
Note to reviewer: This digital guide template can also be used to 
explain contextual information such as process overview, features 
and benefits, roles and responsibilities, frequently asked questions, 
in addition to explaining a process using steps and screenshots. 
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How to Respond to an RFQ (Supplier)

In this digital guide, you will learn how to c reate and submit 
a quotation in response to a request for quotation (RFQ) in 
SAP Business Network (SBN).

Create and submit supplier quotation

Step instructions:

Step 1 : Log in to SBN  as supplier.
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How to Respond to an RFQ (Supplier)

Step 2 : On the Home  screen:
a. Click the Discovery  drop -down icon
b. Select the Invited RFQs option from the drop -down menu. 

The Invited RFQs screen is displayed.
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How to Respond to an RFQ (Supplier)
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Step 3 : Click the Lead ID link . The RFQ Details screen is 
displayed. 
Note: Ensure that you submit the quote before the response 
deadline.
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How to Respond to an RFQ (Supplier)

Step 4 : On the RFQ Details screen , you can click one of the 
following buttons as per the action you need to take:
• Quote All
• Add to Watchlist
• Not Interested
• Upload Your Quote

In this example, we will go through the steps of 
adding/updating a quote and submitting it
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Step 5 : If you click the Quote All button, the Provide Your 
Quote screen  is displayed. Enter the quote details in the 
required fields.

Note:  Fields marked with an asterisk * are mandatory.
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How to Respond to an RFQ (Supplier)

Step 6 : Click the Submit  button after entering/reviewing the 
quotation details.
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Step 7 : Verify the confirmation message indicating that the 
quotation was submitted successfully.
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