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What is Guided Buying RFQ?

2

• UPM has earlier taken SAP Ariba into use for head 
office purchases (including research and development
units),

• Now SAP Ariba usage is extended to sending out 
requests for quotations/ offers (RFQ) to suppliers

What changes?  

• Sourcing contact people in UPM head office and 
business units.

• Registration, Sourcing, Contracting and Ordering via
SAP Ariba

What does NOT change?  
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Ariba Network for suppliers
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REGISTRATION

Ariba network 
registration, 
acceptance 

of UPM 
supplier 

policies etc.  

CONTRACTING

Making a 
contract with 
UPM through 

Ariba 
Network 

RFQ
request for quotation

Receive 
simple 

request for 
quotations 
(RFQ) from 

UPM 
personnel 

through Ariba 
Network

SOURCING 

Attending 
sourcing 

events and 
tendering 

BUYING 

Receiving 
Purchase 
order and 

sending order 
confirmations 
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What is Ariba Guided Buying RFQ?
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RFQ is additional functionality and 
do not change any existing processes

Supplier is notified by email when
UPM has sent the RFQ request

Supplier creates offer in 
Ariba Network

After supplier selection UPM will
create Purchase Order
based on the supplier offer

Allows UPM personnel
to request offers from suppliers 
in an easy manner
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Steps for the suppliers
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Supplier registration in Ariba
(completed) 

Ariba Network account 
settings and creation of new 
users (completed)

Guided Buying RFQ 
processing in Ariba Network 

Guidelines in this document

Information that you have received previously by email 

Supplier instructions 
at UPM.com 



RFQ 
processing
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Supplier journey during RFQ (Request for quotation)

UPM sends RFQ 
event invitation to the 
recipients 
(defined by the supplier in 
Ariba Network account 
settings)

1
Supplier 
Participates to the 
RFQ event 
(or declines the 
invitation) 

2
A) Awarding and 
winning:
If you won the RFQ 
event by giving the 
best offer, you will 
be notified via 
email and later you 
will get a purchase 
order from UPM

3

B) Another offer 
won: 
After the awarding 
you will be notified 
via email even if 
you didn’t win the 
RFQ event this 
time.

3
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1. RFQ invitation and logging in to Ariba Network 

1. When there is a new RFQ from UPM, the 
recipients defined in Ariba Network 
account receive an email notification from 
Ariba Network Ariba network account 
settings

2. Open the email and click on <Click 
Here>. Ariba login page opens.

3. Log in to Ariba Network with your 
username and password 
(created when you registered in Ariba 
Network)

8

1

2

3
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2. Participate to the RFQ event

• After logging in, you will be directed to the Request for Quotation (RFQ) event

• You can see the basic information of the event in this view: dates and description

• You can process the event in two different ways:
A. Intend to Participate

B. Decline to Participate

9
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2A Intend to Participate (1/3)

1. When you create your offer, 
click first “Select lots”

2. Click the tickbox on the correct 
row(s).

3. To finalize the selection, click 
“Confirm Selected Lots/Line 
Items”.

10
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2A Intend to Participate (2/3)

4. Update at least mandatory 
fields (marked with red 
asterisks*) e.g. Price and 
Quote validity Date. Mandatory 
fields may vary depending on 
the RFQ.

5. You can expand (+) and 
collapse (-) the row data. When 
you expand (+) the row data 
you can also add an 
attachment.

6. When you are ready to send 
your offer, click “Submit Entire 
Response”.

7. Then confirm by clicking “OK”. 

11
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2A Intend to Participate (3/3)

8. You have submitted a 
response. You can click 
”Done” or ”Revise Response” 
if needed. By selecting
”Revise Response” you can 
still edit your offer and submit
the final version.

9. Find the newly created offer in 
the list of Open Events until it 
is possible to submit the RFQ 
response. 

12
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UPM informs suppliers during the RFQ event by email, 
you will get by at least the following emails:

1. Invitation to RFQ (see example)
2. Information when ”Respond by”-date for the RFQ 

event has been passed, and UPM is no longer
accepting responses.

3. Information when supplier selection has been done
A. The company giving the winning RFQ will be notified by 

email and later UPM will send a purchase order.
B. Also other participants will notified by email after the

awarding has been done.

3 Summary of Email notifications related to RFQs

13
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Support and guidance
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• UPM - SAP Ariba information portal
• Guidelines for using Ariba Network 

Standard account
• Ariba Help & Support Center: 

Click on the ”?”
symbol on the upper 
right corner of your
Ariba Network account

SAP Ariba support  

• Check support material from
• Join UPM on the Ariba Network

• Ariba Network account settings

• Ask by email about UPM RFQs, orders and order 
processing: contactsops@upm.com

UPM support and ways of working 

Please note: UPM uses Basware system for electronic invoicing. Invoicing 
in Ariba is not available for UPM suppliers. 




