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CONTRACTS-PROCUREMENT REQUEST
(PR)

The Procurement Request (PR) approval process is managed in the Contracts form. The Procurement Team
will create the form, enter the applicable data and then start the corresponding workflow(s). Preferred
Vendors and Sole Source data is tracked in the same record.

The first step sends the record to the Project Manager (PM) for approval. When the PM passes the workflow,
the SAP Admistrator is notified with instructions to run the applicable Merge Template to submit to SAP. If
approved, the SAP Administrator will pass the workflow which notifies the Procurement Team.

PR Approval Workflow Diagram:
Procurement Team Project Manager SAP Administrator Procurement Team
Awaiting

Approval in
SAP

PR
Approved

Awaiting PM

Approval

STEP1 STEP 2 STEP3

To navigate this Quick Reference Guide, simply scroll down, or use the following hyperlinks to jump to a
specific section.

Create the PR (Procurement Team)

Start the Workflow (Procurement Team)

Approve for SAP Submittal (Project Manager)

Run the Merge Template to Submit to SAP (SAP Administrator)
Proceed with an Approved PR (Procurement Team)

Additional Resources
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CREATE THE CONTRACT

1) The Procurement Team will create a new Contract record and enter the Details at the top of the
page and then complete the data fields for the applicable process(s).
a. Clicking New from the Contracts log view will open the Create Contract modal with all the
required fields.
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SSR
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i. Enterthe Contract #.
ii. Enter the Subject.
iii. SelectSubcontractin the Type field.
iv. Check Unit Price Contract if you want the Schedule of Values to include Qty, and
Unit Cost fields.
v. Click Save to open the full list of available fields.

Create Contract

Contract # *

Subject *

Unit Price Contract &

Cancel

b. Enter any additional information in the fields at the top of the page.

*The bidding process is managed outside of ProjectTeam but the Bidding Data section of the Contracts form
is an optional section that allows you to also store bidding information in the project within ProjectTeam.
Data entered in this section is available to be accessed internally; external users will not see the Bidding Data
section in the Contract. If the bidders list is added to this section, there is a Bidders List Merge Template
available to print.

If the PR is a Preferred Vendor or Sole Source Award, there are additional fields to be completed.

a. Purchase Request Data
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Enter the SAP PR Number.

Enter the PR Date.

Select Requested For and Budget Owner contacts. If the contact is notin the list,
you can type in the field.

Enter data in the Department, Cost Center, Scope of Purchase, Description of
Purchase, Delivery Address, and Justification of PR fields.

Enter the Date Needed.

Add additional notes clarifying details of the purchase in the PR Notes field.
Check Trend Notice Required? and Need Assistance with Tender Process?, as
applicable.

Select the Source Strategy.

Enter the Estimated Value for the PR.

Check Already Budgeted? and Price Estimate Received from Vendor?, as
applicable.

Select the Estimate Completed By contact. /f the contact is notin the list, you
can type in the field.

Click Create New at the top of the Schedule of Values collection.

(] s B
Expansion Project -
SSR

Edit Contract

[:l' @- X-  ProjectTeam Admin-

Account Code Description vom aty

$213,843.00

Training Center Rental and Ls 1 $213,843.00
Fitout Works.

1210-EA - ROM Pad (Exterior Finish/ Fitout) X

$213,843.00
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1. Selectthe Account Code.

2. Enter a Description.

3. Ifyou selected Unit Price Contract when creating the record, you will enter
the UOM (Unit of Measure), Qty, and Unit Price fields to calculate the
Scheduled Value amount.

4. Click Add to add the data entered in the Add Schedule of Values modal as a
row in the Schedule of Values (SOV) or click Add & New to create another
row for the SOV.

Add Schedule of Values X

Account Code

Description

Unit Price

$0.00

Scheduled Value
$0.00

Cancel Add & New

Xiii. Select each applicable Purpose and enter Notes for each one in the Purpose of
the Cost fields.
b. Bidding Data (optional)
i. Select The Criticality Rating and Yes or No for the Sealed Envelope field.
ii. Click Create New at the top of the Bidders List collection.
5. Enter the Contract to be Inquired and the Contractor Point of Contact in
the Add Bidders List modal.
6. Click Add to add the data entered in the Add Bidders List modal as a row in
the Bidders List or click Add & New to create another row for the list.
iii. Enter the Preliminary Assessment Date, Scheduled Inquiry Issue Date, and
Bid Due Date.
iv. Enter any applicable Bidding Remarks.
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BIDDING DATA @[ Create New ‘D

Internal access only, do not copy or distribute.
Criticality Rating

High x

Sealed Envelope

Yes x

Bidders List e {-::;m New ‘ - ‘

# Contractor to be Inquired Contractor Point of Contact
@ 1 Doga Denetim Ig Sag. Giv. Egit. Ve Danis. Hiz. A.S. (Doga HSE)
Preliminary Assessment Date
10/08/2025

Bid Due Date

10/23/2025

Bidding Remarks

No additional remarks.

