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This document provides step-by-step instructions for suppliers to successfully join in DXN’s
sourcing via the SAP Ariba. 

The sourcing lifecycle is designed to move from broad information gathering to final selection. 

Check your registered email for the invitation link. It is essential to submit all questionnaires 
within the allotted time frame to ensure your sourcing proceeds.
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Sourcing Process



Sourcing Process

RFI
(Request for Information)

Market Discovery. Used to gather 
capabilities, certifications, and 

compliance data. This phase is non-
competitive and builds your profile.

RFI
(Request for Information)

Market Discovery. Used to evaluate 
supplier capabilities, certifications, 
and compliance data. This phase is 

non-competitive and builds your 
profile.

This phase is non-competitive

RFI
(Request for Information)

Market Discovery. Used to gather 
capabilities, certifications, and 

compliance data. This phase is non-
competitive and builds your profile.

RFP
(Request for Proposal)

Technical & Commercial. A 
detailed deep dive into your 
solution, including technical 

questionnaires and initial pricing 
proposals.

RFI
(Request for Information)

Market Discovery. Used to gather 
capabilities, certifications, and 

compliance data. This phase is non-
competitive and builds your profile.

Auction

Dynamic Bidding. A live, real-time 
competitive event focused on 

determining the optimal market 
price through direct interaction.
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While the procedures for RFI and RFP events are nearly identical, the Auction
process involves a few unique steps. Please refer to the specific guides below for 
each event type.

The Sourcing Participation Step-by-Step: 
RFI/RFP



The Sourcing Participation Step-by-Step: RFI/RFP (1/14)
An invitation email.

Example of an invitation email

11
To join DXN Sourcing (either RFI or RFP or Auction), an invitation email will be sent to your email. 
Click the ‘Click Here’ hyperlink to bring you to the SAP Ariba portal to see the invitation details. 
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Log in to SAP Ariba using your login credentials. 22

The Sourcing Participation Step-by-Step: RFI/RFP (2/14)
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Review the Event Details 
Click the Review the Prerequisite button.

33

The Sourcing Participation Step-by-Step: RFI/RFP (3/14)

Example of an RFI Event
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Review and Accept 
Prerequisites

44

The Sourcing Participation Step-by-Step: RFI/RFP (4/14)

To access the event, you must 
complete the mandatory DXN 
prerequisites:
4a. Review the Bidder Agreement:

Click the link to read the terms.
4b. Acknowledge Acceptance:

Select the checkbox for "I 
accept the terms and 
agreement" 

4c. Review DXN T&Cs: Download 
the official "DXN Terms and 
Conditions" via the Reference 
hyperlink.

4d. Confirm your agreement of DXN 
T&Cs.

4e. Finalize: Click OK to unlock the 
event content.

4f. Click OK to submit the response.

4a4a
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4b4b

4c4c

4d4d

4e4e

4f4f



View the items being sourced.55

The Sourcing Participation Step-by-Step: RFI/RFP (5/14)

Click Select Lots button to choose the items you are capable of providing.

55
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The Sourcing Participation Step-by-Step: RFI/RFP (6/14)

Select the lots/line items.66
Indicate your participation by ticking the checkbox next to each item you intend to 
provide.

Tips: For large-scale events, 
utilize the 'Select Using 
Excel' feature to manage 
item selections and bid 
responses via bulk upload.
Please see page 35 for 
further details. 

10



The Sourcing Participation Step-by-Step: RFI/RFP (7/14)

77 Select the lots/line items.
For any items you do not wish to bid on, please select a reason from the dropdown menu to 
explain your non-participation.
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The Sourcing Participation Step-by-Step: RFI/RFP (8/14)

88 Confirm the selected item(s)
Click 'Confirm Selected Lots/Line Items’ (8a) to finalize your choice. 
Note: that you can still modify your selection at any time until you submit your final pricing by 
clicking the ‘Select Lots Line items’ (8b).

8a8a

8b8b
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Enter price for each item requested (RFI)99
Enter the unit price (in Price column).

