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The purpose of this job aid is to show the 
process of updating a Contract 
Workspace to track the participation and 
contract spend for SBE Certified vendors. 
This is also known as a “D-Form”. 

This process follows the creation of a 
Contract Workspace in Ariba. 

For additional resources on Contract 
Workspace creation, find the following links 
below:

SIM Video- Purchasing Training: How to Create a 
Contract Workspace
Job Aid- Purchasing Training: How to Create a Contract 
Workspace

Additional resources can be found on 
Procurement’s Ariba webpage: 
https://www.lausd.org/Page/19812

https://www.lausd.org/cms/lib/CA01000043/Centricity/Domain/98/Create_a_Contract_Workspace_08202024.mp4
https://www.lausd.org/cms/lib/CA01000043/Centricity/Domain/98/How_to_Create_a_Contract_Workspace_QRG.pdf
https://www.lausd.org/Page/19812


Open your Contract Workspace, then select the 
‘Documents’ tab.
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From the ‘Documents’ tab, click ‘Actions’



From the ‘Actions’ menu, select “Form”
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Select the radio button to the left of ‘SBE 
Utilization Data’ and then click either ‘Create’ 
button.



In the ‘Title’ field add a title for this D-Form entry. 
Add additional details in the free-text 
‘Description’ field.

The ‘Base Language’ should remain as English. 
The ‘Is Publish Required’ radio selection should 
remain as ‘No’ to ensure availability of reporting 
features. 
The ‘Test Form’ radio selection should always 
remain selected as ‘No’.

5

6



The Supplier will default from the Contract 
Workspace. Update the radio selections for the 
certifications which are applicable for the 
Supplier.  
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For this Example, we’ll say that our test 
supplier is SBE Certified only. So I’ll update the 
radio selection next to ‘SBE Certified?’ to ‘Yes’. 
For all other certifications, select ‘No’



If you have sub suppliers or sub contractors 
who are certified, you can add their details in 
the ‘Sub Supplier Data’ section. 
First, click ‘Add’.
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The SBE Utilization % is automatically 
showing at 100% because our test supplier 
‘Empire Steel’ is the only Supplier for this 
agreement. The utilization totals will auto-
calculate on the right. 



Search and select the sub supplier by clicking 
the downward arrow in the Sub Supplier field, 
then click ‘Search more’. 
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Search for the supplier with the text field and 
then click ‘Search’. You can click the supplier 
name in blue to review additional details and 
confirm they are the correct supplier. Then, click 
‘Select’. Once you’ve selected the Sub Supplier, 
click ‘Done’.



Use the arrows to scroll to the right and review 
all of the available certification selections.
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In this example, we’ll say our Sub Supplier is 
Micro certified and will be completing 20% of 
the work for this agreement. 
First, click ‘Yes’ on the radio button for ‘MIC 
Certified?’
Then, in the ‘MIC Utilization %’ field, enter ‘20’
Select ‘No’ for all other certification radio 
buttons which do not apply to the Sub 
Supplier.



The MIC Contract Amount will automatically 
update on the right after you make your Sub 
Supplier updates. This area also calculates 
the total utilization % of sub suppliers on the 
left.
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Repeat these steps for any additional Sub 
Suppliers, and when complete click ‘OK’
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Review your entries for accuracy, if you are 
not ready to publish, you can click ‘Save’ to 
update your progress and save the form as 
a draft.

17

To finalize the form, click ‘Publish’. The 
status of the form will now reflect as 
‘Published’
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To Edit an existing form, navigate to the 
Contract Workspace. Then, select the 
‘Documents’ tab.
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Click the downward arrow next to the title 
of the published SBE Utilization form.



From the Action menu that opens, select 
’Open’.
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At the top of the page, select whether you 
would like to make edits to the same version 
of the form or if you would like to save and 
publish the changes as a version 2 (v2).



Scroll down and make updates and edits as 
needed. To remove changes and return the 
selections to the previous version click 
‘Revert’.
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On some occasions you may need to add, 
remove, or replace one of your sub 
suppliers. To do so, open the D-Form and 
scroll down to the entry for the sub supplier 
you need to remove. 
In this example, we’ll say that Appealing Practices is being 
replaced as a sub supplier by Newfangled Practices who 
VBE certified. 
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We will leave the entry for Appealing 
Practices to have a historical record of them 
being a sub supplier for this contract. 
However, we will edit and remove their 
utilization % so it isn’t falsely reported on the 
contract. 
To do so, update the % Utilization field to ‘0’

25

This will also update the MIC Contract 
Amount and Utilization % at the top of the 
form. 

26



To add the new sub supplier, click the ‘Add’ 
button in the ‘Sub Supplier Data’ section.
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In the new field that opens, click the 
downward arrow in the ‘Sub Supplier’ field 
and search/select the new sub supplier.
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Select the appropriate ‘yes’ and ‘no’ 
responses for the utilizations and then add 
the associated % utilization for any 
applicable certification. The % utilizations 
and amounts will automatically update at 
the top of the form.
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When you have finished making changes, 
you can click ‘Save’ to save your changes or 
you can click ‘Publish’ to create a v2 of the 
form or make changes to the original form 
based on your change settings.
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