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Supplier Guide: Add Comment(s) and Attachment(s) 

Quick Reference Guide 

ADD COMMENT AND ATTACHMENT 
 

The Comments   icon enables the Supplier to add additional Comments and Attachments to a specific 
Section or Question within the Event.  Each Comment includes the option to add a single Attachment.  To 
attach multiple documents, a Comment is required for each attachment. It is recommended that the Supplier 
enter the title and/or description of the attachment within the Comment field.   
 
Navigate to Event Home page 

 
1. Click Business Network next to the SAP logo in the top left corner 

a. Select Ariba Proposals & Questionnaires  

 
 

2. Within the Events section, locate the relevant Event within the Status: Open folder 
a. Click on hyperlink to open the Event 

 
 

3. Click Review Event Details within Checklist Panel  
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Supplier Guide: Add Comment(s) and Attachment(s) 

Quick Reference Guide 

Add Comment and Attachment 
File size limitation is 50MB per file.  If the file size is more than 50MB, kindly compress the file and upload as a 
zip file or separate the document into multiple files and upload separately.  
 
1. Navigate within the All Content section to locate the Section or Question with the Comments icon  

 
a. Click Comment icon 

 

 
 

b. On the Add/Edit Comment page,  
 

i. Enter Comment 
1. When adding an attachment, enter a Description of the attached document) 
 

ii. Click Attach a file to upload an attachment [OPTIONAL]  
 

 
 

c. On the Add Attachment page, 
 

i. Click Choose File 
ii. Locate and select the desired document from your computer 

iii. Click OK 
 

 
Note:  Only a single attachment can only be added to each Comment. Multiple comments 

can be added. See below for process to add additional comments/attachments. 
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Supplier Guide: Add Comment(s) and Attachment(s) 

Quick Reference Guide 

 
d. On the Add/Edit Comment page, 

 
i. Click OK to add the comment/attachment to the Section or Question 

 
 

Add Multiple Attachments 
 

When multiple attachments need to be attached, a Comment is required for each attachment. It is 
recommended to enter the document title and description within the Comment field. See Additional 
Comments and Attachment below for more information. 

 
1. To add additional Comments and Attachments:  

a. Click Comment icon 

i. Icon changes from  to  which indicates Comment has been previously added.  
  

b. Click Add on the View Comments page  

 
 

c. On Add/Edit Comment page,  
 

i. Enter Comment 
ii. Click Attach File  
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Supplier Guide: Add Comment(s) and Attachment(s) 

Quick Reference Guide 

d. On the Add Attachment page, 
 

i. Click Choose File  
ii. Locate the file on your computer 

iii. Click OK 
 

 
 

e. On the Add/Edit Comment page,  
i. Click OK 

 

 
 

f. Click Done after all comments/attachments have been added 

 
 
NOTE:  On the View Comment page, there is the option to Edit or Remove Comment.  
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