Create Contract Request

Purpose

Updated March 25, 2026

This document is designed to show the steps needed to request a Contract Request in SAP

Ariba.

Procedure

Access SAP Ariba by clicking the “SAP Ariba — Procure to Pay” tile in Firefly.
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Click a category tile that best fits what you're purchasing (e.g., Professional Services).
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In the category tile (e.g., Professional Services), click the “Contract Request” tile.

{ Professional Services

Request Links
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The “Create Contract Request (Procurement)” screen displays. Complete the screen as noted

below. Required fields are denoted by “ * “. Click “Create” when finished.

Nelidda
Create Contract Request (Procurement)
nt Contract Request, spacify the fislds below

v. Templates usad for consinucting your Procurement Contract Request appear i the

Select a template

Select the template you want 10 use, and answer any questians related 10 it to create your peoject. How you =

@ University of tebrasks Conact Request Template

section at the bettom of the page, and avaiiable Templates may charge depending on the project attributes you enter’

Enter a descriptive title for the request.
Enter a detailed description.

Search for and select the Supplier covered by this contract.

oo w >

Enter the Name and email address of the Supplier contact who will sign the contract. and,

Name and email address of the Department signer, as well as any notification recipients

(if applicable).

E. Enter the current contracted amount.

n

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

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

NeBuwhsl'f]l)i Copyright © University of Nebraska Board of Regents

System 8

Nebraska State
College System




Create Contract Request

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

I. Indicate the termination type of the contract.

J. Enter the commencement and expiration dates of the contract.

Updated March 25, 2026

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

unless funding is approved.

L. Select “Nebraska Contract Request Template”.

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

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.

Related Knowledge

» Expand Projects
All Knowledge Areas

Search Knowladge

Qverview

Contract Request (Procurement) /
Ovenview 0¢ asks Tear

modity:  Education and Training Se... View

8ase Language:  English

Contract Attributes

e 06/12/2023 G

Expration Date:  06/11/2024

ID CRW3350

aske: Incomplete Tasks: 2

Actions™/

Delete Project nts New

6712023

Click the “Tasks” tab.
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The “Tasks” tab displays. Click the “Provide Requirements, Supporting Documentation” drop-

down and select “Mark Started” from the drop-down menu.

¢ Nebiaska Q & 8 0 ® @

Related Knowledge

(Ary Stanes) v | Regured'Optonal v (Any Oaner)

Click the “Documents” tab.

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

“Upload” section.

¢ Nehiddla Qa *# 53 0 ¢ 00

Related Knowledge

dtract Reqms! (P 0cur ermert
¥ Expand Proects
All Knowtadge Ara

- Overdow merts Tasks Tea sszage Boarg Hiztory
Search Knowiedge 2rde, C ents a2k eam Meszage Boarg istoey
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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.

Nefiigia -:-‘-79@

Create Document Craate Cancel

Upload the fle and fill in addtonal information
Unlitied Dotuamprt

Upload file: | Choose Fiie | No fLe chozen

Or crcp file here

m sl

Click the “Tasks” tab.

The “Tasks” screen displays. Click the “Provide Requirement, Supporting Documentation” drop-

down and select “Mark Complete” from the drop-down menu.

< Nebiasha a 2 2 0 8 O

Related Knowledge

Messagr Boed Matory

(Arw Statuz) . Hequred/Dptonal

Name

[C Action ’ Profect Oamne

Boit Tase
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Click the “Approve Contract Request” drop-down and select “View Task Details” from the drop-

down menu.
< \mm ; = = @
Related Krowledge |'

Review the screen and add details as noted below. Click “Submit” to submit the Contract

Request for review/approval.

Nebiasda e 0 @
Approval Task Cancet
Trés sask reud res apgrovDl O DRe o mose documents. Priac to submitting this task. dacuments must be seady for appioval You con enter any necessary task Messages ard add add sl approvers oo he Approval Flow b Move

A. (optional) Indicate a due date for approval of the Request.
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B. (optional) Enter a message to the Approver(s).
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C. (optional) View the Approval workflow and add additional Approvers, if needed.

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

¢ Nebsla

Related Knowledge

Search Knowledge Overven Decumenta Bshs Team Mezzage Board Hastcry

(Any Stanusy / Regdied\Optoral v 1 Ay Owner)

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 - ; -
Date: July 25, 2023 at 9:16:01 AM COT

To:

Reply-To:

Negotiate Contract with Supplier - Document review,

Negotiste Contract with Supplier

Hease review the attacheo document(s) and raply to me with 2ny COMMENs OF CONDAMS,
Tha fallowing netes might aiso be halpful to you

Maka sure to attach the revised documant(s) te your reply.

Tha Usiversity of Nebraska System

This amall originated from tha Ariba system usaed by Tha University of Nebraska Systam and was originally sent to:
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To check the status of your request:

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

Nebiaska. Guided Buying

Shop Your favorites Your requests Your approvals

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

All (3) Juotas | To recely ) ustom forms (0) Invorce teguests |
p—

Last 3 months v Request ID v

Date requested Amoun! $600,000.00 USD Composing

PR1073

Allergen Test Kits
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