
Drexel University P2P Transformation
Create Contract Request



Important: Points to be considered for creating Contract Request

 The Contract Request is the starting point to initiate the contract process and is to be submitted 
by the business requester (also known as the business stakeholder). 

 Please fill the required header details and attach any supporting documents 



Create Contract Request

 Login to SAP system and Click the Create button at the top right corner of the screen and 
select Contract Request (Procurement)

Select Contract Request 
(Procurement)

Click on ‘Create’ button
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Create Contract Request (Continued)

Enter the Name of the 
request

Enter a Description

Select the type of Contract

Select the Supplier

Enter the Contract Amount
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Create Contract Request (Continued)

Select the Department

Enter the Event Date (If 
applicable)

Select the Commodity

Enter the Effective Date

Enter the Expiration Date
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Answer the research fund 
question
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Create Contract Request (Continued)

Select the Template

Click ‘Create’ button to 
create the Contract Request
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Create Contract Request (Continued)

Navigate to ‘Tasks’ section

Click the drop down next to the task 
‘Provide Requirements, Supporting 

Documentation’
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Create Contract Request (Continued)

Select ‘Mark Started’
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Create Contract Request (Continued)

Navigate to ‘Documents’ 
section

Click ‘Actions’
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Create Contract Request (Continued)

Select ‘Document’ under 
‘Upload’
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Create Contract Request (Continued)

Click ‘Choose File’

Choose the supporting document 
from your desktop and click ‘Open’
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Create Contract Request (Continued)

Once uploaded, Click ‘Create’ 
button

24



Create Contract Request (Continued)

Click ‘Done’ to navigate back
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Create Contract Request (Continued)

Click the drop down next to the task 
‘Provide Requirements, Supporting 

Documentation’

Navigate to ‘Tasks’ section

Select ‘Mark Complete’
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Create Contract Request (Continued)

Click the ‘clock’ icon next to the task 
‘Approve Contract Request’
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Create Contract Request (Continued)

Enter any message for approvers

Click ‘Submit’ to submit the 
Contract Request for approval
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