
ISA SUPPLIER MANUAL 
 

What is Ariba? 
 

ARIBA is a trade network, the biggest in the world that connects more than one million companies 
and automates business transactions of goods and services for more than USD 500 billion per year. 
ARIBA platform is cloud-based, which allows buying and selling companies to gather and execute 
business transactions quickly and efficiently. 

 
 

1. Technical requirements to access ARIBA platform. 
 
 

The minimum requirements for suppliers to access ARIBA platform are mentioned below: 
 

• Suppliers need to have internet access and efficient bandwidth to use Ariba, which could 
be at least 60 Mbps. 

• The browsers supported by ARIBA are the ones commercially available on the market.  
The following table lists the ones certified by the platform: 

 
 

 
Developer 

 
Browser Version 

Apple Safari Version 9 or later 

 
 

Mozilla Firefox (64-bit) 

 
 
Version 48, 49 and 50 

Google Chrome Versions 53, 54 and 55 
Microsoft Edge Version 25 

 

Microsoft Internet Explorer (32-bit) 

 
Version 11. Compatibility  
mode is not accepted 

 
 

Note: The Supplier will be responsible for validating the updates of this information, in the following 
link: 

 
https://service.ariba.com/Sourcing.aw/128548008/aw?awh=r&awssk=iystwll7&dard=1&anc
dc=  2  Help center option  

https://service.ariba.com/Sourcing.aw/128548008/aw?awh=r&awssk=iystwll7&dard=1&ancdc=2
https://service.ariba.com/Sourcing.aw/128548008/aw?awh=r&awssk=iystwll7&dard=1&ancdc=2
https://service.ariba.com/Sourcing.aw/128548008/aw?awh=r&awssk=iystwll7&dard=1&ancdc=2


Platform access 
 

You will have to enter username and password to access the platform. 
 

 

2. Organizations/Suppliers (Responsible person, Supplier) Registration. 
 
 

This procedure starts when the ISA Group's company registers you as a possible bidder in its information 
system. Then the supplier receives a message in the email provided in the registration form, notifying 
that it was registered in Ariba as a supplier, and requesting to log in to the application for creating a 
username and password, as follows: 

 
NOTE: The company understands that the email address provided in the registration form during the registration 
stage or later in the platform comes from the person with authority to legally represent the bidder and, therefore, 
communications established through said email shall be legally binding. 



 
 
 

In this message, the Supplier begins the process by clicking Click here to access Ariba, where the 
following screen will open. After reading the content, the supplier should click Continue: 

 

 
Then the following screen will open for the supplier to fill out basic company information and to 
establish a user’s account. 
The fields marked (*) are mandatory, the others are optional. 



 
 

In the fields “Services and Product Category” and “Location of the services to Deliver to:” click 
Examine to open windows with choices to select the required information. For categories, this 
catalogue corresponds to the ones defined by United Nations. Then click accept and return to the 
previous window. Once everything is filled out, you can click Send. 



 
 

Once this is done, the supplier is registered and enabled to receive invitations to Request for Proposal 
(RFP) events, as it has an active status in the system. Note that you already have access to the 
system with the username and the password established. 



 
 
 

The supplier confirms its registration upon receiving an email welcoming it to the ARIBA platform: 
 
 

 
 

2.1 Additional process for creating a supplier and its users in Ariba for 
Interconexión Eléctrica S.A. 

 
Supplier registration in Ariba has two independent processes: 

 
2.1.1. Affiliates having an agreement with Parservicios: The following process 
applies to ISA's affiliates INTERCOLOMBIA, XM, and TRANSELCA: 



 
 

For the company to be enabled in the ARIBA platform, it needs to be registered in Par Servicios 
Integrales S.A., which is the company retained by ISA Group and its affiliates to perform the supplier 
registering management. To register visit the website www.parservicios.com and at the bottom of 
customer Portal all the information related to affiliates and registration steps can be found. Once the 
registration form is filled out and all the documentation specified in the Registration Guide has been 
attached, Parservicios will issue a Bidder's Registration Certificate in ISA's Supplier Information 
System within two (2) working days. Keep this in mind to perform the registration process in advance 
before presenting a proposal.  
Once the Registration certificate is issued in the Supplier Information System of ISA Group, the 
supplier will receive some days later an email to create a password to access ARIBA. 

