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SAP Sourcing –Contract Management for Suppliers



Contract Management

AM/NS Calvert now uses SAP Sourcing for 
Contract Management.

* * * 
The following slides provide a guide that suppliers 

can use to participate in Contract Management activities in 
SAP Sourcing.
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Contract Invitation
� Suppliers invited to review a contract document 

in SAP Sourcing will first receive an email with a 
USER ID and temporary password.  

� Follow the instructions in the email to activate 
your USER ID and create a permanent 
password. 



3

Sample E-Mail:  
Welcome to SAP Sourcing
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Contract Document Notification
� Suppliers will receive an additional email 

indicating that a contract document has been 
published and is available for review.  

� Using your USER ID and permanent password, 
logon to SAP Sourcing to view the contract.  
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Sample E-Mail:  
Agreement / Contract Document Notification
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Contract Management
� Once you have accessed SAP Sourcing,  the contract 

should display on the Contract Documents tab. 
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Contract Management
- Summary Tab
� Review key information related to the contract here.
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Contract Management
- Contract Documents Tab
� On the Contract Documents tab, click on the contract file 

name to open the contract document file.  
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Contract Management
- Contract Documents Tab
� Click on the contract file name to open the contract 

document in Microsoft Word.  
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Contract Management
- Contract Documents Tab
� To simply review the document without editing, select 

Download when prompted.  

� In Discussions tab, send message to Buyer indicating 
acceptance of terms;

� Buyer will route contract for signature using DocuSign.
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Contract Management
- Contract Documents Tab
� To propose changes to the contract select then   

Check Out

� Add Check-Out Comment then click OK

� Check-Out Information will be updated.
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Contract Management
- Contract Documents Tab
� To download the contract document for editing, click the 

file name 

then click download when prompted.

� Save contract document to desktop and make proposed 
changes;

� When edits are complete, return to Contract Documents 
tab, select then 
select Check In.
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Contract Management
- Contract Documents Tab
� Enter the file name containing your proposed changes 

then select Next.

� When processing status is 100% complete click

� Check-Out Information will be 
updated.
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Contract Management
- Contract Documents Tab
� The original version and the revised version are now 

available in Version History
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Contract Management
- Contract Documents Tab
� To view the changes between the two (2) documents 

select both versions and click .

� Open the Version Compare Document
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Contract Management
- Contract Documents Tab
� Changes are highlighted in red. .
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Contract Management
- Contract Documents Tab
� After reviewing the Compare Version document click 

� Be sure to review all Attachments and Discussions 
before exiting the Contract Document in SAP Sourcing.  



18

Contract Management
- Attachments

� Review all attachments from AM/NS by clicking 

� Click the file name to open the attached 
document. 

� Click        to exit Attachments menu and return 
to the Master Agreement.
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Contract Management
- Discussions
� AM/NS will communicate with suppliers regarding 

Contract Documents via SAP Sourcing - Discussions.

� Suppliers will receive an email notification when a 
discussion is added to an existing Agreement.  

� The following icons have the following meaning:

� No Discussions were created
� Unread Discussions exist
� Read Discussions exist
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Contract Management
- Answer Discussions
� To view and respond to a message click 

� Click the highlighted Topic

� Review the message 
and click to answer.
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Contract Management
- Answer Discussions
� Enter text in Content section of New Message and click

to submit the message.

� Click until you have returned to the Contract 
Documents tab.

� Log off when finished.   
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Contract Management
- Home Page Workbench
� A workbench is provided to summarize ongoing activities 

for each supplier.

� To access the overview workbench that includes a 
summary of all ongoing sourcing activities click .

� To access a list of all Master Agreements assigned to 
you for review click Contracts from the menu bar.



Contract Management

For technical assistance using SAP Sourcing for Contract 
Management

please contact support at 
(251) 289-4441 or email support at 

AMNS_SupplierTechSupport@ArcelorMittal.com
* * * 
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