Example of 
a RFI event

The Sourcing Participation Step-by-Step: RFI/RFP (9/14)
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Enter price for each item requested (RFP)99
Enter the unit price (in Price column). 
Please enter any applicable surcharge amounts, discounts, or taxes.

Example of 
a RFP event

The Sourcing Participation Step-by-Step: RFI/RFP (10/14)
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Answer all additional questions1010

You may select 'Save Draft' to preserve your progress and return later. 

Should you require assistance, use the 'Compose Message' feature to contact us directly.

The Sourcing Participation Step-by-Step: RFI/RFP (11/14)
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The Sourcing Participation Step-by-Step: RFI/RFP (12/14)

Once all mandatory fields (marked with a red asterisk *) are completed, 
click 'Submit Entire Response’ to finalize your proposal before the submission deadline.

1111
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The Sourcing Participation Step-by-Step: RFI/RFP (13/14)

A confirmation message will appear on-screen and you can monitor it from the dashboard.
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The Sourcing Participation Step-by-Step: RFI/RFP (14/14)

After the event expires, the system will no longer accept 
submissions and you will receive an automated email notification. 
Please allow time for DXN to evaluate all responses and progress to 
the next stage of the sourcing process.

1313
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The Sourcing Participation Step-by-Step: 
Auction
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While the procedures for RFI and RFP events are nearly identical, the Auction
process involves a few unique steps. Please refer to the specific guides below for 
each event type.



An invitation email.

Example of an invitation email

11
To join DXN Sourcing (either RFI or RFP or Auction), an invitation email will be sent to your email. 
Click the ‘Click Here’ hyperlink to bring you to the SAP Ariba portal to see the invitation details. 
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The Sourcing Participation Step-by-Step: Auction (1/12)



Log in to SAP Ariba using your login credentials. 22
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The Sourcing Participation Step-by-Step: Auction (2/12)



Review the Event Details 
Click the Review the Prerequisite button.

33
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The Sourcing Participation Step-by-Step: Auction (3/12)



Review and Accept 
Prerequisites

44

To access the event, you must 
complete the mandatory DXN 
prerequisites:
4a. Review the Bidder Agreement:

Click the link to read the terms.
4b. Acknowledge Acceptance:

Select the checkbox for "I 
accept the terms and 
agreement" 

4c. Review DXN T&Cs: Download 
the official "DXN Term and 
Condition" via the Reference 
hyperlink.

4d. Confirm your agreement of DXN 
T&Cs.

4e. Finalize: Click OK to unlock the 
event content.

4f. Click OK to submit the response.

4b4b

4d4d

4e4e

4c4c

4a4a
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4f4f

The Sourcing Participation Step-by-Step: Auction (4/12)



View the items being sourced.55
Click Select Lots button to choose the items you are capable of providing.

55
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The Sourcing Participation Step-by-Step: Auction (5/12)



Select the lots/line items.66
Indicate your participation by ticking the checkbox next to each item you intend to 
provide.

Tips: For large-scale events, 
utilize the 'Select Using 
Excel' feature to manage 
item selections and bid 
responses via bulk upload.
Please see page 35 for 
further details. 

25

The Sourcing Participation Step-by-Step: Auction (6/12)



77 Select the lots/line items.
For any items you do not wish to bid on, please Select a Reason from the dropdown menu to 
clarify your non-participation
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The Sourcing Participation Step-by-Step: Auction (7/12)



88 Confirm the selected item(s)
Click 'Confirm Selected Lots/Line Items’ (8a) to finalize your choice. 
Note: that you can still modify your selection at any time until you submit your final pricing by 
clicking the ‘Select Lots Line items’ (8b).

8a8a

8b8b
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The Sourcing Participation Step-by-Step: Auction (8/12)



Enter price for each item requested (Auction)

Enter the unit price (in Price column). 
If there is any total surcharge amount, discount, tax, etc, please fill in with the total amount. 