V. Run the Bidders List Merge Template. See the steps in 4a of the Run the Merge
Template in this QRG for help.

c. ForPreferred Vendor Awards:
i. Enter the Preferred Justification Details.
ii. Complete the Preferred Vendor Justification Reasons collection.
7. Select each applicable Reason.
8. Provide Comments.

PREFERRED VENDOR DATA

Complete the following if preferred vendor award.

Preferred Justification Details

N

)

Preferred Vendor Justification Reasons

Select Reason Provide Comments

B Compatibility with Existing System

Y %
B Customer Service and Support

Y 4
<) Ethics and Compliance

p Y,
B Previous References

” y

Satisfaction for 3+ Years

Technical and Equipment Capability

d. For Sole Source Awards:
i. Check the Sole Source Contract box.
ii. Select the Sole Source Request Date, Purchase Risk Level, and Procurement
Threshold.
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iii. Enter the Purpose of Purchase and Efforts to Find other Contractors.

SOLE SOURCE DATA | ) H Create New H 1
Complete the following if sole source award.

Sole Source Purchase Risk Level

Low x

Sole Source Procurement Threshold

Medium x

Sole Source Purpose of Purchase

Training Center Rental including five classrooms that can accommodate 20 people, seating groups, projection boards, and training materials. It must also have an outdoor training area and simulation equipment
(towerfroof, indoor tank) where practical training on working at height, scaffolding, lifting operations, lockout and tagout (LOTO), fire, and indoor applications can be organized

Sole Source Efforts to Find Other Contractors

Artvin's contractor, GAP, will deliver HSR services through Doga HSE. Accordingly, Doga HSE was requested to submit a proposal for the identification and lease of a training center in the city center of Artvin that
meets the specified requirements.

iv. Check the box and enter Notes for each applicable Reason in the Sole Source
Justification Reasons fields.
V. Entered the Scheduled Inquiry Issue Date.
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e. Startthe PR Approval workflow. See Start the Workflow in this QRG for help.
f. Upload any applicable documents to the Attachments section of the record. See Adding
Attachments to Forms for help with Attachments.

START THE WORKFLOW

After arecord is saved, a user can navigate to the Workflows panel of the open record and click Start New to

open the list of workflows.

a. Click Save & Start Workflow in a new record or Start New in the Workflows panel of an
existing record.
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SS; Expansion Project - (a-]

New Contract

4.Key Legal, Commercial, Risk, and Liabiltes ©

The contract will be executed on a lump sum tumkey basis, with payment to be made upon submission of completion furishing works and rental period is 12 months as committed duration. Accordingly, the associated legal and

contractual risk is considered to be low.

5. Atachments ©
Attachment - 1 Purchase Request Approval & Sole Source Form
Attachment - 2 Contractor's Offer

b. Checkthe box beside the PR Approval workflow.
c. Click Start Workflow to send the first workflow step to the PM for review and approval. See
Approve for SAP Submittal in this QRG.

Start New Workflow

Workflow Name & Description Workfiow Steps Daysfor FHstSte by ate for irst tep®
LNTP Approval
Utize this workfow fo project approval of the LNTP. Once approved by the PMin  Ana 01/ APPTOVal — Awalting Approvalin 2 Sunday, October 12, 2025
ProjectTeam, DOA approvals will occur in SAP. o
PR Approval

Awaiting PM Approval — Awaiting Approval in
Utilize this workflow for project approval of the PR. Once approved by the PM in e s 9 App 2 Sunday, October 12, 2025
ProjectTeam, DOA approvals will occur in SAP. o
RFA/RFV Approval

™

Utiize this workflow for project approval of an RFA or RFV. Once approved by the PM 4l PM Approval =+ Awaiting Approvalin 2 Sunday, October 12, 2025

SAP - REA/RFV Approved
in ProjectTeam, DOA approvals will occur in SAP. /! PP

APPROVE FOR SAP SUBMITTAL

1) When the workflow is started for any of the three approval processes, the Project Manager will
be assigned the first step.
a. Review the applicable section of the record.
b. Click Take Action from the top of the page or from the Workflow panel.

® ; . S
xpansion Project = e B- - ProjectTeam Admin-
SsR " g

PR Approval requires your action
Step #:10f 2 oM Ap
Due Date: 1

«contracts Aoprove Conract |

Contract: Training Center Rental and Fitout Works Agreement/ HMC-0450 V2
c b Admin (SSR Mining) on 10/7/25 at 8:37 AM

tract documentation. 2) If approved, Pass the workflow step to initiate DOA approval in SAP. 3) If rejected, Cancel the workflow and provide notes for justification.

nments  Action ltems  Activity  Reference Links

Quick Navigation: D

SHARED WITH (1) View ("share ‘ E ACTION ITEMS New |

Show complete/obsolete items.

c. If Approved, Pass the workflow step to initiate DOA approval in SAP.
i. Pass moves the workflow to the SAP Administrator with instructions to Run the
Merge Temple and submitin SAP. See Run the Merge Template in this QRG.
d. If Rejected, Cancel the workflow and provide notes for justification.
i. Cancel notifies the workflow initiator and marks the workflow Cancelled.
ii. The Procurement Team can Restart the workflow at any time.
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PR Approval X

You are taking action on Step 1{Awaiting PM Approval) for Contract:
Training Center Rental and Fitout Works Agreement/ HMC-0450 V2.

