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Supplier Guide: Decline Intent to Bid after prior Acceptance 

Quick Reference Guide 

DECLINE INTENT TO BID 
 

Following an initial assessment of the content of a Request for Proposal (RFP), the Supplier may have previously 
indicated their intention to bid. However, upon further examination of the Event Details, the Supplier may 
decide not to participate in the Event. As a result, the Supplier should formally withdraw their Intent to Bid. 
 
Navigate to Event Checklist 
 
1. Click Business Network next to the SAP logo in the top left corner 

a. Select Ariba Proposals & Questionnaires  

 
 

2. Within the Events section, locate the Event within the Status: Open folder   
a. Click blue hyperlink to open the Event 

 
 

3. Click Review Event Details within Checklist Panel  
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DECLINE INTENT TO BID 
 

1. Click Select Lots on the Review Event Details page  
 

 
 

2. Uncheck Line Item(s) within the Lots Available for Bidding section 
 

3. Click chevron  in the Reason for not bidding field  

 
 

4. Select most appropriate Reason 
 

5. Click Confirm Selected Lots/Line Items 
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6. Warning Message will display 
a. Click Use Selected Lots 
 

 
 

7. The Event Audit Log will be updated on the Ariba Buyer Network to reflect the change. 
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