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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.

Procurement

Procure-To-Pay
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https://ess.lausd.net/
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You will be directed to the Ariba
Procurement page.
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HOME CONTRACTS PROCUREMENT CATALOG MORE... Recent ~ Manage

Requisiion | Tile D ¥ Q|

Common Actions v To Do

Create ID Date { From Status Title Required Action

Requisition
No items
Sourcing Project
Sourcing Request
My Documents
Contract Workspace (Procurement)

More ID Title Date 1 Status

Manage No items
Administration

My Tasks

Upload History

More
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Ensure that you are in Parent Realm of P2P
Core (LAUSD). To change this, click on the
globe icon.
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Common Actions v To Do

Create D Date | From Status O

Requisition

No items

Sourcing Project
Sourcing Request

My Documents ~
Contract Workspace (Procurement)

More Vv ID Title Date 1 Status
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Click Create ->Contract Workspace
(Procurement).

Recent W Manage v
Analytical Report Guided sourcing reguest
Compound Report Invoice
Contract Amendments/Renewals Knowledge Project
Contract Request (Procurement) Quick Quote Posting
Contract Request (Sales) Quick Survey
Contract Workspace (Internal) Requisition
Contract Workspace (Procurement) Supplier Request
Contract Workspace (Sales) Supplier Research Posting
Credit Memo Technology Review Request Form New
Customer
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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.

Create Contract Workspace (Procurement)

To create a Procurement Contract Workspace, specify the fields below. Templates used for constructing your Procurement Contract Workspace appear in

vame: ™ | Untitled Contract Workspace (Procurement)

Description: —size— %] —font— -

Related I1D:
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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.

Create Contract Workspace (Procurement)
To create a Procurement Contract Workspace, specify the fields below. Templates used for constructing your Procurement Contract Workspace appear in
lame: ™ | Uniitled Contract Workspace (Procurement)
Description: —size— =) —font— hd
Related ID:

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 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.

L] =
Fixed v
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Clicking the Hierarchical Type button
opens ad 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.
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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.

Hierarchical Type: * l Master Agreement Vv ‘

Supplier Stand-alone Agreement

1 Master Agreement
el Partigs
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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.

Perpstual

Ll | | F

Auto Rensw




16

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 d renewdl 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.

.

4 4 [ TS
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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.

Hierarchical Tvpe: © | Master Acre -
Hierarcnical lype: Master Agreement vy

LK TR = . i & i N wan
Affected Parties: (no value)
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The system will display recently used
suppliers, to search for additional options,

click on Search more.

N SR [ S
AlTeCted Farmes:
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Appealing Practices

—

-
Cnarch mnre
i Searc
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The system will navigate to the Supplier
sedrch page for you to choose your
supplier. Type the Suppliers name, ID# or
related term into the search box and click

‘Search’.
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Search Results will be displayed below the
sedrch filters. Select the radio button to the
left of the applicable Supplier.

Choose a Supplier

Welcome to the new Search page. Waich the Tutor

Search Filter

Search Results

Organization Name
Appealing Practices
J . l
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After selecting the supplier, Click OK in the
top right of the page.

@ LAUSD - ® Q@

Choose & "||,.|'|;'|.||'I -|
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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.

—_— ke
est Projec Yes (@) No
Base Language: English ~~
e el | T s M . A N
Hierarchical Type: Master Agreement | L
Supplier Appealing Practices
Affected Parties: Appealing Practices
Contract Amoun
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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.

Base Language: English
Hierarchical Type: ™ | Master Agreement 4
Supplier: Appealing Practices
Affected Parties Appealing Practices

p m
L-ONtract Amount %125 000 LSDY L




28

The Product Category field specifies the
type of goods or services covered by the
contract.

Click the drop-down arrow in the field.

Appealing Practices _ Add maore

&9 95 N UsD i
Sle o AL LS
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Click Search more.

» . [ | - - 3
Product Category (no value)

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

Choose Values for Product Category

Add to Currently Selected

Name v IJ l Searcl

31

Click Search.

Choose Values for Product Category

Add to Currently Selected
jage | 1 v

Name professional ‘ Seawch
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Search results are displayed below the
sedrch 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.

Choose Values for Product Category

Add to Currently Selected q

ARCHITECTURAL
(FALILITIES USE L

ENGIMEERING SE
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Click Done.

