Reviewing Contract NCJs

NCJs will appear in the “My Final Approvals” search. [image: ]
1. Click on the edit icon [image: ]
2. Click on the contract ID and a new window will open with the full contract view.
[bookmark: _GoBack][image: ]

3. Read the notes in the No Bid Explanation field.  If there is not an adequate explanation, email the department for more information and enter it into the approval notes or return the NCJ back to the department for them to fill in the required information.
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4. Click on the Document tab and open the attachments to make sure they match the information in the contract 
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5. Close out of that window and you will return to the Approval page.

6. If the contract requires a change, you will enter notes into the Approval Notes field explaining what changes are requires and then click on Requires Change.
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7. If no changes are required and you are ready to approve, just click on the Approve tab.

8. If you are rejected the contract because it is not needed, click on Terminate.  By deleting, the department cannot make changes and resubmit.  

9. If you want to see the workflow, click on the Approvals tab
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Notes

No-Bid Explanation
University Housing utiizes Sprout Social to develop and schedule sirategic social media campaigns, as well as manage incoming messages on both desktop and mobile applications. L
customer senice to prospective and current students as well as family members

University Housing currenty utiizes Sprout Social for social media management, and a need for an additional user with publishing permissions was idenified during fall of 2017. This pla
‘and provide upgraded features to allow for an approval workflow. Residence Life staffwill draft and develop campaigns, and the marketing team willreview campaigns to ensure appropri:
correct usage.

University Housing has maintained a contract with Sprout Socialfor four years, providing our depariment valuable historical data thatis used to improve customer service, and measure lo
longitudinal data set We have negotiated the best possible price with Sprout Social.
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Clicking this button will approve the request

Clicking this bution will send the contract back to the requester to make any changes needed

[Requires Change

Clicking this bution will cancel the contract completely. You must add approval notes to click t

Terminate

Approver(s)

Date ApprovedRejected
Iapproval Notes
Approval Notes

© Aigail Shellist 00228075
© Amy Dudenbostel

© Blake Reagan 00263008 O
© Casey Carrigan 00228662

© Donna Holton 00114166

ApprovedRejected By




image7.png
Edif) Close) | Contract Info| Document | Receivable Info. coow Emails History DocuSign Envelopes.

D 15318 Status  In Review
Contract Number 9500069360
“Vendor Company SPROUTSOCIALS ~ “ContractTitle  Social Media Software from Sprout Social Inc. for UTK Housing
INC Department.
Approval Information
Approval Notes [Casey Carrigan 00228662 1211512017 04:12:40 PM]
Please provide information in the Coniract No-Bid Explanation field and resubmit for approval
Approval Notification
Recipient(s)
Approvals Needed

Status: 4 record(s) found, 1 pages. Click here to re-count records.

Contract

[ Edt view D SomR approvaiTite Approval Status  Approver(s) ApprovedRelected By Date ApprovediRejected
) §) O 14774 9500069360 Department Approval Approved ‘Sandra Sisco 00220454 ‘Sandra Sisco 00220454 01/09/2018 02:26:15 PM
) 0 O 14775 9500089360 NCJ Purchasing Approval Pending Approval  Blake Reagan 00263008,

) 0 O 14775 9500068350 CBOApprovaINGy Queued Chiistopher Cimino 00137503.

) 0 O 14777 9500069360 Campus ContactRewewApproval  Queued




image1.png
@ 1MyFinal Approvals




image2.png
Contract

Edit View ID | Approval Status  Approval Title e

Contract Title: Approver(s)

| £) 0O 14775 Pending Approval NCJ Purchasing Approval 9500069360  Social Media Software from Sprout Socil Inc. for UTK Housing Department.  Blake Reagan 00263008
- Abigail Shellst 00228075





image3.png
Save~) Cancel ] Template Information  History

D 14775 ContractID 1153180

Approval Title 'NCJ Purchasing Approval ‘Approval Status

Approval Details

Contract Title Social Media Software from Sprout Social Inc. for UTK Housing Department ©

LTt SR O -
© Terms of Service _ Sprout Social.pdf o

© UTK-Proposal-Corporate.pdf; Agreement docx; Terms of Service _ Sprout Social paf

Approval Team Contract Approvers O “Step Number

King this button will pprove the request.
Clicking this button will send the contract back to the requester to make any changes needed. You must enter approval notes to click this button
Requires Change

Clicking this button wil cancel the coniract completely. You must add approval notes to click this button.

© Abigail Shellist 00228075
© Amy Dudenbostel

© Biake Reagan 00263008 o
© Casey Carrigan 00228662

© Donna Holton 00114166

e A e A ta T A et By




