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Once the event owner publishes the

project, a notification will be sent to the

supplier for the completion of the project.
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FORM COMPLETION

ENLISTMENT FORM



In the email received, you

will find the link to go

directly to the form by just

clicking on it.
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FORM COMPLETION

ENLISTMENT FORM



Enter your Ariba username and

password.
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FORM COMPLETION

ENLISTMENT FORM



You have to fill in the information requested in

the form and attach the supporting files for each

of the questions.

You can save the information by clicking on

Save Draft

Once the information to be sent is filled in, click

on Send complete response .

The time available to complete the form is

indicated at the right top corner. Once the time

has elapsed, the system does not allow you to

add more information and you must contact the

person who sent the form through the Write

message button.
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FORM COMPLETION

ENLISTMENT FORM
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The owner of the

project at Ecopetrol will

receive an e-mail

indicating that the form

has been answered.
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FORM COMPLETION

ENLISTMENT FORM



Once the event owner publishes

the project, a notification will be

sent to the supplier for the

completion of the project.
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PROJECT 
PUBLICATION

PROFILE COMPLIANCE FORM



In the e-mail received,

you will find the link to

go directly to the form.
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FORM COMPLETION

PROFILE COMPLIANCE FORM



Enter your Ariba username and

password.
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FORM COMPLETION

PROFILE COMPLIANCE FORM



The information requested in the form is

filled in. In the question "How many

workers will you certify for compliance

with the profile?", the number of people is

indicated and the fields to be filled in are

automatically displayed.

In the next question, "is it required to

include information for more than 20

workers?" If the answer is YES, a file with

the information is attached.

Attached is the Annex certification of

profiles detailing the experience of the

workers.

Once the information to be sent is filled in,

click on Send complete response.
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FORM COMPLETION
PROFILE COMPLIANCE FORM



The owner of the project at

Ecopetrol will receive an e-mail

indicating that the form has been

answered.
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FORM COMPLETION

PROFILE COMPLIANCE FORM



Once the project owner has sent

the template task to Ecopetrol for

the signature of the initiation

minutes, you will receive an e-mail

with the link to fill out the initiation

minutes form.

Click on the form and download

the document to be filled out.
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COMPLETION OF 
THE INITIATION ACT

READINESS STAGE



Once the document is

completed, click on Accept

proposal.
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COMPLETION OF 
THE INITIATION ACT

READINESS STAGE



Click on Add Attachment, select

the filled out initiation record and

click on Accept.
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COMPLETION OF 
THE INITIATION ACT

READINESS STAGE



Click on Add Attachment, select the

filled out initiation record and click on

Accept.

The owner of the project at Ecopetrol

receives an email indicating that a

response has been provided.

Ecopetrol will upload the completed and

revised document through Docusign and

it will be sent to the e-mail address of the

person who must sign the Initiation Act.

Once signed by the parties, you will

receive the e-mail of the signed

document, as it is currently done. This

process remains unchanged.
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COMPLETION OF 
THE INITIATION ACT

READINESS STAGE



Once the event owner publishes

the project, a notification will be

sent to the supplier for the

completion of the project.
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PROJECT 
PUBLICATION

EXECUTION FORM



The supplier will receive an

email to respond to the form.

Once the form has been filled

in > Click on Submit > Click

on OK.

18

PROJECT 
PUBLICATION

EXECUTION FORM



After the supplier completes the

survey, the event owner will receive a

notification.

To review the answers > Click on the

form > Click on Follow up.

After this review and being sure that

the provider will not include more

responses on the form, proceed to

stop the event. Click on actions >

Click on Stop the event.
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PROJECT FOLLOW 
UP

EXECUTION FORM



Review the information

and click on Publish.
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PUBLISH PROJECT

INTEGRITY COMMITMENT - CONTRACTOR



The supplier receives an

e-mail with the link to fill

out the form.
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SUPPLIER VIEW

INTEGRITY COMMITMENT - CONTRACTOR



Enter your Ariba username and

password.
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SUPPLIER VIEW

INTEGRITY COMMITMENT - CONTRACTOR



The link automatically directs you to fill out

the form.

The information requested in the form is filled

in.

You have the option to save the information

by clicking on Save Draft.

Once the information to be sent is filled in,

click on Send complete response.

The time available to fill in the form is

indicated at the top. Once the time has

elapsed, the system does not allow you to

add more information and you must contact

the person who sent the form through the

Write message button.
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SUPPLIER VIEW

INTEGRITY COMMITMENT - CONTRACTOR



Once the supplier provides an

answer, an e-mail is received,

notifying the event, with the link

to access Ariba and verify the

answers.
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ECOPETROL VIEW

INTEGRITY COMMITMENT - CONTRACTOR



Once the scorecard has been

posted. The task of reviewing

the results by the supplier will

be automatically triggered

and a notification will be sent

to the supplier to proceed with

the review.
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SUPPLIER 
NOTIFICATION

SUPPLIER PERFORMANCE



Once the scorecard has been

published by Ecopetrol. The task of

reviewing the results by the supplier

will be automatically activated and a

notification will be sent to the supplier

to proceed with the review.

Step 1. Review the email and click on

the link.

Step 2. The supplier accesses the

platform with his email and password.

1

2
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SUPPLIER 
NOTIFICATION

SUPPLIER PERFORMANCE



Step 3. Click on the attachment >

Click on Open to download the

attachment.

Step 4. Download survey results

and review results > Click

Completed.

