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Important: Points to be considered when creating a Contract Request

➢ REMINDER: Department-level requesters may not sign contracts on Drexel’s behalf.

➢ Drexel has a set of standard purchasing contract terms and conditions that suffice to guide contracting processes 

much of the time, but sometimes alternative contracting language is established as a result of negotiation between 

suppliers and Drexel.

➢ Once you have identified a supplier who can fulfill your purchasing needs, contact Sourcing@drexel.edu with the 

supplier’s proposal, price quote, and/or scope of work to confirm the correct template to use.

➢ The Contract Request is the starting point to initiate the contract review process and is to be submitted by the 

purchase requester (also known as the business stakeholder) for the scenarios below:

• A supplier has made changes/redlines to a Drexel contract template

• A supplier is requesting that we contract using their contract template

• All off-site event contracts

➢ If an amendment is required to an existing contract, a new Contract Request must also be initiated by business requester.

➢ The Supplier Information Form must be completed by the business requester for a Contract Request involving a new 

supplier or if the agreement has not yet been signed.

mailto:Sourcing@drexel.edu


Access Contract Request- Guided Buying
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➢ Login to Ariba Buying and Click the ‘Sourcing & Procurement Contracts’ tile.

Click ‘Sourcing & Procurement 

Contracts’



Access Contract Request- Guided Buying
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➢ Scroll down to Contracts and click on ‘Submit Contract Request’

Click ‘Submit Contract Request’



Access Contract Request- Buying & Invoicing
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Click ‘Link to SAP Buying & 

invoicing’

➢ Alternatively, access a contract request via B&I



Access Contract Request- Buying & Invoicing

Select Contract Request 

(Procurement)

Click on ‘Create’ button
1
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Create Contract Request

Enter a clear request name 

(Supplier Name – Contract Detail)

Summarize purpose and scope of 

goods/services

If using a new supplier, include 

company name, contact and email

If contract is unsigned, include the 

signatory contact's name and email
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Create Contract Request

Select the type of Contract

Select the Supplier

Enter the Contract Amount
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If the contract request is for a Master 

Agreement, enter $0 in the Current 

Contract Amount field



Select the Department

Select the Commodity
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Answer the research fund 

question
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Enter address only for an off-

campus delivery or event

Create Contract Request



Enter the Event Date 

(If applicable)

Enter the Effective Date 

(date contract starts)

Enter the Expiration Date 

(date contract ends)
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Create Contract Request
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Answer ‘Yes’ or ‘No’ 

to each question

Only shown for new suppliers. 

Enter supplier details in the Description field above.

Only shown if the agreement is not signed.

Enter signatory contact details in the Description field above. 
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Create Contract Request
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Answer ‘Yes’ or ‘No’ 

to each question
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Click ‘Create’ button to generate 

the Contract Request
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Create Contract Request



Navigate to ‘Tasks’

Select dropdown for ‘Provide 

Requirements, Supporting Documentation’
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Create Contract Request

Examples of Supporting Documentation include: draft contract, COI, 

recent agreements/amendments with supplier, TPRM results, etc. 

https://drexel.edu/procurement/makingPurchases/sap-ariba/contract-module/


Select ‘Mark Started’
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Create Contract Request



Create Contract Request (Continued)

Navigate to ‘Documents’ 

section

Click ‘Actions’
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Select ‘Document’ under 

‘Upload’
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Create Contract Request



Click ‘Choose File’

Choose the supporting 

document(s) from your desktop 

and click ‘Open’

23

24

Create Contract Request

Multiple documents can be uploaded



Once uploaded, Click ‘Create’ 

button
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Create Contract Request



Click ‘Done’ to return
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Create Contract Request



Select ‘Mark Complete’
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Create Contract Request



Navigate to ‘Tasks’ section

Select drop down for ‘ Supplier contact’ task
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This task is only shown for new suppliers

Create Contract Request
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► Click view task screen shot

Create Contract Request

Select ‘View Task Details’
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Mark complete only after confirming supplier 

contact details are included in the Description. 

Missing information may delay processing.

Create Contract Request

Select ‘Mark Complete’
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Create Contract Request

Click the ‘clock’ icon for the task 

‘Approve Contract Request’
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Enter message for approvers, if applicable

Click ‘Submit’ to route for approval
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Create Contract Request
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