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This instruction guide has been 

created by Cargill for your reference,

as you respond to our sourcing 

events – RFI or RFP.

This guide is especially suitable for 

first-time users of Ariba or for 

individuals who have an Ariba 

account, but it hasn’t been used 

for Cargill yet.

Purpose



Hey, Cargill invited me to 

participate in a RFP on 

the Ariba platform. I am 

not sure how to proceed. 

Can you help me?

Sure! Let me show you 

the options you have for 

registration and login, 

and how to submit a 

response in Ariba.
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Steps to perform to submit a RFx response for Cargill on Ariba

Supplier registration guide
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Submitting a 
response to 

RFx

Fill in Cargill’s 
profile 

questionnaire 
(first-time 

user)

Register to 
Ariba (first-
time user)

Receive email 
invitation and 
review sign 
up or login 

options

Troubleshoot common issues



Sign up or log in 
to Ariba? 
Possible 
scenarios
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Sign up or log in  - account scenarios

Supplier registration guide

event invitation

event invitation

Scenario 1

Scenario 2

Scenario 3

Cargill sends event 
invitation – follow the 

link from the email 
invitation

Scenario 1: Company 
and user not registered 

on Ariba at all

Select the Create account (Sign up/Register now) button/link. Register on Ariba and your account will 
be linked to your buyer, allowing you to participate in the event. As the first registered user you will 
become the account administrator for your company, however that can be modified in the future.

Scenario 2: Company 
and user are registered 

in Ariba, but not for 
Cargill

You have an existing Ariba account, but you have not used it for Cargill. Review the available accounts 
that display in the main page and choose to either use an existing account (if the company information 

matches) or to create a new account (if the company information doesn’t match).

Scenario 3: Company is 
registered, but user is 

not

Choose the Create account (Sign up/Register now) option. Register your user account that will be linked 
to your company. Your company’s account administrator may have to approve your profile.
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Event invitation – variations

Supplier registration guide

Read carefully the invitation email. The content may differ depending on being a new or returning user. 
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Event invitation link

Expiration of link after registration

Supplier registration guide

Note that the registration link expires as soon as you 

register or after 30 days, if not used.

Once you managed to register you can no longer use the 

same link (from the email invitation). Instead, login to Ariba 

by using https://proposals.seller.ariba.com 

https://proposals.seller.ariba.com/
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Scenario 1 – company and user not registered on Ariba at all

Supplier registration guide

• The email invitation link redirects you to this page

• Click on the Register now link or Create new account 

button (depending on what displays) to proceed to 

company and account creation

• Navigate to Section 2 for a step-by-step guidance on 

registration
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Scenario 2 – company and user are registered, but not for Cargill

Supplier registration guide

• The email invitation link may redirect you to this page – it displays 

if you have an account, but it is not associated with Cargill or, if 

there are multiple accounts associated with the same email 

address

• Click on the Review accounts button and check if any of the 

existing company accounts is suitable in your situation – if yes, you 

should contact your account administrator

• If your existing account is suitable to be used for Cargill’s RFx, 

click on the Use existing account button, so that your account can 

be linked to Cargill

• Otherwise, check Scenario 3 and click on the Create new 

account button. Later navigate to Section 2 for a step-by-step 

guidance on registration
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Scenario 3 – company is registered, user is not

Supplier registration guide

• If your company has an account, but you as a user do not, 

review the accounts first and then click on the Register 

now link or Create new account button to proceed to 

registration, depending on what displays

• Your company administrator may need to approve your 

profile and answer some Cargill-specific questions

• Navigate to Section 2 for a step-by-step guidance on 

registration



Registering to 
Ariba and 
updating 

company profile
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• In this form, fill in your company name and address

• If you have a DUNS number you can list it at the top, 

if not – skip the field

• Make sure to fill in all mandatory fields marked with *

Supplier sign up page – Company information

Supplier registration guide

Fill in mandatory fields marked with *
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• Further down the form you will need to provide your user details, 

such as first and last name, and email address

• Create a password and repeat it

• If you are a first time user you may choose to use your email as 

your username – this option is already preselected

• Accept the Terms of Use and the Privacy Statement at the 

bottom, after reviewing them

• Click on the verification code (reCAPTCHA)

• Click on the Create account button

Supplier sign up page – Administrator/user account information

Supplier registration guide

Fill in mandatory fields marked with *
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• If, for any reason, you have a duplicate account, you 

may want to select a different username – in that case 

unmark the „use my email as my username“ box

• Type a username that resembles your email 

address but is not exactly the same

• Accept the Terms of Use and the Privacy Statement 

at the bottom

• Click on the verification code (reCAPTCHA)

• Click on the Create account button

• At a later stage you can merge your multiple accounts

Supplier sign up page – Administrator/user account information

Supplier registration guide

Fill in mandatory fields marked with *
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• After sucessfully creating an account, this message 

will display letting you know that a confirmation email 

has been sent to you

Email address confirmation

Supplier registration guide

You will receive an email from Ariba
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• Click on the Confirm email button in the message 

you received, to finish your sign up

• In this email, there is a link you can use to login to 

Ariba

Email address confirmation

Supplier registration guide

Confirm email to finish signing up
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• Once you confirm your email, you will be redirected 

to this page

• This is where you can provide details of the products 

and/or services you supply, as well as the locations 

you supply them to

• You can either enter the details in the respectve 

fields, or use the Add button or Browse link. Once 

you finish click on the Submit button

• You may also choose to complete this step later – in 

this case, click on the Remind me later button

Fill in product/service and location information

Supplier registration guide

Provide product/service and ship-to location details



19© 2024 Cargill, Incorporated. All rights reserved.

