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• Crystal Ventures Limited (CVL), its subsidiaries and affiliates use SAP Ariba to manage 

its supplier management, sourcing and contract management processes.

• The solution automates the way Suppliers transact and interact with the CVL Group.

• This has improved and simplified engagements with our valued suppliers, resulting in a 

better supplier experience.

• SAP Ariba is used to exchange electronic sourcing and contract documents, and enables 

Suppliers to self-register and maintain their supplier profile data.

• This manual covers the supplier transactions on how to respond to RFIs, RPS, and 

RFQs, which are managed on the SAP Ariba Sourcing system. 
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INTRODUCTION TO THE SAP BUSINESS NETWORK

The SAP Business Network connects suppliers with 
customers, enabling them to do business together. 

CVL uses the SAP Business Network to collaborate with 
suppliers, enabling effective sourcing of goods and 
services, supplier registration and contract management. 

The SAP Business Network is the new method for 
suppliers to transact and exchange procurement 
information with CVL and its subsidiaries , including RFQs, 
RFIs, RFPs and Reverse Auctions.
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1. You will receive an invitation email 
notification with the subject: 
“CRYSTALL VENTURES LTD has 
invited you to participate in 
event”.

B
HOW TO RESPOND TO SOURCING EVENTS (RESTRICTED)

Important note:

Please read the content of 
the invitation carefully. It 
will contain information 
guiding you on the next 
steps required to respond to 
the RFP.

Click “Click Here” to access the 
event.
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2. You will be redirected to the SAP 
Ariba Supplier Login Page

A. Enter your username

B. Enter your password

C. Click on the “Login” button

B
HOW TO RESPOND TO SOURCING EVENTS (RESTRICTED)
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B
HOW TO RESPOND TO SOURCING EVENTS (OPEN TENDERS)

1. CVL Sourcing events are 
published on HUZA’ website.  

Registered and non-registered 
suppliers can respond to these 
Sourcing events. 

Access the HUZA website on 
www.huza.co.rw  and select 
the “Open Tenders” menu 
option to access events.

Note: 

Suppliers registered on the 
Ariba Network in the 
relevant region and 
supplying commodities that 
match the RFI, will 
automatically receive 
notifications about the RFI 
via e-mail.
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B
HOW TO RESPOND TO SOURCING EVENTS (OPEN TENDERS)

2. CVL Sourcing events are 
shown in the “Open Tenders” 
section. 

Click the events “Link/Advert” 
to see more RFI details. 

3. After, click the link shown in the 
tab “How to respond” to start 
a response to the sourcing 
event.

Suppliers already registered on 
the Ariba Network will be taken 
to a screen where they can 
start responding. 

Suppliers new to Ariba 
Network must register before 
they can respond to the event
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B
4. Registered suppliers will be 

able to start responding.  

Suppliers new to Ariba 
Network must register before 
they can respond to the RFI.  

Click “Respond to Posting”.

HOW TO RESPOND TO SOURCING EVENTS (OPEN TENDERS)
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B
5. Registered suppliers should 

login to the Ariba Network by 
entering their Username and 
Password.

They will be taken to the event 
where they can respond.  

New suppliers must register on the 
Ariba Network by clicking 
“Register Now” before they 
can respond to the event.

HOW TO RESPOND TO SOURCING EVENTS (OPEN TENDERS)
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B
6. Once logged the supplier will 

be able to view the sourcing 
event on the Business 
Network.

To start responding, click 
“Review Prerequisites”. 

HOW TO RESPOND TO SOURCING EVENTS 
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B
7. Review the prerequisites and 

accept the terms of agreement.

Click “I accept the terms of this 
agreement”, then click “OK”. 

HOW TO RESPOND TO SOURCING EVENTS 
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B
HOW TO RESPOND TO SOURCING EVENTS

8. If you do not agree with the 
terms of agreement, click “I 
do not accept the terms of 
this agreement” and click 
“OK”.

9. Click “OK” to submit the 
agreement
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Now you can start 
responding to the Sourcing 
Event sections

B
HOW TO RESPOND TO SOURCING EVENTS

8. There are several sections that must 
be completed to ensure the 
successful submission of your 
event/proposal.

• Section 1 -  Letter of Invitation

• Section 2  - Terms of Reference

• Section 3 –  Instruction  to bidders

• Section 4 – Administrative Evaluation, 
attach all required documents.

• Section 5 –Technical Evaluation, attach all 
required documents

• Section 6 – Financial Evaluation, enter all 
pricing details

Note: 

All fields marked with * 
are mandatory and must 
be completed.
Make sure you have 
completed all sections 
and uploaded all the 
required supporting 
documentation. 



