Contract Management System
Instructions

The University of Tennessee

Version 3.0
7/22/2019



Contents

Logging into the Contract ManagemENt SYSTEM ...ccoii et e e e et e e e e e e e et rr e e e e e e e e e abtaaeeeeeeeesannsrnnaeens 4
0T o] [T a Y oY o R U T L3RR 4
Navigating the Contract Management System HOMEPAEE ...ccccoeeeviiiiiiie ettt e e e ecrrre e e e e e e e e abra e e e e e e e e e nnraaaeeeas 4
Setting Up a Back-up Person in “My Profile” (Contract APprovers ONlY).......cocveeeiciieeeiiiiee e e e e screeeesvveeessvaee e 5
To set an as-needed substitute in the Contract Management SYSTEM: ......c..ciiiviiiie it 5

Lo (o A\ =Y Lo LU gl o =T {8 o I o 1= Yo o U PROPUPPRIN 5
ENTEIING @ NEW CONTIACT....eiiiiiiiiiiiiitite ettt ettt e e e e sttt e e e e e e e s s s b eeteeeee s s aabtbaeeeeeeessnnsabeaaeeesssansbabaeaeesssssnnreaaeeens 6
Select a vendor by searching for the vendor (COMPany) NAME:......c.uuiii i e e ebr e e s ebaee e e 6
To Search by RIS (SAP) VENAOr NUMDEI: ......oiiiiiie ettt e ettt e e et e e et te e e e e sata e e e e ttaeeesssaeeesntaeeesssseeeanssaeeesnnsenens 6
(6o 014 - [ot A L o =TT P PP TP PP PRRURRURURPI 7

(2 0=Tolo T I Y] TSRS 7
Financial & Budget Entity INfOrmMation........oouiii it e e s e e st e e e s ssbae e e e sanreeeesanees 7
(O] )= Lot fl DT ol o) f [0 o [ 7
(O] 1= Lot A 0=} =Y =] o[ 8
(0] o1 = Lot Al AV o = 8
ENCUMDIANCE ..ttt e s e sttt e bt e e sab e e e bt e e ab e e s bt e e sabeesab e e s beeesabee e bbeeambeesabeeesabeesabeeeanteesabeeenseeas 9
(o] g=TT = W @o] 011 - [o! AT P PO PPTPPPPPTTNE 9
CONTract STArt AN ENA DAtes......cocuieiieriieiiie ettt sttt et s bttt ettt e bt e b e bt e sbee s st e e st e et e e sbeesbeesmeesasesabeeabeenbeennees 9
NOTIFICATION NAMES ...ttt s h et ettt et e e sh e e s bt e sat e sabesa bt e bt e b e e beeeb e e saeeeateeateenbeenbeesaeesanenane 9
To add your department head to email NOtIfiCAtIONS:.....ciiiiiiiii e e 10

Add Additional Relevant Employees to Email Notifications: .........eiiiiiiiiiiiiiec e 10
Remove a Name from Email NOTIiCatioNS:........cocuiiiiiiiii ettt st st bbb nrees 10
Y=Y o1 (SN2 0o TN o RSP RR 11
RECEIVADIE AMOUNT ...ttt sttt et et e bt e s bt e e a et et e e bt e sb e e s bt e saeesabe e bt e be e beeameesmeeenneenneen 11
(0] o] o LN )Y T Y/ o SRR 11
Existing Purchasing ReqUISItioN NUMDET .......cii ittt e e e e sbee e e e s bee e e e sbte e e s sneeeeenaneeas 11

N ol 21 To I o q o] = Yo - 14 o o VOSSPSR 11
PUrchase Order INFOIMAtioN .....c...i ittt ettt e b et esb e e s bt e saee st e sabe e beesbeesmeesmeeenneenneen 11
RV=TaTe Lo TN U o1 o =Y PRSPPSO TR TSP TPPRUPRUPRRPRO 11
AVT e Lo TR o] o | o AR T T P TP PP PRTOTRR 12
Add a Vendor (Company) Contact to the “Vendor Information” SECLION: .......c.ceccueieciieicii e 12
Remove a Vendor Contact from the “Vendor Information” SeCtion:.........ccccuiriiriiiiiinien e 12

NY 1Y I T D - | OO S TSP PP PP PPN 13
Completing the “Contract INTO” Tab ... e e st e e s st e e e s ssbeeesasseeesassseeesssseeessnsenannn 14



