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Name Requester Review of Sourcing Documents

PURPOSE

This Quick Reference Guide (QRG) is designed to show the steps needed when a Requester must
complete a review of documentation created in the Sourcing Project (e.g., Scope of Work, RFI/RFP
Review).

As a Requester, you will receive a system-generated notification indicating your review is needed. You
can access the document(s) to be reviewed via that email or by logging into SAP Ariba directly.

HELPFUL HINTS

» Assembile 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

OPTION ONE: Accessing via the email notification

1. The system-generated email will contain information about the Task to be completed as well as a
copy of the document(s) to be reviewed.

Open the attachment(s) and review/edit, as needed. Save the file locally. Click the link in the email
to access the SAP Ariba system.

WS746017777 -" . __ . _ o, ,<: Requestor: Review Scope of Work & Schedule > oS &« -~
@ © Email Review <s4approval-prod3+NUSystem-T@ansmtp.ariba.com> Saturday, July 8, 2023 at 6:06 AM

To:

m- SOW Template.docx
= 20ks N

Download - Preview

WS746017777 -~ : Requestor: Review Scope of Work & Schedule

‘ Task title: Requestor: Review Scope of Work & Schedule ,
Task description:
System Task link: Click Here

Action: Complete Review - Click Here

This email is being sent to you because you are a reviewer of a document that has been submitted for review.
This email originated from the Ariba system used by The University of Nebraska System-TEST and was originally sent to:

System Reference: Click Here to access the system.

Proceed to Step #6 (page 3).
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OPTION TWO - Accessing in SAP Ariba

2. Access SAP Ariba by clicking the "SAP Ariba — Procure to Pay’ tile in Firefly.

Self Service  Business Applications  System Admin & Forms ~ Resources

SAPPHIRE Submit a Help
Documentation Request

Home

All apps
Annual Salary Notifications Available by July 1, 2023

All menus YSAPPHIRE

Split view
Self Service

Eavoritecipiiiotications Workflow Inbox Employee Self Manager Self Alternative Worksite

Service Service Arrangement
(ESS) My Staff (MSS)
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Budget Workbench (BU! > -
Reports Business Applications

Firefly Help
ePAF Actions SAP Logon Business SAP Ariba

Staff Lists Intelligence Procure to Pay

Reporting

/Jj\‘\\‘\

SAP Ariba

3. Locate the Task in the To-Do panel. Click the document name.
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To Do v
ID Date { From Status Title Required Action
PR S v e e e 252 g A B
TSK732569522 6/30/2023 Sourcing Project test 6.23.23 A In Revi Requestor: Review Scope of Work & Schedule Open

IRCM-KP01-130 6/28/2023  Ariba P2P Test Supplier CM-KPO1 (-$1,899.00 USD) Approve

PR97-V2 6/27/2023 Kathya Paz B Submitted test Approve
IREM0626-114 6/26/2023  Ariba P2P Test Supplier & Approving  EMO0626 ($10.00 USD) Approve
IRINV1-111 6/26/2023 Ariba P2P Test Supplier & Approving  INV1 ($0.00 USD) Approve
. (CW3133) Auto release requisitions [Recurring,
PR127 6/24/2023 Kathya Paz B Submitted (06/2412023)] Approve
View All v/
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4.

The Task displays. Click the drop-down by the document name and select “Download” from the
drop-down menu.

® o @

Exit

o]}

Review Task
The document below has been submitted for review. To view documents, click the document link to open or download them. If you are a reviewer, you can complete this task by clicking the Complete Review button. If you are the owner of this task, you can  More

L Project Planning  Requestor: Review Scope of Work & Schedule

TSK732569522 Requestor: Review Scope of Work & Schedule Round 1: Awaiting Response(s) ®
One or more documents have been submitted for your review. You have the following options:
[ Scope of Work and Schedule « View the documents on the left.

+ To propose document changes, edit and save all required documents locally. Add it as an attachment when you

(% Sow Template
submit your Counter Proposal or Review.

Action

Download
L. A Complete Review (O]

Properties Task History Review Flow

Open the document and review/edit, as needed. Save the file locally.

Click “Complete Review”.

St
Review Task m

The document below has been submitted for review. To view documents, click the document link to open or download them. If you are a reviewer, you can complete this task by clicking the Complete Review button. If you are the owner of this task, you can  More

Project Planning  Requestor: Review Scope of Work & Schedule

Round 1: Awaiting Response(s) @

TSK732569522 Requestor: Review Scope of Work & Schedule

Facilities Buyer
Test can you see this? One or more documents have been submitted for your review. You have the following options:

[3 Scope of Work and Schedule (Read Only) * View the documents on the left.

« To propose document changes, edit and save all required documents locally. Add it as an attachment when you
ubmit your Counter Proposal or Review.

Complete Review ®
B N e SOV T

(% sow Template v
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7. The Review confirmation screen displays. Complete the screen as noted below. Click “OK” when
complete.

N Syem T 2 0 @
Reviewed “ Cancel
Enter a comment message and, if necessary, set the Access Control for this comment. You can also add document attachments to support your comment. To add a document from an external source, click Add Attachment. To reference to a document  More

Message: —size— w| —font— |
Reviewed
Access Control: | (No additional restrictions) v View Details ®
Document Attach Revised Document
O scope of Work and Schedule
Choose File | No file chosen
(¥ sow Template {Or drop file here
Additional Attachments
No items
‘ Delete Add attachment Add from Project
O A. (optional) Enter a comment to the Buyer. “ Cancel
B. Search for and select the edited file to be uploaded.

C. (optional) Click to add additional attachments.
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