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1. Introduction
This manual provides guidance for 
suppliers on how to review, 
acknowledge, and sign contract 
documents through the SAP Ariba 
Contract Management module. It 
also explains the process for 
reviewing contract amendments, 
signing through DocuSign, and 
acknowledging final contract 
documents.
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2. Accessing the SAP 
Ariba Supplier Portal

Suppliers can log in to the SAP 
Ariba Supplier Portal using 
credentials shared during 
registration. Once logged in, the 
Home page will display available 
sourcing events, pending actions, 
and important alerts.
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3. Supplier Responsibilities

Suppliers are responsible for:

Reviewing all contract 
details, terms, and 
attachments.

Ensuring timely 
acknowledgment and 
signing of documents

Responding to 
contract amendments 
and final versions as 
requested.

Maintaining 
confidentiality of 
contract information.
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4. Review and Acknowledge the 
Contract

Follow the steps below to Review and Acknowledge the Contract
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 After the Buyer uploads and finalizes the contract agreement
 the next task is sent to the Supplier for Review and Acknowledgment of the 

Contract.

Step 1: Clink on “Click here” link to access the System
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Once you have logged in to the Supplier Portal, the Contract Review and Acknowledge 
screen will be displayed automatically.

Note:
Otherwise, log in to the 
Supplier Portal and open the 
task from the Tasks section.
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Step 1: Username - 
abc1234@abc.com

Step 2: Password - 
XXXX@YYYY

Step 3: Click on “Login”

Log in using your registered 
credentials
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Step 1: Click "Ariba Proposals and 
Questionnaires" dropdown

Step 2: Click on "Ariba Contract"
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Ariba Contract screen is displayed

Step 1: Click "Review and 
Acknowledgement of the Contract by 
the supplier
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Review and Acknowledge screen is displayed   

Step 1: Click on “Contract Document”



© 2025 Rua Al Madinah Holding. All rights reserved.

Scroll down the document screen to view the document
Step 1: Supplier review the document
Go to the task Screen
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Step 1: Click on “Accept Proposal”
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Step 1: Click on “Ok”
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If the Supplier needs to 
add or delete any 
information in the 
document, they can edit 
the content and then 
submit the updated 
version for Buyer review.

Go to the task and upload 
the file
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Step 1: Click on Create Counter Proposal
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Step 1: Click on “Choose File”

Step 2: Choose “Contract 
Document” from the System

Step 3: Click on “Open”
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Step 1: Click on “Ok”
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5. Signature (DocuSign) for 
Contract Documents by Supplier 

Follow the steps below to Sign the Contract Via DocuSign
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Once the buyer publishes the contract and sends the document to the supplier for review 
and signature, the supplier receives an email notification to review the document and 
complete the signing process through DocuSign.

Step 1:
Click 
“Revise 
Document” 
complete 
the Signing 
Process
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Click Start to review the 
contract document and 
complete the signing 
process.
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After clicking Start, you will be 
redirected to the signing page.

Step 1: Click Sign to begin the signing 
process.
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If you already have a saved 
signature in DocuSign, you 
can use the saved signature to 
complete the signing process

If you are a new user, select Adopt New 
to create and use a new signature.
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Click Adopt and Sign to 
confirm and apply your 
signature to the document



© 2025 Rua Al Madinah Holding. All rights reserved.

Click Initial to add your initials 
where required in the document
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After completing the signature, click 
Finish to submit the signed document
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The Agreement has been Signed Successfully
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6. Supplier Review and Acknowledge

Follow the steps below to Supplier Review and Acknowledge 
Contract Amendment
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 After the Buyer uploads the Pricing Schedule document
 the next task is sent to the Supplier for Review and Acknowledgment of the 

Contract.

Step 1: Clink on “Click here” link to access the System
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Once you have logged in to the Supplier Portal, the Contract Review and Acknowledge 
screen will be displayed automatically.

