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Process Flow – Contract Request and Amendment
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Process Flow: Approve Contract Request
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Process Flow: Approve Contract Amendment
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Approve Contract Request
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Approve Contract Requests (1 of 4)

Action: Approve Services, Commodity, Sub-Grants, & Lease Contract Request  
Role: Program Approver, Finance Manager

Step Action Taken

1 On the right corner select Manage.

2 Select My Tasks.

3 Click the appropriate document to review.
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Approve Contract Requests (2 of 4)

Action: Approve Services, Commodity, Sub-Grants, & Lease Contract Request 
Role: Program Approver, Finance Manager

Step Action Taken

4 Review the document(s).

5 Select Approve or Deny.

6 Enter comment as needed. 

7 Select access control for comment as 
needed. 

8 Click OK.
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Approve Contract Requests (3 of 4)
Action: Approve Intra-Agency Contract Request 
Role: Program Approver, Finance Manager
NOTE: Roles for both Supplying Agency, Buying Agency

Step Action Taken

1 On the right corner select Manage.

2 Select My Tasks.

3 Click the appropriate document to review.

July 2026 9



Approve Contract Requests (4 of 4)

Action: Approve Intra-Agency Contract Request 
Role: Program Approver, Finance Manager

Step Action Taken

4 Review the document(s).

5 Select Approve or Deny.

6 Enter comment as needed. 

7 Select access control for comment as 
needed. 

8 Click OK.
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PO Maintenance (1 of 2)

Action: Approve PO Maintenance Request
Role: Finance Manager

Step Action Taken

1 On the right corner select Manage.

2 Select My Tasks.

3 Click the appropriate document to review.
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PO Maintenance (2 of 2)

Action: Approve PO Maintenance Request
Role: Finance Manager

Step Action Taken

4 Review the document(s).

5 Select Approve or Deny.

6 Enter comment as needed. 

7 Select access control for comment as 
needed. 

8 Click OK.
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Approve Contract Amendment
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Approve Contract Amendment (1 of 4)

Action: Approve Service, Commodity, & Sub-Grant Contract Amendment
Role: Division Director, (Agency Director as needed)

Step Action Taken

1 On the right corner select Manage.

2 Select My Tasks.

3 Click the appropriate document to review.
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Approve Contract Amendment (2 of 4)

Action: Approve Service, Commodity, & Sub-Grant Contract Amendment
Role: Division Director, (Agency Director as needed)

Step Action Taken

4 Review the document(s).

5 Select Approve or Deny.

6 Enter comment as needed. 

7 Select access control for comment as 
needed. 

8 Click OK.
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Approve Contract Amendment (3 of 4)

Action: Approve Intra-Agency Amendment 
Role: Supplying Agency Director, Buying Agency Director

Step Action Taken

1 On the right corner select Manage.

2 Select My Tasks.

3 Click the appropriate document to review.
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Approve Contract Amendment (4 of 4)

Action: Approve Intra-Agency Amendment 
Role: Supplying Agency Director, Buying Agency Director

Step Action Taken

4 Review the document(s).

5 Select Approve or Deny.

6 Enter comment as needed. 

7 Select access control for comment as 
needed. 

8 Click OK.

Contracts in SAP Ariba: Contract Request & Amendment Approvals (CON_QRG_02) July 2026 17


	SAP Ariba Implementation Project
Department of Shared Administrative Services
Office of State Procurement
Contracts in SAP Ariba: Contract Request & Amendment Approvals (CON_QRG_02)
	Table of Contents
	Process Flow – Contract Request and Amendment
	Process Flow: Approve Contract Request
	Process Flow: Approve Contract Amendment 
	Approve Contract Request
	Approve Contract Requests (1 of 4)
	Approve Contract Requests (2 of 4)
	Approve Contract Requests (3 of 4)
	Approve Contract Requests (4 of 4)
	PO Maintenance (1 of 2)
	PO Maintenance (2 of 2)
	Approve Contract Amendment
	Approve Contract Amendment (1 of 4)
	Approve Contract Amendment (2 of 4)
	Approve Contract Amendment (3 of 4)
	Approve Contract Amendment (4 of 4)

