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The purpose of this job aid is to show how to 
create a contract novation or a contract 

reassignment in P2P core. 

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.

https://ess.lausd.net/


Search for your original contract.
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4
Open your original contract that you created.



This contract had $100,000 and it has been 
consumed for $1000. So there are $99,000 left. 
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In this example, we are going to stop this 
contract from being referred in the PR. Click 
CONTRACT WORKSPACE.
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To amend the contract, go to the OVERVIEW
tab. Click “Amend” under CONTRACT 
ATTRIBUTES. 



Choose AMENDMENT as the Amendment Type 
and enter the Amendment Reason. Click OK. 
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Go to the DOCUMENTS tab and open your 
Contract Terms.  
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Scroll down. The next step is to set the radio 
button to prevent or allow the contract from 
being selected when users create purchase 
requisitions. 
The example below is a Commodity-Level 
contract. The Item-Level contracts may have 
different radio buttons. 
For Commodity-Level contracts, find the “Do 
non-catalog items accumulate against 
contract?” radio button and select NO. 
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For Item-Level contracts, find the “Create 
subscription for non-catalog items?” radio 
button which defaults to Yes, and select NO. 
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For either contract type, scroll down and locate 
the 'Include Subagreement Accumulator' radio 
button and select YES.  This enables the spent 
amount in the new sub (child) agreement to roll 
up to this (parent) agreement.



DEACTIVATE the line item, check the box next 
to its details, then click DELETE. To 
REACTIVATE the line, check the box and click 
ACTIVATE. 
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If the line item has PO issued against it, then in 
the ACTIVE column the status will change  to 
'No'.  If the line item has no PO issued against 
it, then the line item will disappear when you 
click on DELETE.
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Click ADD ITEMS and then ADD A NON-
CATALOG ITEM.
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Enter the Description of  the item.  In the 
Commodity Code, search and select 'ZNOVA'. If 
it is an Item-Level contract, the Supplier Part 
Number is also required.  You may enter 
'Novation'.  
Click OK.
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Click EXIT Save this request
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You will be brought back to your OVERVIEW 
tab. 
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Under Contract Attribute section, click ACTIONS
and then PUBLISH.

Click SUBMIT. 
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You'll see a message confirming that your 
contract request has been sent for approval, if 
applicable.
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Click Return to PROJECT.
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The Contract Status will be updated to 
Published. This may take a few minutes. 
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Now, we are going to create a sub-
agreement and reference this as a parent 
contract. Go to the HOME screen.



25

Click CREATE CONTRACT WORKSPACE 
(PROCUREMENT).

26

Enter the NAME of the contract.



27

You have the option to copy the information from 
your existing contract. This will transfer some of 
the data from your previous contract. 

28

Once you choose the contract, the majority of the 
Workspace/Header information will auto-populate.



29

To change the SUPPLIER, click on the down 
arrow. A list of recently used suppliers will be 
provided. You have the option to SEARCH MORE 
and select the appropriate supplier. 



30 Update the EFFECTIVE DATE. 

31
Enter the EXPIRATION DATE if applicable. The 
Expiration Date can be before or the same as the 
parent contract's Expiration Date. 
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Update the CONTRACT AMOUNT to the 
remaining balance of the contract. Since we 
already consumed $1000.01, the remaining 
balance would be $98,999.99.

Choose SUB AGREEMENT as the Hierarchical 
Type. 
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The PARENT AGREEMENT is where you will 
reference the original contract. Click on the 
downward arrow and a list of recently used 
contract will be  provided. 
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You have the option to SEARCH MORE. 
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Search by NAME then click SEARCH.
Note: You can also switch to search by Contract ID, if it's known. 

Click SELECT when you find your contract. 
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Depending on your policy, you can set the new 
TOTAL ORIGINAL CONTRACT AMOUNT. 
This field cannot be modified once the contract is 
published.  

Scroll down, then click CREATE. 
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Go to the DOCUMENTS tab.

Open your CONTRACT TERMS. 
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Choose LAUSD-C1 as the SITE.

The rest of the details were populated from 
your Contract Workspace. You can update the 
information here if needed. 
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Click OK. 

45
The CONTRACT TYPE does not copy over from 
the original contract. Make sure to update it if 
needed.
Note: if the original (parent) contract is Item-Level, then the 
sub agreement MUST be Item-Level too.
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Scroll down to ensure that all the radio buttons 
are correctly selected. These do not copy down 
from the original contract. 

For example, the highlighted fields did not copy 
over so we are updating all of these to YES.
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Click LIMITS. This information was copied over. 
Update the Maximum Limit. 

Choose YES to “Is Hard Maximum Limit”.
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Click PRICING TERMS. This information did not 
carry over. Click ADD ITEMS and then ADD A 
NON-CATALOG ITEM.

Enter the DESCRIPTION of the item, and 
COMMODITY CODE.  If it's an Item-Level 
contract, then also enter the NEGOTIATED 
PRICE and SUPPLIER PART NUMBER.
Click OK
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Scroll down to PRICINGS AND DISCOUNTS. 
Choose YES to “Add Accumulators to Parent 
Agreement”. 

Click PAYMENT TERMS to ensure this 
information is correct. If not, you can update it 
by clicking CHANGE PAYMENT TERMS.
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When everything is correct, click EXIT SAVE
this request. 

Go back to the OVERVIEW tab. 
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Under the Contract Attributes section, click 
ACTIONS PUBLISH.

Click SUBMIT. 
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You'll see a message confirming that your 
contract request has been sent for approval. If 
you did not add an approver, then the contract will 
proceed to be published.

Click Return to PROJECT. 
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Contract Status will be updated to PUBLISHED. 
This may take a few minutes. Refresh the screen 
as needed to see updated status. 
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