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Process Flow, Review & Approve Sourcing Event

Target Audience: Business Stakeholder, Procurement Lead
Purpose: Review & Approve Sourcing Event (RFx). NOTE: RFP is shown but all other sourcing events follow the same process steps for Sourcing Event approval.
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Process Flow, Review & Approve Sourcing Award

Target Audience: Business Stakeholder, Procurement Lead

Purpose: Review & Approve Sourcing Award (RFx). NOTE: RFP is shown but all other sourcing events follow the same process steps for Sourcing Award approval.
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Key Terminology (1 of 2)

= Sourcing Event: A structured, system-managed process to collect supplier responses and select a supplier for a defined
requirement—typically through a solicitation.

= Sourcing Award: The decision and system step where the buyer selects the winning supplier(s) and allocates business (quantities,
lanes, or lots) based on supplier responses to a solicitation.

= Request for Information (RFI): A sourcing event type used to collect non-binding information from suppliers before you run a
competitive bid (like an RFP or IFB). It’s typically used to understand the market, qualify suppliers, and shape requirements—not
to award business on price.

= Request for Proposal (RFP): A sourcing event type used to solicit sealed supplier proposals—typically combining
solution/approach-and pricing—so you can evaluate suppliers against defined criteria and make an award recommendation.

= Request for Qualification (RFQ): A sourcing event type used to select vendors based primarily on qualifications/specialized
expertise (often price is secondary/later); in AR it’s the required method for certain professional services (e.g.,
architecture/engineering, legal, financial advisory, construction management).

= |nvitation for Bid (IFB): A sourcing event type used to solicit formal competitive sealed bids, when requirements are clearly
defined and the award is usually based primarily on lowest priced, compliant (“responsive and responsible”) bid—common in
public sector and highly governed procurement.

Sourcing in SAP Ariba: Sourcing Event & Award Approvals (SRC_QRG_04) July 2026 5



Key Terminology (2 of 2)

= Qualified Vendor List (QVL): A pre-approved set of suppliers solicited through an RFQ that are allowed (or preferred) to be invited
to certain sourcing events or for contracting because they’ve already met qualification criteria through the RFQ process.

= Competitive Bid (CB): A sourcing event type used to solicit competitive bids from at least three (3) suppliers when requirements
are clearly defined and the award is based on lowest priced, compliant (“responsive and responsible”) bid.

= Formal Bid Submission (FBS): A sourcing event type use to solicit competitive bids from vendors on a QVL.
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Review & Approve Sourcing Event
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Review & Approve Sourcing Event (1 of 2)

Action: Approve Sourcing Event for Publication

Role: Business Stakeholder, Procurement Lead

Step | Action Taken

1 On the Ariba Homepage, click Manage.

2 Click My Tasks and navigate to the
appropriate project.

3 Click the small arrow on the left side of the
project name to expand it.

1a Alternatively, approvers receive a Sourcing
Event approval notification via email.

2a Click to the System Reference: Click Here to

Access the System link to go to the Sourcing
Event approval task.

HOME SOURCING CONTRACTS SUPPLIER MANAGEMENT MORE...v

My Tasks

All tasks assigned to you are displayed, regardless of which project they were created in. To get more information, or work on a particular task or project, click its title.

Show. | (Any Projects) ~ | | Incomplete (AllyComplete (Last 7 Days) ~ || (Any Date) ~
Required v O \pp IRevi Watcher/Recipient ~
MName Status
d B Project: E2E-005-RFI-Sourcing Project (4)
Create a Sourcing Event * ~ a In Progress
Project Team Approval of Solicitation Document Content * v v Approved
Approval to Publish * ~~ © Not Started

Recent ~

Administration
Clause Library
My Tasks

|
Personal Workspace

Prepackaged Reports
Public Reports

Report Search Filters

Due Date Completion Date

22412026

2/24/2026

Manage Create

SM Administration

SM Modular Questionnaires
Sourcing Library

Supplier data snapshots

Templates

Alert

WS2061731538 - KT-3-09-Sourcing Project: Approval to Publish

@' Email Approval <sdapproval-prod3+745308655-T@ansmtp.ariba.com>
To @Tomar, Kshma

WS2061731538 - KT-3-09-Sourcing Project: Approval to Publish

Task title: Approval to Publish

Task description: 1. Confirm the correct person(s) who are to approve to publish the RFx are in the Business Stakeholder team on the Project Team tab
2. On the RFx click Submit to initiate the approval to publish.

