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CONTENT
• Event participation in events (PG: 3-11)

• Participation in Ariba Discovery's open market 

information requirements (PG: 30)



DEFINITIONS

1. An RFI event: Market information

request.

2. RFP: Method of choice.

DEFINITIONS
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Prerequisite: An RFX event has been published and sent to suppliers for their participation. 

1. Log in to the Ariba

Network portal as a

supplier.
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2. In Ariba Proposals and

Questionnaires, locate and

open the RFX event from

the Open Events section.

* In the event type column

you can identify whether it

is an RFI or RFP and

display the time of

completion.
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3. Review the details of the

event and consult the

general and particular rules

of the ME or RIM.
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4. Click on the Review

Prerequisites button.
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5. Select the option "I

accept the conditions of

this event" and answer all

the required questions that

may restrict the delivery of

the supplier's response.

Then click on the Accept

button. 
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6. Select the option "I

accept the conditions of

this event" and answer all

the required questions that

may restrict the delivery of

the supplier's response.

Then click on the Accept

button. 
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7. A pop-up window will be

activated to confirm the

submission, click on the

Accept button.
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8. In the Batches available

for bidding tab, check the

checkbox for the options:

1. Line Item

2. Service Line

3. Service

Then click on Confirm

selected batches/online

items.
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9. If you wish to select all

batches drop down the

menu and select the

required currency.
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9.1. In case you require

a different currency for

each batch click on

"Use a different

currency for each

batch" and select the

currency for each batch.

PARTICIPATION IN ELECTION METHODS AND MARKET 
INFORMATION REQUIREMENTS

313



For services:

10. Go to the "Select using

Excel" tab and "Download

content" once you have

filled in the required

information in the Excel file

(Explanation in the next

slide) click on "Choose

File" to select the Excel file

with the changes made, to

finish click on "Upload".
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For services:

10.1. The instructions on

how to fill in the Excel file

are contained in the

"Response Intention" tab,

however to confirm your

participation in a lot go to

the "Envelope" tab and in

the "Response Intention"

cell confirm your

participation. To select the

currency in the "Currency"

cell select the currency you

wish to participate with.
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For services:

11. Go to the "Select

using Excel" tab and

"Download content" once

you have filled in the

required information in the

Excel file (Explanation in

the next slide) click on

"Choose File" to select the

Excel file with the changes

made, to finish click on

"Upload".
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For services:

11.1. The instructions on

how to fill in the Excel file

are contained in the

"Response Intention" tab,

however to confirm your

participation in a lot go to

the "Envelope" tab and in

the "Response Intention"

cell confirm your

participation. To select the

currency in the "Currency"

cell select the currency you

wish to participate with.
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12. Fill in the required fields

identified by “*”.

.
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For services:

13. In the "Submit

Response" tab you will

find the "Import from

Excel" button, click on it.
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For services:

13.1 Click on "Download

content" and once you

have filled in the required

information in the Excel file

(Explanation in the next

slide) click on "Choose

File" to select the Excel file

with the modifications

made, to finish click on

"Upload".
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For services:

13.2. In the downloaded

Excel document be sure to

fill in the required

information and save this

file.
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For Goods:

14. In the "Submit

Response" tab you will find

the "Import from Excel"

button, click on it.
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For Goods:

14.1. Click on "Download

content" and once you

have filled in the required

information in the Excel file

(Explanation in the next

slide) click on "Choose

File" to select the Excel file

with the modifications

made, to finish click on

"Upload".
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For Goods:

14.2. In the downloaded

Excel document be sure to

fill in the required

information and save this

file.
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15. If you need to send any

comments to the EM or

RIM, you can do so by

clicking on the "Compose

message" button.
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16. If you wish to save your

response without sending

it, you can do so by clicking

on the "Save draft" button.
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16.1. In this new window

you will be able to fill in

your observations, you

will also have the

possibility to attach files.

Once you have your

message ready,

proceed to send it.
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17. Submit attachments for

the required fields identified

by “*”.

In order for your bid to be

received by Ecopetrol, you

must click on the Submit

Complete Response

button.
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18. A pop-up window will

appear to confirm the

submission, click on the

Accept button.
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19. A message will appear

confirming that the event

response has been

successfully sent.
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20. Once you have

submitted a response you

can make changes. In the

"Submit Response"

section you will see a

"Review Response"

button, click on this and

make the appropriate

changes. Once you have

made the changes you can

resubmit the response.
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CONTENT
• Participation in Ariba Discovery's open market 

information requirements.



1. In the "I am selling"

tab of Ariba Discovery

access the

"Customers" section.
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1. In this window you

can see the open

market requirements.
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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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