Choose Values for Product Category

Add to Currently Selected Currently Selected
s e L f Seazech Mams T WD

Mama |
ARCHITECTURAL AND ENGINEERING
SERVICES, NON-FROFESSICMAL
ARCHITECTURAL SERVICES, FROFESSIDMAL
FACILITIES USE OMLY

I ..,-f| ENGINEERING SERVICES. FROFESSIDNAL

MISCELLANEDUS PROFESZIOMAL SERVICES
FACILITIES LISE OMLY
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To select the Sponsoring Department, first
click the downward arrow in the response
field.

Sponsoring Department: ™ | (no value)
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Click Done.

36

The system will display recent selections.
To search for additional departments click
‘Search More'.

1002501 Superintendent's Office

. Search more

S
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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.

Choose Values for Sponsoring Department
Add to Currently Selected (
[ Function ~- l Search
Function i -
B
ngeles Unified School District 1000000

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

Add to Currently Select

Function - |
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Click Done.

Choose Values for Sponsonng Department

Add to Currently Selected Currently Selectad

FLIBCEET &
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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.

Total Original Contract Amount: ™ | $185.000.C |USDw
Product Category: ~ | ENGINEERING SERVICES, PROFESSIO. Add more

Sponsoring Department 1002501 Superintendent's Office Add more
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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.

rFregecCesSol Fioject. | (no value) V|

No Choice vV

Renewal Terms No Choice
Confidentiality Agreement
Grant Agreement
Contract Type Lease Agreement

Risk: * | Maintenance, Repair, and Operation Agreem...

No cost Memorandum of Understanding




42

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.

- *

Agreement Type: ~ | Professional Services Agreement vo| G

Renewal Terms:

L renewal will be based on periormance

Contract Type: © | No Choice v
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Clicking the Contract Type button opens a

dropdown

ISt.

No Choice

Mo Cholce

No Choice N i
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Click on the most applicable selection for
Contract Type.

Risk: * | No Choice

Cost Plus

Firm Fixec’{rice
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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.

b B
RISk [ Mo Choice [

e: © | No Choice w | (0
High
Medium

Low
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Clicking the Spend Type button opens a
dropdown list.

47

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.

—

RISK: High v | Ui
spend fype: No Choice v/
;f.]"r\ competioon I\ pe No Choice
Administrative Fund
L egol
Bond Fund
tation ieal ‘
Federal Fund
Baseline Spend GeneralgLund
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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.

Contract Category: © | No Choice

49

Review the list of exemption types, and
select the option most relevant for the

contract.

| Mo Chaice LY
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Clicking the Contract Category button
opens a dropdown list.

- i
Spend Type General Fund W

exemption from Competition Type Mo Choice W

Contract Category: ™ | No Choice
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Review the list of Contract Categories, and
select the option most relevant for the

contract.

ystem Integratior Lease-Leaseback

mplate
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Click on the relevant Contract Category to
make your selection .

-l Contract Category: * | No Choice v [

Solicitation Team: * |  Instructional Materials

Job Order Master Agreement

Baseline Spend
Lease-Leaseback
Contact Person: ™ " £ mir
Memorandum of Understanding/Agreement
Discount (%6): Non-Stock Supplies. Equipment, General Services
.| Non-Stock Supplies, Equipment, General Services -F...

Non-Stock Supplies, Equipment, General Services - ...
. Other
System Integratior
Pass-Through

Professional Services - A&E

External System ’ (r
Professional Services - Constructions

PRfessional Services - General
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Clicking the Solicitation Team button opens
a dropdown list.

i 2 4
Contract Category: Professional Services - General
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For this example, we will select Professional
Services.

Solicitation Team: ™ ‘ No Choice v ’
Baseline Spend: No Choice
Best Value Construction
ers(

Design-Build Construction
Facilities Constructions
Pavment Term: | Facilities Professional Services
Job Order Contract
stem Integration Non-Stock Goods and General Services

Non-Stock M&O

u’,rl Professional ngices I
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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.

. b
Solicitation Team: No Choice
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Click on "Select’ to choose the "Sponsor
Contact Person”.
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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.

Add to Currently Selected

Mame W |

Name

Email Address

PasswordAdapter

Phone Mumber
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Once you have located the appropriate
sponsor contact, click the checkbox next to
their name.

Choose Values for Sponsor Contact Person

Add to Currently Selected Current
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Discount (%)

If your contract is based on a discount
percentage you may enter that
percentage here. For example, a 20%
discount off list price.




60 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.
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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.

ct a template
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Click Create.
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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 CWI10156.

Now, you will proceed to manage the
Contract Workspace and publish it.

hverview Actions v Process
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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.

