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Introduction
The purpose of this document is to provide the information suppliers need to effectively transact with NuFarm via the Ariba Network.  This document provides step by step 

instructions, procedures and hints to facilitate a smooth flow of procurement between NuFarm and supplier.
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Collaboration Request
• A Collaboration Request is request for a quote or proposal

• Collaboration Requests can consist of attachments detailing the specifications or could be requested using a description of the services to be provided

• Messages can be sent to NuFarm regarding the Collaboration Request

• If you are awarded the proposal an Order will be issued to you with the Collaboration Request number indicated on it

• There are 3 types of Collaboration Requests and Proposals can be submitted based on each of these types:

1) Fixed: The amount on the request cannot be change.  The Proposal for this type of request is populated with information about the services that can be carried 

out for that amount

2) Not to Exceed: The amount can be decreased but not increased

3) Negotiable: The amount is open to increase or decrease
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Title is the name of the 

Collaboration Request created by 

Nufarm

➢ The Collaboration Request 

displays a summary of all the 

Collaborations sent from 

buyers  

➢ A Collaboration Request is an 

invitation from your Buyer to 

collaborate on pricing and 

supply of goods or services

The Request Number 

created by the Buyer 

(Requestor)

The Status indicates who has 

accepted or declined the 

proposal or where in the process 

the collaboration request is

The Amount Invoiced

is the total amount 

invoiced to date

Collaboration Request Inbox – General Information

A Purchase Order 

number indicates that 

the collaboration has 

been successful and a 

Purchase Created
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Locating Collaboration Requests

The Collaboration Request 

displays a summary of all the 

Collaborations sent from buyers.  

1. Click the Inbox

➢ Screen displays Orders and 

Releases

2. Select Collaboration 

Requests, if it is not on the 

ribbon:

1) Click More

2) Select Collaboration 

Requests

➢ Screen displays 

Collaboration Requests
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1) The Collaboration Request 

has a PR Reference ID

2) A Green Envelope indicates 

that the Collaboration 

Request has not been 

opened

3) Clicking Collaboration 

Request PR, will open the 

details of the request

4) Status indicates what is 

required from the Supplier

5) Respond button allows 

Suppliers to provide a 

response to the Nufarm

6) Send Message allows 

Suppliers to communicate to 

the Requestor for 

clarification

7) Hide Details reduces the 

amount of information 

displayed 

Collaboration Request - General Information
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Opening and Reviewing Collaboration Request Details

1. Click on Inbox

2. Select Collaboration 

Requests

3. Click on the Request # to 

open the request

➢ Screen displays the 

Collaboration

4. Click on Collaboration 

Reqeust PRxxx to view the 

contents of the request

➢ Screen displays the details of 

the Collaboration Request
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➢ The Collaboration Request 

Details provides information

➢ Suppliers can respond to 

Collaboration Requests from 

this screen 

➢ Access Collaboration Request 

Line Level by Clicking on 

Detail, refer to Slide 10 for 

further information

Collaboration Request Details
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➢ Display the Collaboration 

Request Details screen

➢ Screen displays 

Collaboration Request 

Details: View Line Item

➢ The information on this 

screen:

1) Indicates what the 

description of the item 

required

2) The Unit of measure 

(UOM)

3) The price expectation, 

in this example Not to 

Exceed

4) Shipping information

5) And any comments or 

attachments 

1) Click OK to return to the 

Collaboration Details screen

Viewing a Collaboration Request – Line Level
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1. Click on Inbox

2. Select Collaboration 

Requests

3. Select the required 

Collaboration Request

4. Screen displays the  

Collaboration Request

Note:  The envelope is grey 

indicating the Collaboration 

Request has been reviewed.  

There is no requirement to 

review a collaboration request 

first

5. Click on Respond

6. Select Respond With 

Proposal

➢ Screen displays Create 

Proposal

Responding to a Collaboration Request
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7. Click on the Description of 

the Proposal

➢ Screen displays Line Item 

Details

8. Enter the Price, based on the 

unit of Measure

9. Press [Enter] on your 

computer

➢ The Amount will update based 

on the Price

10.Click on OK

➢ Screen displays Create 

Proposal but with the 

proposed pricing information 

Responding to a Collaboration Request cont.
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11.Click on Next

