways, select all possible 
categories to ensure better 
matches.

A



Step 6B: Tell us more about your business
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B. The Ship-to and service 
locations field lets Buyers 
view all geographic areas 
your company 
serves. Once the 
company information, 
user account information, 
and business information 
sections have been 
completed, review the 
Terms of Use and Privacy 
Statement.  Then check 
the “​I have read…”​ check 
boxes. To complete the 
registration process, click 
on the ​Register button.

B



Step 7: Confirm Your Email Address
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7. Confirming your email address is the last step in creating an SAP Ariba account. SAP Ariba 
sends an email to the address provided. 

Email address



Step 8: Active Your Ariba Account
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8. Go to your email message and follow the instructions to confirm the email address.



Step 9: Complete Your Company Profile Now
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9. The final stage in setting up an account is to complete additional company 
profile information.



Step 10: Enhancing and Managing Your Profile
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10. You can enhance your profile with business, marketing, and certification related information.

To manage your account, click on the Company Settings link and you will be able to quickly access 
and update your company profile, users, notifications, account hierarchy, and settings in SAP Ariba 
Discovery



Step 10A: Managing Your Account (cont’d)

16

10A) At the main menu, select Profile. From the Profile drop-down menu, select Edit Profile from 
the tabs shown.

B) Select the applicable tab and the incomplete relevant information in the fields shown



Registering with City of Toronto
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The City of Toronto encourages suppliers to complete a Supplier Self-Registration form to 
become part of the supplier database.

Suppliers will need to register with the City of Toronto if they are: 
● Wanting to participate in an open competition posted by the City.
● Participating in a sourcing event, invitation to tender, or negotiation.
● Invited by the City’s Corporate Procurement Supply Services.
● Selected and invited by the City for a specific contract.
● In the process of extending a contract with the City.

To do business with the City of Toronto on Ariba, you will need to create an Ariba Commerce 
Cloud account. 

http://toronto.supplier.ariba.com/register


Locating Opportunities 
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• It is important to note that there is no fee to respond to a procurement opportunity created 
by the City of Toronto; however, SAP Ariba Discovery does charge a fee for other 
organizations buying goods and services through the SAP Ariba Discovery Network.

• Currently all City of Toronto procurement opportunities are posted on the On Line Call 
Document System located Online Call Document System

• Browse available City contracts using the Search & Bid on City Contracts for an up-to-date 
list of Request for Proposals (RFPs), Request for Quotations (RFQs), Request for 
Expression of Interest (REOI), Tenders, and Offers to Purchase. 

https://wx.toronto.ca/inter/pmmd/calls.nsf/websearch?Openform


Locating Opportunities (cont’d)
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From search and bid on city contracts, expand “Search for Opportunities”. The Online Call 
Document System lists City contracts in the following areas:

• Goods & Services
• Professional Services
• Construction Services
• Offers to Purchase

Choose your relevant purchasing group (i.e.: Goods and Services), and find the call you are 
interested in. Click on the “View Summary”. You may view Call Document Summaries free of 
charge.

https://wx.toronto.ca/inter/pmmd/calls.nsf/goodsservices?OpenView
https://wx.toronto.ca/inter/pmmd/calls.nsf/professional?OpenView
https://wx.toronto.ca/inter/pmmd/calls.nsf/construction?OpenView
https://wx.toronto.ca/inter/pmmd/calls.nsf/offers?OpenView


Searching opportunities of interest
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Currently, paper based 
opportunities and electronic 
bidding opportunities are 
posted on the On Line Call 
Document System.

However only those available 
through Ariba have a link to 
Ariba Discovery.  

By September 2019, the City 
of Toronto is committed to 
having all solicitations posted 
through SAP Ariba.



Supplier Research Posting 
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The hyperlink takes you to the 
SAP Supplier Research 
posting. If interested click on 
“Respond to Posting”. 
If you are no longer interested 
you can choose  “Not 
Interested” and provide 
feedback.

Please ensure you read the 
title of the posting and the 
Posting Summary.  

Please ignore Posting Type



Download the event content – Step 1 & 2
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1. To download the event, “ Click "Download Content“ on the 
dashboard.

2. Download both the content and attachments. Remember to select 
“Done” once complete.



Download the event content – Step 3 
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Step 3: Please click on the “Title” 
box to confirm selection of all 
documents within the solicitation. 

NOTE:  download of attachments 
can take several minutes in 
keeping with system speed and 
other limits. 



Event Details Page
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Take note of the Time 
Remaining to the 
closing of the event. 
You must submit your 
response prior to 
event closing.  The 
Time Remaining is 
found in the top right 
corner of the screen.

You can review and 
respond to the event 
within Ariba, or 
download and review 
the contents saved to 
your desktop.



Review Prerequisites
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• Once you have reviewed the event details and intend to participate, 
click “Review Prerequisites”.

• By accepting the terms of this agreement, system will prompt you:

Note: You must review and respond to prerequisites prior to participation 
in the event. 



Accepting the Terms of the Event

26

After reading all prerequisites, you should choose one of the options by clicking on the proper radio button at the 
bottom of the requirements list:



Decline to Respond
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• Upon reviewing the event details, if you are no longer interested in 
participating, you can “Decline to Respond”.

• If you select this option you will be able to change your option at a later 
time. If you do decline, when you come back to the step you will see 
“Intent to respond” which will allow you to continue with the event.