< @LAUSD

Related Knowledge

k- Expand Projects

All Knowledgs Areas

Contract for Professional Services

Contract Warkspace (Procuremant)

-
%

Cverview Documents Tea Message Board History
Cverview actions v Process
~ontract ID: CWL0156 ug Phase 1 - Prepare and Draft »
. ) . = Phase ? - Negotiate and Appr
Co of Status:  Dratt =
= Phase 3 - Execute v
Version:  Orlginzl
= Phase 4 - Finalize and Publisi
JWNSF  Crmmn On
t Project: N
ik Category: EMGINEERING SERVICES ] . .
: Quick Links
PROFESSIOMAL 22500 View less
Language: English ck Link is a pat t
penzoring Department: 1002501 Superintendent's Quick Link to t :
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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.

H Overview l

L
=
]
i1

gias

ry:  ENGINEERING SERVICES : -
e Quic
PROFESSIONAL 82500  View less
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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.

Froces sl Tasks
e Prapars
> Negoriz
= EXBCULE
4-F
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The next tab is the Documents tab.

Related Knowledge

» Expand Projects
All Knowledge Areas

Search Knowledge

Contract for Professional Services

Contract Workspace (Procurement)

V I Do Iﬁ"%"l‘[:w l Tasks

Team
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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.

Contract for Professional Services
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Expand the folder by clicking the right facing
aArrow.

Contract for Professional Se

70

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.

—

e
%
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To open any document in Aribaq, click the
downward facing arrow.

72

A drop-down list will open with lots of
options. The most common actions are to
download existing documents and upload
additional documents.

Download
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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.

Contract for Professional Services

Contract Workspace (Procurement)
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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.

< @L,AMED Test Site L, =B @ S @

Contract for Professional Services
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Click Upload - Document.

Contract for Professional Services

Confract Workspaoe [Procuremeant Upload

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

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

|‘, Open
<« < 1 E » ThisPC » Documeni
Organize « New folder

v 3 Quick access

I Desktop

Downloads
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Select the document.

Organize = New folder

v 3 Quick access v Today (2)

B Desktop
-'v Downloads

Il [~

= Documents

| Pictures - Contract §gned by
Contral [ype |"-z1in:1:£|::’r't Wi

by Sug Authors: Ryan Alls)
Leg; Size: 13.1 §B
Procurl Date modjfied: 6/1

T
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Click Open.

| Cpan
4 s This P + Downlosds
Qigwize = e Pkl
- Today (2
s Dubck pccess 1
I Duskdop .
— mz m=-
% Documenty — .
&= Ficturm
i N - Contract signad Training Plan
PR_BEADFIDEBAOFEAD e e
PA_EMACREDSS 228D Lagal and BEA0 M e
Procuramant ...
FR_DT AT EFaEes ]
FR_ESHIESIFENCS

i Dovellvive - Parsonal
I This BC
B 30 Jbgecis
I Dusktop
2 Docurmants
& Dowrnioads
B Whasic

&= Ficturm

All s 7]

e fm me e

"

Fiba narmec | Cardract signed by Suppher farLegal ind Proourement Redew tos
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Now that you are back in Aribag, 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.

'f EE] D Anba Sperad ".‘||'.1._|.--|r mik o +

i ] = i3 anba oo + - 3 ] = = '-3';: .
@ LAUSD s 9 0 @
Acting & Emma Pangelnan
Create Document

Click Done.

m @ |]:| Anba Sperd Managernent W == - o
P 0 . a

@ LAUSD

Acting s Emma Pengelinan

Document Contract signed by Supplier for Legal and Procuréement Review
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You have the option to drag the document
to any location, such as the contract

Documents folder.

4
_
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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.

Oreerview Dacumenis Tasks Team Message Board History

Contract for Professional Services

Mame

ning
E Cortract Terms Proj
¥ T Contract Documents Proj
W F t tent Proj
‘_ niract signed by Supplier for Legs d | I W
» [ D 15w P
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Moving from left to right, the next tab is the
Tasks tab. Click Tasks.

Contract for Professional Services

Contract Workspace (Procurement)

™ - -
(AT =] gV a=aT
LANIEN WISV

-l'--.-.m N [P
=g VIS S04




8@ he 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 coveredin 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.

Tashs
Y
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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.

Contract for Professional Services

Related Knowledge

tract Workspace (Procurement

88

To add team members or create a new
team, click Actions on the right side of the
screen.

Contract for Professional Services

Team Members
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To add members to an existing group, click
the downward arrow to the right of the
group name.

