Create Contract Request Ne System

Updated: 1/4/2024

PURPOSE

This Quick Reference Guide (QRG) is designed to show the steps needed to request a Contract
Request in SAP Ariba.

HELPFUL HINTS

Assemble all supporting documentation prior to beginning work in SAP Ariba.
For the best experience, please use the following browsers:

Google Chrome (64-bit) Apple Safari (64-bit)

Microsoft Edge (32-bit) Microsoft Edge Chromium (32-bit and 64-bit)
Mozilla Firefox (64-bit)

PROCEDURE

1. Access SAP Ariba by clicking the “SAP Ariba — Procure to Pay” tile in Firefly.

Firefly

SeffService  Business Applications  System Admin & Forms

Resources.

Firefly News SAPPHIRE Submit a Help
Documentation Request
et vyl Y e IV W o
Business Applications
SAP Logon Business eSHOP SAP Ariba
Intelligence eProcurement Procure to Pay
Reporting

SAP Ariba

2. Click a category tile that best fits what you're purchasing (e.g., Professional Services).
‘o hw R EEEE W |

IT, IT Equipment, and Accessories Facilities & Fumiture

Scientific Supplies & Equipment

office Supplies Professional Services Cooperative Contracts

3. Inthe category tile (e.g., Professional Services), click the “Contract Request” tile.

< Professional Services

Requesl Links

Professional Services Professional Services Professional Services
Sourcing Event Contract Request Supplier Request
Request [ website [ website

I websice
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PROCEDURE (CONTINUED)

4. The “Create Contract Request (Procurement)” screen displays. Complete the screen as noted
below. Required fields are denoted by “ * “. Click “Create” when finished.

N g v @

Create Contract Request (Procurement)

To create a Procurement Contract Request, specify the fields below. Templates used for constructing your Procurement Contract Request appear in the section at the bottom of the page, and available Templates may change depending on the project attributes you enter
o Name: * | Uiitifléd Cofitract ReqUest(Pracurement) o]
Description: —sze— ][ —font— @

14

Copy from Contract: | (no value) v
gase Language: | Engish v Agreement Date: |
Affected Partes: | (novalue) v]e Ettectve Date: * |
4
G Current Contract Amount "‘ usov @
Commadity “ (no value) v ‘ 0]
Regions: “ (no value) v ‘ @©
Campus: " (no value) v ‘ ®
prodecssr profct: | ravae) Y]
Rebate (WN): () Yes ()No @

(S PS—p——

sgeement pe: [ o craee v

Discount Payment Terms: | ®

Funding for this contractis * () Yes (_ )No @
available and approved 2

Select a template

Select the template you want to use, and answer any questians related to it to create your project. How you set the fields in the section above might affect which templates are available.

@ Universay of Netraska Conract Request Tamplate 0

Is it a new Contract Request or Amend Request ? | Please Select v‘ m

Enter a descriptive title for the request.

(required) Enter a detailed description.

Search for and select the Supplier covered by this contract.

Enter the
i. Name and email address of the Supplier contact who will sign the contract. and,
ii. Name and email address of the Department signer, as well as any notification

recipients (if applicable).

Enter the current contracted amount.

Search for and select the Commodity(ies) included under this Contract.

Search for and select the Region(s) to be covered by this contract.

Search for and select the campus(es) to be covered by this contract.

Indicate the termination type of the contract.

Enter the commencement and expiration dates of the contract.

Indicate if funding is in place for this contract. NOTE: Contracting should not be initiated

unless funding is approved.

Select “Nebraska Contract Request Template”.

Select whether this is a new request or an amendment to an existing request.

Xe—Temm gowp
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PROCEDURE (CONTINUED)

5. The “Overview” tab of the Contract Request displays. Review and validate the “Overview”
information. IMPORTANT: Changes to the Contract Request can only be made by clicking the
"Actions” drop-down and selecting “Edit Overview” from the drop-down menu.