➢ Screen Create Proposal, 

Complete And Submit

➢ Review the Collaboration 

Proposal

12.Click Submit

➢ Screen displays 

Collaboration Status

Responding to a Collaboration Request cont.
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➢ Screen displays 

acknowledgement of 

Proposal

13.Click on Go Back to 

Collaboration Requests

➢ Screen displays 

Collaboration Requests

Note:  The Status of the 

Collaboration Request has 

updated

Responding to a Collaboration Request cont.
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1. Click on Inbox

➢ Screen displays 

Collaboration Requests

2. Open the required 

Collaboration Request

3. Screen displays the 

Collaboration Request

➢ Click on Respond

4. Select Decline Request

➢ Screen displays Declining 

Collaboration Request 

Declining a Collaboration Request
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5. Click on Reason for Decline

6. Select the applicable reason 

7. Enter Comments (if 

required)

8. Click on OK

➢ Screen displays the 

Collaboration Request

Note:  The acknowledgement 

message is displayed

9. Click on Go back to 

Collaboration Requests

➢ Screen displays 

Collaboration Requests

Declining a Collaboration Request cont.
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➢ Open the required 

Collaboration Request

1. Click Send Message

➢ Screen displays Compose 

Message

2. Enter the Subject

3. Enter your message

4. Add Attachment (if required)

5. Click on Send

Note: The message is displayed 

under All Messages 

6. Click on Go back to 

Collaboration Requests

➢ Screen displays Collaboration 

Requests

Sending a Message on a Collaboration Request-Within Request



Proposal
• A Proposal is created to respond to the Collaboration Request

• A Proposal can be sent from the Buyer and can have items added or removed

• Messages can also be sent to NuFarm regarding the Collaboration Request

• There are 3 types of Collaboration Requests

1) Fixed: The amount on the request cannot be change.  The Proposal for this type of request is populated with information about the services that can be carried 

out for that amount

2) Not to Exceed: The amount can be decreased but not increased

3) Negotiable: The amount is open to increase or decrease
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➢ Screen displays a 

Collaboration Request

1. Click on the Proposal

2. Select Document Details

➢ Screen displays the 

Proposal

Proposal – Open Proposal from Nufarm
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➢ Screen displays the 

Proposal

1. Click on Actions

2. Select Edit

➢ Screen displays Create 

Proposal

3. Click on Next

4. Click on Included

5. Select Edit

➢ Screen displays Create 

Proposal: Complete and 

Submit

Proposal – Edit Proposal from Nufarm
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1. Click on Actions

2. Select Edit

➢ Screen displays Line Item 

Details

Note:  Only Editable field can be 

edited, in this example the UOM 

is the only editable field

3. Edit where possible and as 

required

4. Click OK

➢ Screen displays Create 

Proposal

5. Click Submit

➢ Screen displays the 

Collaboration Request

Proposal – Edit Proposal from Nufarm cont.
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1. Click on Add Items

➢ Screen displays a list of 

items that can be added 

based on the service or 

materials provided by the 

Supplier

Proposal Add Items to Collaboration Request
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2. Identify the item to add, click 

on Add to Cart

➢ Screen displays Enter Item 

Information

3. Confirm the information 

displayed, click Add

➢ Screen displays the 

Collaboration or Proposal 

with the added item

➢ Repeat if more items are 

required for addition onto the 

Collaboration Proposal

Proposal Add Items to Collaboration Request cont.
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➢ Review Proposal. 

4. Click Submit.

➢ Screen returns 

Collaboration Request

5. Click Go Back to 

Collaboration Requests

➢ Screen displays 

Collaboration Requests

Proposal Add Items to Collaboration Request cont.



SAP Ariba Training Survey
Please take a moment to complete our quick survey as we value your opinion and honest feedback. 

The survey will take approximately five minutes and is anonymous. 

https://surveys.sap.com/SE/?SID=SV_4SCG5JCWkkHN8b3


Support
Support Type Contact

Ariba Technical Helpdesk

1. Click on the Help Centre – Support 

2. Select support option;

• Email SAP Ariba Customer Support

• Get help by Live Chat

• Get help by Phone

Supplier Information Portal

(Location of Training Guide/s and Video/s)

1. On the Home screen

2. Click on Company Settings

3. Click on Customer Relationships

4. Click on Supplier Information Portal

Ariba Network Training Request E:    an.sellertraining.aus@sap.com

mailto:an.sellertraining.aus@sap.com

