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Logging into the Contract Management System

e Using Mozilla Firefox or Google Chrome, navigate to https://irisweb.tennessee.edu.

e Enter your UT net ID and password. /

NetiD:

Password:

LOGIN

e Select the “Other” tab.
e C(Click the “Contract Management” link.

/

My IRIS Web

4 Back rward v History Favorites Personalize View Help

E = E = = S

IRIS

Home Inbox Applications Employee Self-Service

Taleo Recruiting System

Contract Management
4 Other

Concur Travel Booking Tool Existing Purchase Orde

Taleo Recruiting System

who need temporary staffing
experience working in a g

Contract Management

Initiate contracts for review. determine the contract's status, locate
contracts in the approval process, or see the final contract
document. First Time users use your UT user name then click
“Forgot Password” to create an account. For use ONLY by
campuses that have been trained on the new ESIM Contract
IManagement System.

Search:

2 {
Other Pl Reporting Self-Service

Concur Travel Booking Tool

Full service travel bocking tool for personal or business travel with
access to UT discounted rates. First Time users use your UT user
name then click “Forgot Password” to create an account.

Existing Purchase Orders (System-Wide)

A list of all existing, active purchase orders that are available for all
campuses, units, and institutes to use. When buying from an
existing, active purchase orders. depariments do not need to do
additional bidding or request sole-source approval (also known as
“non-competitive justifications” ['NCJ"]). Please check this list before
you submit a requisition or NC.J

Alternate Method for Logging in the Contract Management System

e Use Motzilla Firefox or Google Chrome to navigate to https://procurement.tennessee.edu.
e C(Click the “Contract System” button in the lower right hand corner of the screen.

e Enter your UT net ID and password.

e Click on the “Contract Management” link (see screenshot above).

/

CONTRACT SYSTEM

Powered by ESM Solutions

Important Steps for Logging Out of the Contract Management System

When you finish working in the Contract Management System, complete ALL of the following steps: IMPORTANT!

1. Logout | Click the “Logout” button in the upper right hand corner of the Contract Management System.

2. Log off | Click the “Log off” button in the upper right hand corner of the IRIS Web Portal.
3. m Close your internet browser.



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

Enabling Pop-Ups
Choose your preferred web browser, Google Chrome or Mozilla Firefox.
Enable pop-ups.

For Mozilla Firefox: /

e C(Click on the menu symbol in the upper right hand corner of the screen and select “options.” —
e Click on “Content” and uncheck the “Block pop-up windows” box. \
General C tent @) Firefox
Menu
Search
Content DRM Content
- v'| Play DRM content Learn more
Applications
Privacy Notifications
Choose which sites are alloweg/0 send you notifications Learn more Choose...
Security
Do not disturb me
Sync No notificationill be shown until you restart Firefox
Advanced Pop-ups
Block pop-up windows Exceptions
For Google Chrome:
e Type chrome://settings/content in the Google search bar.
e Scroll down to “Popups.”
o |f you see the word “Allowed” under “Popups”, simply close the window.
o If you see the word “Blocked”, click the triangle to the right.
o C(Click the toggle button next to the word “Blocked” to change the setting to “Allowed.”
e Close the window.
m Images If this says “Allowed”, no action is b
Chmer o q .
Show a required. Close window.
Popups /
A pup .
Blocked
o Background sync
*
Y Allow recently closed sites to finish sending and receiving data
< Popups
r’q
Allowed 9




Navigating the Contra

The Contract Management
permissions:

ct Management System Home Page

System home page includes all or some of the following icons, depending on your

r
i UNIVERSITYof

TENNESSEE

lUser: training | | Logout

The University of Tennessee ContractManagement Portal

Search

a= My Profile 2= Submit a Contract
= Manage your user profile e Submit a new contract ® Contracts Google
&= My Contracts &= All Contracts

View your previously submitted contracts View all contracts
&= My Approvals &= All Approvals
[+ -] [+ =] .

All contracts pending your approval View all approvals

Powered by ESM Sclutions Corporation

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.

All Approvals

Approvers may click “All Approvals” to view all approvals for their approval group.




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 Click the search icon (magnifying glass) next to the “Backup Person” field.

2

/
~5a_"'e) Cﬂﬂﬂ' [Contact Inforﬁ’ation}:lob Emails]Historv] - /
X
ID: 80386 Working Status: | Working - Backup Person: O
Contact Table:  Employee

On the search screen, select “Full Name.”

