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RFA AND LNTP APROVAL

The Recommendation for Award (RFA) and the Limited Notice to Proceed (LNTP) approval processes are
both managed in the Contracts form. The Procurement Team will create the form, enter the applicable data in
one or both process sections and then start the corresponding workflow(s).

The workflow follows the same steps for each of the approval processes. The first step sends the record to
the Project Manager (PM) for approval. When the PM passes the workflow, the SAP Administrator is notified
with instructions to submit to SAP. If approved, the SAP Administrator will pass the workflow which notifies
the Procurement Team.
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To navigate this Quick Reference Guide, simply scroll down, or use the following hyperlinks to jump to a
specific section.

Create the Contract (Procurement Team)

Start the Workflow (Procurement Team)

Approve for SAP Submittal (Project Manager)

Submit to SAP (SAP Administrator)

Proceed with an Approved RFA, or LNTP (Procurement Team)

Additional Resources

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 the
required fields.
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i. Enter the Contract # and Subject.
ii. Select Subcontractinthe Type field.
iii. Check Unit Price Contract if you want the Schedule of Values to include Qty, and
Unit Cost fields.
iv. 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.
c. Complete the fields in the applicable process section.
i. Purchase Request (PR) Reference:
1. Click Add Existing.
2. Selectthe PR and Save.
ii. Schedule of Values:
1. Click Create New.

Expansion Project - . @- X+ ProjectTeam Admin -
Edit Contract Cancel u

E‘ ! 1210-EA - ROM Pad (Exterior Finishy Fitout) ~ X Tolng Gensen Rental and s 2 1584500 s
5213‘343%;
( . )
2. Selectthe Account Code.
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3. Enter a Description.

4. 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.

5. Click Add to add the data entered 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

Unit Price

$0.00

Scheduled Value
$0.00

Cancel Add & New m

d. Complete the fields for the applicable process:
a. RFA
b. LNTP

RECOMMENDATION FOR AWARD DATA

1a) To startthe approval process for a Recommendation for Award (RFA) the fields in the
Recommendation for Award Data section will need to be filled in and the workflow started.

3 5udger &
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Enter the RFA Data.

Save.

Start the RFA/RFV Approval workflow. See Start the Workflow in this QRG for help.
Upload any applicable documents to the Attachments section of the record. See Adding
Attachments to Forms for help with Attachments.

oo oo

LIMITED NOTICE TO PROCEED DATA

1b) To startthe approval process for a Limited Notice to Proceed (LNTP) the fields in the Limited
Notice to Proceed Data section will need to be filled in and the workflow started.

LIMITED NOTICE TO PROCEED DATA ‘ P ‘
Complete the following for the LNTP.

LNTP Brief Summary of Purpose

LNTP General Provision

LNTP Expiration Date

LNTP Scope ltems

# | LNTPitems

LNTP Schedule of Values

# | AccountCode Description Uom Quantity Unit Price Scheduled Value

Total
$0.00

a. Enterthe LNTP Data
i. Click Create New at the top of the Scope Items collection.

1. Enter the Item description.

2. Click Add to add the data entered in the Add LNTP Scope Iltems modal as a
row in the LNTP Scope Items or click Add & New to create another row for
the Items list.

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

1. Selectthe Account Code.

2. Enter a Description of the SOV item

3. Enter the UOM, Quantity, and Unit Price.

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

b. Save.
Start the LNTP Approval workflow. See Start the Workflow in this QRG for help.

d. Upload any applicable documents to the Attachments section of the record. See Adding
Attachments to Forms for help with Attachments.

START THE WORKFLOW
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2) After entering data in the Details of the new Contracts record the default Save button will be
Save & Start Workflow. This will open the list of available workflows that the user has access to
start.

R ]
Expansion Project - ™
SSR (

New Contract

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

OR 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.

ArTacrvens =

a. Checkthe box beside the applicable workflow.
Start Workflow to send the first workflow step to the PM for review and approval.

Start New Workflow x

Workflow Name & Description Workflow Steps DayeforFirstSep Dy Date forFirst Step®

LNTP Approval Awaiting PM Approval — Awaiting Approval in
e P T nce sty M e oo
RFA/RFV Approval
Uiz s wrkfow frprojectspprova f s A o RFV. Oncsapproved by tho P v PPN 9910l Avaltig Agproal i 2 Frcay, November 21,2025
3) When the workflow is started for either approval process, the Project Manager will receive an

email with the assigned first step.
a. Review the applicable the record and any attachments.
b. Click Take Action from the top of the page or from the Workflow panel.

H fon Proj
222 Expansion Project ~ All~ - x-
SSR

RFA/RFV Approval requires your action X
Step #: 1 of 3 (Awaiting PM Approval)

s: 1) Review the RFA/RFV 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.

Contract: Training Center Rental and Fitout Works Agreement/ HMC-0450 V2

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 submit in SAP. See Run the Merge Template in this QRG.
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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.

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: (9 Due date for next step: @

N/A N/A

Cancel

SUBMIT TO SAP

4) When the Project Manager approves the RFA or the LNTP and passes their workflow step, the
workflow moves to the SAP Administrator with instructions to submit to SAP.
a. Submit the data to SAP.
b. 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 e
222 Expansion Project ~ All~ - X~
SSR

RFA/RFV Approval requires your action X
Step #:2 of 3 (Awaiting Approval in SAP)

Due Date: 11/24/25

Step Instructions: 1) Submit the RFA or RFV 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.

)
Contract: Training Center Rental and Fitout Works Agreement/ HMC-0450 V2
Created By Brian Rothery (SSR Mining) on 10/7/25 at 9:37 AM

iv. Enter any applicable Notes.
v. Pass the workflow step.
1. Pass returns the workflow to the Procurement Team.
c. If Rejectedin 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.
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RFA/RFV 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) Submit the RFA or RFV 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 - RFA/RFV
pproved)

Fail

Mark as "Failed” and move back to step:

Notes

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

N/A N/A

=

PROCEEDING WITH AN APPROVED RFA OR LNTP

5) When the SAP Approves the RFA or LNTP and the SAP Administrator passes the workflow step,
the workflow will be returned to the Procurement Team with instructions for proceeding.
a. Request for Approval

i. Share the record with the vendor and provide notification to proceed per the RFA.
ii. Click Take Action from the top of the page or from the Workflow panel.
iii. Pass the workflow step to complete the workflow.
b. Limited Notice to Proceed
i. Share the record with the vendor and provide notification to proceed per the LNTP.
ii. Click Take Action from the top of the page or from the Workflow panel.
iii. Pass the workflow step to complete the workflow.

H : i
222 Expansion Project » All~ - X~
SSR

RFA/RFV Approval requires your action X
Step #: 2 of 3 (Awaiting Approval in SAP)

Due Date: 11/24/25

SteE Instructions: 1) Submit the RFA or RFV 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.

View Workflow

Contract: Training Center Rental and Fitout Warks Aagreement/ HMC-0450 V2
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RFA/RFV 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) Submit the RFA or RFV 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 - RFA/RFV
Approved)

Fail

Mark as "Failed" and move back to step:

Notes

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

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

Sharing Records

Adding Attachments
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