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REVIEWING A SUBMITTED 

CONTRACT REQUEST



Locating Your Contract Request
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➢ Login to Ariba Buying and Click the ‘Link to SAP Buying & Invoicing’ tile.
Click on ‘Link to SAP Buying & 

Invoicing’
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Click on ‘Home’

1

Click on the drop-down under ‘Home’ 

and select ‘Contract Request 

(Procurement)’

2

Locating Your Contract Request



5 Drexel University | Ariba Implementation 

Click on the search icon 

3

Enter contract request name or ID 

number in search bar

4Ensure that the drop-down now 

reads ‘Contract Request 

(Procurement)’

Locating Your Contract Request
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Click on your Contract Request 

from the list and select ‘Open’
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Opening Your Contract Request
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Viewing Your Contract Request Status

Under the ‘Tasks’ tab, check the 

‘Status’ column for approval status
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If status is approved, a Contract Workspace has been created by the Strategic Sourcing team.
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Click on the ‘Documents’ tab

7

Click on ‘Contract Workspace’
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Navigating to the Contract Workspace
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Select ‘Open’
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Navigating to the Contract Workspace
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You are now in the ‘Contract 

Workspace’

Reviewing the Contract Workspace
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Click on “Tasks’

Select the drop-down 

arrow in front of 

‘Negotiate & Approve’

Select ’PLACEHOLDER- 

Miscellaneous Review Task
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11
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Reviewing the Contract Workspace – Approval Flow
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Select ‘View Task Details’
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Reviewing the Contract Workspace – Approval Flow
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Select ‘Review Flow’

► Scroll down to the bottom of the screen
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Reviewing the Contract Workspace – Approval Flow
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