2. Approve the solicitation to publish

3. Email any suggested Suppliers directly to ensure they are aware of the solicitation

The following notes might also be helpful to you:

@ (j Reply «) Reply All =2 Forward ﬂ

Mon

RFP KT-RFP Templates (Doc2061731596) has been submitted for approval and cannot be published until you review and approve it. Click the document link on the left to review the event and approve it.

Action:

Approve - Click Here
Deny - Click Here

‘You are being sent this email because you are an approver for a task attached to a document that has been submitted for approval.

System Reference: Click Here to access the svsteit.

E This email originated from the Ariba system used by State of Arkansas-TEST and was originally sent to: kstomar@deloitte.com

3/9/2026 1:17 PM
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Review & Approve Sourcing Event (2 of 2)

Action: Approve Sourcing Event for Publication
Role: Business Stakeholder, Procurement Lead

Name Status Due Date Completion Date Alert
¥  Project: E2E-005-RFI-Sourcing Project (4)
Step ACtiOh Ta ken Create a Sourcing Event * o f:] In Progress
. . Project Team A | of Solicit t Content * v/ v Approved 2/2412026
4 Locate the Approval to Publish task and click oo ﬂo{"m o
on the drop-down list. I Approval to Publish * I © Not Started 212412026
Action
5 Select View Task Details and review relevant > [ ewraskoeas | )
information. NOTE: Click on the Event icon if > Bt Task na m
you want to review the RFXx. Open Event e
6 Once review of sourcing event details is — :
i E2E-005-RFI-Sourcing Project / Approval to Publish e m P
complete, click Approve.

Approval to Publish

7 Enter a brief message and attach a file, if
needed. Approval Withdrawn | TSK2C
. Task details Associated document Task type and process All rounds Comments and activity history
8 Click Approve. NOTE: Repeat above steps for e Approve
additional approvers. Also, to reject the ,
i i i i . ) Comments (optional)
Sourcing Event for Publication, click Reject at bt Approved
this step instead and enter Comments and/or Genstat informaton
attach a file, as needed. _ ) o
Name * owner * (@) Due date @
Approval to Publish Kshma Tomar 02/24/2026

Observers (D

None | . Attach a file | I

Description
8

1. Submit the solicitation to the project team and Supervisor of the Project Owner for approval prior to publication2. Approve the solicitation to publish3.
Email suggested Suppliers directly, as applicable
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Review & Approve Sourcing Award

Sourcing in SAP Ariba: Sourcing Event & Award Approvals (SRC_QRG_04) July 2026 10



Review & Approve Sourcing Award (1 of 2)

Action: Approve to Award
Role: Business Stakeholder, Procurement Lead, Other
Approvers

Step | Action Taken

1 On the Ariba Homepage, click Manage.

2 Click My Tasks and navigate to the
appropriate project.

1a Alternatively, approvers receive a Sourcing
Award approval notification via email.

2a Click to the System Reference: Click Here to
Access the System link to go to the Sourcing
Award approval task.

3 Click the small arrow on the left side of the
project name to expand it.

4 Locate the Create Award Scenario(s) and
Submit for Approval to Award task and click
on the drop-down list.

5 Select Open Event to review award
scenarios.
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2) e
te of Arkansas-TEST