<

Syt

Related Knowledge

y Contract Request (Procurement)
P Expand Projects

All Knowledge Areas

Overview Documents

Search Knowledge

Overview

Contract ID:
Contract Status
Version:

Owner.
Commodity
Base Language:
Regions
Campus
Access Control.

Description

Contract Attributes

Current Contract Amount:
Supplier

Affected Parties:

Agreement Date:

Process Status:

Rebate (¥/N)

Remaining Renewal Options

Funding for this contract is
available and approved ?

Agreement Type:
Discount Payment Terms:
Sub Agreements:

View Agreement Hierarchy

Contract Term Attributes

Term Type:
Effective Date

Expiration Date:

Tasks Team

CRW3350 ()
Draft
Original
0]
Education and Training Se...
English
ALAIL (7

U- wide U-wide (D)

(No restrictions - Accessible to all users) (

test (D)

$100,000 USD (&
ABC2 (1
ABCZ (D
@
Needs Approval ()
@
No Choice ()
Yes (D)

No Choice (©
@

Fixed @
06/12/2023

06/11/2024 (©

Message Board History

Actions *  Process

| Edit Overview

View Details
Move
Create

View more
Copy Project

Follow-on Project

Delete

Delete Project

Display

Compact View

Add to Walched Projects

Actions™

? Q0 8

o)

ID CRW3350

Tasks: Incomplete Tasks: 2

All Tasks

All Documents

a path to an important dacument in this project. To add a Quick Link
vigate to the document you want to link to and choose Add to Quick
menu.

nts

New Details

2 project! 6/7/2023

Click the “Tasks” tab.
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PROCEDURE (CONTINUED)
6. The “Tasks” tab displays. Click the “Provide Requirements, Supporting Documentation” drop-down
and select “Mark Started” from the drop-down menu.

e - s ©
< Nebiasla Q' @ 0 @
Related Knowledge - ID CRW3350
Tasks: Incomplete Tasks: 2
. Contract Request (Pracurement)
» Expand Projects
All Knowledge Areas
Search Knowledge Overview Documents Tasks Team Message Board History
Show: | (Any Status) “ H Required/iOptional V| ‘ (Any Owner)
Name Document Owner Status Due Date
© Provide Requirements, Supporting Documentation * Project Owner Not Started
© Action v Praject Owner Not Started
* pocl vod &
Edit Task
Mark Started
Mark Complete
Assodiate Document

Click the “Documents” tab.

7. The “Documents” tab displays. Click the “Actions” drop-down and select "Document” from the
“Upload” section.

<

Ssten
ID CRW3350

Related Knowledge
Tasks: Incomplete Tasks: 2
Contract Request (Procurement)
» Expand Projects
All Knowledge Areas
Search Knowledge Overview Documents Tasks Team Message Board History

Show Details Actions v

saws f SEe) R |

Name Owner
Upload

No items
( Document '
Create

Folder

Assembled PDF

Analytical Report

L im = Ny
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PROCEDURE (CONTINUED)

8. The “Create Document” screen displays. Search for and select the file(s) to be uploaded as

supporting documentation for the Contract Request. Click "Create” when complete.

2 2 0 @

ysiem

Create Document

Upload the file and fill in additional information
Untitled Document,

Upload file: | Choose File | Mo file chosen

or drop file here

Description: —sze— || —font— -

Base Language: | English

Is Publish Required: () Yes (@) No

[ "] Announce the creation of this new document. (@
[ unzip contents ta project. @

/

Click the “Tasks” tab.

9. The “Tasks” screen displays. Click the “Provide Requirement, Supporting Documentation” drop-
down and select “Mark Complete” from the drop-down menu.

