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The purpose of this job aid is to show how 
to create a Contract Workspace in Ariba. 
This workspace functions similarly to the 
Contract Header level details and fields 

found in the previous SAP SRM. The 
Contract Workspace serves as a central 

repository for all contract-related 
information and documents.

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/


You will be directed to the Ariba 
Procurement page.
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Ensure that you are in Parent Realm of P2P 
Core (LAUSD). To change this, click on the 
globe icon.



Click Create →Contract Workspace 
(Procurement).
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Give the Contract Workspace a unique 
and descriptive title in the NAME field. A 
naming convention may be provided by 
your department/unit. As you navigate 
the Contract Workspace and fill in the 
fields, please note that required fields and 
selections are indicated with a red 
asterisk.



The Related ID field is an optional free 
text field which may be used to 
reference a previous contract or 
sourcing project for tracking purposes.
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The Description field can be used to add 
additional detail such as the contract 
synopsis / information from the sourcing 
project which initiated the contract 
creation.



The Copy from Contract function is used in 
Supplier Change Amendments (Novation) 
and is covered in a separate training. 
During standard Contract Workspace 
creation, this field can remain as is.
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The Test Project radio button defaults to No 
and should remain as No. Any tests should 
be done in the test environment, not in 
production. 
The Base Language selection defaults to 
'English' and is the only option available.



The Agreement Date is an optional 
selection. It may be used to note the date 
the Agreement was reached, or to track 
another milestone as determined by 
Procurement. 
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Clicking the Hierarchical Type button 
opens a drop-down list. After publishing, 
this field can only be edited through an 
amendment. 
It is LAUSD's recommendation to use Master 
Agreement for all contracts to allow for 
additional functionality if needed. The 
definitions of each Hierarchical Type have 
been included in the next slide. 



Master Agreement selection creates a 
contract workspace that can be the 
parent of a sub-agreement. You must 
create and publish a master agreement 
before you can associate a sub-
agreement with it. Master agreements 
and their sub-agreements must be of the 
same contract workspace type.

Sub Agreement selection will be used to 
link Sub-Agreements to a master 
agreement (also known as a parent 
agreement). If you select this Hierarchical 
type, SAP Ariba displays a field in which 
you must specify the Parent Agreement. 

The Stand alone Agreement selection 
creates an independent Contract 
Workspace which will not allow for the 
addition of a Sub Agreement at a later 
date if needed.
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Click Master Agreement.
After publishing, this field cannot be edited 
through an amendment. 
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Clicking the Term Type button opens a 
dropdown list. Select the applicable 
option. For this example, we are using 
Fixed. 
Detailed explanation of each Term Type 
can be found on the next slide.



Fixed: A contract workspace that expires 
permanently when it reaches its 
expiration date. After the expiration date 
has passed, you can only extend a fixed 
contract workspace by amending it and 
changing the expiration date. 

Perpetual: A contract workspace that 
never expires; also known as an 
evergreen contract. 

Auto Renew: A contract workspace that 
is automatically renewed (extended) 
past its expiration date. The first renewal 
occurs on the original expiration date. 
SAP Ariba updates the expiration date 
for each renewal. After the last 
expiration date has passed, you must 
use a renewal amendment type to 
extend it.
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Click the calendar icon to select the Effective 
Date. The Effective Date is the date on which 
the contract becomes effective. 
Click the corresponding date to make your 
selection. The single arrows navigate through 
months, and the double arrows navigate 
through years.
Note: if the effective date is a future date, the contract will 
not be published until the date is reached.



Click the Calendar Icon to select a date for 
the Expiration Date. The Expiration Date is 
the date on which the contract expires. This 
field is only used in contract workspaces 
with Fixed or Auto Renew term types.

Choose the expiration date.
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Once an Expiration Date has been 
selected, the Notice Period field will 
appear with required entry. 
The Notice Period(in days) is the number 
of days before the expiration date that 
notification is required for changes to the 
contract. 
Enter the number of days in 
corresponding field.
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The Supplier drop-down is used to add 
the awarded supplier for the contract. 
Each contract workspace can have only 
one supplier. 
After publishing, this field cannot be 
edited through an amendment. 
Supplier changes (novation) must be 
processed through the creation of a sub-
agreement. This process is covered in a 
separate job aid.

To add the Supplier, first Click the 
downward arrow on the selection field.
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The system will display recently used 
suppliers, to search for additional options, 
click on Search more.

