How to Navigate the Message Center

SAP Ariba Sourcing | Center of Excellence

Overview
This OPL explains how to
1. Send messages to your RFP Project Team
2. View and manage messages in Event Messages

Send a Message to your RFP Project Team

1. Within your sourcing event, scroll to the bottom of the screen and select Compose Message.
a. This allows you to send a message directly to your RFP Project Team or Project Owner.
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2. The Compose Message screen functions similarly to an email:
a. Update the Subject line as needed
b. Add attachments (if applicable)
c. Enter your message in the body of the email
d. Once complete, select Send.
Your message will be delivered to the designated project team members and stored within the event for
reference.
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View and mange messages in Event Messages

1. In the top-left corner of the event screen, select Event Messages
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2. Within Event Messages, you can:
a. Compose a new message
b. View sent and received messages
c. View any related communication tied to the event
d. Download attachments associated with each message
All communications remain linked to the event, providing a clear audit trail.
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