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The purpose of this job aid is to show how
to create a contract amendment and
update the contract terms in P2P Core.
Please view “Create Contract Workspace
and Contract Compliance” before starting

your first Contract Amendment.

To access Ariba Guided Buying, log in to
your ESS (https://ess.lausd.net/) using your
SSO (Single Sign On).
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Click on the “Procure to Pay” tile.
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You will be directed to the Ariba
Procurement page.
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Ensure that you are in LAUSD-CI1. To
change this, click on the globe icon.
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Click Contracts > Lens icon.
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Ensure that the Project Type is selected to
Contract Workspace (Procurement).
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Displaying recently viewed projects. No search was performed. To perform a search enter criteria above and click Search
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Select the desired contract by clicking on
the title of the Contract. Be advised that the
following contract fields are NOT able to be
updated after it has been published: Total
Original Amount, Supplier, Hierarchal Type
ContractID, Contract Type.
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Click Open.
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Click Overview.
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Scroll down to Contract Attributes.
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Select Actions.

Contract Attributes Actions™ !

Click Actions
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To initiate an Amendment, click Amend.
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Choose the Amendment Type by clicking
on the down arrow.

Renewal: Contract duration can be
updated beyond its original date

Amendment: Make changes or updates to
the contract terms including but not
limited to scope of changes, pricing
adjustments, or payment term
adjustments.

Administrative: Used by the System
Administrator to perform changes to the
contract for termination

Termination: End the contract before its
original date.

Amend Contract Contract 0523 “
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In this example, we will choose the

amendment option. Enter the Amendment
Reason Comment.

wtract is not Administrative, the newly creat

Provide an explanation
as to why you are
amending this contract

B

Contract Amendment for price and validity perio|
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Click OK.

Amend Contract Cantract 0523
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System will return you to the contract
workspace. Notice that the version of this
contract has changed to V1 (editing).
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Scroll down to Contract Attributes section.

Contract Attributes ]

Edit Attributes
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Click Actions - Edit Attributes.

Contract Attributes
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Scroll down to Contracts Amount. In this
example, we are updating the price.
Input the desired contract amount into
the Contract Amount field.

" " Update the contract amount
°g

appealing Practices
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You have the option to modify other
contract attributes. After making the
updates, click OK.

Edit Contract Attributes
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The system returns to the Contract

Workspace.
Team Message Board History
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Scroll down to Contract Terms Attributes.

) Click Actions to edit the
Contract Term Attributes Actions Contract Terms
Attributes

................
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Click Actions > Edit Term Attributes.

Select Edit term
Attributes

Contract Term Attributes
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To extend the contract duration, choose the
new expiration date.

Edit Contract Attributes

Make any necessary changes to the Contract Term Attributes by changing the appropriate field below. The Effecti

Fi l---'-l_i

Click Select Date
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You have the option to set e-mail
notifications to alert you when the
contract is about to expire. Set your alert
range date and days reminder to trigger.
Click OK.

Edit Contract Attributes “
Make any necessary changes to the Contract Term Attributes by changing the appropriate field below. The Effective Date is the date after which, the contract is legally binding. If a cor { O
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The system brings you back to the Contract
Workspace page. Notice that the dates
have been updated.

Contract Term Attributes
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Go to the Documents tab.

Contract 0523

History
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Go to Contract Terms

antrart N5273 ;
Contract 0523 Click the down arrow to

select open from the menu.
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Click Open.

T
Contract 0523

Team Message Board History

Contract
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This job aid only covers a limited
amendment process. Review the Ariba
training materials on creating the Contract
Compliance document for more
information. Click Limits.

Contract f /2- (CW10045) Contract 0523 Pre m
Define the overall limits for this contract request, and specify w users should be notified when those limits are reache

o
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When adjusting the price, review the limits
sections that specify the minimum and

maximum limits applicable to the entire
contract.

Maximum Limit
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Update the Maximum field, then click Next.

R326-V2: (CW10045) Contract 0523 Prey m Exit

Define the overall limits for this contract request, and specify how users should be notified when those limits are reached

Minimum Commitment

W
Maximum Limit Update the Maximum
Limit from $120,000 to
$150,000.
- y g . 150000
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Click Pricing Terms. You can modify the
item details as needed. Click Add items.

Contract R326-V2: (CW10045) Contract 0523 Prey ' m—

1 and modify the pricing terms for the contract. The term category displayed is based on the contract type specified on the Definitions page (for supplier

Materials and Services

Click Add items
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Update the necessary fields.

Update the full description of the item and
the commodity code, negotiated price, and
other relevant information. Keep in mind
that information here comes from the

contract entered previously.

Add Item Level Pricing Terms

er a descnpio

for this item.

A text is entered in the
text field.

*
{No value
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Update the Supplier Part Number.

Supplier Information
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Click OK.

Supplier Information

ServicesO1
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Click Done. New line item will be updated
among the materials and services listed
under the Pricing Terms section.

Click Done
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Go to the Summary tab to review the
details.

Definitions

& SRS
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Update the comments describing the
amendment to the contract. Click Save to
save the Contract Compliance document.

Comments - Entire Contract Request

Added Furniture Service as a new line item.

Click Save
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System redirects you back to the Contract
Workspace screen.

Contract 0523

Lont - Click Overview
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Click on Overview tab.

Contract 0523

Lont - click Overview

26

To publish the amendment, scroll down to
Contract Attributes section.

Click Actions

Contract Attributes
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Click Actions - Publish.

Click Actions

Contract Attributes Action
Select Publish [% fbutes
Pu H
Clos
26 Create Sub Agreement

The system opens up the Contract
Compliance Term Document Summary
section. Verify the changes.

Definitions

AR g
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Scroll down. Click Submit.

Click Submit
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Contract Request has been submitted.

PROCUREMENT MORE...wv

Contract Request - Submitted

Your contract request has been submitted for approval. You can wiew the status or the approval flow to see where the request is in the process

CR326-V2 - (CW10045) Contract 0523 has beer bmitted

the Aribg Home Page

n to Proiect
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Click Project
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Click Return to Project.

Contract Request - Submitted

Your contract request has been submitted for approval. You can view

CR326-V2 - (CW10045) Contract 0523 has been submitted

Click Project
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Contract Status will show as Published
along with the new version.
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