 
2.1.2. Affiliates not having an agreement with Parservicios: These are the affiliates that are 
not in paragraph 1 (INTERNEXA, REP, CTEEP, PDI), and for which the supplier creation 
process is as follows: 

 

http://www.parservicios.com/


The most important difference is that the verification process is carried out by the Agent directly and 
not by Parservicios. After this verification and the filling out of the required excel forms, the support 
area level 2 manually creates both suppliers and their users in Ariba. 

 
Note: If Suppliers have existing accounts in the Ariba Commerce Cloud portal, the creation process 
in ISA solution is the same. Upon receiving an invitation by email from the purchaser (ISA), suppliers 
can click the link provided and follow the instructions below: 

 
a) Select the link "click here”. 

 
b) Enter username and password in your Ariba Commerce Cloud account. 

 

 
c) 3. Once the accounts are linked, the supplier will see the information sent by the purchaser. 

 
What is Commerce Cloud? 

 
Ariba Commerce Cloud is your access point to all solutions for vendors. Instead of managing different 
access data for several or your purchasers' sites, you will only have one user and one account. This 
means less passwords to remember, easier maintenance for your company and a unified profile for 
your organization. 

 
 

3. Platform overview 3.1 

Overview 

 



Once the supplier accesses the platform, it will display the current status of the processes to 
which the supplier has been invited to: 

 
Open: Events in which you are invited to participate and that are still valid. 
Concluded: Events that were already awarded by the purchaser. 
Pending selection: Events for which time is over, but that have not been awarded by the purchaser 
yet. 

 
By clicking on the event's title, events that have that status will be displayed. 

 
By entering into Open status, the event, date, and time limit to submit the proposal will be displayed. 

 

 
Event messages: Messages that have been sent during the event. 
Response History: It allows you to see details, including lots and information sent in the event. 
Review event details: Legal, technical, and economic details can be observed. 
Review and accept pre-requirements: Terms and conditions that you must accept to participate. 

 
Select lots: It shows the service or materials where you can participate with the proposal. 
Send responses/bids: Tab where the proposal is presented. 
Event's Content: It includes additional information for the event and the attached files such as 
commercial conditions, attachments to be filled out by the supplier, etc., need to be downloaded. 

 
 

3.2 Continuity procedure in the event of application unavailability and support 
 

If it is not possible to meet the deadline to submit the Proposal for causes attributable to the ARIBA 
supplier, the Proposal can be sent within the three (3) working hours after the submission deadline to 
the email established by THE COMPANY'S Procurement Management. In any case, submissions via 
e-mail will be verified by THE COMPANY, which will confirm errors on the part of the ARIBA supplier 
that made data transmission impossible. If verification is skipped, the submission of the Proposal via 
e-mail will not be valid and therefore the Proposal will be rejected. 



May you have any questions regarding using ARIBA or difficulties entering your proposal through it, 
the way to reach Ariba support is explained below: 

 
From your instruction panel, select the help center option shown in the box of this screen: 

 
 

 

The option Assistance Service can be found in the background of this screen. When clicking 
it, you are prompted to select the country where you are located and then ARIBA's contact 
number for that country will be displayed as follows: 

 



 
 
 
 
 

 

Telephone number for assistance service for the countries: 
 
 

 

If you wish to read more about ARIBA, the Help Center menu (Documentation option) will provide 
you presentations, documents, and videos that will expand your knowledge and help solving 
questions regarding your participation through this tool. 



4. Suppliers' Filling out and Sending Proposals. 
 

4.1 Access and Pre-requirements Acceptance 
 

Once the event has been posted by the company's agent, the supplier will receive a notification email 
with the invitation to participate. This message will be sent to the email registered in the contact 
information for each bidder with ARIBA: 

 

 
Clicking in Click here, will take the supplier to Ariba's link. 
Suppliers then log in by entering username and password established in paragraph 1 of this manual. 

 

 
Once inside the platform, the Event to which the supplier was invited to will open, and the bidder 
will participate after choosing one of these options: 

• Decline answer: If the bidder does not wish to participate in the event. 
• Review pre-requirements: Through this option, the bidder can review the pre-

requirements before participating in the event. 



 
 

When selecting Review and accept pre-requirements, the bidder must read the text, and confirm 
acceptance by clicking I accept the conditions of this agreement and the click Accept. 