Type the full name of the backup person in the “Search Again” box.

Click “Go.”

Click the red arrow to the left of the person’s name to import it into the record.

Search adain: Mick Burkhardt E Advanced Search
] Context \

\iearch in the Person table and its subtables:

* Full Name All text fields
All linked fields

Cancel | Clear Field and Close

People

i People

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

LDAP
\ Edit view ID | User Full Name Telephone Group Primary Team
N D
g .
- D O | 80338 | nburk | Nick Burkhardt Contract Creator | Internal Employee Team
Requester

DocuSign User

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 select it.

5';"’“) Fﬂﬂp [Contact Infnrmation]]cb Emails]Histow] /
Ir'd

ID: 80386 Working Status: |On Vacation = Backup Person:  Nick Burkhardt 0/

Contact Table:  Employee “Return Date: 08/16/2017 13

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 Contract

Click on the “Submit a Contract” icon on the home page to begin a new contract.
There are five tabs across the top of the screen:

Submit a Contract

& Contract

Save~) Cancelv)

[Contract Info] Document] Receivable Info];lpprovals] DocuSign EﬂUeleEE]

Name of Tab Purpose When Entering a Other Purposes
New Contract or Amendment
Contract Info Enter contract data. Review contract data, copy contracts, or amend
original contracts.
Document Upload contracts, amendments, and View amendments associated with a contract.
supporting documentation.
Receivable Info Check receiving account number(s). Manage receivable contracts using tools located on

UTHSC contract requesters must use | this tab. Receivable tools are optional for all
all applicable tools on this tab when | campuses except UTHSC.
entering receivable contracts.

Approvals Enter approval notes if needed. View approval workflow for contracts that are “In
Submit the contract for review. Review” status.
DocusSign Envelopes | n/a n/a

Contract Info Tab

The “Contract Info” tab is where you will complete most of your contract entry. Continue reading for a discussion of
each field on this tab.

ID
No action needed.

The Contract Management System creates an ID number each time you click “Submit a Contract” to open a new
“Contract Info” tab. The ID number can be useful in searching for your contract in the future. Please note that the
Contract Management System will also create a ten-digit contract number that you will use for payment purposes.

& Contract

Save~) Cancel~)

[Contract Info] Document]Receanhle Inf{:];lpprmfalleocuSign EI"I'-IElDDEE]

@ 110580




Contract Info Tab, continued

Vendor Company
All payable IRIS (SAP) 1 and 3 vendor numbers are available for selection in the Contract Management System.

Select a vendor by searching for the vendor name:
e C(Click the search icon (magnifying glass) next to the “Vendor Company” field.

*Wendor Company: O

e Inthe pop up screen, select “String” and “Company Name.”
o Type all or part of the vendor company name 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.
P

Search a}s'{‘ bbg llc a Advanced Search

#| String Context \
\Search in the Company table and its subtables:

* Company Name All text fields
All linked fields

Cancel | Clear Field and Close

Companies

ﬁ Companies

Status: 4 record(s) found, 1 pages Click for details....
. Vendar q State or
\ Edit ID | Number Company Name Telephone City Province Country
i -, :| 114202 1120540 U.S.BBOLLC 031-704-6774 SHELBYVILLE TN USA
@ 4 99231 1106195 NBBQ LLC COLUMBIA ™ UsA
-, :| 24083 1100961 DEAD EMD BBO LLC 865 212-5655  KNOXVILLE TN USA
« 1 62010 1078928 NBBQ LLC 931-490-0007 COLUMEIA ™ USA
To Search by IRIS (SAP) Vendor Number:
o  Click the search icon (magnifying glass) next to the “Vendor Company” field.
e Inthe pop up screen, select “String” and “All linked fields.”
e Type the vendor number in the “Search again” box and click “Go.”
e Click the red arrow next to the correct vendor to import it into the contract.
\ If an IRIS (SAP) vendor record does not exist for your vendor, request a new vendor 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.

