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Create 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
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> Login to SAP system and Click the Create button at the top right corner of the screen and

select Contract Request (Procurement)

HOME SOURCING CONTRACTS

Recent ~

Analytical Report

‘ Contract Workspace (Procurement)

Compound Report

Common Actions v

Select Contrébt Request
(Procurement)

Create
Contract Workspace (Procurement)
Contract Request (Procurement)

Analytical Report 19

|Contract Request (Procurement)l

Contract Workspace (Procurement)
Customer
Guided sourcing project

Guided sourcing request

Knowledge Project
Quick Quote Posting
Quick Survey
Supplier

Supplier Research Posting

Quick Survey
M Draft Open B Overdue M Expired
More Pending Se... Completed 30 Days Items
Manage
Public Reports News v
Core Administration Company news content has not been configured by your system administrator.
SM Admin
More v
My Documents v To Do v
Titlg Date | Siatic Date | Sigtiuc Titlg
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Enter the Name of the
Create Contract Request (Procurement) request

To create a Procurement Contract Request, specify the fields below. Templates used for constructing your Procygefhent Contract Request appea ection at the bottom of the page, and available More

Name: * | Untitled Contract Request (Procurement) ®

Enter a Description

Description: —size— ||| —font— hd

Select the type of Contract

Select the Supplier

Copy from Contract: (no value) Y

Enter the Contract Amount

Test Project: * "ﬁ:f:‘:‘\ Yes .‘. No (D

Contract Type: *| No Choice 4 Agreement Date: ‘ ®
Supplier: * | (no value) Term Type: * ‘ Fixed v ‘ ®
Affected Parties: ‘ (no value) Effective Date: * ‘ ‘ 0]
Current Contract Amount; * usbv () Expiration Date: * ‘ ‘ ©)
Commodity: * (no value) AV ‘ ©) Event Date (If Applicable): ‘ ‘ 0) ﬁ

Drexel

(no value) 4 ‘ ©) UNIVERSITY

Departments: *




Contract Type:

Supplier:

Affected Parties:

Current Contract Amount:

Commodity: *

Departments:
Predecessor Project:

Are these goods and/or
services being paid for in
whole or part with grant
proceeds or sponsored
research funds?

Address where goods will be
delivered and/or services
performed or event will be
held?

Select a template

Select the template you want to use, and answer any questions related to it to create your projet

'i\_!,ﬁ' Drexel University Contract Request Template

No Choice

(no value)

(no value)

(no value)

(no value)

(no value)

I;/.. ._\j Yes .:_f ._\;I No

Select the Commodity

Select the Department

Answer the research fund
question

Enter the Effective Date

Enter the Expiration Date

Enter the Event Date (If
applicable)

Agreement Date: ‘ ‘

Term Type: * | Fixed v‘ ®

Effective Date: *

t which templates are available.

®
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Contract Type: © { No Choice vJ Agreement Date: l J (i)
Supplier: * | (no value) v ] ©) Term Type: * ®
Affected Parties: { (no value) v ] O] Effective Date: * ] ®
Current Contract Amount: * } usbwv () Expiration Date: * ] ®
Commodity: * | (no value) v ] (O] Event Date (If Applicable): [ ] (©)
Departments: * | (no value) v ] O)

Predecessor Project: { (no value)

 JYes ( INo

Are these goods and/or
services being paid for in
whole or part with grant
proceeds or sponsored
research funds?

Address where goods will be

Select a template

Select the template you want to use, an

delivered and/or services
performed or event will be
held?

Drexel University Contract Request Template

nswer any questions related to it to create your project. How you set the fields in the section above mig

Select the Template

Click ‘Create’ button to

create the Contract Request

affect which templates are available.
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Contract Request (Procurement)

Overview Documents Tasks

L= Pe-] g III'\..-UIII'JL!-I.L | P s

Navigate to “Tasks’ section

Team Message Board History

Show: | (Any Status) v | | Required/Optional v ‘ ‘ (Any Owner) Click the drop down next to the task

Test Contract Request 24-09

‘Provide Requirements, Supporting

Documentation’

Actions v ===
Name Document Owner Status Due Date
» :
Q—) Provide Requirements, Supporting Documentation * ~ Project Owner Not Started
Test Contract Request .
@ Approve Contract Request * \/ 9 Project Owner Not Started
24-09 v
@ Create Contract Workspace * ~/ Contract Workspace v Contract Manager Not Started
(S Amend Contract Workspace v Contract Manager Not Started

* Indicates required task
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Contract Request (Procurement)

[asKs. Incomplete lasks. 3

Overview Documents Tasks Team Message Board History
Show: | (Any Status) v ‘ ‘ Required/Optional ~/ ‘ ‘ (Any Owner) v
Test Contract Request 24-09 =
Name Document Owner Status Due Date
G Provide Requirements, Supporting Documentation * ~/ Project Owner Not Started
© Action Test Contract Request Project Owner Not Started
\ Select ‘Mark Started’
© View Task Details space Vv Contract Manager Not Started
© Edit Task Contract Manager  Not Started

Mark Started

Mark Complete

Associate Document

* Indicates required task
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Navigate to ‘Documents’