HOME SOURCING SUPPLIER MANAGEMENT FOR YOU MORE...™ Recent v  [iManage 4]  Create v
Administration Public Reports
Sourcing Project “ | Search using Title, ID, or any other term v “ ° My Tasks Report Search Filters
Personal Workspace Sourcing Library
Common Actions v My Documents v Event Status (Last 12 Prepackaged Reports
Create t ) Forw
Title Date 4 Status RFl RFP  Auction  Suvey  homa
SAP Business Network Discovery
[2) Personal Workspace 101412025 Draft
Knowledge Project Draft 9 66 0 2 0
WS2061731538 - KT-3-09-Sourcing Project: Create Award Scenario and Submit for Approval to Award
) | & L
Email Approval <sdapproval-prod3+745308655-T@ansmtp.ariba.com> 2 | Reply | © Repty Al | = Fowerd | | &
To @ Tomar, Kshma Mon 3/9/2026 3:11 PM
WS52061731538 - KT-3-09-Sourcing Project: Create Award Scenario and Submit for Approval to Award
Task title: Create Award Scenario and Submit for Approval to Award
Task description: “Net required for RFQ®
1. Create potential award scenario(s)
2. Choose the scenario you want to award
3. Click Submit to initiate the Approval to Award process
4. Enter a brief message and or attachment(s) as appropriate
5. Click Submit
The following notes might also be helpful to you:
RFP KT-RFP Templates (Doc2061731596) has an award proposal that was submitted for approval and cannot be awarded until you review and approve it. Click the decument link on the left to review the award proposal and
approve it.
Action:
Approve - Click Here
Deny - Click Here
You are being sent this emall because you are an approver for a task attached to a document that has been submitted for approval.
This email ariginated from the Ariba system used by State of Arkansas-TEST and was origi v sent to: COM
@ System Reference: Click Here to access the system.
L
Name Status Due Date Completion Date Alert
-
Project: Test New Task (1)
| Create Award Scenario(s) and Submit for Approval to Award * ~ I o B In Approval
v Action - 1)
View Task Details r review and sourcing project creation ¥ O Mot Started
v Edit Task 004 -7 @ '
ing project creation * ] Not Started
v Approve 005 - 7 2 (1) -
Deny
Dismiss
11




Review & Approve Sourcing Award (2 of 2)

Action: Approve to Award

Test Mew Task / Test task RFP

Role: Business Stakeholder, Procurement Lead, Other Test task RFP s Close  ose
Approvers RFP Review responses ID: C 1838412641 o
Tasks Award scenarios Associated Contracts Oueslinns. requimmenls, and attachments M:!ssages ! o
Step | Action Taken
A Best Bid award allocation @ L7

6 CIiCk A"ocate Awa rdS (Or SCrO” dOWh) tO gO (i ] Showing 2 responses from ZDartiprants.?Fulter to change participants shown. l
to the Best Bid Award Allocation section to SR a o[ v](F][E][E) @
review the proposed award. —

1item and 7 terms ARK 001 eee ABC Supply and Services =ee

. . o) X ==
7 Click the Tasks tab to navigate back to the o s
Create Award Scenario(s) and Submit for +  Envelope 16310 Line tems $60USD $s0USD

Extended Price

Approval to Award task.

. > L1 VEHICLE SEDAN,4 DOOR POLICETYPE MAA $60 USD - fﬁ:i?
8 Locate the Create Award Scenario(s) and Extended Price /¥ Total: 10056+ Fankz 7 200 Alocamd gy 3 sch o)

Submit for Approval to Award task.

Test New Task / Test task RFP

Test task RFP & Approve

9 Click Approve (to right of the task). NOTE:
Alternatively, you can also click the task and
perform approval within the task.

Review responses | 1D: Doc1838412641 Comments (optional)

—[7 I Approved
10 Enter a brief message and attaCh a ﬁle If Tasks laward scenarios Associated Contracts Allocate awards Questions, requirements, and attachments Messages
7 —

needed. DClESks Type Status Owner Due date @
Create a Sourcing Event* To do In Progress ° Kshma Tomar
11 Click Approve. NOTE: To reject the Sourcing

. . *REQUIRED* 7-Day Notification to Office of State Procurement Notification Not Started @ Project Owner 11/121... - -
Award Scenario(s) and Submit for Approval I[:Ntach r— I
. . . b i Kshma T
to Award task, click Reject at this step Approval to Publish soprovalforpublish  pproved (@) kshma Tomar O
instead and enter Comments and/or attach a Monitor the Event* To do comptete () Kshma Tomar
. Cancel

f’lel as needed' Validate Responses and Assign Evaluators* To do Complete ° Kshma Tomar . .

Evaluate Event Responses* Review for team grading  In Review @ Evaluation Team ° EVAL_USEROO1 +5 Createfiew round | o

b Q
Create Award Scenario(s) and Submit for Approval to Award* Approval for award In Approval ° Kshma Tomar ° 9903_PROC_LEAD +1
Notify Contracts Team of Approval of Award Notification Not Started @ Project Owner 9 Contract Lead
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