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Submitting a Sourcing Request to OSP 

This guide explains how to add required documents to a Sourcing Request and submit the 
request to the Office of State Procurement (OSP). 

I. Access Your Sourcing Request 

1. Log in to Ariba.  

2. Open your existing Sourcing Request.  

3. Navigate to the Tasks section.  

o This section lists all required tasks for submission.  

 

II. Add Team Members to the Project 

1. Select the “Add Team Members to Project” task.  

2. Read the task description.  

3. Click “Set to Started.”  

4. Click “Close” to return to the main screen.  
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Add or Edit Team Members 

5. Select the People icon next to the request title.  

6. In the team window:  
o Click the pencil icon next to the group you want to edit.  
o Click the search icon (double squares) to find users.  
o Search by name or email address.  
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o Select the checkbox next to the user’s name.  
o Click “Select,” then “Save.”  

 

  

Required Team Roles: 
• Agency Approver: Individual authorized to approve the procurement.  
• Agency Budget (if required): Budget approval authority.  
• Agency Legal (if required): Legal reviewer for the Scope of Work.  
• Observers: Additional stakeholders who need visibility but not approval authority.  

Note: To add a user without an Ariba account, contact LESA@la.gov. 

7. After completing all updates, click “Close.”  

8. Return to the Tasks section and click “Set to Complete” for this task.  

mailto:LESA@la.gov
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III. Complete RFP Documents 

1. Select the “Complete RFP Documents” task.  

2. Review the task description.  

3. Click “Set to Started.”  

4. Navigate to the Associated Documents section.  

 

Download Templates 

5. To view a document:  
o Click the document name to preview it in your browser.  
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6. To download:  
o Select the Download icon (down arrow over a line) 

 

Edit and Upload Documents 

7. Complete all required templates, including the Scope of Work and RFP Definitions and 
Acronyms.  

8. Return to your Sourcing Request and open the Documents tab.  

9. Expand the Sourcing Request RFP Documents folder 

10. Locate the document to update:  
o Click the ellipsis (…) and select “Replace Document.”  
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11. Upload your revised file:  

o Select “Upload a new document” → “Next.”  
o Choose your file.  
o Select “Yes” to save as a new version.  
o Click “Replace.”  
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Publish Documents 

11. After finalizing edits:  
o Click the ellipsis (…) next to the document.  
o Select “Publish.”  

Important: All documents must be in Published status before submission. Draft documents will 
prevent submission. 

 

12. Repeat this process for all required documents.  

13. Return to Tasks and click “Set to Complete” for the “Complete RFP Documents” task.  

 

IV. Submit Sourcing Request to OSP 

1. Select the “Submit Sourcing Request to OSP” task.  

2. Review the task details and approval workflow.  
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Approval Routing 

• Approval is routed in the following order:  
1. Agency Budget (if assigned)  
2. Agency Legal (if assigned)  
3. Agency Approver  

If required approvers are missing, return to the Team section and update assignments before 
proceeding. 
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Modify Approval Flow (if necessary) 

3. To edit the approval workflow:  
o Click “Edit” next to the approval flow.  
o Use the ellipsis (…) to add approvers:  

 Before (sequential)  
 After (sequential)  
 Parallel (simultaneous)  

Note: Additional approval steps should only be added when necessary. 

4. Click “Save” after making changes.  

 

 

Submit for Approval 

5. Click “Submit.”  
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6. Enter comments if additional context is needed.  

7. Attach supporting documents if applicable.  

8. Click “Submit” again to start the approval process.  

 

V. Monitor and Manage Approvals 

• To track progress:  
o Open the task and view the Approval Flow.  
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• To make changes:  
o Click “Withdraw” in the top right corner of the task.  
o Update the request.  
o Resubmit following the steps above.  

 

VI. After Submission 

• OSP may contact you with questions or feedback.  
• Once approved, the task status will display “Approved.”  
• OSP will complete all remaining steps and coordinate with your agency. 
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