(DT Yol U] 0 aT=1 01 A IF=1 o TR 14

610] Lo T=To BT o Yol U] o T=T o USSR 14
L2 PO SRR PP PRSP 14
[DTo Tl 0] o T=T o | Al Y/ o 1T PP P PP PPPPPPPPPPPPPPPRE 15
ALTACH CONTIACE DOCUMENTS. ..ccouiieiiiieiie ettt tee ettt e ete e s ee e st e e s b e e b te e s bt e e ba e e suteesaseeesabeeaabeeemseesaseeesaseesabaeeanteesarenennnes 15
Preloaded DOCUMENES. .....ueiiiieiiiiieeee ettt ettt et e st e ettt e s abe e s bt e e sabeesabeeebeeesabeeaaseeesmseesabeeesaseesaseeeaneeesabeeeaneeeanseesanenesares 15
DOCUMENES TABIE ...ttt ettt e b e b e b e e s bt e s a et et e et e e sb e e sbeesaeesabe e bt e be e beeameesmeeenseenneen 16
When you are Finished Uploading DOCUMENTS ......ccccuiiiiiiiieeiciiieeeccieeeeesitteeeesivteesesaraeeessabeeesessbaeesessaeessnnsenesensseneessnsens 16
RECEIVADIE INTO TAD ...ttt e b e s bt s bt et e et e bt e s bt e sheesabesabe e bt e beebeesmeeemeeeneeeneeen 17
LAY oY Yo )Y -1 N I « PRSPPI 17
F AN oYY o) -1 I o =L PSPPI 17
SUDMIL FOr REVIBW ...ttt h e bt sttt e bt e bt e e bt e e bt e e ae e e at e et e et e e nbeesheesanesanesabe e be e beennes 17
What Happens to my Contract After | SUDMIt fOr REVIEW? ... ..viiii it st sare e e e st ae e e eanes 17
Complete a Contract Previously Saved @s @ Draft.........oieie it ae e e et e e e e e e e e atae e e anaeas 18
TO OPEN AN EXISTING CONTIACT . ..iiiii ittt e e sttt e e e e e s et b bttt e e eeesaaabbeaeeeeeessaasssbbaeaeeesesannsnnaaaeessaan 18
(o Tol =To 3 {=Tolo ] o [ O T O OO TP TSRO P PSP PPTRTOTRPT 18
ChECK CONTIACE STATUS ....eeuteetiet ettt e s bt she e sat e st e e bt e bt e b e e bt e e ae e e ae e eat e et e e beesheesaeesabesabeeabeebeenneennes 18
CheCk APPIrOVAl STALUS ......eeiiiciiie et e e et e e e et e e e s eat e e e e e atae e e e steeeeestaaasaastaeeeaaseeseeanstaeasanseeessastneesastaeesansenes 19
Understanding Contract Status in the Contract Management SYStEM .....occuuiiiiiiiii e 20
(O T LA TaY - Ta I o aT=T oo [ g T=T o | PSPPSR 22
TO Create an @M ENAMENT . .. ittt ettt e ettt e st e e bt e e shb e e s bee e abeesabeesabeeesabeesabeeebaeesabeesnteesaseesabeeenaseesaseenn 22
CopY AN EXISTING CONTIACT oo 23
B 10T 00} 2V T oL 0 T 1 1 - [ 5 23
Searching in the Contract ManagemMENt SYSTEM ... ..uiiii it e e e s eare e e e s sare e e e sabe e e s sateeesssnteeeeenees 23
TOXE SEAICN ...ttt ettt e s bt e s at e e s bt e s bt e e s u b e e s bt e e sh b e e ea b e e e abeesabee e beeeeabee e bt e e anbeesabeeenreesares 23
Y= TE e o 1 2T T T SO SO PP PR PTOPPPR 24
View Amendments Associated With @ CONTIACE........ooiiiiiiiiiiie ettt et b e s s esaeeeaeeens 26
To view amendments associated with an original CONTraCT: .........ooiiiiiii i 26
To navigate to an amendment from the original CoONtract: .......c.uveiiiiiii i e e 26
To navigate to an original contract from an amMeNdMENT .........ooo i e e e e e e rrarr e e e e e eeas 26
Change an INCOITECE CONTIACT TYPE .uvveiiiiiieeeeiieee ettt e ettt e e et e e e stte e e e ette e e e e ateeeesbteeeeastaeeesaseeaeeaasaaeeeaseeeeeasteesssstneesansens 27
(@ o T Y W T Tolo g g Yot fl 2T ool fe I Y/ oY USSP PSR 27



Logging into the Contract Management System

e Using Mozilla Firefox or Google Chrome, navigate to https://irisweb.tennessee.edu. Please note that the
Contract Management System does not work correctly with any other browsers.

e Enter your UT net ID and password.

e Select the “Other” tab.

e C(Click the “Contract Management” link.
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Enabling Pop-ups
Choose your preferred web browser, Google Chrome or Mozilla Firefox. Enable pop-ups.
Navigating the Contract Management System Homepage

The Contract Management System home page includes all or some of the following icons,
depending on your permissions:

e N[VERSITYof User training | | Logout
TENNESSEEUF

Home

The University of Tennessee ContractManagement Portal Search

e My Prof||e a= Submit a Contract
[+ =]

[+ =]
1age your user profile Submit a new contract & Contracts Google

] My Contracts = All Contracts
m hponba m 4 TR T rpay

ur previousty submitted contracts view all conracis
- My Approvals a= All Approvals
— All niracts pending your approval E— View all approvals

Powered by ESM Solutions Corporation


https://irisweb.tennessee.edu/

ICON Description

Home The “Home” tab is located in the upper right hand corner of all screens within the
Contract Management System. Always use this tab to navigate back to the home
screen.

My Profile Approvers may click this icon to set an as-needed substitute to approve contracts in their
absence. Employees who simply enter contracts will not need to use this tab.

Submit a Contract Click the “Submit a Contract” icon to enter a new contract.

My Contracts Click “My Contracts” to view a table of all of the contracts you have entered for the
university.

All Contracts Click “All Contracts” to view a table of all contracts for the entire university system.
Contracts marked “private” will only be visible to the requesting department.

My Approvals Approvers may click the “My Approvals” button to view contracts requiring their

approval, however most approvers will approve contracts via email. If you do
not have approval authority, you will not see “My Approvals.”

All Approvals Approvers may click “All Approvals” to view all approvals for their approval group. If you
do not have approval authority, you will not see “All Approvals.”

Setting Up a Back-up Person in “My Profile” (Contract Approvers Only)

Contract approvers who have a permanent substitute in IRIS (SAP) do not need to complete this step.
Permanent substitutes in IRIS will automatically receive approval emails from the Contract Management
System.

Contract approvers who prefer to use “as needed” substitutes in IRIS (SAP) may set the “as needed”
substitute or “backup” person in the contract system.

To set an as-needed substitute in the Contract Management System:

e  Click “My Profile” on the home page.
e Select the “Contact Information” tab if not already selected.
e Start typing the backup person’s name “Backup Person” field, and select that person from the drop-down.

To activate your backup person:

e Change the working status to “On Vacation.”
e Enter areturn date. Type the date in the format MM/DD/YYYY, or click the calendar icon to selectit.

The backup person will become inactive on the return date. During your absence, you will continue to receive
approval emails; you have simply given your backup person permission to approve contracts in your absence.



Entering a New Contract

Click on “Submit a Contract”

NOTE:

If an IRIS (SAP) vendor record does not exist for your vendor company, request a new vendor company record using
one of the following methods:

e Request a new payable vendor using IRIS (SAP) transaction ZXK1. New IRIS (SAP) vendors are loaded into the
Contract Management System three times daily: mid-morning, mid-afternoon, and overnight.

e Request a new receivable or zero-dollar vendor company record by submitting the Perfectform found at
https://procurement.tennessee.edu. In the left pane, expand the drop-down menu for “Contract Management
System” and select “Company Number Request Form.” Complete the form and submit. You will receive an email
when the vendor company record is created. Note that the email will contain a vendor company ID number, not
a payable IRIS (SAP) vendor number.

Select a vendor by searching for the vendor (company) name:
All payable IRIS 1 and 3 vendor numbers are available for selection in the Contract Management System.

Click the magnifying glass next to the vendor “Company Name” field.

In the pop up screen, select “String” and “Company Name.”

Type all or part of the vendor name in the “Search again” box and click“Go.”
Click the red arrow next to the correct vendor to import it into the contract.

