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GRANTING COLLABORATIVE REQUISITION ACCESS IN SAP 
Purpose 

To provide instructions for extending quoting access in SAP for collaborative requisitions. 

When to Use 

When you have not yet completed a collaborative requisition and need to allow another team member access. 

Steps to Update User Access 

1. Log into your SAP Ariba Supplier Business Network Account 

2. Go to the Top Right Corner 
Click on your initial’s icon (listed as “SS” in screenshot below). 

3. Open Settings 
From the dropdown menu, select Settings 

4. Manage Users 
In the Settings panel, click on Users 

5. Adjust Access Permissions 

o Find the team member you want to update. 

o Enable access to Collaborative Requisition for quoting 

6. Save Changes 
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UPDATING NOTIFICATIONS FOR COLLABORATIVE REQUISITIONS IN SAP 
Purpose 

To guide users in enabling email notifications for Collaborative Requisitions. 

When to Use 

When you want to stay informed via email about updates related to new and existing Collaborative 
Requisitions. 

Steps to Update Notification Settings 

1. Access Your Profile 

In the top right corner, click your initials icon (e.g., "SS" in previous screenshot). 

2. Open Settings 
From the dropdown menu, select Settings 

3. Navigate to Notifications. 
In the Settings menu, click Notifications 

4. Adjust Notification Preferences 
Check the appropriate boxes to enable email alerts for Collaborative Requisitions. 

5. Save Your Changes 
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SUBMITTING A COLLABORATIVE REQUISITION IN SAP ARIBA 
Purpose 

To guide suppliers through the process of responding to a Collaborative Requisition within the SAP Ariba 
system. 

When to Use 

When you’ve been invited to participate in a Collaborative Requisition via Ariba Sourcing. 
 

Steps to submit a collaborative requisition in SAP Ariba 

1. Log Into Ariba Sourcing 
2. Navigate to the Business Network 

o Use the dropdown in the top left corner 
o Select Business Network 
o Locate the Collaborative Requisition under the Overview section or via the Opportunities 

dropdown 

https://service.ariba.com/Sourcing.aw/109578014/aw?awh=r&awssk=DlTtQsEI&dard=1&ancdc=1
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3. Open the Correct PR # 

o Click the appropriate PR number 
o If unsure, refer to the description or contact your Best Buy representative for clarification 

4. Respond to the Requisition 
o Click the Respond dropdown 
o Choose either: 

1. Decline Request – if not submitting a quote 
2. Respond with Proposal – to proceed with quoting 

 
5. Review the Items 

o Confirm the listed items are accurate 
o Click Next when ready 
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6. Enter a Quote 

o Click the Actions dropdown 
o Select Edit to begin entering pricing 

 
 

2. Edit Line-Item Details 
o Update the Unit Price for each item 
o Click OK once all pricing is entered 
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3. Submit the Proposal 

o When all line items have been quoted, click Submit to finalize your response 

 
4. Make Revisions as Needed 

o Use the Respond dropdown again to: 
1. Revise Proposal 
2. Withdraw Proposal 
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If you run into any issues or questions, please reach out to your Best Buy contact.  
 
Additional information can be found on the SAP Help Portal: 
Supplier Guide to Collaborative Requisitions.pdf 
Collaborating with Customers | SAP Help Portal 
 

Back to Top 

https://bestbuy.sharepoint.com/:b:/r/sites/Procurement-US/Shared%20Documents/PROPEL%20Procurement%20Resources/02.%20P2P_Guided%20Buying/Job%20Aids_SOP/Job%20Aid/Supplier%20Job%20Aids/Supplier%20Guide%20to%20Collaborative%20Requisitions.pdf?csf=1&web=1&e=BLI42Q
https://help.sap.com/docs/business-network-for-trading-partners/collaborating-with-customers/collaborating-with-customers
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