Note:

Otherwise, log in to the 
Supplier Portal and 
open the task from the 
Tasks section.
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Step 1: Username -
abc1234@abc.com

Step 2: Password - 
XXXX@YYYY

Step 3: Click on “Login”

Log in using your registered 
credentials
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Step 1: Click "Ariba Proposals and 
Questionnaires" dropdown

Step 2: Click on "Ariba Contract"
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Ariba Contract screen is displayed

Step 1: Click "Review and 
Acknowledgement of the Contract by 
the supplier
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Supplier Review and Acknowledge Screen is displayed

Step 1: Click “Document” dropdown

Step 2: Click “Download”
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The Pricing Schedule document will be downloaded. 

Click and open the document to review its details
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Price Schedule Screen is displayed. After reviewing the Pricing Schedule, the supplier 
returns to the task screen in Ariba.
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The supplier reviews the document and submits their response by 
clicking 'Accept Proposal'

Step 1: Click "Accept Proposal"
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Step 1: Click on “Ok”
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7. Review and Acknowledge from the 
Supplier

Follow the steps below to Review and Acknowledge from the Supplier
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 After the Buyer Prepare/Upload the Final Amended Contract
 the next task is sent to the Supplier for Review and Acknowledgment from 

the Supplier.

Step 1: Clink on “Click here” link to access the System



© 2025 Rua Al Madinah Holding. All rights reserved.

Once you have logged in to the Supplier Portal, the Review and Acknowledge from the 
Supplier screen will be displayed automatically.

Note:
Otherwise, log in 
to the Supplier 
Portal and open 
the task from the 
Tasks section.
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Step 1: Username - 
abc1234@abc.com

Step 2: Password - 
XXXX@YYYY

Step 3: Click on “Login”

Log in using your registered 
credentials
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Step 1: Click "Ariba Proposals and 
Questionnaires" dropdown

Step 2: Click on "Ariba Contract"
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Ariba Contract screen is displayed

Step 1: Click "Review and Acknowledgement 
of the Contract by the supplier
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Step 1: Click "Document" dropdown

Step 2: Click "Download"
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Document Downloaded
Step 1: Open the Document
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The supplier reviews the document and 
returns to the task screen in Ariba.
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The supplier reviews the document and submits 
their response by clicking 'Accept Proposal'

Step 1: click "Accept Proposal"
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Step 1: Click on “Ok”
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8.Signature (DocuSign) Final 
Amendment Document by Supplier

Follow the steps below to Signature (DocuSign) Final Amendment Document by 
Supplier
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Once the buyer publishes the contract and sends the document to the supplier for review 
and signature, the supplier receives an email notification to review the document and 
complete the signing process through DocuSign.

Step 1:
Click 
“Revise 
Document” 
complete 
the Signing 
Process
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Click Start to review the 
contract document and 
complete the signing 
process.
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After clicking Start, you will be redirected to the signing page.
The Title and Date fields are automatically filled in by 
DocuSign
Step 1: Click Sign to begin the signing process.
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The Title and Date fields are 
automatically filled in by 
DocuSign
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The Agreement has been Signed Successfully
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9. Frequently Asked Questions (FAQ)

Q1

I didn’t receive a contract email 
what should I do?
A: Check your spam folder or 
verify your registered email ID 
in Ariba Network.

Q2
Can I download the signed 
contract copy?
A: Yes, after all approvals are 
complete, the final signed 
contract will be available for 
download in the contract 
workspace.

Q3
Do I need a DocuSign 
account to sign the 
contract?

A: No. You can sign 
directly through the 
email link no separate 
login is required.

Q4
How do I sign the contract electronically?

A: You will receive an email notification 
once the document is ready for e-signature. 
Follow the link to sign through DocuSign or 
Ariba’s integrated e-signature tool.

Q5 I clicked the signature link, but it shows 
“Document already signed.” What does it 
mean?

A: The signing process is already complete, and 
your signature has been recorded successfully.



Thank You
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