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Approving Contracts in Ariba Quick Reference Guide 

Last Updated: 09/22/2021 

This QRC provides the basic steps to review, edit, approve or deny a contract.   

The Contract Workspace will add fiscal approvers based on the Customer Department (cost center) and Contract Amount.  

Approval flow noted below. Contracts for $1K and less will not add a fiscal approver.  

Fiscal Level Contract Amount Fiscal Approvers 

NA $1,000 < NA 

Tier 1 $1,000.01 - $5,000  1 

Tier 2 $5,000.01 - $25,000 2 

Tier 3 $25,000.01 - $100,000 3 

Tier 4 $100,000.01 - $500,000 3,4 

Tier 5 $500,000.01 - $1,000,000 3,4,5 

Tier 6 $1,000,000.01 - $2,000,000 3,4,5,6 

Tier 7 $2,000,000.01 >  Board of Trustees approval obtained 

outside of Ariba. Tier 6 will approve 

on BOT behalf. 

 

Log-in to Ariba 

Access Ariba from the 

Employee Portal. 

http://www.purdue.edu/employeeportal/ 

 

Log in using Purdue career 

account ID and password. 

 

  

http://www.purdue.edu/employeeportal/
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View All Outstanding Contract Approvals  

On the Home Tab, to make sure you are seeing all the items requiring approval, complete the following steps.       

Click View All. 

 

Click Approve. 

 

Select Approvable Type 
Contract. 

 

Click the arrow to expand the 
Search Filters. 

 

From the Date Created drop-
down, select No Choice. 
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Click Search 

 

Click on the ID to open the 
contract to review. 

 

Review Contract  

To review the Contract 
Overview (Amount and Cost 
Center) or the contract itself, 
click the Contract Name in the 
flow at the top of the page. 

 

Click the Overview tab to view 
Cost Center (Customer 
Department) and Contract 
Amount. 
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To view the contract, click the 
Documents tab. 

Click to expand the Contract 
Documents, and then the name 
of the contract. 

Select Download from the drop-
down. 

 

Open downloaded file from 
browser/computer and review. 
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Approve/Deny Contract 

After reviewing the contract, 
navigate back to the approval 
area by clicking the Tasks tab. 
 
Under the Routing section, click 
Contract Approval and select 
View Task Details from drop-
down. 

 

Click Approve if contract fiscal 
information is correct. 

 

Click Deny if contract fiscal 
information is incorrect. 
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The approval workflow will 

change to Denied. 

 

Contract will be routed back to the Contract Analyst who input the contract into Ariba. Approver should work with 

Analyst to identify changes and correct account information. Analyst will make necessary adjustments and resend for 

approval. 

 