3

4
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REVIEW OF 
RESULTS

SUPPLIER PERFORMANCE



Step 5. Finalize the review.

Step 6. Complete the review

with any comments or

attachments.

Step 7. Click on accept.

After the supplier reviews the

results, the project owner will

receive a notification.

5
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SUPPLIER 
NOTIFICATION

SUPPLIER PERFORMANCE



Step 1. As soon as the supplier

reviews, the Ecopetrol official will

receive an email notifying him, click

on the link.

Step 2. Review comment and mark

as completed.

In case you want a second review

with the supplier > Click on new

round.

1

2
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SUPPLIER PERFORMANCE



If the evaluation was not positive or had any

inconvenience. It is possible to socialize an improvement

plan with the supplier.

Step 1. Click on the task document > Click on publish.

Step 2. Click on the task > Select, View Task Details.

Step 3. Indicate the due date for completion and write a

message for the supplier to complete the form in the text

box > Click on send.

Once submitted, the status of the task will change to

Review.

2

3
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SOCIALIZE IMPROVEMENT PLAN
WITH SUPPLIER



1

2
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SOCIALIZE IMPROVEMENT PLAN WITH SUPPLIER

After sending the document for supplier
review. The supplier will receive an email to

proceed with the review.

Step 1. Click on the link

Step 2. Click on the document > Click on

Download

Step 3. Fill out the action plan in Excel format.

Step 4. Click on end task

SUPPLIER REVIEW OF 
THE IMPROVEMENT PLAN
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SOCIALIZE IMPROVEMENT PLAN WITH SUPPLIER

SUPPLIER REVIEW OF 
THE IMPROVEMENT PLAN

Step 5. Upload the Excel file, previously

filled in.

Step 6. Fill in the text box.

Step 7. Click on Accept

As soon as it is processed, the system will

notify the supplier of the revision of the

document. In the task details the project

owner will be able to review the content of

the document and terminate the task.
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END OF PHASE

PHASE FINISHED

To close the Execution of

Performance Reviews section

in order to continue with the

next phase of project closure.



Ariba’s Balance 

Sheet and Contract 

Closeout 
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Once the balance and closing form is sent to be filled in by the supplier, the supplier will receive

a notification and will be able to see the form in its Ariba Network platform. Click on the

questionnaire.

BALANCE SHEET AND CLOSING FORM
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When you proceed to open it, you must fill it out, indicating data such as the contract number 

and other important fields

BALANCE SHEET AND CLOSING FORM



1

2
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Proceed to send the balance sheet and closing questionnaire to Ecopetrol, by clicking on the

bottom of the screen on Send complete answer and then in the pop-up box click on Accept.

BALANCE SHEET AND CLOSING FORM
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Proceed to send the balance sheet and closing questionnaire to Ecopetrol, by clicking on the

bottom of the screen on Send complete answer and then in the pop-up box click on Accept.

BALANCE SHEET AND CLOSING FORM
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When the balance and closing minutes are sent to the supplier, the supplier will receive a

notification and can immediately go to the Ariba Network platform to review the content of the

minutes, fill them out and upload them into the system

SEND CLOSING AND BALANCING DOCUMENT TO SUPPLIER
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The supplier can down the minutes

SEND CLOSING AND BALANCING DOCUMENT TO SUPPLIER
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The document is edited and the changes are saved.

SEND CLOSING AND BALANCING DOCUMENT TO SUPPLIER
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Then click on Accept proposal. 

SEND CLOSING AND BALANCING DOCUMENT TO SUPPLIER
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Click on Add attachment 

SEND CLOSING AND BALANCING DOCUMENT TO SUPPLIER



1. Select file.

2. Browse for the file

and click Open.

3. Accept.

4. We write the

message.

5. Accept.

1
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SEND CLOSING AND BALANCING DOCUMENT TO SUPPLIER 
PART 2
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1. Select file.

2. Browse for the file

and click Open.

3. Accept.

4. We write the 

message.

5. Accept.

SEND CLOSING AND BALANCING DOCUMENT TO SUPPLIER 
PART 2
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1. Select file.

2. Browse for the file

and click Open.

3. Accept.

4. We write the

message.

5. Accept.

SEND CLOSING AND BALANCING DOCUMENT TO SUPPLIER 
PART 2
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1. Select file.

2. Browse for the file

and click Open.

3. Accept.

4. We write the

message.

5. Accept.

SEND CLOSING AND BALANCING DOCUMENT TO SUPPLIER 
PART 2
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Finally, the minutes are sent by the supplier to Ecopetrol.

SEND CLOSING AND BALANCING DOCUMENT TO SUPPLIER 
PART 2



49

Once the document has been sent for signatures, the supplier will receive an email instructing 

him to review and sign the document. .

SEND BALANCE SHEET AND CLOSING STATEMENT FOR SIGNATURE 
PART 2
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He opens it, accepts the consents and tells you to continue. .

SEND BALANCE SHEET AND CLOSING STATEMENT FOR SIGNATURE 
PART 2
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Finally, he proceeds to sign the document. 

SEND BALANCE SHEET AND CLOSING STATEMENT FOR SIGNATURE 
PART 2
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Click on finalize and the document is signed.

SEND BALANCE SHEET AND CLOSING STATEMENT FOR SIGNATURE 
PART 2



53

DISCLAIMER

This material was prepared by Ecopetrol for

educational purposes.

The data used as an example is fictitious.

If you have any comments, please write to

relacionamiento.proveedores@ecopetrol.com.co
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