 

 
 

The following message will appear: Send this agreement? If you agree, click Accept. 
 

 
The following window will open, showing the service or materials for the proposal, and it can be filled 
out directly in the email in the Select Lots option or through Select Excel use option. 



4.2 Sending responses through select lots option 
 

This example is going to use the option to bid through the Select Lots option. 
 

 
Note: in some cases, the select lots and choose bid currency option will be given, and in this case, 
the following options will appear: 

 
• Select bid currency for the event: this field shows the currency for the entire proposal. 
• Use different currency for different lots: choose this option if the proposal will use 

different currencies for each of the required lots. 
 

*In general, this field is not enabled for selecting. 
 

Select the lots where you wish to present a proposal, and then click send selected lots. 

 
 

The following window will open with the information requested from the bidder. Review in this window 
the instructions for each item, before filling it out. The instructions may include download of mandatory 
files, attach documents, answering to questions regarding content, etc. The events are adjusted to  



the needs of each company and therefore they can differ between them. Therefore, it is essential to 
carefully read its conditions. 

 

 
 

Besides filling out the process' documents, enter the prices for services or materials required for each 
event: 

 
 

 
 

Once all the above steps have been completed, and the requested prices have been entered (they 
could be per unit or global), the following window will open to confirm the formal proposal sending, 
when selecting Accept 

 

 
 

Then the following message will appear to confirm the successful sending of the proposal. 



 

 
 
 

If the supplier wishes to confirm that the proposal has been successfully sent, this can be done by 
entering into the corresponding event and clicking Response History. 

 

 
This will show status and sending time. 

 

 
4.3 Sending responses through select Excel use 

 
This option applies mainly for auctions where the supplier is allowed to select lots and groups to 
participate in. 

 
The following window will open, showing the service or materials for the proposal. It can be filled out 
directly in the email in the Select Lots option or through Select Excel use option. 



 

 
 
 
 

This file will open, and the Economic Proposal tab needs to be filled out. 
 

 
 

The file is then saved in the local path of the equipment and the saved file is selected from the 
browse option, then click Upload. 



 
 

Then the content needs to be filled out according to the instructions of the example above. 
 

4.4 Sending messages during the event. 
 

During the event, it is possible to send messages through the panel regarding the event you are 
participating in, comments, or any questions regarding the process. 

 
4.5 Improve the submitted proposal. 

 
Once the proposal has been sent, it can be reviewed, corrected, and/or improved. 

 

 
Select the option Review/Alternative Response and the send response option will be enabled again. 

 
Once the internal process is completed in each company, suppliers will receive two types of 
messages, Awarding and thank-you message, shown below: 



 
 
 
 

 
 

Starting now, The Company begins the Order management process, if applicable, and it will be sent 
this same way to the supplier that was awarded. 

 
5. Filling out and Sending Auction Proposals (Purchase/Sale) 

 
5.1 Access and Pre-requirements Acceptance 

 
Once the event has been posted by the company's agent, the supplier will receive a notification email 
with the invitation to participate. This message will be sent to the email registered in the contact 
information for each bidder with ARIBA: 



 

 
 

Clicking in Click here will take the supplier to Ariba's link. 
Suppliers then log in by entering username and password established in paragraph 1 of this 
manual. 

 

 
Once inside the platform, the Event to which the supplier was invited to will open, and the bidder 
will participate after choosing one of these options: 
• Decline answer: If the bidder does not wish to participate in the event. 
• Review pre-requirements: Through this option, the bidder can review the pre-requirements 
before participating in the event. 



 
 

The remaining time for the accessed process will be displayed. 
 

When selecting Review and accept pre-requirements, the bidder must read the text, and confirm 
acceptance by clicking I accept the conditions of this agreement and the click Accept. 



 
 

The following message will appear: Send this agreement. If you agree, click Accept. 
 

 
The following window will open to show the lots available for bidding, select the ones you wish to 
participate in, select the checkbox and then click Send selected lots. 



 
 

Then the following window will open and the bidding will start. 
 

*If the event presents questions, answer to them or attach the documents required in this field, as 
they are requirements. 

 

 
 

Once this is filled out, select Send complete response. 
 