The system will navigate to the Supplier 
search page for you to choose your 
supplier. Type the Supplier's name, ID# or 
related term into the search box and click 
'Search’.
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Search Results will be displayed below the 
search filters. Select the radio button to the 
left of the applicable Supplier.
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After selecting the supplier, Click OK in the 
top right of the page.
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After making your selection, you will be 
navigated back to the Contract 
Workspace. The selected Supplier is now 
populated in both the Supplier field and 
the Affected Parties field. 

Additional explanation is included in the 
next slide.
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Affected Parties are suppliers that are 
involved in the contract project, but who 
might not be direct participants. The 
field is useful for contracts that are 
sometimes referred to as "multi-party 
contracts", or contracts for which they’re 
subcontractors.

The organization you specify as the 
contract project supplier is 
automatically added as an affected 
party and cannot be removed from the 
Affected Parties field. You can add and 
remove other organizations in the 
Affected Parties field. Since a contract 
project’s affected parties are distinct 
from its supplier or customer 
organization, you can use the Affected 
Parties field to filter searches or reports, 
or to search for a contract project’s 
affected parties.
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The Contract Amount field refers to  the 
monetary value of the contract; in the 
previous SAP SRM system, this was referred 
to as the 'Target Value’.

Enter the $ amount of the entire contract 
including all items for the term of the 
contract.
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Total Original Contract Amount typically, is 
the total negotiated amount that has been 
approved.   

Note that after publishing, this field cannot 
be modified.

 Enter the applicable value in the field.
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The Product Category field specifies the 
type of goods or services covered by the 
contract. 

Click the drop-down arrow in the field.
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Click Search more.



30

31

Search for the Commodity code that is most 
applicable to the contract. Using more 
general search terms is recommended (Ex: 
professional vs. design consultant). 

Click Search.
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Search results are displayed below the 
search box, review the selection options or 
search again as needed.

When you’ve determined the appropriate 
selection, click the open box to the left of the 
Product Category Name.
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Click Done.

To select the Sponsoring Department, first 
click the downward arrow in the response 
field.
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Click Done. 

The system will display recent selections. 
To search for additional departments click 
‘Search More’.
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You may search using the sponsoring 
department’s name with the function drop-
down selection, or using the department 
cost center number by selecting the ID 
option from the search drop-down.

When you’ve determined the appropriate 
selection, click the checkbox to the left of 
the Sponsoring Department's Name.
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Click Done.



The Predecessor Project field is an 
optional field which can be used to 
reference any Ariba document that led 
to this contract. For example, a 
Purchase Requisition or Sourcing event 
such as an RFP.

Choosing a predecessor project from 
the Predecessor Project pull-down 
menu creates this project as a follow-
on project to an existing project. Fields 
in the current project that are also 
present in the predecessor project will 
be pre-populated with values from the 
predecessor project.
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The Agreement Type field requires a 
selection.  Click the downward arrow to 
review the available list of choices.

Choose the agreement type that best fits 
this contract.
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The Renewal Terms field is an optional free 
text entry field. This can be used to enter text 
describing the renewal terms for this 
contract.

Clicking the Contract Type button opens a 
dropdown list.
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Click on the most applicable selection for 
Contract Type.

The Risk field requires a selection. Click the 
drop-down arrow and select the applicable 
risk level for the contract from the drop-
down list. 
The risk of the project outlines the likelihood for 
the contract to require a change request or 
amendment on the scope, timeline or budget 
outlined in the agreement. 
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Clicking the Spend Type button opens a 
dropdown list.

Choose a spend type from the dropdown 
list.  If contract is multi-funded, then select 
'Other'.  The 'Other Spend Type' field will 
appear allowing you to enter multiple 
spend types in a free-text field.  
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The Exemption from Competition Type field 
is an optional selection. For applicable 
contracts, click the field to open a drop-
down list.

Review the list of exemption types, and 
select the option most relevant for the 
contract. 
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Clicking the Contract Category button 
opens a dropdown list.

Review the list of Contract Categories, and 
select the option most relevant for the 
contract.
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Click on the relevant Contract Category to 
make your selection .

Clicking the Solicitation Team button opens 
a dropdown list.
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For this example, we will select Professional 
Services.

Baseline Spend is a field that allows you 
to enter the previous spend for this 
product or service. The baseline spend 
will be one measurement used to 
calculate savings.
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Click on "Select" to choose the "Sponsor 
Contact Person“.

The search box opens to allow you to 
search for the Sponsor Contact by Name or 
Email Address. Make a search criteria 
selection from the drop-down to search 
using different fields. 
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Once you have located the appropriate 
sponsor contact, click the checkbox next to 
their name. 