Contract Request (Procurement) section

Overview Documents Tasks Team Message Board History

ITdaahoa. THLUTTIPIELE Tdaoha. 2

Test Contract Request 24-09

Click ‘Actions’

Actions

Name owner

Contract Workspace Contract Manager Not Created
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Test Contract Request 24-09 Upload
Contract Request (Procurement) Document
Create

Select ‘Document’ under
‘Upload’ Folder

Assembled PDF

Overview Documents Tasks

Test Contract Request 24-09 .
9 Show Details Analytical Report

Name Owner Status Compound Report

Contract Workspace v Contract Manager Not Crea Document
Main Agreement
Contract Addendum
URL
Form
Shortcut
Shortcut Here
Subproject

Savings Form

Download ﬁ

kel University-TEST | C55_Ul4
y | C55_ Documents Drexel
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Create Document

Upload the file and fill in additional information.

Test Contract Request 24-09 Untitled Document

No file chosen

Click ‘Choose File’

Upload file: | Choose File
EOr drop file here
Description:

— size —

Base Language: ‘English A4

Use As: ‘ Naone

Is Publish Required:  (_

/

e Open X

T ¥ 5 ThisPC » Downloads v | Search Downloads el

Organize ~ New folder = 1 @

Drexel University ™ Name Date modified ~
E Important Docur “ Yesterday (3)
I Production Load =
mE Contract Supporting Documentation 10/1/2024 4:47 PM
@ OneDrive - EY @ QRG- Ad hoc Review 10/1/2024 4:16 PM
Attachments & IC Agreement OGC FINAL 63024 fillable 10/1/2024 4:01 PM
Choose the Supportlng document 9/27/2024 8:32 AM
. ‘ ) 972572024 2:48 PM
from your desktop and click ‘Open
9/25/2024 2:41 PM
R = Qrexel UAT Scripts_Contracts 972572024 2:37 PM
&= Pictures
9/25/2024 2:04 PM
' This PC 9/24/2024 10:53 AM v
[S= N N PR S >
File name: ‘Contract Supporting Documentation \&* |AI| files v ‘
Upload from mobile ‘ I Open I ‘ Cancel ‘
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Create Document

Upload the file and fill in additional information.

Test Contract Request 24-09 Untitled Document Once Upload ed, Cl |Ck ‘Create,
button

Upload file: | Choose File | Contract Su...entation.pdf

iOr drop file here :
Description: — size — ;H — font — ;] j ®

Base Language: English ~~

Use As: {None v

Is Publish Required: O Yes © No

D Announce the creation of this new document. (0

D Unzip contents to project. (i) ﬁ

Drexel

UNIVERSITY




Document

(L contract Supportin...

Drag and drop file to replace

Status:  Draft

Version: vl

ID:  Doc1298816544

Contract Supporting Documentation

Listed below are the details of this Document, including tasks associated with it. You can Edit the overview, Copy or Move the Document, and publish it More

Test Contract Request 24-09 Contract Supporting Documentation

Overview Version History

Click ‘Done’ to navigate back

i Download l Upload

Properties

Last Modified: 10/01/2024

Description: (i)
Status: Draft (O Creation Date:  10/01/2024
Version: Vvl Access Control:  (No additional restrictions) (i)
Version Comment:  Original Version Is Publish Required: No
Owner:  Ashley Gaston (1)
Editors:
Use As: None

Base Language: English
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Contract Request (Procurement)

Navigate to “Tasks’ section

Overview Documents Tasks Message Board History

[aSKS. INCOmpleLe Tasks. 3

Show: | (Any Status) v Required/Optional ‘ ‘ (Any Owner)

Click the drop down next to the tas

Test Contract Request 24-09

Name
(C Provide Requirements, Supporting Documentation * ~/
(S Action
@ View Task Details s
© Edit Task

Mark Started

Mark Complete

Associate Document

Document

‘Provide Requirements, Supporting
Documentation’

Status Due Date

Select ‘Mark Complete’

Project Owner Not Started
Contract Manager Not Started

Contract Manager Not Started

* Indicates required task
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Contract Request (Procurement)

Overview Documents Tasks Team Message Board History

Show: | (Any Status) v ‘

29
~ Click the ‘clock’ icon next to the task
‘ ‘Approve Contract Request’

Test Contract Request 24-09

Document Owner

ife Requirements, Supporting Documentation * ~ Project Owner

' Test Contract Request
@ Approve Contract Request * q

Project Owner

24-09
Q—) Create Contract Workspace * v Contract Workspace Contract Manager
(S Amend Contract Workspace v Contract Manager

lasks. MCOMPWELIE Tdsks. £

Actions

Status Due Date
Complete

Not Started

Not Started

Not Started

* Indicates required task
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TSK1297745115 Approve Contract Request

Submit the contract request for approval.

— Test Contract Request
1 = 24-09 v

2. Specify Due Date

\_ Days after parent phase starts: None

@) Fixed Date: ‘ |

3. Provide an initial message and click Submit

Enter any message for approvers

— size — :” — font — :'

Click ‘Submit’ to submit the

Contract Request for approval

Additional Attachments./
4. :
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