1) Review PR and Contract documentation. 2) If approved, Pass the workflow
step to initiate DOA approval in SAP. 3) If rejected, Cancel the workflow and
provide notes for justification.

Your action

Pass

Mark as "Passed" and move forward to the next step (Step 2 - Awaiting Approval
in SAP).

Cancel

Mark as "Cancelled" and stop the workflow

Notes

Days for next step to take action: @ Due date for next step: (D

N/A N/A

Cancel

RUN THE MERGE TEMPLATE TO SUBMIT TO SAP

2) When the Project Manager approves the PR and passes their workflow step, the workflow moves
to the SAP Administrator with instructions to run the merge template to submit to SAP. The

Bidders List is also available as a merge template.
a. Runthe Merge Template.

i. From the open Contractrecord, click Print.

ii. Select Merge to Template.

Expansion Project -

(=]

PR Approval requires your action

Step #: 2 of 3 (Awaiting Ap

oval in SAP)

ut Works Agreement/ HMC-0450 V2

SHARED WITH (1) View All

Approve Contract | Print

Quick print

To Template

Show complete/obsolete items

iii. Select and Run the Merge Template for the applicable approval process.

Merge to Template

Merge Template Name Description

Bidders List
LNTP - Limited Notice to Proceed
Purchase Request

@ Recommendation for Award

Sole Source Request

Cancel

x

Created By

ProjectTeam Admin (SSR Mining)
ProjectTeam Admin (SSR Mining)
ProjectTeam Admin (SSR Mining)
ProjectTeam Admin (SSR Mining)

ProjectTeam Admin (SSR Mining)

QOutput: PDF (Recommended) =
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iv. Save and Download the document. Saved Merge Templates are accessible in the
Merge Documents Form.
b. Submitthe downloaded document to SAP.
c. If Approved in SAP:
i. Opentherecord and click Approve Contract from the top of the page.
ii. Upload the approval to the Attachments panel of the Contract record. See Adding
Attachments to Forms in the help pages for more help.
iii. Click Take Action from the top of the page or from the Workflow panel.

R EmsionPr G ¢ ‘
xpansion Project - @- X~ ProjectTeam Admin~
SSR

PR Approval requires your action x
Step# P

- )L

SHARED WITH (1) View All [ snare [E) scrionmems D

iv. Enter any applicable Notes.
v. Pass the workflow step.
1. Pass returns the workflow to the Procurement Team.
d. If Rejected in SAP:
i. Click Take Action from the top of the page or from the Workflow panel.
ii. Provide justification in the Notes.
iii. Fail the workflow step.
1. Fail returns the workflow to the PM.

PR Approval X

You are taking action on Step 2 (Awaiting Approval in SAP) for Contract:
Training Center Rental and Fitout Works Agreement/ HMC-0450 V2.

1) Run the PR Merge Template and submit in SAP. 2) If approved in SAP, attach
the approval and Pass the workflow step. 3) If rejected in SAP, Fail the
workflow step and provide justification in the notes.

Your action

Pass

Mark as "Passed" and move forward to the next step (Step 3 - PR Approved).
Fail

Mark as "Failed" and move back to step:

MNotes

Days for next step to take action: (3) Due date for next step: ()

N/A NJA

Cancel

PROCEEDING WITH AN APPROVED PR
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3) When the PR is approved in SAP and the SAP Administrator passes the workflow step, the
workflow will be returned to the Procurement Team with instructions for proceeding.
a. Procurement Request
i. Proceed with procurement activities per the approved PR.
ii. Click Take Action from the top of the page or from the Workflow panel.
iii. Pass the workflow step to acknowledge receipt.

° ]
Expansion Project - All B+ X~ Project
SSR (

PR Approval requires your action X
Step#: 3 of proved)

== )
Contract: Training Center Rental and Fitout Works Agreement/ HMC-0450 V2 7'
Createa By ProjectTeam Acmin (SSR Mining) on 107125 at 837 AM

QuickNavigation:  Details  Workfiows  Attachments  Action hems  Activity  Reference Links

SHARED WITH (1) Viow A1 (oe] (B soronmens ()

Show complete/obsolete items

PR Approval X

You are taking action on Step 3 (PR Approved) for Contract: Training
Center Rental and Fitout Works Agreement/ HMC-0450 V2.

1) Proceed with procurement activities per the approved PR. 2) Pass the
workflow step to acknowledge receipt.

Your action

Pass

Mark as "Passed" and move forward to the next step (Workflow "Done”).
Fail

Mark as "Failed" and move back to step:

Notes

o~
Days for next step to take action: (I Due date for next step: (D
N/A N/A

Cancel

RESOURCES

Help Pages:
Start a workflow on a document
Print a Merge Template

Adding Attachments to Forms

Additional Resources:
Basic Navigation

Batch Import
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Sharing Records

Adding Attachments
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