• The successful registration will trigger an account 

confirmation email to be sent by Ariba

• There, you will see your account details, simple 

steps to get you started and a Login button

Account confirmation email from Ariba

Supplier registration guide

Account details will be sent



Cargill specific 
questionnaire for 

new users
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• Before proceeding to the RFI or RFP, you may need 

to answer some Cargill-specific questions. This is 

a one-time activity, however you or your company 

Ariba administrator may need to refresh the 

information once a year

• Click on the Company profile button

• A pop-up message may appear, click on the 

Complete profile button

Cargill profile questionnaire

Supplier registration guide

Navigate to questionnaire
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• After your company profile opens, 

navigate to the left-hand side 

menu

• Select the Customer requested 

option at the bottom

• If you don’t see this company 

profile, contact your account 

administrator and ask them to 

complete the questionnaire

Cargill profile questionnaire

Supplier registration guide

Navigate to questionnaire
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• Initially the status of the questionnaire will appear as 

Incomplete

• Click on the Cargill title

• Make sure to have any browser ad-blockers 

disabled, otherwise the questionnaire won’t open 

properly

Cargill profile questionnaire

Supplier registration guide

Open questionnaire
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• Make sure to answer all mandatory 

questions marked with an *

• There might be some conditional 

questions, appearing only after a specific 

answer is selected for a previous question

• It is sufficient to answer the mandatory 

questions initially. You can go back to this 

questionnaire at any time and fill in the 

rest of the information

• Once finished, click on the Submit button

Cargill profile questionnaire

Supplier registration guide

Fill in answers



25© 2024 Cargill, Incorporated. All rights reserved.

• A green ribbon at the top will confirm that the answers have been submitted

• Close the pop-up window at the top right corner

Cargill profile questionnaire

Supplier registration guide

Close updated questionnaire
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• The status of the questionnaire changes to Complete

• Click on the Save button

• Click on the Close button

Cargill profile questionnaire

Supplier registration guide

Save and close the questionnaire
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• When you are back in your company profile, 

select the Ariba Proposals & 

Questionnaires option from the drop-down 

menu at the top left corner

Cargill sourcing events list

Supplier registration guide

Navigate to Ariba Proposals & Questionnaires



28© 2024 Cargill, Incorporated. All rights reserved.

• You will see a list of events that Cargill invited you to

• There may be numerous events on different statuses

• The currently running events will be placed in the 

Open section

• Status Completed means that the event has been 

awarded

• Status Pending Selection means that the event is 

closed for responses, but hasn’t been awarded yet

• The Participated column indicates if you have 

submitted a response to a particular event

• Navigate to your event and click on its title to open it

View events list and event statuses

Supplier registration guide

Review event list and open RFx



Sumbitting a 
response to a

RFI/RFP
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• The countdown clock in the top right corner indicates the time remaining for you to submit your response to the event

• To the left of the clock you may see round of the event (RFP)

• The yellow ribbon below the event title provides guidelines on the next steps you need to perform

• Click on the Review Prerequisites button to view the preliminary steps you need to complete before being able to view the whole event content

Access the event

Supplier registration guide

Review the timelines of the event and review prerequisites
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• The Ariba Bidder Agreement is a set of 

terms and conditions related to participating 

in sourcing events on the platform. It will 

appear in all Cargill‘s events

• Review the terms and accept them at the 

bottom of the page

• This section may or may not contain 

additional event-specific prerequisite 

(mandatory) questions – clear them, if there 

are such

• Click on the OK button to proceed

Ariba‘s Bidder Agreement

Supplier registration guide

Accept Ariba’s bidder agreement
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• A pop-up window will appear, prompting you to confirm your 

answer

• Click on the OK button to proceed

Accept Ariba‘s Bidder Agreement

Supplier registration guide

Confirm your selection
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• The sourcing event may contain 

items or lots that the event owner 

requires you to submit a price on. If 

so, a Select Lots button will be 

highlighted in a dark-blue colour

• Click on the Select Lots button to 

proceed

Select lots and/or line items

Supplier registration guide

Select the lots you are going to bid on (if any)
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• View the list of items or lots and select 

them by ticking the box in front of 

them

• You can make changes to your selection 

if necessary, but once you submit a 

response to a lot you can‘t withdraw it

• Click on the Confirm Selected 

Lots/Line Items button to proceed

Select lots and/or line items

Supplier registration guide

Confirm selected lots/items
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• If you selected lots/items to bid 

on, their details will display –

this includes quantity and a 

space to fill in the price

• Make sure to populate the 

information in the mandatory 

fields (marked with *)

Review event content

Supplier registration guide

Fill in pricing information
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• The event owner may raise event-

specific questions that you would 

need to answer

• There might be also reference files to 

download and review

• Click on the reference file link to 

download it

• Answer all questions and note that 

questions may have various answer 

types: open text, attachment, Yes/No, 

value, etc.

Review event content

Supplier registration guide

Answer questions and review reference documents
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• Once you have populated your 

answers, make sure to click on the 

Submit Entire Response button. This 

will ensure Cargill receives your 

submission

• A green ribbon will appear at the top of 

the page, confirming the successful 

submission

• Before the time of the event elapses, 

you will be able to revise your response 

if necessary, by utilizing the Revise 

Response functionality that will display

Submit response to Cargill

Supplier registration guide

Submit your answers to Cargill
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User already exists. Enter a 

different username

Username and password 

already merged to another 

user account

Username and password pair 

not found

Why can’t I find an event?

Existing account registered 

by the company

Troubleshoot 
common 
registration/login 
errors

ANERR error

Reassign/transfer admin 

account

Merge multiple accounts

The invitation link has 

expired

Marketing profile is not 

available
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