Team

Define the Team for this Contract Workspace (Procurement). To add a new Group to this Contract Workspace (Prq

Team Members

e &
Agreement Signers I ; “
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Click Search more.

Team Members

Group 1 Members

Agreement Signers

Legal Team

Q. Search more

Project Owner
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Search using the team member’'s name or
change the search criteria in the drop-
down.

T s B R IIILrIII_" 0 L] Dl R 'L.II.JI\.I"LI...I_!" LI T S TR s RIaFR: DRA TR A ;’

Add to Currently Selected

C———J[ ==
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Click Search.

Add to Currently Selected

o] [ [ owe |
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Click the checkbox to the left of the person,
or group you would like to add.

Choose Values for Members

Add to Currently Selected

Name v Procurement

r,_‘,'it" T

<Customer>
Procurement cus_Procurement Exec

Executive

Buyer
Procurement Buyer Procurement De
Desk Administrator

Administrator

Buyer

Procurement Buyer Procurement De
Desk Agent

Buyer

Procurement

Buyer Procurement De
5 Desk .
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Click Done.




95

Let's follow the same steps to add to the
Legal Team. First, click the downward arrow

to the right of the group name.

[ Team Members
1

Agreement Signers

Legal Team

Members

Buyer Procurement Desk Directo

(none | ;I
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Click Search more.

roup T

Agreement Signers

Legal Team

Pr |]—- t Ownier

Add Group

Members
Buyer Procurement Desk Director

(none)

Cramaa Dandaliman

Buyer Procurement Desk Director

Q Search more
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Type in your search.

Choose Values for Members

There are too many matches to display the entire list. Refine y|

Add to Currently Selected

‘ Name Vv [I

I] ‘ Sear(
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Click Search.

Choose Values for Members

There are too many matches to display the entire list. Refine your sea

Add to Currently Selected

Name %% ‘ [ Legal

e
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Click the checkbox.

Choose Values for Members

Add to Currently Selected

Name v Legal
Name 1 ID
<Customer> cus_Legal .

e Grou
= Legal Team eam
Legal Legal Grou

100

Click Done.

Choose Values for Members

Add to Currently Selected Currently Selected

Mlarmie " Legal || Search ama 1

noreply Eansmip.ariba.com
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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.

Team Members

Group 1 Members
Agreement Signers | Buyer Prc
| egal Team | egal
Project Owner T

“ Add Group “

5
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Give the group name a unique title.

@ LAUSD Test Si

IMIFIED

Project Group Details

Define this Group by entering a group Title. By changing which Roles are in

e *‘ ‘\
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Click OK.

@ L ﬁILUS_D Test Site

Project Group Details

Diefine this Growp by entering 3 group Title. By chenging which Roles are included in this group, wou can change the permissions of the members assigned to each group.

itle: ™ | LAUSD Stakeholder
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Click the downward arrow to add a person
to the group you just created.

Team

Define the Team for this Contract Workspace (Procurement). To add a new Group to this Contract Workspace (H

Team Members

ip 1 Members
Agreement Signers Buyer Procurement Desk Directo
N
LAUSD Stakeholder (none)

105

Click Search more.

Agreement Signers ‘ Buyer Procurement Desk Director

LAUSD Stakeholder ‘ (none)

Crmmas Damaalimams
Legal Team
Buyer Procurement Desk Director
Project Owner
Legal

Add Group Q, Search more
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Type in the name of the person.

Choose Values for Members

Add to Currently Selected

107

Click Search.

Choose Values for Members

Add to Currently Selected

Name A4 ‘ [ Hannah|
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Click the checkbox to the left of the person’s
name.

Choose Values for Members

Add to Currently Selected

Name v Hanna
Mame 1 )
109

Click Done.

Choose Values for Members
Add to Currently Selected Currently Selected
Mame 1

| M 1 ) Type Fo Emal Addrass

| ¥
i
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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.

Team

Define the Team for this Contract Workspace (Procurement). To add a new Group to this Contract Workspace (Procurement),

Team Members

Group 1 Members
LAUSD Stakeholder el dd more
Legal Team Legal Add mare




Click OK, the teams have been updated.

Defing the Team for this Contract Workspace (Frocurement). To add a new Giroup to this Contract Workspace (Procurement), clck Add Group.

Team Members
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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.

Contract for Professional Services

Contract Workspace [Procurement

Civers ey Ci=cunnents T45KS TE R fieszape Board History
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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.

