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How to add New Line Items
Step 1: Create New Line Item

Ensure you are within the Ariba Sourcing Event.

Then, click on ‘3. Select Lots’/Line Items’ of the Checklist
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Click on ‘Add New Lot’
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Enter in Line Item ‘Name’

Enter in Line Item ‘Description’

(if required)

Leave as ‘No’

You may change the UOM

(e.g. LOT/EA)

Click on 

‘Done’

4

How to add New Line Items
Step 1: Create New Line Item



© Copyright National University of Singapore. All Rights Reserved. 

The page will reflect the line 

item you have added in.

To add more new line items, 

click on ‘Add New Lot’ and repeat previous step
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Once all the new line item(s) have been added. Click 

on ‘Confirm Selected Lots/Line Items’
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If you have previously submitted your response, you will 

have to click on ‘Revise Response’ under ’4. Submit 

Response’ of the Checklist
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Step 3: Input New Line Item
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You will be able to see the line item(s) that you have newly added. 

Proceed to complete your bid submission with the newly added 

items.
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THANK YOU