If bidding a lower (sale auction) or higher (purchase auction) amount than the amounts in the base, 
a message will notify you, so that you can enter an equal or higher/lower amount as required. 



The following window will open: 
 

 
Once sent, the system confirms that your response has been sent, shows your position, and you can 
continue bidding. Here you will be able to send your proposal as many times as deemed necessary 
to get the lot awarded to you. 

 

 
The position of your proposal will be displayed. If a better proposal has been received, this field will 
be updated to your new position. A yellow hammer will appear once you have sent your proposal. 

 
Each time a new winning proposal is sent, the time will be increased by three (3) minutes to continue 
bidding until there is a winning proposal and no more proposals that are better than the one in position 
one are received. 



Once the event has ended, the position column shows you the place you had in the event. If you were 
awarded one or more of the auctioned lots, to continue following the steps established in the base of 
the process. 

 
You will receive a thank-you email. 

 
6. Activities during contractual stage 

 
Once the contract has been signed or the proposal has been accepted, as the case may be, the 
contractual management begins. This phase may include activities where the Contractor is required 
to execute some management in particular. 

 
The contractors may receive tasks that will always be related to reviewing certain matters. This is the 
official way to send a contractual document, which could be the contract, an additional clause, delivery 
orders, goods receiving certificates, etc. On the same task, you can simply download the file to read 
later and then click Accept Proposal. This task will be closed then and disappear as pending in the 
Contractor’s instruction panel. 

 
TASKS pending execution by the contractor can be completed in three (3) different ways: 

 
- By email, the contractor will receive a message notifying about the task. 

You may accept the review by replying to said message. 

 
In the marked blank, the supplier must write Approve or Refuse, as the case may be. The supplier 
may also attach documents if necessary. 



 
 

- In the Home page of Ariba Sourcing. 
 



- Or through the Contracts area: 
 

 
Select the task. In the next window, after reviewing the document, the proposal can be accepted, or 
a counter proposal created. 

 
Accept proposal: 

 



 
 

*The supplier may send additional information in the proposal and attach a document that has a 
local path in the equipment. 

 

 
Notification for these tasks will be sent to the registered email. 

 
It is recommended to constantly check the Contract area to perform the tasks that may arise from a 
contracting process. 

 
On the contrary, if a COUNTER PROPOSAL is to be presented: 



 
 

And the following window is open where the supplier may send additional counter proposal 
information and attach a document that has a local path in the equipment. 

 

 
7. Negotiation rounds. 

 
When a negotiation round is performed in an event where the supplier is participating, an invitation 
by email (same as in the initial event) will be received. 

 
Once the supplier accesses the system, the negotiation round will be in an open status. 

 



When accessing the event, the following window will open: 
 

 
The remaining time for the accessed process will be displayed. 

 
When selecting Review and accept pre-requirements, the bidder must read the text, and confirm 
acceptance by clicking I accept the conditions of this agreement and the click Accept. 



 
 

The following message will appear: Send this agreement? If you agree, click Accept. 
 

 
The following window will open. Select lots: 



 
 

The following window will open to show the lots available for bidding. Select the ones you wish to 
participate in. Select the checkbox and then click Send selected lots. 

 

 
Improve the proposal. Once this is filled out, select Send complete response. 

 

 
Once all the above steps have been completed and the requested prices have been entered (they 
could be per unit or global), the following window will open to confirm the formal proposal sending, 
when selecting Accept. 



 
 

Then the following window will open to confirm the successful sending of the proposal. 
 

 
If the supplier wishes to confirm that the proposal has been successfully sent, this can be done by 
entering into the corresponding event and clicking Response History. 

 

There is also the option to send a message through Write message. 
 

If you wish to read more about ARIBA, the Help Center menu (Documentation option) will provide you 
presentations, documents, and videos that will expand your knowledge and help solving questions 
regarding your participation through this tool. 



FAQ 
 
 

1. How do I register to be considered for ISA and its affiliates' purchase processes? 
 

For your company to be enabled in the ARIBA platform, it needs to be registered. 
 

2. Do all suppliers need to be registered? 
 

Yes. All natural or legal persons interested in maintaining commercial relations with ISA Group's 
affiliates must be registered. 

 
3. If I am already in ARIBA but registered for another company, do I have to register again for 
ISA Group and its affiliates? 