Tasks Team Message Board History
Search Filter (All) Search Options’v
Title ‘
[opics Post via Email 55
Lar
Welcome to the project Emshry Dt - Announcement J 05/27/2024 10:46 PN
Addto « . Remove from » Delete |
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Give the message a title. Just like you
would with an email.

Create New Topic

Title “||




Enter your message.

Create New Topic

Title: * | Contract terms for e gal team

Message 4 A 4 E i= +E| 1{3pt) Q| — font — -gg A

You have the option to add attachments.

Create New Topic

Title: * | Contract terms for legal team

Message: | 2 B 4 A i= = [168p)  [#l[ —fom—

Hi Legal team, please make sure the termination clause is ok,

Attachments: Ata-rit a file




When finished, click OK.

Create New Topic

Title: * | Contract terms for legal taam

Massage: | Ex & 4 A 1= = [t =] —font— = A

Hi Legal team, pl=ase make sure the termination clause is ok.

Attachments: Attach a file

Labels:  (nowvalue) selechv

Cancel
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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.

< @LAUED

o

Contract for Professional Senices
Labeds

IUMCEM ANl
High Priceity Cramgiana : FEnard History
izl o I —

Note: Required tasks are marked with red asterisk
and must be executed and completed in Aribba prior
to publishing the contract.




119

Click on the st 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.

< @LAUSD

Contract for Professional Services

Related Knowledge
Contract Workspace (Procurement
» Expand Projects '

All Knowledge Areas

[

S TR S S Overview ocuments Tasks 2am esse
Search Knowledge rview Document a | ! 53

[

Show: | (Any Status) vy Required/Optional ~ | | (Any
Contract for Professional Services

Mame

¥ 1w Phase 1 - Prepare and Draft v

(S Assign LAUSD Team M -,’_'“‘CI-'_'I'
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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.

Contract for Professional Services
Helated Knowledge

. | B Contract Workspace (Procurement)
»Expand Projects

All Knowledde Areas

Search Knowledge Overview Documents Tasks Team
Searc owledge

Show: | [Any Status) s Fequired/Optional -
Contract for Professional Services

Mame

¥ up Phase 1 - Prepare and Draft w

L.
l [ As=ign LAUSD Team Members W/ ]

{ Action
¥ — Ph: View Task Details A
L Edit Task
i
o

dark Complete
s Py " -
ey s (OMUINE SO
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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.

Test Froject: No (i)
Product Catason: G RING SERVICE : :
oduct Category: - ENGINEERING SERVICES Quick Links
PRO.. View maore
Basze Language: English & Quick Linkis a
Sponsoring Department: 1002501 Superintendent's ... View a Quick Link to t!
ing | i perintendan 2 and chooss Add
Mmare
cess Control: (Mo restrictions - Accescible to all
LISErsl
Description: (3 Announcemen
External System Integration Welcome to the p
External System: (no value) (3)
Contract Attributes Actions™
Sy
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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.

egany:  ENGINEERIMNG SERVICES, (i : : -
S o - Quick Links
PRO.. View more
1glis A Quick Link i3 a path toan ir
Sponsoring Department: 1002501 Superintendents ... View (i 8 Quick Link to this area, nav
- - and choose Add to Quick Li
Mmire
trol Mo restrictions - Accessible to all
D_:-: :-':'i:': i Aﬂnﬂl]ﬂﬂﬁnﬁﬁntﬁ
External System Integration Welcome to the project!
External System: (no va |
Contract Attributes Actions™
Edit Attributas
Related I View Attributes
Last Publichec 3 Publich
Higrarchicgl Tvps KMestar Soreeament ™
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Click, Return to Project.

HOME CONTRACTS PROCURE!

Contract Request - Submitted

Your contract request has been submitted for appry

CR348 - (CW10156) Contract for Professional S

T

rint 3 copv of this request

1Py -~ o~ N = b 4~ - -~ ~
View the status of your request

Add labels to tag this document

e

Return to the Anba Home Page
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We can see that the contract workspace
with ID CWI10156 is now in published status

and this is version one of the contract

workspace.

Contract Workspace (Procurement)
Owverview Documenis T essage Board
Cverview
Contract ID; CW10155
Contract Status: Published
Last Published Date: 09/27/2024 (0
Varsion: vl
c:.ll.'-“:l: [ = T . :"'i -
=

nctions w  Process

» Phase 1 - Prepare and Draft W
~' Phase ? - Negotiate and Approve
+ Phass 3 - Exscute W

v Phase 4 - Finalize and Publish

Quick Links

W

ID CWI10156

N e o L gl L L e L = e L =

Tasks: Incompless

LAUSD

UNIFIED
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