21

B
HOW TO RESPOND TO SOURCING EVENTS

9. Complete Section 1
Download the Reference Letter of 
Invitation and read through it

10. Read through Section 2, Terms of 
reference to better understand the 
expected scope deliverables.
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B
HOW TO RESPOND TO SOURCING EVENTS

11. Section 3, General Information 
Instruction to Bidders). Read 
Company Overview to better 
understand the company.

10. Read through the section to better 
understand the project and how to 
submit bids.
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B
HOW TO RESPOND TO SOURCING EVENTS

12. Preparation of Bids, read this 
section to understand what is 
needed in preparation of biding.
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B
HOW TO RESPOND TO SOURCING EVENTS

13. Administrative Evaluation  Criteria 
to better understand what is 
needed  to qualify for the bid.
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B
HOW TO RESPOND TO SOURCING EVENTS

14. Technical Evaluation  Criteria to 
better understand technical 
approach need for the bid.
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B
HOW TO RESPOND TO SOURCING EVENTS

15. Financial Evaluation  Criteria to 
better understand Financial 
Evaluation criteria that will be used.
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B
HOW TO RESPOND TO SOURCING EVENTS

16. Section 4, Administrative 
Evaluation requires that you 
attach all required documents.

Note: 

All fields marked with * 
are mandatory fields 
and must be completed. 
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B
HOW TO RESPOND TO SOURCING EVENTS

17. Complete the Technical Evaluation 
section: 

A. Download and complete the 
reference documents under 5.1

B. Upload your reference 
documents by clicking “Attach 
file”. 

C. Answer all Technical questions 
as required and attach all 
required documents.
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18. Complete the Financial 
Evaluation section.  

Enter the prices of your 
products/services

B

HOW TO RESPOND TO SOURCING EVENTS

Note: 

All fields marked with * 
are mandatory and must 
be completed.
Make sure you have 
completed all sections 
and uploaded all the 
required supporting 
documentation. 
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19. If there are many line items on the 
Event, it may be easier to 
download the RFP to Excel, 
maintain it there and upload back 
into Ariba.

To do this, click “Excel 
Import”,  at the bottom of the 
screen.

B

HOW TO RESPOND TO SOURCING EVENTS
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B
HOW TO RESPOND TO SOURCING EVENTS

20. Click “Download Content” to 
download the RFP content into 
Excel.
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B

HOW TO RESPOND TO SOURCING EVENTS

21. Open the downloaded RFP document 
in Excel.  

Navigate to  ”Financial Evaluation” 
tab, and update your prices in the 
price column. 

Save your document when done, 
ready to be uploaded back into Ariba
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B
HOW TO RESPOND TO SOURCING EVENTS

22. Click “Choose File” in Step 3

Select your file from your 
desktop, and then click 
“Upload” to submit your RFP 
back into SAP Ariba.
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B
HOW TO RESPOND TO SOURCING EVENTS

23. Once successfully uploaded, 
your prices are loaded into 
Ariba.
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B
HOW TO RESPOND TO SOURCING EVENTS

24. Once your are satisfied with your 
responses, click “Submit Entire 
Response”.

25. Click “OK” to confirm the 
submission of your response.
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B
HOW TO RESPOND TO SOURCING EVENTS

26. Click “Go back to Crystal 
Ventures LTD” to return to your 
home page.

27. The participation status of the 
event will reflect as “Yes”.

Note: 

Implats will review your 
submitted bid and 
revert back to you via  
e-mail to confirm 
whether you have 
succeeded or lost the 
bid.

Note: 

CVL will review your 
submitted bid and 
revert back to you via  
e-mail to confirm 
whether you have 
succeeded or lost the 
bid.
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C
HOW TO COMPOSE A MESSAGE TO THE CVL BUYER

1. CVL could send you important 
messages during the course of the 
event providing further information and 
updates about the event.  Find these 
messages by clicking on “Event 
Messages”, which can be found in the 
menu bar on the left hand side of your 
screen.

2. Should you need to contact  CVL 
during the course of the event, do so 
by clicking on “Compose Message”.
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C
HOW TO COMPOSE A MESSAGE TO THE CVL BUYER

Note: 

Attachments can also be 
added if need. 

Just click “Attach a file” to 
do so.

Note: 

CVL will respond to your 
message if required.

You can access the 
response by clicking 
“Event messages” in the 
menu bar on the left of 
your screen.

3

3. When the message screen 
opens, write your message. 
When finished, click 
“Send”.
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D
HOW TO REVISE A SUBMITTED SOURCING EVENT RESPONSE

1. You may need to revise your submitted 
response. 

        You can do so provided the event is still 
active and not closed. 

Login to your SAP Business Network Account 
and click on the event you intend to revise. 

• Click “Revise Response” to change or 
update your response. 



42

D
HOW TO REVISE A SUBMITTED SOURCING EVENT RESPONSE

3. A pop-up dialogue box will warn 
you that you have already 
submitted a response. 

If you are certain you want to 
revise your response, click 
“OK”. 
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D
HOW TO REVISE A SUBMITTED SOURCING EVENT RESPONSE

4. Make your updates/changes

Once completed, click “Submit Entire 
Response”.
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E
HOW TO DECLINE RESPONDING TO A SOURCING EVENT

1. If you do not intend to participate in 
the event, click the “Click Here” link 
in the event invitation e-mail received 
from CVL.

Note: 

Please read through the 
content of the invitation to 
fully understand next 
steps, whether you intend 
to participate or not.

2. Log in to the SAP Business 
Network and access the event. 

Click “Decline to Respond”.
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E
HOW TO DECLINE RESPONDING TO A SOURCING EVENT

3. Please provide a reason for 
declining to participate in the 
free text box area on your 
screen.

Click “OK”.

Note: 

Your reason for not 
participating should be 
limited to 500 characters – 
please be brief and to the 
point.
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E
HOW TO DECLINE RESPONDING TO A SOURCING RFP EVENT

4. Your event participation status will be 
updated to “Declined”.  



THANK YOU