 
No. If you are already registered, you can use the same username you have for ARIBA, provided that 
the business email is reported and authorized by the Legal Representative of your company. 

 
4. What criteria are considered to select the suppliers that will participate in the contracting 
processes? 

 
Selection is executed based on classifying Bidders that are suitable to provide the corresponding 
service or good. This selection is made by ISA Group's affiliates, based on legal, financial, technical, 
administrative, and operational capabilities reported in the Par Servicios Supplier Registration 
System. Prequalification criteria are defined for each contracting procedure at the time when the 
invitation is planned, and they are informed in the invitation document. 

 
5. How do I find out that I am to be invited to present proposals through ARIBA? 

 
If as a supplier you have been prequalified and you are enabled to participate in any of these purchase 
processes, we will send the invitation informing that we are starting a process through ARIBA and we 
will share the ARIBA Supplier Manual, which can also be found in the webpage of each affiliate. You 
will receive an invitation to present your proposal in the registered email. This message will include a 
link to access the call for bids in the ARIBA platform. 

 
6. Are all invitations to present a proposal subject to auction? 

 
No, you have to consider the title of the invitation you receive from ISA Group. This is the case only 
when the title says it is an auction and will inform about the hours when it will be executed. Otherwise, 
it will be a conventional process through a request for proposals and the suppliers will deliver theirs 
before the closing date established. 

 
7. How can I create a password in ARIBA? 

 
To access the system, ARIBA will send a notification by email to the organization's user and will 
request to create a username and password. Follow the steps explained in the email message you 
received. 

 
8. If I have any questions, who offers support to use ARIBA? 



ARIBA's service line is in charge of solving any questions related to the tool. Keep in mind that the 
line offers different options related to: 
1. Participation in events (bidding or auction) 
2. Questions regarding your account 
3. Assistance with username or password Supplier Manual: this can be found in the webpage of 
each of the Group's affiliates; you can also find instructions to present proposals through ARIBA. 

 
9. Can I send a proposal through ARIBA after the invitation has been closed? 

 
No, it is important to consider that the system strictly controls the process times. Therefore, the 
proposal will not be considered. However, the tool will send you reminders and you will see the 
remaining time to present your proposal through the platform. 

 
 

10. May I or do I have to send a printed copy of the proposal? 
 

No, with the implementation of ARIBA, one of the significant changes is the way to present the 
proposal through the tool. Printed proposals will no longer be received, which means that you will not 
have to spend additional time to go to the headquarters to present your proposal. 

 
11. Once the proposal has been submitted, can I correct or modify it? 

 
Yes. Through the platform option Review/Alternative responses, you can modify the posted 
information as long as the call for bids has not been closed. 

 
12. Can I see in ARIBA other suppliers that are participating and the price of their proposal? 

 
No, the received proposals are treated as private and confidential to guarantee the process’ 
transparency and ethical management. You may only see your responses. 

 
13. Before closing of the call, can the purchaser see who is participating and the price of 
their proposal? 

 
No, the purchaser can only see this information at the closing time. During the process, solely the 
list of suppliers that have the intention to participate will be accessible. 

 
14. Which is the maximum capacity of the proposal portal to upload the required documents? 

 
The maximum size of an individual file in a project is 100 MB. 

 
15. How do I request an answer to clarifications regarding the proposal or call for bids during the process? 

 
Clarifications regarding the process can be requested through the Write message option. The answer 
will be sent to the email address and you can review it in the platform, in the left-hand side menu 
event Message and Response History. 

 
May you have any questions regarding the use of ARIBA tool, you can contact ARIBA’s service 
lines: 

 
Colombia 018005183554 
Brazil 0800 891 3988 
Chile +56 22 3937381 
Peru 080077596 



16. What are the minimum technical requirements required from suppliers to access ARIBA’s 
information system? 

 
Suppliers need to have Internet access and a bandwidth of at least 60 Mbps. Browsers 
supported by ARIBA are the ones commercially available in the market: 

 
Apple Safari Versions 4, 5, 6, 7, 8, 9. (Apple Mac OS). The new graphic design of ARIBA solutions 
does not support Safari in mobile devices. 
Google Chrome Versions 51, 53. 
Microsoft EDGE Version 25 
Microsoft Internet Explorer (32-bit) Versions 9, 10, 11. Compatibility mode is not supported. 
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