Discount (%)
If your contract is based on a discount 
percentage you may enter that 
percentage here. For example, a 20% 
discount off list price.
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The Payment Term defaults to 'Vendor - Net 
45 Days' and does not reflect in Purchase 
Requisition. It is only used for reporting 
purposes.
If this contract has different payment terms, 
you can set those contract-specific 
payment terms here.

Select a Template field has a preselected 
Radio button next to the LAUSD Contract 
Workspace Template. This is currently the 
template to be used for all LAUSD 
Contracts, but more may be added by 
Procurement at a later date at which 
time a manual selection will be required.
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Click Create.

You have now created a Contract 
Workspace. Note that the contract status is 
‘Draft’. Upon creation, the system assigns a 
Contract Workspace ID. In this example, the 
Contract Workspace ID is CW10156. 
Now, you will proceed to manage the 
Contract Workspace and publish it.
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The top of the page displays several 
navigation tabs. The Overview tab contains 
all of the fields you just completed during 
the Contract Workspace creation phase. 



65
You can change any of these fields while the 
contract workspace is still in Draft status. 
To change any of the fields on the Overview 
tab, locate the field that needs to be changed 
and then click Actions to the right of the 
section. 
For example, to change the Sponsoring 
Department, in the Overview section, click 
Actions and select 'Edit Attribute' from the 
drop-down menu.
All the sections on this Overview tab work the 
same way. If you need to edit a field in the 
Contract Attributes section, simply click 
Actions to the right of the Contract Attributes 
section and so on for any of the sections. 



66

67

The Process section at the top right of the 
Overview tab allows you to quickly see the 
different phases of the contract which 
includes tasks for this contract workspace. 
Once you have completed all the required 
tasks, this contract can be published. 

The next tab is the Documents tab.
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In this tab you will see the Contract Terms 
document. This document will create what 
is known as Contract Compliance. There is a 
separate training module covering the 
Contract Terms document in detail.
The folder titled Contract Documents is 
where you will upload contract documents 
as you go through the contract creation 
process.
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Expand the folder by clicking the right facing 
arrow.

We can see that this folder currently 
contains one document.
It is a sample contract agreement and we 
can tell that the document type is a 
Microsoft Word document as indicated with 
the W on the document icon.
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To open any document in Ariba, click the 
downward facing arrow.

A drop-down list will open with lots of 
options. The most common actions are to 
download existing documents and upload 
additional documents.
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First, we'll review how to Download 
documents. This will download the 
document to your desktop.
You may want to use this feature to 
download and e-mail this document to 
someone that is not on Ariba.
Click Download.
This automatically downloads the file. You 
can retrieve the file by clicking 'open file' 
from the download area of your browser. 
(This is typically displayed in the top right 
of your browser window but may vary 
depending on the browser you are using.). 
You may also use your computer’s file 
explorer to view the download.
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Next, let’s review the process to upload a 
document to the Contract workspace. For 
example, uploading a signed copy of a 
contract document. This can be any file 
type, PDF, Word, Excel, etc.
To begin, click Actions in the top right of the 
Documents tab.

Click Upload - Document.
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Click Choose File, or drag and drop a 
document.

In your File Explorer, locate the contract 
document that you want to upload to the 
Contract Workspace.
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Select the document.

Click Open.
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Now that you are back in Ariba, you can 
choose to add an optional Description for 
the file. There are also several optional 
settings for the file. After adding a 
description as desired and making any 
necessary setting changes, Click Create.

Click Done.
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You have the option to drag the document 
to any location, such as the contract 
Documents folder.

Expand the Contract Documents folder to 
make sure your Word doc was moved into 
this folder.
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We have verified that the uploaded 
document is in the Contract Documents 
folder.

Moving from left to right, the next tab is the 
Tasks tab. Click Tasks. 



86The Task tab outlines the contract process 
at LAUSD, divided into phases and multiple 
tasks. 
By following the task list, you can ensure 
that all necessary steps are completed for 
drafting and executing a contract.
Phase four tasks focus on contract terms 
and compliance, which will be covered in a 
separate training simulation.
As shown on the screen, Phases 1-2 and 3 
each include several tasks. This is the 
standard contract process at LAUSD. To 
ensure a smooth process, start with the first 
task and work your way through the task 
list, completing each step sequentially.
Note:  Required tasks are marked with a red 
asterisk and must be executed and completed in 
Ariba prior to publishing the contract.
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Click on the Team tab. 