To Search by IRIS (SAP) Vendor Number:
e C(Click the search icon (magnifying glass) next to the vendor “Company Name” field.
In the pop up screen, select “String” and “All linked fields.”
Type the vendor number in the “Search again” box and click“Go.”
e C(Click the red arrow next to the correct vendor to import it into the contract.

Search again: 1114232 a Advanced Search

[ string [] Context

Search in the Company table and its subtables:

O Company Name (O All text fields
@ All linked fields

[cancel | Clear Field and Close

Companies

ﬁ Companies

p
Status: 1 record(s) found, 1 page(s) Click for details....

: Company - s : State or Company
Edit ID | Numbar Company Name Telephone Main Email Address Street Address 1 City Province Country e
- D 107286 1114282 BENJAMIN LERMAN 917-301-1385 ben@benlerman.net 266 EAST BROADWAY, APT 1707 NEW YORK  NY usa v



https://procurement.tennessee.edu/
https://procurement.tennessee.edu/

Contract Title
e Type a one-sentence description of the contract in thisfield.

Record Type
No action needed. The “Record Type” field will default to the appropriate type.

The record type defaults to “New Contract” when you click “Submit a Contract” to Mew Contract =
create a new contract. p New Contract ¢
_Lﬁ.mendment

The record type defaults to “Amendment” when you follow the instructions for creating an amendment.

Financial & Budget Entity Information
e Type the account number in the account number field, wait for it to appear in the drop-down list, and
then click on the account number in the drop-down list.

+ Fund & Budget Entity Information o

x —— 0
“Account: el70450 ¢

Funds Center Name: E170450

“Budget Entity:

All other fields in this section will auto-populate.

|\ Fund & Budget Entity Information

*=Account: E170450 O “Account Name: Public Liability Insurance &)
Funds Center Name: Bublic liability insurance Account Department Code: U170004050
*Budget Entity: 17 6] “Budget Entity Name: University-Wide Administration t_O

NOTE:

Please enter your base account fund number in the “Account” field. The account number entered here does not affect
which accounts pay or receive funds — it simply determines the appropriate approval workflow.

Contract Description
e Enter a brief overview of the “Who, What, When, Where, Why, and How” of the contract. Avoid
entering special characters or punctuation marks.
e You will upload your contract and supporting documents in the documents tab. Please do not
copy and paste the terms and conditions of the contract here.




Contract Categories

e Choose the appropriate contract category from the drop-down list. Your selection will display or

hide the remaining fields needed for the contract.

-SLE"') _Can_celv) [Contract Ir'lfo] Document]Approvals]Docusign Enve

Collapse All

“*Company Name:
*Contract Title:

*Record Type:

w Fund & Budget Entity Inf

“Account:
Funds Center Name:

“Budget Entity:

w Contract Information

Contract Description:

“Contract Category:

Contract Type

e Choose the appropriate contract type from the drop-down list. Your selection will display or hide the

I,

Affiliation/MOUMOA

Architectural Agreement

Athletics Coach

Athletics event

Athletic Suite Season Tickets

Business Associate Agreement (HIPAA)
Certificate of Substantial Completion
Confidentiality Agreement
Construction {SBC Approved)

Data Use Agreement

Design (SBC approved)

Equipment (purchase or lease)

Hotel

Inventor Basic Agreement

Joint Faculty (Federal)

Joint Faculty (State of TH)

Leasze (not SBC)

Lease-State Bldg. Commission Approved

Legal, audit; fiscal; acctg agreement W

remaining fields needed for the contract.

Contract Type:

Choose ane .

*Foreign Contract?:

Payable Contract

*Contract End Date:

Receivable Contract LI

Add Requester In Zero Dollar Contract

NOTE:

If you select the wrong contract type, you must delete any dollar amount that was associated with the incorrect
contract type before selecting the correct contract type. If you realize that you have selected the wrong contract type,
finish your contract entry, save your contract as a draft, and then refer to “Change an Incorrect Contract Type.”
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Encumbrance

Contracts do not encumber in IRIS (SAP), even though the Contract Management System allows you to select “Yes” using
the Encumbrance? field. When you select “yes” in the drop-down box, the Contract Management System notifies your
campus procurement office to issue an encumbered purchase order. Please consider using the Funds Reservation
transaction in IRIS (SAP) to encumber funds related to a contract. Please note that the best practice is to use the Funds
Reservation transaction when you want to encumber funds related to a contract. You can find training materials related
to the Funds Reservation transaction on the IRIS training website.

You may select “Yes” from the Encumbrance? drop-down field for one of two reasons:

1) You want to encumber funds, but you do not want to use the Funds Reservation transaction in IRIS (SAP).
2) The vendor requires that the University issue a purchase order, in addition to the University signing the contract.

e Choose “Yes” to encumber funds. Once activated, the contract will be an “Active PO Contract.”
o The Office of Procurement Services will issue a Purchase Order.

o Use “MIR7” in SAP to pay against the PO number.
= Contact the Accounts Payable Department if you have questions about paying

against an Active PO Contract.
e Choose “No” to leave the fund unencumbered (this is the default response) and no purchase order
will be created.

Encumbrance?: No * /

*Contract Start Date: E_'_

o Use “ZAP_Entry” to pay against the contract number in SAP.
e If you have questions about whether or not to encumber a contract, please contact your business office.
e If you have questions about the functionality of encumbering a contract, please contact your campus

contractoffice.

Foreign Contract
e Choose “Yes” if the contract is between UT and a foreign vendor.
e Choose “No” if the contract is between UT and a domestic vendor.

Contract Start and End Dates

e Enter the contract start and end dates and then click “apply.”
e The contract end date must not be earlier than the contract start date.

Notification Names
As the contract requester, you will automatically receive an email notification when your contract has
been made active or, for certain types of contracts, when it is about to expire. It is not necessary to add
yourself to the notification list.


https://irishelp.tennessee.edu/gm/workplace?

If others in your department need to receive notifications, you may add their names in the “Notifications Names”
field.

To add your department head to email notifications:
e Click the orange “Add requester info to notification list” button. (This will also display yourname.)

