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INTRODUCTION AND BACKGROUND

• Crystal Ventures Limited (CVL) uses SAP Ariba to manage its supplier management, 

sourcing and contract management processes across its South African operations

• The solution automates the way Suppliers transact and interact with CVL

• This has improved and simplified engagements with our valued suppliers, resulting in a 

better supplier experience

• SAP Ariba is used to exchange electronic sourcing and contract documents, and enables 

Suppliers to self-register and maintain their supplier profile data

• This user guide covers how suppliers will respond to contract documents sent for review 

and signing.



INTRODUCTION TO THE SAP BUSINESS NETWORK

The SAP Business Network connects suppliers with 
customers, enabling them to do business together. 

CVL uses the SAP Business Network to collaborate with 
suppliers, enabling effective sourcing of goods and 
services, supplier registration and contract management. 

The SAP Business Network is the new method for 
suppliers to transact and exchange procurement 
information with CVL and its subsidiaries , including RFQs, 
RFIs, RFPs, Reverse Auctions and Contracts.
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1. As part of the process to create a 
new contract with CVL, the selected 
supplier will receive an email with 
the subject “Review Crystal 
Venture’s Supply Agreement”

HOW TO RESPOND TO CONTRACTS 

Important note:

Please read the content of 
the email carefully.

Click on “Click Here” to access 
the Ariba System and the 
documents for review

B



2. You will be redirected to the SAP 
Ariba Supplier Login Page

A. Enter your username

B. Enter your password

C. Click on the “Login” button

B
HOW TO RESPOND TO CONTRACTS



HOW TO RESPOND TO CONTRACTS

3. Once you are logged in to the  
Ariba system, the ”Negotiation 
Task” window will appear where 
you will review CVL’ documents.

1

2

The contract document can be 
downloaded to facilitate your 
review of the agreement. 

Click on the document, then 
select  “Download” to 
download it to your desktop.  
Add your comments to the 
document and save it as a new 
version.

4. Once reviewed, you can either 
accept the proposal or make a 
counter proposal.

5. To counter the proposal click 
“Create counter proposal”.

B



6. In the “Counter Proposal” 
window add your comments.  
You must attach documentation 
with your counter proposal 
notes.  

7. Click on “OK” when done.  You 
counter proposal is send back to 
CVL, who will review your 
feedback.

1

2

3
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8. CVL Contracts tasks are shown 
in the “Ariba Contracts” drop-
down option.

9. Click the Contract task “Link” 
to see more Contract details. 

HOW TO RESPOND TO CONTRACTS
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10. Once your proposed changes 
have been reviewed and 
accepted by CVL, you will be 
notified via email again.  Click 
on “Click Here” to access the 
Ariba System and the 
documents for review. 

HOW TO RESPOND TO CONTRACTS
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11. You are taken to taken the 
Negotiation Task screen 
again, where you can review 
the updated contract 
document from CVL.

12. Review the updated 
document. If you are 
satisfied, click “Accept 
Proposal”.  If you are not 
satisfied, click on “Create 
Counter Proposal” again to 
send feedback to CVL.

HOW TO RESPOND TO CONTRACTS
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13. Enter any comments for 
accepting the contract 
document and click “OK”.

14. Following your acceptance of 
the contract document, the 
“Review CVL Contract 
Document” will disappear 
from you list of tasks on your 
Ariba Business Network 
account. 

15. CVL will receive your 
acceptance and will in turn 
digitally sign the documents 
and then send them back for 
supplier signature.

HOW TO RESPOND TO CONTRACTS

1

2

B
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• The CVL SAP Ariba Solution uses DocuSign for digitally 
signing contract documents

• You will be required to sign contract documents digitally 
using DocuSign

• There are two types of documents that you will be required 
to digitally sign:

• New Contract Agreements negotiated between you and CVL, 
and

• Contract Modification Documents negotiated between 
yourselves and CVL, where an existing contract needs to be 
amended.  The amendments include price adjustments, 
scope changes, contract extensions and any other 
amendments that may need to be performed to an existing 
contract

Note: 

It is important to promptly 
sign the new contract 
documents or contract 
modification documents 
that you have been sent so 
that new contracts or 
contract amendments can 
become effective 
immediately.

INTRODUCTION



1. Be on the look-out for an email 
notification containing contract 
documents negotiated between 
your organisation and CVL that 
need to be digitally signed by 
yourselves.

The subject line will contain the 
contract number followed by the 
name of the contract document.

DIGITALLY SIGNING DOCUMENTS WITH DOCUSIGN
C



2. Click “Review Document”.

DIGITALLY SIGNING DOCUMENTS WITH DOCUSIGN
C



3. The “Review & Act on these 
Documents” window will appear.

Read the “Electronic Record and 
Signature Disclosure”.

Once satisfied, tick the “box” to 
accept the terms.

Click “Continue”.

DIGITALLY SIGNING DOCUMENTS WITH DOCUSIGN
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4. Click “Start” to begin the reviewing 
the contract, followed by the 
signature process

DIGITALLY SIGNING DOCUMENTS WITH DOCUSIGN
C



5. To sign the contract: 

i. Click “Next”.
ii. Click “Sign” to continue.

1
2

DIGITALLY SIGNING DOCUMENTS WITH DOCUSIGN
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6. Input your “Full Name” and your 
“Initials”.

In the “Preview” section there are 
three possible ways to sign the 
contract

i. A default style

ii. Draw or 

iii. Upload your signature. 

Choose the most applicable and 
click “Adopt and Sign”.

DIGITALLY SIGNING DOCUMENTS WITH DOCUSIGN
C



7. If you choose to draw your 
signature, you may need to use 
your mouse or a pen if your 
computer/tablet has one.

Click “Adopt and Sign”.

DIGITALLY SIGNING DOCUMENTS WITH DOCUSIGN
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8. If you choose to upload your 
signature, click “Upload your 
Signature”.
Then select the file containing your 
signature and click “Open”.

Click “Adopt and Sign”. 

1
2
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9. Complete the rest of the required 
details, particularly the “Signed at” 
section. 

Click “Finish” when completed.

2

1
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10. You have an option to save a copy 
of your document.
Create a password, select your 
region/country, then click 
“Submit”.

1

2
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10. You have completed digitally 
signing your contract document. 
Congratulations on signing your 
contract!

You can view your document as a 
PDF or login to DocuSign to view 
it. 

DIGITALLY SIGNING DOCUMENTS WITH DOCUSIGN
C



THANK YOU


