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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 3,45
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.

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

Access Ariba from the Ariba - Access to the University Procurement

Employee Portal. /@\ System

Log in using your Purdue Career Account
Login:

Log in using Purdue career
account ID and password. Password

To access the page you are requesting, a valid
Purdue University career account Username and
Password must be provided
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On the Home Tab, to make sure you are seeing all the items requiring approval, complete the following steps.

To Do W
D Date From Status Title Required
QO116RC167 212016 Pamela A Williams E Composing Fighers 2 Way Match W2 Receive Al
QU116RC156 11252016 Pamela A Williams E  Composing Copy of Load Test#1 Receive
Cllck V| ew A” . QI116PR100 12272016 Cynthia A Stinebaugh B Submitted QRC screen shots Approve
QO116PR169 112272018 WL Requeter 8 B Submitted GMR, 1/22/16 WLREQS, 1B Approve
QO116PR155 112272018 Cynthia A Stinebaugh ¥ Submitted CAS,1/22/16 STINEBAU,1B Approve
QO16PR182 112272016 WL Requeter 3 B Submitted AK,1-22-16,2A Approve >
o . o . '"”"“"'I WView All
Receive (50)
Approve (50)
Click Approve. : :
Reconcile Invoice (50)
Watch (50)
Approvable Type: No Choice W
No Choice
> il
Search Fil Advance Payment
Cancel Invoice Request
(D Found mor Charge Reconciliation I
Select Approvable Type Contract
Contract.
To Do Contractor Expense Sheet
R Contractor Survey
| Type
— Contract Request
|_| = Form
|_| = Invoice
1 = louoice Baconciliation
Click the arrow to expand the ESearch Filters
Search Filters.
Date | Custom 2%
Created:
No Choice
From the Date Created drop-
down, select No Choice. Today
Yesterday
. This Week
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Click Search

Search Reset

Click on the ID to open the
contract to review.

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.

D Date | From Status Title

8/19/2021 TEST Contract - Level 5 - 5200000000

A\ InApproval  Contract Approval

Required Action

Open

Approval Task

This tack has been submitted for document approval. If you are the task approver, you

Routing Contract Approval

TSK3133806199 Contract Approval

- Update Description Field with key points for Approvers

. Add date and Submit

Go to Message Board - click on Post via email to get the email address

Send email to the approvers with Message Beard email address in the CC field.
Request that approve opy =ll on replies

Type Approve or Deny at the front of the original subject line

When all have approved:

Make sure all responzes have been added to the message board

Select Approve

I T TR

Leanna M Zeller
Updated.....please review and approve.

[J Centract Documents [Read Only)

O tEsT

Click the Overview tab to view
Cost Center (Customer
Department) and Contract
Amount.

TEST 5

Contract Workspace (Procurement)

Documents Tasks Team Message Board History
Overview Actions v Process
Contract ID:  CW223218 v Open~
v Negotiation
Contract Status:  Draft

"$  Routing W

Version:  Original = pending v

Owner:  Leanna M Zeller (i) =

Fully Executed v’

et No ()
Commodity:  Software 4323 (D)
Base Language: English Quick Links

Regions: _WLCG PS Contracts Group

. E Purdue Contracting Report
I Customer Department: 5200000000 Executive Offi.. Viewmare (3 I o
ata
Access Conuol:  (No restrictions - Accessible 1o all users) ()
Description: ()
Announcements
Contract Attributes Actionsy  \Weleome tothe project!

Last Published: (o value) ()

Hierarchical Type:  Master Agrsement

Proposed Cont

Amount

$22,000USD

Supplier: Test Supplier |
Affected Parties:  Test Supplier | (D)
Agreement Date:

Process Status:  Routing (3)

Contract Type:  Professional Services Agreement - PSA Standard (i)
Target Date:  Thu, 26 Aug. 2021 (D)
Contract Requestor:  Ariba Test ()
Sub Agresments:

View Agreement Hierarchy

ID CW2232181

Tasks: Incomplete Tasks: 4

All Tasks
8/26/2021

8/26/2021
8/31/2021

All Documen

W

New Details

B8i26/2021
Leanna M Zeller
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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.

TESTS

Contract Wk

Quick Li

niew Documents

orkspace (Procurement)

nks

&| Purdue Contracting Report
g Ref
Data v

TEST S

Con  Action

o

Sigr View Details

Edit Attributes
Copy

Move

Add to Quick Links
Lack

Create Shortcut
Replace Document

Create New Task

To Do
Review
Approval
Megotiation
Signature

Motification

asks Team Message Board History

Open downloaded file from
browser/computer and review.

Downloads B Q
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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.

TESTS

Contract Workspace (Procurement)

Overview Documents Team Message Board History

Show: {Any Status) s l

Required/Optional v] I (Any Oviner)

TESTS

MName
> \" Open v
» «/ Negotiation
V' Dual Review * \

v Update Form data ® v

iy Contract Approval ™ “v

= Action -
» = Full Edit Task
Open Folder
Click Approve if contract fiscal
|nf0 rm ath n |S correct. Properties Task History Approval Flow

Approved Approved
Submitted v v v Approved
+/ Whitney A Beutel (Tier 3 Approver) ' Julie A Smith (Tier 4 Approver) Tier 5 Approver
Click Deny if contract fiscal
InfOI’matIOI’\ IS InCOI‘I’eCt Properties Task History Approval Flow
Approved Approved
Submitted A ¥ A Approved
/' Wnitney A Beutel (Tier 3 Approver) v/ Julie A Smith (Tier 4 Approver) Tier 5 Approver
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TESTS Routing / Contract Approval

TSK3132822033 Contract Approval Round 1: Denied

1. Update Description Field with key points for Approvers
2. Add date and Submit
ge Board - click on Post via email to get the email address
rs v ard email address in the CC field.

copy all on replies

at the front of the original subject line

e approved

a. Make sure all responses have been added to the message board
b. Select Approve

3
4
a
b.
5.

The approval workflow will

Change to Den | ed O3 Contract Documents (Read Only) The reviewer has already responded. You have the following options
W TEST = Review comments on the Task History

Julie A Smith  Denial
Denied New Round

Properties Task History Approval Flow

Pending
Submitted Approved

Tier 2 Approver

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.
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