Motification Mame({s}: . ~| Add Requester Info to Notification List

Add Additional Relevant Employees to Email Notifications:
e C(Click the search icon (magnifying glass) next to the “Notification Names” field.
In the pop up screen, select “String” and “Full Name.”
Type the full name in search field, and click “Go.”
Check the box to the left of the person’s name.
e Click “Import/Append.” To add multiple names, click “Import/Search Again.”

ol

Search again: Slake Reagan dvanced Search Create new -- Se
— ¢ String

Context

Search in the Person table and its subtables:

——— & Full Name All text fields
All linked fields / /

Import/Replace | Import/Append [ Import/Search Again | Cancel | Clear Field and Close
Peuplel

B people
Status: 1 record{s) found, 1 page(s) Click for details.... 1 record(s} are selected
1D | Full Name Department Budget Entity

¢ 23578 | Blake Reagan 00263008 @ Purchasing University-Wide Administration

Remove a Name from Email Notifications:
e C(Click the orange circle with the minus sign to the left of the name.

Notification Name(s): © Blake Reagan 00263008

© Ahigail Shellist 00228075 0
-
—» @ Curtis Stinnett 00114288

NOTE:

Adding or removing names from the notifications field does not affect approval workflow.
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Payable Amount

This field will only display for the payable contract type.
e Enter the payable amount in the field.

Receivable Amount

This field will only display for the receivable contract type.
e Type the receivable amount in this field.

Competitive Type
e Select “Bid” or No Bid” from the drop-down list.

Existing Purchasing Requisition Number
This field will only display if you selected “Bid.”

e Enter the requisition number.

No-Bid Explanation

e Enter a detailed explanation of why the contract was not bid if the competitive type is “no bid”, the

contract type is “payable”, and the contract amount is greater than or equal to $10,000.

e If you are entering a grant, please choose yes or no depending on whether the payee (the vendor

company) is named in the grant.

+ Notis

No-Bid Explanabion:

MNo-Bid Explanation: Required if amount s egual to or greater thag-%10,000 and the contract wasn't bid. Explain why this couldn't be bid.

interest.

@med in Grank: Mo __*_ﬁ_)

—

Purchase Order Information

No action needed.
Do Not enter information in this field. The purchasing office will enter information here if needed.

Vendor Number
No action needed.

Indude as

NOTE:

The “Vendor Number” field contains the IRIS (SAP) vendor number.
o The field will auto-populate for IRIS (SAP) vendorcompanies.

company record that exists only in the Contract Management System.

e The field will be blank if the vendor company was created as a zero-dollar or receivable vendor

11



Vendor Contact

The Contract Management System requires a company contact person for eachvendor company record. If there is a

contact person tied to the vendor company record in the system, it will be displayed in the vendor contact table. You
may add additional contact people, as needed.

= Yendor [nformation

Company Mumber: 1120540
“Company Contact(s): o o
Status: 1 record(s) found, 1 page(s). Click here to recount records,
O | Unlink | Views &%
i Full Primary
Edit View ID | LOvAP User I Hame Telephone Group Team

kY O | BS074  Bob_Ross@HappylitteTrees.net Pob Ross Vendor Team

Add a Vendor (Company) Contact to the “Vendor Information” Section:

e Enter data in the following fields in the “New Vendor Contact” section at the bottom of the “Contract Info” tab.
[ New Vendor Contact i o A P

; - s
Mew Contact First Name:  Bob Mew Contact Last Name: Ross
Mew Contact Email: Bob Ross@MappylittleTrees.net -

Mew Contact Role: ..‘.:.\:uurtlrlg
Mew Contact Telephone:

Save Company Contact

Mew Contact Fax:

NOTE:

Important Notes about Vendor Company Contacts

e Avendor company contact can be associated with one or more vendor company records.

e Please do not add your name and e-mail address as a placeholder.

e Please do not add a new vendor company contact if you have not had a vendor company number linked to
your contract record.

Remove a Vendor Contact from the “Vendor Information” Section:

Please remove any vendor contacts except for the vendor contacts you have worked with for the contract you are
entering. If you remove the other vendor contacts, please note that removing the contacts does not delete the contacts

12




from the Contract Management System; rather, removing the contacts only “unlinks” the contacts from the contract you
are entering. To remove a vendor contact:

e Click the check box to the left of the name.
e Click “Unlink”. The contact will be removed from your contract, but not from the vendor record.

[+ r [nformati
Company Number: 1120540
“Company Contact(s): -
Status: 3 record(s) found, 1 page(s). Click here to réecolnt records.
Edit View ID |  LDAP User ID Full Nama Talephone  Group 1".";;"“:”
\ 2 89077 Mirrored_Lake@HappyLittleTrees.net Mirrpred Lake vendor Team
Y0 8807s  Johnny_Seagull@HappyUitteTrees.net | Johnny Seagull Vendor Team
% O 89074 Bob_Ross@HappylittleTrees.net Bob Ross Vendor Team

Save as Draft
If you do not have all of the information you need to submit your contract into workflow, you may click on
“Save as Draft” at the top of the page. This will allow the information you’ve entered already to be saved, so
you can go back and work on the contract entry at a later time.

& Contract

~5le') FB"_CEI') {Cor‘ltra-::tIr'lfo}Document]ApprovaIs]DocuSign Envelopes] =

Collapse All

“Company Name: BENJAMIN LERMAN o

*Contract Title: Service Agreement

“Record Type: New Contract «

+ Fund & Budget Entity Information

*Account: E170145 O FAccount Name: Treasurer O
Funds Center Name: Treasurer Account Department Code: U170007045
*Budget Entity: 17 o “Budget Entity Name: University-Wide Administration o

You will see that, after saving as a draft, you will be given a contract ID number and a 95 contract number.

13



Submit a Contract

Status] Contract #113980|successfully created. Contract #113980 successfully updated..

& Contract
?&‘-") FE'"_':EI') {Contract Info} Document]Approvals]DocuSign Erwelopes] -
Collapse All
ID: 113980 Status: Draft
Contract Number: 9500068715
“Company Name: BENJAMIN LERMAN O
*Contract Title: Service Agreement
Contract Reauester: Test Portal IRIS (SAP) Contract

Completing the “Contract Info” Tab
If you have entered all information on the contract info tab you must click on “Save and Go to Next Tab.”

e When you click “Save and Go to Next Tab,” the system will assign a contract number and saves it as a draft.

e Do not click “Save.” The “Save” button will close the contract. If you close the contract while you are on the
“Contract Info” tab, before a contract number is assigned, you will lose your contract entry, and you will need
to start over.

Document Tab
Tip: Pop-ups must be enabled on Firefox or Chrome before you attempt to upload documents on the “Document” tab.

