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Introduction

Purpose
This QRG outlines the steps a supplier can follow to access, review and update contract documents on the supplier 
portal.
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Click any topic to navigate directly to that section.



Accessing the 
Contract Document



Step 1: Log in to the Supplier Portal using your credentials. The Supplier Portal homepage is displayed. The contract 
document to be reviewed is displayed in the Validations 
section with Action as Supplier Review.
 

Step 2: Click the contract document to be 
reviewed.

Access the Contract Document
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The contract Document window 
is displayed. 

Step 3: Click Edit Document.

You can edit the contract 
document using either Native 
Authoring or Word Authoring.

Note: You can scroll down the 
page to Preview the contract 
document and if no changes 
are required, you can directly 
click Proceed for Review.

Access the Contract Document
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Editing the Contract 
Document using 
Native Authoring



The contract Document window displays key details such 
as the Document Name, Version and any additional 
information related to the contract document.

Scroll down the page to view the contract document.

Step 1: Edit the contract document as required.

Note: The greyed-out text cannot be edited.

Native Authoring
Native Authoring allows you to edit the contract document directly within the Ivalua platform using its built-in editor.
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Step 2: Once the contract document is updated, click 
Proceed for Review.

The document Version is updated, and the fields are no 
longer editable.

Step 3: Click Save & Close.

Native Authoring
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Editing the Contract 
Document using 
Word Authoring



Step 1: Click Switch to Word Redlining. Step 2: Click OK in the pop-up message.

Note: You cannot switch back to the Native 
editor after switching to Microsoft Word.

Word Authoring
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Word Authoring allows you to edit the contract in Microsoft Word using track changes. 



Step 3: Click Open in the pop-up message. The contract document opens automatically in Microsoft 
Word with track changes enabled.
 
Step 4: Edit the contract document as
required, save and click the Close (X) option,
once done.

Word Authoring
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Step 5: Once the contract document is updated, click 
Proceed for Review.

The document Version is updated, and the fields are no 
longer editable. 

Step 6: Click Save & Close.

Word Authoring
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Accessing Signed 
Contract Documents



Step 1: Navigate to Contracts > Manage Contracts. Step 2: Select the required contract from the list. 
 

Note: You can use the filters to narrow down your search.

Access Signed Contract Documents
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Once all reviews and approvals are completed, you can access and view the signed contract documents.



The Contract details are displayed. 

Step 3: Navigate to the Documents tab from the navigation panel.

The contract document details are displayed and the Status is 
Approved.

Access Signed Contract Documents
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Thank You
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