Suppliers Dashboard in SAP Ariba
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You can review the event solicitation within SAP Ariba, each event consists of 
a minimum of seven (7) sections (Parts):

1. Introduction to RFx
2. Evaluation, Negotiation and Award
3. RFx Process Terms and Conditions
4. Form of Agreement 
5. RFx Particulars 
6. Submission Items
7. Pricing
8. Addenda (if any)



Selecting Lots
• After accepting the terms 

and prerequisites and 
submitting your 
acceptance, the system 
will take you to the 
selecting lots section. 
There are two (2) tabs: 
Select lots, or Select Using 
Excel

• You can put a check mark 
on the lots to choose 
manually, then click on 
submit. 
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Selecting Lots (cont’d)
• Click on the “Select Using Excel” tab and follow the instructions that are 

provided in the blue ribbon, you can use this method if multiple members of 
your team participation is required:

• Remember you should not change the structure of this excel sheet.

30



Compose and Submit Response
• Once you have accepted prerequisites and selected lots, you can compose and submit your bid.
• Answers marked with an asterisk are mandatory. You will not be able to submit your bid if you do 

not complete these answers.
• Answer types can vary; Yes/No, text, attachment, Money, etc.
• Failure to submit required documentation shall result in the Bid being rejected as non-

compliant. i.e. Failure to submit a fully completed Bid Bond. The original Bid Bond will be 
submitted to the address and contact name identified in the RFx prior to the closing date 
and time or the Bid will be rejected as non-compliant.

• Click “Save” to save your answers; you can return prior to the event closing to edit saved answers.
• Click “Update Totals” to calculate and validate extended prices.
• Click “Submit Entire Response” when you are ready to submit your bid.
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Upload Response from Excel (Optional)
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• If you downloaded and completed your responses in Excel you can upload your file by clicking 
“Excel Import”. 



Upload Response from Excel: Step 1& 2
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• Step 1: Click Download Content used to upload response or download attachments for bid submission review
• Step 2: Save file(s) to your computer and begin working on your response in the Excel workbook.



Upload Response from Excel: Step 3 & 4
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• Only edit file with your responses and do not embed any other file in the document, delete any content 
or make any format changes. Please note you can only enter text and numbers in the file and you do 
not have to complete all Parts of the RFx to upload the file (i.e. Complete Pricing Form). Under Step 3, 
click “Browse” to locate your file or drag and drop your file into the highlighted spot. 

• Click “Upload” to upload your file. Your responses will now be entered into the Event Contents. 
Note: If you choose to upload your responses through Excel, this will overwrite any values you may have 
entered into the event directly.



Upload Response from Excel (Optional) (Cont’d)
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• SAP Ariba will notify you that the file upload was successful. 

• Once you receive the successful upload notification, click on the Update Totals in the 
sourcing event to update your bid pricing



Print Event Information

• You may also download a 
printed version of the event 
(Word format). The 
response shown in Print 
Version is the last accepted 
response.

• If there is no accepted 
response, the latest draft 
response will be shown. 
This will be your copy as a 
reference to your 
submission.
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Revising a Response
• You can revise a submitted response prior to the event closing.
• Click “Revise Response” on the event, then “OK”

• The answers will be auto-filled with your previously submitted response. Select 
answers and revise as necessary, then click “Submit Entire Response” to submit 
your revised response.

• If the event closes before a revised response has been submitted, the last 
submitted response will be submitted for evaluation.
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Communicating with City Representative
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• All communication regarding an active event must be submitted through SAP Ariba
• To submit a question, click Event Messages in the Sourcing Event



Communicating with City Representative 
(cont’d)
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• You can insert your messages and attach files if necessary.

• Click Send to send your message to the City Representative.



Communicating with City Representative 
(cont’d)
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• On Event Messages, you can review any messages and notifications from the City 
Representative or submit your own message by clicking Compose Message.



Addendum
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• Bidders will receive an email update when an Addendum has been issued to an 
event they have responded to.

• Any Addenda will appear under Event Contents- Part 8. Bidders can download 
the attachment and review the Addendum contents.

• It is the Bidder’s responsibility to review any and all addenda issued by the City prior to 
the Event Closing. If any addenda are issued after the Bidder has submitted a response, 
the Bidder must review addenda and determine if a revised response must be submitted.



Good to Know
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• You can keep track of the call 
closing time by checking the timer 
on the top right corner :

• On the main console there is a 
check list of all the steps you have 
to complete. You can go back to 
each item and review it, all the 
check list items need to be 
completed to be able to submit your 
response. 



Good to Know (cont’d)
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• On the main console you have “Event Contents”, which 
contain each part of the event.

You can click on each part and review each part individually.

• Response History: Click on the Name of a response to see 
details, including the lots and information submitted.



Good to Know (cont’d)
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• Any (*) field is a required field.
• Attempts to submit a response more than once will result in an error 

message. Although you cannot submit a response more than once, you 
can revise a submitted response within the RFx time frame. 

• On the main console you have multiple tabs helping you achieve a smooth 
submission of your response.



Good to know (cont’d)
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• If you attempt to submit a response which is not fully completed, the 
system will stop you and give you details of what is missing and highlight 
the location.

• In order to move on and submit a response, 
you need to correct any errors or add in any missing
details. 



Useful Information Links
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• City of Toronto Transition to Ariba
• SAP Ariba Registration
• SAP Ariba
• SAP Ariba Login
• SAP Ariba Help Center

https://www.toronto.ca/business-economy/doing-business-with-the-city/upcoming-changes-to-bidding-on-city-contracts/transition-to-sap-ariba/
https://service.ariba.com/Register.aw/124989035/aw?awh=r&awssk=0my.lJT8&dard=1
https://www.ariba.com/solutions
https://service.ariba.com/Sourcing.aw/124992011/aw?awh=r&awssk=8m4SYiuP&dard=1
https://support.ariba.com/help


Thank you!

If you have any questions please send an email to :
supplychaintransformation@toronto.ca

mailto:supplychaintransformation@toronto.ca
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