Upload your contract or amendment, and any supporting documentation on the “Documents” tab. Documents
should be in Word or an original PDF format (no scans or scanned .PDFs). You will not be able to submit your
contract entry for review until you have uploaded a document.

Upload a Document:

Click the “Add New Document” button to open the “Contract Document” pop-up window.

NOTE:

Upload each document file separately (one document file at a time). Click the “Add New Document” button for
each document file that you need to upload.

If you select multiple document files to upload at once, the system will compress all of the document files into one file.

Title
e Type the document/filetitle.
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Document Type
e Select “Contract,” “Amendment,” or “Other.” The “Final Contract” type is reserved for the contract offices.

Savev) Cancelv) [Dnr.ument Informati un]

\ Collapse All
“Title:

|= Document Information =

‘_'_,_,.,-'-""-

“Document Type: Choose one -

+ Attach Documents

*Attach Contract
Document:

Attach/Manage

Drag&Drop files

Attach Contract Documents
e Select either the “Attach/Manage,” or the “Drag & Drop” method to attach adocument.

Manual Upload Method Drag and Drop Upload Method:
e Click the “Attach/Manage” link. e Navigate to the document on your computer.
e C(Click the orange “Attach File” button. e Dragthe document to the “Drag & Drop Files”box.

e Hover until the “Drag & Drop Files” box turnsred.

*Attach Contract Attachiml= lqe
o Navigate to the document on your computer. Document: Pos ==
Highlight the document to select it. LD.I:IC?T.-,.‘:F'I:CDp}r

Click “Open.”
Click “Finish.”
Click “Save.”

Contract Information

e Click “Save.”

NOTE:

You cannot remove documents that you have uploaded to the Contract Management System. Make sure you have
uploaded the correct document before you click “Save.”

Preloaded Documents
Two documents have been preloaded into the CM system: “Insurance Certificate” and “Tax Exemption.”
The “Insurance Certificate” is UT’s certificate of self-insurance, and it is not on UT letterhead. Similarly,
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the “Tax Exemption” is UT’s certificate of tax exemption, and it will not contain the name of the vendor.
If your vendor requires these specifications, please upload the appropriate versions of the insurance
certificate and tax exemption insurance manually rather than using the pre-loaded versions. Please
note that the University maintains tax-exempt status in states outside of Tennessee. For a current
listing, please visit the University’s Office of the Controller.

Add Tax Exemption

Documents Table

The documents table is displayed midway down the “Documents” tab. It becomes visible after you attach a
document. The table contains information about uploaded documents as well as a link to each file.

It is very important to add just once document at a time.

Although it is not advisable to add more than one document at a time, it is possible. When you want to view documents
in the documents table, it is important that you click on the view/search (magnifying glass) icon and not the hyperlink. If
you click on the hyperlink, and there are multiple documents attached, you will only see one. If you click on the
view/search icon, you will see all of the uploaded documents.

Flﬂe) [Contract Info]Document]Approvals] DocuSign Envelopes]

Collapse All
1D: 113975 Status: Pending Delegated Decision
Contract Number: 9500068710
*Company Name: DELL MARKETING LP
“Contr|
Contra CLICK HERE IRIS (SAP) Contract
Number: DO NOT CLICK HERE
— Use the search icon to open
s documents to make sure you see In this example, someone incorrectly
ontra .
all uploaded documents added multiple documents at once. If
Statul ount records again.. . . .
you click the hyperlink, you will only
o " see one document.
O vie Title Tf;;me” Contract Title Attach CV

O O | 75710 | Amendment = Amendment | Amendment to Dell... | Contract...

|~. Related Amendments

Amendments:

Status: No records.

When you are Finished Uploading Documents
e C(lick “Save and Go to Next Tab” to continue working.
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Receivable Info Tab

This tab is used by the Health Science Center and may be skipped by all other campuses.

Approvals Tab

Approval Notes

e Enter approval notes, if needed, in the approval notes box. If you need to format the notes, click the orange
“Edit” button and enter notes in the pop-up box.

» Approval Information

Approval Notes: Enter approval notes here.

@ HTML = plain text

Submit for Review

4

To submit your contract for review, click “Submit for Review.”

Submit for Review

To close the contract and continue later, click “Save.”

Savew)

NOTE:

Reference Note: “Approval Information”

Later, when your contract is in “In Review” status, you can return to the approvals tab to view approval workflow. Refer
to “Check Workflow Status of a Contract” for instructions.

What Happens to my Contract After | Submit for Review?

After you submit your contract for review, it will route electronically to your campus contract office for a pre-
review, which includes a delegation decision, and an assignment to a campus or university contract office. This
is the “Pending Delegated Decision” contract status.

If the contract office discovers missing or incorrect data, they may send the contract back to you for changes. If

the contract office returns a contract, you will receive an email letting you know that changes are required. You
will find the returned contract in your “My Contracts” table as a “Draft.”
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When the campus contract office completes the pre-review of your contract, they will submit the contract
into workflow. The contract status will change to “In Review,” and the contract will route to your
department head and other approvers.

Complete a Contract Previously Saved as a Draft

To open an existing contract:

e From the “Home” tab, click on “My Contracts” or “AllContracts.”
e Search for the contract. Refer to “Searching in the Contract Management System” asneeded.
e Click either the “Edit” icon, or the “Contract Title” to open the contract.

2 Contracts: My Contracts All

——— ————————

Status: More than 100 record(s) found Click for details...
Papge: [Page 1] Mext Last oo paps a
Search; TEXT * | contmrs - m
Show Al Eefire String Coniext Active Only | More Opticns | My Contracts All 25
Mew & | Actions Wiews b~ |Search D= |~ (B~
traet bract Contract Budget Payi
Eﬁﬁmr Conkract ﬁ".'/Z'I{D.II!u Company Mame Status Reqester Account Account Mame Enfity Armic
£ | 9500056516 | [ndependencd 07/04/2018 | U.S5. BBQ LLC Draft Test Tralming E170145040  Treasurer- Comtracts = 17 51
Day Festival
1R LS.
s, et e

You may edit your own contracts that are in “Draft” status. You may view all other contracts in the contracts table.
Locked Records

This symbol indicates that a contract record is in use by the contract requester or a contract officer. You
may view, but not edit a contract when this symbol is displayed.

