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2. Review Draft Contract/Memorandum 
Document



2. Review Draft Contract/Memorandum Document

This step is for Supplier and Customer review draft of contract or draft of memorandum together. In case revise document 
supplier can attach document on review step to send to your customer. All authorization person will sign the document via 
DocuSign after supplier and customer reviewed document.

User Login to Ariba Sourcing
Go to => https://supplier.ariba.com
1. Enter your username at User Name 

filed.
2. Enter your password at Password 

filed.
3. Click “Login” button for Login to Ariba1
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4. Go to “Taks” then go to the project you 
need to review document. Then click on 
task “Supplier Review Contract 
Documents *”
5. At “Action” select “View Task Details”

At Review Task
6. Select at contract/memorandum 
document you need to review.
7. At “Action” select “Download” to 
download document for review.
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2. Review Draft Contract/Memorandum Document (Cont.)

This step is for Supplier and Customer review draft of contract or draft of memorandum together. In case revise document 
supplier can attach document on review step to send to your customer. All authorization person will sign the document via 
DocuSign after supplier and customer reviewed document.



Review draft contract/memorandum 
details. 
If you revise contract/memorandum 
detail, please save your file as .docx.8

2. Review Draft Contract/Memorandum Document (Cont.)

This step is for Supplier and Customer review draft of contract or draft of memorandum together. In case revise document 
supplier can attach document on review step to send to your customer. All authorization person will sign the document via 
DocuSign after supplier and customer reviewed document.



9. Click “Complete Review” button.

10. At Reviewed subject:
- Message : You can enter any 

message that need to send to your 
customer here.

Example is send message to inform 
customer that you revise draft 
contract/memorandum.
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2. Review Draft Contract/Memorandum Document (Cont.)

This step is for Supplier and Customer review draft of contract or draft of memorandum together. In case revise document 
supplier can attach document on review step to send to your customer. All authorization person will sign the document via 
DocuSign after supplier and customer reviewed document.



In case revise document please attach 
document on this step.
11. Click “Choose File” then select file for 
attach to review task.

12. Document attached to review task.
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2. Review Draft Contract/Memorandum Document (Cont.)

This step is for Supplier and Customer review draft of contract or draft of memorandum together. In case revise document 
supplier can attach document on review step to send to your customer. All authorization person will sign the document via 
DocuSign after supplier and customer reviewed document.



13. Click “OK” button for complete 
review.13

2. Review Draft Contract/Memorandum Document (Cont.)

This step is for Supplier and Customer review draft of contract or draft of memorandum together. In case revise document 
supplier can attach document on review step to send to your customer. All authorization person will sign the document via 
DocuSign after supplier and customer reviewed document.