< Neliggta

Related Knowledge
Contract Request (Procurement)

» Expand Projects

Al Knowledge Areas
Team Message Board

Search Knowledge Overview Documents

History

Show: | (Any Status) ~ ‘ | Required/Optional | | (Any Owne;

Name

Ed Provide Requirements, Supparting Documentation * »

(S Action

Edit Task

Mark Started

Mark Compi

Document

ID CRW3350
Tasks: Incomplete Tasks: 2

Owner Status Due Date
Doug Justus In Progress
Project Owner Mot Started

quired task
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PROCEDURE (CONTINUED)

10. Click the “Approve Contract Request” drop-down and select “View Task Details” from the drop-down
menu.
< Nebidsla Q

¢ @

ID CRW3350

[ 1]
a
€]

Related Knowledge
Tasks: Incomplete Tasks: 1

Contract Request (Procurement)
P Expand Projects

All Knowledge Areas

Search Knowledge Oveniew Documents ™ Team Message Board Histary
Show: | (Any Status) v ‘ ‘ Required/Optional v | ‘ (Any Owner)
__Acunm v =
Name Document Owner Status. Due Date
¥ Provide Requirements, Supporting ‘umentation * Doug Justus Complete

(© Approve Contract Request * v ~ Project Owner Not Started

Action i
indicates required task

( View Task Details )
Edit Task

Open Contract Request (Procurement)

11. Review the screen and add details as noted below. Click “Submit” to submit the Contract Request
for review/approval.

g5 0@

Approval Task

This task requires approval on one or more documents. Prior to submitling this task, documents must be ready for approval. You can enter any necessary task messages and add additional approvers on the Approval Flow tab.  More

Approve Contract Request
Round 1: Not Started

TSK717530791 Approve Contract Request

Submit the contract request for approval

L

> @ I
) Days after parent phase starts: None @

Specify Due Date o

Provide an initial message and click Submit

@

—sze— ][ —font— >l

Additional Attachments.

:

Properties Task History Approval Flow

Pending

Submitted v v Approved
Buyer Professional Services

A. (optional) Indicate a due date for approval of the
Request.

B. (optional) Enter a message to the Approver(s).

C. (optional) View the Approval workflow and add additional
Approvers, if needed.
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PROCEDURE (CONTINUED)

12. The “Tasks” tab displays. Note the status of “In Approval”.

% Mt a® %09 @

Related Knowledge ID CRW3350
Tasks: Incomplete Tasks: 1

Contract Request (Procurement)
» Expand Projects

All Knowledge Areas

Search Knowledge Overview Documents Tas Team Message Board History
Show: | (Any Status) “ ‘ | Required/Optional ~ | I (Any Owner) v
Actions v =
Name Document Owner Status Due Date
+ Provide Requirements, Supporting Documentation * omplete
v In Approval

[l Approve Contract Request *

* Indicates required task

Your request will be reviewed by a Contract Agent.

A sample email to the supplier is below.

From: <no-reply@ansmtp.ariba.com>

Subject: CW3133 - 3 w 1 Negotiate Contract with Supplier - Document review.
Date: July 25, 2023 at 9:16:01 AM CDT

To:

Reply-To:

Negotiate Contract with Supplier

Please review the attached decument{s) and reply to me with any comments or concerns.
The following notes might also be helpful to you:

Make sure to attach the revised document(s) to your reply.

The University of Mebraska System

This email originated from the Ariba system used by The University of Nebraska System and was originally sent to:

To check the status of your request:

1. From the Guided Buying home page, click the “Your requests” tab to view requests.

Shop Your favorites Your requests Your approvals
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PROCEDURE (CONTINUED)

2. The status of the request appears at the right. Click a request to open/view more details. Use the
filters at the top of the screen or the dropdowns and search field to locate specific request(s).

Your requests

AL (3) Quotes (0) To receive (0) Custom forms (0) Invoice requests (0)

F\\Ierb»l | Last 3 months H Request ID v ‘ ‘ Q ‘|

Date requested Amount  $600,000.00 USD Composing

PR1073
Allergen Test Kits
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