Edn/#a':: Conlract Tise EE_:E:‘E_L Comparny Name Status E:‘J;:B_ Account Account Mame
) 9500072785 PS5 A Gnile : Demi/x0ie  TODD GREEME Draht Lo Barton E130110 IPS PROG DEV &
- Aotivationa aat DO332435 SUPPORT

Check Contract Status

You may view the workflow status of any contract with a status of “In Review.”
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,l._-i Contracts: My Contracts
-

Status: 7 record(s) found, | pagels) Click for datadls....

Search ~TEXT - | containg

New &7 | Actions =

Check Approval Status

< (Go)

Shaow & Refine String Context Active Only | Mare Options | My Cantracts £

Views @ = | Search .-D v | [

Contract Contract Contract Aptount Budget |
B gumpar 1 Contac TN EndCate OTEMW MATE  Shu Requester OOt Hame Entity 4
aS0EE516 | ndependence Day Festval 07/04/2018 U.5. BBQ LLC Draft Test E170145040  Treasurer- 17
2018 U5, BRO Catering Trairing Contracts
ASMI0EAS0E Catering for 2008 Basd 05 18/2018 SWEET PS BB Pending Test E170145 Tréaaurer 17
Mesting AND SOUL HOUSE | Delegated  Training
LLC Dedision
ASMI0EESET CH-UT PROVISION OF 048/31/2018  LE BONHEUR ast E07D128 Contracts o7
BRESEARCH ASSISTANT FOR CHILDREN'S ralring
PEDIATRIC CARDICH OeGY MEDICAL CTR

e Search for and open the contract. Refer to “Searching in the Contract Management System” asneeded.

e Click on the “Approvals” tab.

e Scroll to the bottom of the “Approvals”

screen to view workflow status.

e Here you can view any approval notes that the contract offices have entered. This can let you know more
specifics about where the contract is in the approval process.

NOTE:

Contract Management System approvers are carried over from IRIS (SAP).

If there are multiple approvers for a particular account and approval step, you will see one approver’s name
followed by “...” Click on the search icon (magnifying glass) to the left of the approval step to view all of the
approvers’ names. Only one of the listed approvers must approve the contract.

Close) [Contract lnlo]Dntu-nenthmwaﬂ][)acu‘smfn Ervelopes —
Collagss
(=5 113676 Status: Meed Sigratures
Contract Numbser: DE0004E 546
“Company Name: HILTON HawallaN VILLAGE LESSEE LIC
"Conkract Tithe: LOCGING FOR SOCCER TEAM 2018 TOURNAMENT
Contract Requester: Test Trainsng IRIS {SAP) Contract

Humber:

- Agnrgyal informatien

Approval Motes: [[Test Training 01/11/2018 01:43 PM]

Disregard attachment ttled “wrong doc.” Instead, use “rght doc.”

Approvals Nesded
Status: 2 record(sffound, 1 page{s). Clck hegrg to recount reconds,

Conract

Wi Nismb

Appraval Title
O 11950 9500068546  Departmant Aporoval
B 11951 ©500058546  University System Contract Office Review/approval

Number of Approvals 2 FMumber of Approvals 2
Needed: Received:

Appeoval

Srahis Approver(s] proved/Rejected By
Appraved | Timathy Mapes aumren Binkley 00207467
dpproved Karen Binkley 002074567
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Understanding Contract Status in the Contract Management System

Contract Status Explanation

Draft e Requester completes entry on the “Contract Info” tab.
e Requester saves the contract, but does not submit it for pre-review.
e Requester can make changes as long as the contract is in draft status.

Note: If a contract officer or approver requires changes, the contract returns to the
requester in draft status. When the requester makes the required changes and re-submits
for review, the contract routes back to the contract office.

Pending Delegated e Campus contract officer pre-reviews the contract for accuracy and checks attached
Decision documents.
e If needed, campus contract officer may send the contract back to the requester to require
changes.
e Campus contract officer completes additional tasks and submits the contract into
workflow.

IMPORTANT REMINDER: CONTRACT MOVES INTO WORKFLOW AFTER THE CONTRACT OFFICE
COMPLETES THIS STEP.

In Review e Contract is in workflow routing for approvals.
e Anyone may view workflow on the “Approvals” tab of the contract record.
e If needed, approvers may send the contract back to the requester to require changes.

Pending 3" Party Review e This optional status occurs between the “in review” and “active” statuses.
e The contract office is waiting for a third party to review and return the contract.

Needs Signatures e The contract office is waiting for a third party to review and return the contract.

e Contract office assigns the contract document to appropriate parties for signatures.
Pending DocuSign e Contract routes to appropriate parties, both internal and external to the university, for
Signature signature.
Active e Contractis Active
Active PO Contract e This status results when a requester chooses “yes” in the encumbrance field during the

contract entry process.
e Contract is active and the purchasing office issues a PO.
e Department pays against the PO number in MIR7.

Expired e The contract end date has passed.
e Depending on the contract category, the requester receives an email notice 90 days
before the contract expires.

Cancelled e Contract office cancels the contract during the “pending delegated decision” step.
e Example: there is an existing master agreement with the vendor.
e This is a permanent decision; the office cannot resubmit the contract into workflow.

Rejected e Anapprover chooses to terminate the contract during the “In Review” step.

e |f an approver terminates a contract by mistake, the department may contact the
University Contract Office to request that the contract be moved back into
workflow.
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Key Points to Remember

e Campus contract offices pre-review contracts BEFORE submitting them into workflow. This is the “Pending Delegated
Decision” status.

e Approvers view and approve contracts only AFTER the campus contract office completes its pre-review. This is the “In
Review” status.

e All users can view workflow on the contract “Approvals” tab except during the “Pending Delegated Decision” or pre-
review step.
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Creating an Amendment

The Contract Management System links all amendments to the original contract. To create an amendment,
you must navigate to the original contract. You cannot amend an amendment.

To create an amendment:
e Search for and open the original contract. Refer to “Searching in the Contract Management System” as
needed.
e C(Click the orange “Create Amendment” button.

M Contract Info Document] Receivable Info]ApprovaIs]DocuS@n Envelopes] =

Collapse All
(save as Draft
10 113742 Status: Expired
Contract Number: 9500068578
*Company Name: namel rg test submit 4
*Contract Title: Test
Contract Requester: Whitney Clark 00343298 IRIS (SAP) Contract
MNumber:
“Record Type: New Contract Copy Existing Record
+ Fund & Budget Entity Information
“Account: E070101016 “Account Name: Campus Master Plan
Funds Center Name: Executive Vice Chancellor Account Department Code: U070601001
*Budget Entity: o7 *Budget Entity Name: Memphis

w Contract Information

e Anew “Contract Info” tab will open. Most fields will auto-populate with data from the originalcontract.
e Referto “Entering a New Contract” as needed to complete the following steps.
o Enter additional comments in the “Contract Description” field.
Complete the remaining fields on the “Contract Info” tab.
Upload your amendment on the “Document” tab.
Navigate to the “Approvals” tab.
Click “Submit for Review.”