The Team tab allows you to assemble your 
contract team and grant them access to 
the contract. Team members can review 
documents, complete assigned tasks, and 
monitor the contract's progress.

To add team members or create a new 
team, click Actions on the right side of the 
screen.
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To add members to an existing group, click 
the downward arrow to the right of the 
group name.

Click Search more.
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Search using the team member’s name or 
change the search criteria in the drop-
down.

Click Search.
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Click the checkbox to the left of the person, 
or group you would like to add.

Click Done.
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Let’s follow the same steps to add to the 
Legal Team. First, click the downward arrow 
to the right of the group name.

Click Search more.
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Type in your search.

Click Search.
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Click the checkbox.

Click Done.
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We have added the purchasing 
organization and the legal team to this 
contract workspace.

Now, add a custom group to invite the 
LAUSD stakeholder.

Click Add Group.
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Give the group name a unique title.

Click OK.
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Click the downward arrow to add a person 
to the group you just created.

Click Search more.
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Type in the name of the person.

Click Search.
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Click the checkbox to the left of the person's 
name.

Click Done.
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We have added a small team to this 
contract.
Each person and each member of the 
groups that we have added will receive e-
mail notification that the system creates as 
this contract moves through the contract 
life cycle.
Additionally, the team members have the 
ability to log on to Ariba and view the. 
contract, contract documents, task list, etc.
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Click OK, the teams have been updated.

The Messages tab is a great place to 
send contract related messages to the 
team that was identified in the Team 
tab. 
Click Message Board. 
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The system starts off with a message 
welcoming all team members to the 
project. You can send your own message 
by clicking on the New Topic button.

Give the message a title. Just like you 
would with an email.

114



115

116

Enter your message.

You have the option to add attachments.
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When finished, click OK.
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We have successfully sent a message to the 
team on this contract.
The first task was to assign LAUSD team 
members to this contract workspace.
We have done that. So now we need to 
return to the task tab and mark the task as 
complete.

Click the Tasks tab.

Note:  Required tasks are marked with red asterisk 
and must be executed and completed in Ariba prior 
to publishing the contract.
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Click on the 1st task in phase one: Assign 
LAUSD team members.
The first task is to assign LAUSD team 
members which we have already 
completed. 

Click the downward arrow.



120

Click the task name and then click Mark 
Complete

All the tasks are processed in the same way.

Complete each applicable task and mark 
each task complete.
Assume we have completed all the tasks on 
the task list.



121

Next, we will come back to the Overview tab 
to complete and Publish the Contract 
Workspace. 

Click Actions to the right of the Contract 
Attributes on the Overview tab.
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Click, Publish.

Note that as soon as the Contract 
Workspace is in published status, any 
required changes must be made through 
an amendment. 
As soon as we click Publish, the Contract 
Terms document will open for review. Once 
review is complete, click Submit.  The 
Contract Terms document process is 
covered in a different training simulation.
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Click, Return to Project.
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We can see that the contract workspace 
with ID CW10156 is now in published status 
and this is version one of the contract 
workspace.


	Slide 1: SAP Ariba 
	Slide 2: The purpose of this job aid is to show how to create a Contract Workspace in Ariba. This workspace functions similarly to the Contract Header level details and fields found in the previous SAP SRM. The Contract Workspace serves as a central repos
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13
	Slide 14
	Slide 15
	Slide 16
	Slide 17
	Slide 18
	Slide 19
	Slide 20
	Slide 21
	Slide 22
	Slide 23
	Slide 24
	Slide 25
	Slide 26
	Slide 27
	Slide 28
	Slide 29
	Slide 30
	Slide 31
	Slide 32
	Slide 33
	Slide 34
	Slide 35
	Slide 36
	Slide 37
	Slide 38
	Slide 39
	Slide 40
	Slide 41
	Slide 42
	Slide 43
	Slide 44
	Slide 45
	Slide 46
	Slide 47
	Slide 48
	Slide 49
	Slide 50
	Slide 51
	Slide 52
	Slide 53
	Slide 54
	Slide 55
	Slide 56
	Slide 57
	Slide 58
	Slide 59
	Slide 60
	Slide 61
	Slide 62
	Slide 63
	Slide 64
	Slide 65
	Slide 66
	Slide 67
	Slide 68
	Slide 69
	Slide 70
	Slide 71
	Slide 72
	Slide 73
	Slide 74
	Slide 75
	Slide 76
	Slide 77
	Slide 78
	Slide 79
	Slide 80

