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Searching for Collaboration Requests

1. To locate your Collaboration Request, navigate to the Opportunities tab and click on 

Collaboration Requests from the drop-down menu displayed.

2. Locate your Collaboration Request and click directly on top of the number to open the 

details of the request.
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The collaboration request can also be assigned to a user by selecting the appropriate user from 

the drop-down menu and clicking Assign.

Please see more about this document type here:  About Collaborating with Customers | SAP Help Portal

https://help.sap.com/docs/business-network-for-trading-partners/collaborating-with-customers/about-collaborating-with-customers
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Working with Collaboration Requests – View the Details
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• To view the details of the Collaboration 

Request, click on the envelope icon to 

the left of the Collaboration Request 

Name/Number.

• You will see the details of the 

collaboration request displayed including 

Description, Quantity, Amount, etc.

• You can either respond directly to the 

request or you can send a message to 

your customer.
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Working with Collaboration Requests – Send a Message
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1. To send a message, click on Send Message. 

2. On the next screen, you will be able to compose 

your message.  Enter the subject of your message 

along with the message you’d like to send to your 

buyer.

3. You can add an attachment to your message by 

clicking on Add below the body of your message.

4. A record of messages for this document will be 

displayed at the bottom of the screen (after at 

least one message has been sent).

Note:  Multiple messages can be sent throughout the 

collaboration request process.
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Working with Collaboration Requests – Respond with a Proposal I
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1. To respond with a proposal, click on 

the Respond button and select 

Respond with Proposal from the drop-

down menu displayed.

2. On the next page, review and select 

your line items to include.

3. Click Next.

4. If you decline the request, you will be 

prompted to enter a reason and 

comments when declining.

5. Once you’ve submitted a proposal, you 

will also have the option to then revise 

or withdraw if needed from this same 

drop-down menu.
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Working with Collaboration Requests – Respond with a Proposal II
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1. After clicking on Respond to Proposal 

and reviewing the line items on the 

previous page, you have the option to 

submit a message or include an 

attachment before submitting.

2. Once you submit your proposal, you will 

see a confirmation message displayed 

across the page.

3. To view the status of your proposal, 

return to the Collaboration Request 

section of your account from the 

Opportunities menu.

4. Once you have submitted your proposal, 

you will have the option to revise or 

withdraw your proposal by returning to 

the collaboration request.

Note: A proposal can be revised only if  the 

customer has not accepted the collaboration

request.
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Setting Up Collaborative RequestAccess

• If additional users of your account need access 

to view and action collaboration requests, their 

user role must have the appropriate permissions 

assigned.

• You can also create a separate role for users 

that only need to view/action these request types 

as needed.

• Your account administrator will be able to create 

and assign this role.

• How to create a user and assign a role
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https://support.ariba.com/item/view/KB0392433
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System Notifications for Collaboration Requests
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1. To set up notifications in your SAP Business Network 

account, navigate to the initials icon in the top right 

corner of your screen and select Settings from the 

menu displayed.

2. Select Notifications and then Network from the 

displayed notification options.

3. Select the box next to Collaboration Request and 

enter (up to three) emails in the box displayed on the 

right.  Be sure to separate the emails by a comma if 

entering multiple.

Note:  The following events will trigger a notification to an 

individual user’s email address:

• A collaboration request is assigned to the user

• An assigned collaboration request’s status changes
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Potential Collaboration Statuses

• Request Received – Supplier Response Required

• A new Collaboration request is in your Inbox. The Buyer is awaiting your company’sresponse.

• Awaiting Response from Buyer

• The Buyer is reviewing the proposal submitted.

• Proposal Accepted By Buyer
• The Buyer has accepted all line items on the proposal submitted. Note: Proposal Accepted may require additional approval
• within the buying organization. This indicates an intent to pursue the proposal, but is not finalized.

• Proposal Rejected By Buyer

• The Buyer has rejected the entire proposal submitted. The supplier may choose to resubmit a revised proposal until the request  has been closed.

• Proposal Withdrawn By Supplier

• Your company decided to withdraw a proposal submitted.

• Request Declined By Supplier

• Your company declined to submit a proposal to the Buyer’s request.

• Request Canceled By Buyer

• The Buyer has decided to cancel the request. No further action isallowed.

• Request Closed

• The request has been closed through the Buyer’s selection of an alternative proposal. No further action is allowed.

• Proposal Accepted and RequestClosed

• The Buyer has accepted your company’s proposal and therefore closed the request. No further action is allowed.
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