O O O O

NOTE:

If you are amending the amount of a payable or receivable contract, enter only the dollar amount of the
amendment. The Contract Management System will calculate the cumulative amount of the contract.
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Copy an Existing Contract

The copy function is helpful if you are creating multiple agreements with the same vendor company. You may
copy your own contracts or contracts that other departments have created. You may copy contracts that are in
any contract status.

To copy a contract:
e Search for and open the contract. Refer to “Searching in the Contract Management System” asneeded.
e C(Click the orange “Copy Existing Record” button in the header section of the “Contract Info” tab.

&) Contract

.CILSE.J' Contract lnfn]D:u-:ument]Receivable 1r‘-fﬂ].ﬂxnpm~.'alslDucuSigr: Env-elc-ues]

Collapse All

1D: 113825 Status: Pending Delegated Decision

Contract Number: 9500068616

“Company Name: WS BBOLLC

*Contract Title: Independence Day Festival 2018 U.5. BBQ Catering

Contract Requester: Test Training IRIS (SAP) Contract /
Number:;

“Record Type: MNew Contract Copy Existing Record

e A new contract info tab will open. The vendor “Company Name”, account information, and
“Contract Category” fields will auto-populate with data from the original contract. You may edit
these fields as needed.

e Referto “Entering a New Contract” as needed to complete the following steps:

o Complete the remaining fields on the “Contract Info” tab.
o Upload your contract document(s) on the “Document” tab.
o Navigate to the “Approvals” tab.

o Click “Submit for Review.”

Searching in the Contract Management System

To perform any of these functions, it is necessary to understand how to search for existing contracts. Please
note you may search all contracts from either “My Contracts” or “All Contracts.”

There are two ways to search for contracts in the Contract Management System. You can perform a simple text
search, or you can select search criteria in the search bar.

Text Search

The text search method is similar to a “Google” or internet search.

To search for contracts using a text search:

e From the “Home” tab, click on “My Contracts” or “AllContracts.”
e Locate the “Text” box in the upper right hand corner of the screen.
e Type in descriptive words for your search.
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e C(lick “Go.”

e e —— Home /..-"' /

Saved Searches | Show all records *  Text

.,‘!ﬂ Contracts: My Contracts

' "

Stabus: 7 record{s) found, 1 page{s) Click for details....
Search: “TEXT- =  containg - E
[ Show All | D Rﬂfinei String | 1 Contaxt Active Only | More Options | My Contracts S
Mew & | Actions - Views g w | Search O w [ = |2
| Contract Contract Contract s Man Contract o Account Budget Payi
s Mumber i End Date i ik o ik Requastar : MName Entity  Amc
£ 9500088616 | [ndependence Day Festhval 07/04/2018 U.5. BBQ LLC Draft Test E170145040 Treasurer- 17 21,0
2018 U5 BRD Catering Training Contracts

The Contract Management System will display all contracts matching your search criteria in the contracts table.

Search Bar
To search for contracts using the search bar:

e From the “Home” tab, click on “My Contracts” or “AllContracts.”
e If the search bar is not visible, click “Search” or select “Expand Search Options” from the search drop-down
menu.

Savid Saamihes  Show B retordy L

& contracts: My Contracts

Statui: 7 ietodd(s) found, 1 pagels) Chdk fod detali .

Waw & | Actions =

Contract Contract Contract
Edit Frwslicis Contract Tile End Date Company Name Status Raquester
£ 9500008610  Indeoendents Dav Eestival OTio4/2018 | LS. BBD LLC Doraft Test ELFDI43040  Treasun Edit ...
018 U5, SB0 Caterig Trainieg Corac Manags ..
1 ewoo0essol  Cabering for 2018 Board 0182018  SWEET PS BB Pending Test E170143 Treasun  Show Al )
Heetang AND SOUL HOUSE | Delegsted  Training o
LLC i :;m-m"’ls avable & Aifounts Fé.
: Cohtracts
£ esoooem3a?  LOH-UT PROVISION OF O8/31/2018  LE BONMEUR In Review  Test EQF01I8 Contracty™ 07T ¥
BESEARCH ASSISTANT FOSR CHILDREN'S Trainirg

e Select the field by which you wish to search from the drop-down menu in the first search box. Commonly
searched fields include “Account”, “Contract Requester”, “IRIS (SAP) Contract Number”, and“Company
Name.”
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Saved Searches | Show all reconts v Tast  Go |

¥l contracts: My Contracts

-

Stahes: 7 record{s} found, 1 page(s)

Soarch: Company Hame = equals, = - JDE
Company Bl To Cosntry -
c:-rn:'\-ra-i To 1D Arflve Only | Marg Qpilens | My c:;fdradsﬁ-
{Comparry Bl To PO Box Address
{Compary Bl To PO Boa Ty
Mm@ | Al Sompeny Bl To PO B Ie Code I WiBws o v Search .ﬂ - ﬁ v | =
_|Compery B To Sabe or Provnie L L
|Compeny B To Sreet Address |

Compeny B To Sireet Address 1 Comtract Contral ACLoun Budget

it o Company 0% To 29 o Fostel Gose End Dgks  COMPANY Mame Status MIH?M‘ Acoount b : Entity m
|Campery Chy

o1 | eaCompany Countey 07042018 | U5, BBQLLC Draft Tast EITOI45040 | Treagurer- | 17 510
Lo prirry Maims

g lomparny Humbsr J5F18/2018  SWEET PS5 BRG Pending Test E170145 Treasurer | 17 513
Lomplfy Drgming Hotes AND SOUL HOUSE | Delegated | Training
Compary State o Frovinoe LLE Decigicn
|Compery Street Sddmess 1

1 @9Compery Street &ddress 2 OBF31/3018  LE BONHELUR En Review | Test EOTOLIE Contracts o7
Compary Type CHILDREN'S Training
‘Company Zip or Postal Code = MEDICAL CTR

e Select an operator for the search in the second searchbox.
e Select “equals” to search for an exact match or a number. For example, if you are searching for contract #
8500041541.
e Select “contains” to search for an approximate match. For example, if you are searching for a contract with
a BBQ vendor, but you do not remember the exact vendor company name.