Example of 
an Auction event

The Sourcing Participation Step-by-Step: Auction (9/12)
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The Sourcing Participation Step-by-Step: Auction (10/12)

1010 Once all mandatory fields (marked with a red asterisk *) are completed, 
click ‘Submit Current lot’ to submit your bid for an item for an auction event.
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This icon indicates the leading bid

The Sourcing Participation Step-by-Step: Auction (11/12)

11a11a Upon successful submission, a confirmation message will appear at the top of your screen. This serves 
as your receipt that your bid has been officially recorded in the system.

Repeat these steps for any remaining items. If you wish to submit a revised price, you can do so by 
revisiting Step 9 and 10 at any time before the event countdown reaches zero.

11b11b
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The Sourcing Participation Step-by-Step: Auction (12/12)

After the event expires, the system will no longer accept submissions and you will receive an automated 
email notification. Please allow time for DXN to evaluate all responses and progress to the next stage of 
the sourcing process.

1212



Pro-Tips for navigating the SAP Ariba portal for Sourcing
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To ensure a smooth experience, here are some essential tips and best practices for navigating the 
DXN Sourcing process.



Click here to maximize the 
questionnaires window for a better 
experience.

Submission Deadline: Keep an eye on the countdown 
clock in the right sidebar. This represents your remaining 
time to complete and submit the event to DXNClick Go back to …. to return to your dashboard.
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Pro-Tips for navigating the SAP Ariba portal for Sourcing:
General Tips



Pro-Tips for navigating the SAP Ariba portal for Sourcing:
General Tips to Revise Response

Should you need to correct any submitted information, you may do so while the event is still open. Simply 
click 'Revise Response' to unlock your bid and amend your answers.
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Pro-Tips for navigating the SAP Ariba portal for Sourcing:
General Tips for Large Scale Events bulk upload (1/7)

For large-scale events, 
utilize the 'Select 
Using Excel' feature to 
manage item 
selections and bid via 
bulk upload.

35

11

11
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Click the Download 
Content button, to 
download the Event 
requirements.

22

22

Pro-Tips for navigating the SAP Ariba portal for Sourcing:
General Tips for Large Scale Events bulk upload (2/7)



37

33

33 Open the downloaded file, and fill in the spreadsheet, especially in sheets:
General Questions & Requirements and Other Content.

Pro-Tips for navigating the SAP Ariba portal for Sourcing:
General Tips for Large Scale Events bulk upload (3/7)
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44 Please complete the Intend to Respond, Reason for Not Bidding (if applicable), and Price
columns. These are mandatory fields. 
Additionally, ensure you provide details for the Surcharge Amount, Discount Amount, and 
any applicable Tax.
Note: While the Price field requires the per-unit cost, the Surcharge Amount, Discount Amount, and Tax
fields must be submitted as aggregate totals for the full line item quantity.

55 Save the excel file.

Pro-Tips for navigating the SAP Ariba portal for Sourcing:
General Tips for Large Scale Events bulk upload (4/7)
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Locate the updated file  
by clicking the Choose 
File button.

66

66

Click the Upload button 
to import the excel file 
content to SAP Ariba.

77

77

Pro-Tips for navigating the SAP Ariba portal for Sourcing:
General Tips for Large Scale Events bulk upload (5/7)
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The system will display a summary notification of 
the uploaded file, allowing you to verify the 
number of line items you are participating in.

88

Select Use Selected Lots to proceed with the 
upload, or click Cancel to abort the process. 
Note: you can re-upload an updated Excel file as 
many times as needed before the event deadline.

99

1010 Once the import is complete, a confirmation 
notification will appear. Click OK to proceed to the 
next step.

Pro-Tips for navigating the SAP Ariba portal for Sourcing:
General Tips for Large Scale Events bulk upload (6/7)
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1111 Carefully review all 
entries for accuracy 
before submitting the 
form. Once you have 
verified your data, 
continue by following the 
steps.

Pro-Tips for navigating the SAP Ariba portal for Sourcing:
General Tips for Large Scale Events bulk upload (7/7)



If you have questions regarding the onboarding 
process or require technical support, please contact 
our team at:
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Support & Inquiries

procurement@dxn2u.com

+604-9161288