:_’.J' Contracts: My Contracts /

§ 8
Status: 7T record{s) found, 1 pagels) Chigk for detnils.... /

Search:  Compary Hame = | contens - Pm

Showr Al Refine String Conts . iy Contracts &
CONCRFS ¥

|does pot contain, lae=

hew &1 | Actions ol contuind in, 1< Wiews g+ | Search = w |
it = ot flly cortained in, 1ex 2 ais

4 Contract i Juss tham, < | Contract Accourt  Budget  Payi
[ i Contract Tithe i Dara | Company mame  Status Soquuster Account i By Aok

e Enter avalue for your search.

& contracts: My Contracts

Status: 7 record(s) found, 1 page(s) Click for detajls.,..

Search: Company Name * |contains * |BBO . pm

Show all _waine| I 5tﬂnu| | Context| [} Active Only | More Options | My Contracts <5

e C(Click “Go.”
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View Amendments Associated with a Contract

To view amendments associated with an original contract:
e Search for and open the original contract. Refer to “Searching in the Contract Management System” as
needed.
e C(Click on the “Documents” tab.
e Scroll to the bottom of the “Documents” screen to view all amendments associated with the contract.

To navigate to an amendment from the original contract:
e Search for and open the original contract. Refer to “Searching in the Contract Management System” as
needed.
e Click on the “Documents” tab.
e Scroll to the bottom of the “Documents” screen to view the table of amendments.
e C(Click on the “Contract Title” or “ID” of the amendment you wish toview.

To navigate to an original contract from an amendment:
e Search for and open the amendment. Refer to “Searching in the Contract Management System” as needed.
e Onthe “Contract Info” tab, locate the “Amendment Information” section just below the header.
e (Click on “Original Contract ID”, “Original Contract Title”, or “Original Contract Number” to view the original
contract.

¥ Contract /

Edit Closal  compact ik m.;.;u Appioyies Erp restony DoseSgn Eiveiepes [ =]

o 2212 Hahus  Exprss
Cordrac) Mo PEONODTEAE
Civpasy N 4 Gt Tie A sy One 1o Degh TH Bebofines! iecans for UT

Cortrac| Qixcurmanty

1 recoads) found. § page(y). Chck to retouni reconds
ARRR
View D1 Tow DU ot TER Conkact
i Documant
O 5808 AsaseeryCeena Disign. Coamel g it vl 1y Dbz
ru'\.'_g-u-q_-'_ﬂm'.'!:l
0 oL FSEOS
Crgnal ard  Orgeai and
View 10§ ol ?3'5?‘:' Conbac! T Contrac! ol == VL L T et Coniene) Fayans Ruwsabie o - - iy
L i Eawt Dale  Ena Ol [ S5 L Fpts ATt Aot HJ r".:" m:“mdm-
ASnDU Adrvanal
B 1IER E00TITIE A i TR0 DETME Sereces ACADERY  Pencing Dioradym §20. 01 BEIT00T L
paflorrasEy  OME MG Caspabest Broan
s} SE12 RSOOSR | TEEMNT  MAESE St ACADER  Ewpifial Dty 70,6083 §FE2 O3 L
pariemetEy  OME s Brmmn
O DETEE  REOOONG0GT A 2 AT 1ATVRT  Sereom ACADERY  Ewpinisd Corgim 1) FTET 03 ¥
pariamed by ONE INC [
B S SO0OMETLN 12T VST Seree SCACEWY  Espawd oyt 242 530 §7NT D3 L5
CETAITTRED Ty OHE HC Bron
= RO OO0 BEOO0MRTIE  Acws LD DATORIE  Sereces ACADEWY Esprei [ S %0 §TIT.000 0
peeEnelEy CME NG reers
B e PSD0TRS  ESO00EIIDE » i SLARHIEE  1ABAD0E  Sereom ACADERY  Espim besssd im0l 50 ETET.003 5
™ 11 periomediy.  OME IhC ity
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Change an Incorrect Contract Type
If you select the wrong contract type on the “Contract Info” tab, you must delete any dollar amount that was associated
with the incorrect contract type before selecting the correct contract type.

Finish your contract entry, save your contract as a draft, and then follow the instructions below.

Correct the Contract Type:

From the home screen click on “My Contracts.”

Search for the contract

Click the “edit” icon to the left of the contract ID number to open the contract.

gﬂContracts: My Conhtracts

-

Search:

Status: 17 record(s) found, 1 page(s) Click for details....

-TE « || contains -

Show AII| DRefine| DString| [JContext | [JActive Only| Mare Options | My Contracts

New @ | Actions Views &% Search O

[ Edit ﬁﬁnmtt:ift Contract Title Esgtégi Company Name Status g:gz;ascger Account Account Name

O D 9500068716 07/31/2019  ACME SALES CO Draft Test Portal | E170145 Treasurer

O %) 95000868715 | Service BENJAMIN LERMAN | Draft Test Portal | E170145 Treasurer
Agreement

O D 9500068694 BBQ event for 02/01/2019  PARTONS SMOKIN Pending Test Portal E020131013  Access & Div
Randy Bovd visit BUTZ BBQ INC Delegated Fac/Staff Recruit &
to UTSL... Decision Ret-New

Scroll down to the payable or receivable amount field

Change the amount to $0

Click the black and white “Save” button

Select the correct contract type from the drop-down in the “Contract Type” field.
Enter the dollar amount in the payable or receivable amount field.

Click “Save and Go to Next” tab.

If you are ready to submit the contract, click on “Submit for Review.”

If you are not ready to submit, click on “Save” to close the contract

Change an Incorrect Record Type
Occasionally, there is a need to change a record type from Amendment to New Contract.

Correct the Record Type:

From the home screen click on “My Contracts.”

Search for your contract.

Click the “edit” icon to the left of the contract ID number to open the contract.
Locate the amendment information section just below the header.

Click on the magnifying glass next to “Original Contract ID Field.”

When the search window opens, click the orange “Clear Field and Close” button.
Click the black and white “Save” button.

Select “New Contract” in the “Record Type” field.
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e Click “Save and Go to Next Tab.”
e If you are ready to submit the contract, click on “Submit for Review.”
e If you are not ready to submit, click on “Save” to close the contract
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