NOTE

e Request a new receivable or zero-dollar vendor by submitting the perfect form found at
https://procurement.tennessee.edu. In the left pane, expand the drop-down menu for “Contract
Management System” and select “CMS Vendor Number Request Form”. Complete the form and
r submit. You will receive an email when the vendor company record has been created. Note that the

email will contain a vendor company ID number, not a payable IRIS (SAP) vendor number.



https://procurement.tennessee.edu/

Contract Info Tab, continued

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

*Contract Title:

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

r New Contract
The record type defaults to “New Contract” when you click “Submit a Contract” to create a new || Amendment
contract.

The record type defaults to “Amendment” when you follow the instructions for creating an amendment described later
in this handout.

k. Occasionally, there is a need to change the “Record Type” from “Amendment” to “New

L Contract”. For example, an employee submits an amendment and an approver determines
5 that the amendment should be a new, stand-alone contract. In this case, you must remove the
( "'t data in the “Amendment Information” section before you change the “Record Type.” Refer to
' = “Change an Incorrect Record Type” in Appendix 1 for full instructions.

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.

*Account: 170145040 O Click here.
Fund Center Name: E170145040
*Budget Entity:
All other fields in this section will auto populate.
“Account: E170145040.0 “Account Name: Treasurer- Contracts,.©
Fund Center Name: Treasurer Account Department Code: U170007045
*Budget Entity: 17 o *Budget Entity Name: University-Wide Administration o

Alternate method — search by account number:
e C(lick search icon (magnifying glass) next to the account number field.
e Inthe pop up screen, select “String” and “Fund.” If you want to search by U number, select “All linked fields.”
e Enter the account number in the “Search again” box and click “Go.”
e Click the red arrow next to account number to import it into the contract.
e All other fields in this section will auto populate.

Alternate method — search by account name:
e C(lick search icon (magnifying glass) next to the account name field.
e Inthe pop up screen, select “String” and “Fund Name.”
e Enter the account name in the “Search again” box and click “Go.”
e C(Click the red arrow next to account name to import it into the contract.
e All other fields in this section will auto populate.

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.

8



Contract Info Tab, continued

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.

yd

Contract Description:

e

You will upload your contract and supporting documents on the documents tab. Do not copy and paste them 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.

pd

*Contract Category:
Encumbrance?:

*Contract Start Date;

Motification Name(s):

»

-

Contract Type: *

Library license

Library Master Agreement (zero dollar)
Loan of object to UT

Maintenance

Membership

Real property sale or purchase
Receivable (income to UT)

|Finam:ia| Information

Rental of UT facilities

*Competitive Type:

Research (federal sub-award)
Research (non-federal sub-award)

Services performed by vendor

|VendDr Information

Software license

Vendor Number:

*Wendor Contact(s):

State of TN or TER

Trademark Licensing Office

Trust/ endowment/ or gift

UT employee is other party

UTHSC Fizcal Review

UT Press

UT system-wide master agreement
World Travel Hotel

F

*Foreign Contract?: MNo

*Contract End Date:

Add Requester Info to Notific

ck here to re-count records.

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

Contract Type
fields needed for the contract. /
. 4
Contract Type: Choose one .

*Foreign Contract?:

*Contract End Date:

Payable Contract
Receivable Contract
Zero Dollar Contract

w

(\_

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” in Appendix 1 for full instructions.




Contract Info Tab, continued

Encumbrance
e Choose “Yes” to encumber funds. The contract will be an “Active PO Contract.” Contact the Accounts Payable
Department if you have questions about paying against a PO Contract.
e Choose “No” to leave the fund unencumbered (this is the default response).

Encumbrance?: Mo - /

*Contract Start Date; ﬁ'

UTHSC employees should always select “No.”
If you have questions on whether to encumber a contract, please contact your campus contract office.

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.

e
*Foreign Contract?: No &
*Contract End Date: ﬁ

Contract Start and End Dates

e Choose one of the following methods to enter the contract start and end dates.

O Option 1: type the dates in the format MM/DD/YYYY.
Z e
, Al /

*Contract Start Date: 05/17/2017 — “Contract End Date: :IIF'

0 Option 2: select the dates from the calendar tool.
= (Click the calendar icon.

AP
EEE
(1]

=  Select the date.

HA Aug 2017 L /
Mon Tue Wed Thu Fri y
1 2 3 4
7 8 5 10

14 15 [ £F 18
21 22 23 24
38 29 30

EST  Today

(Apply I cancel

= Click “Apply.”

The contract end date must not be earlier than the contract start date.

College/Division (visible only to UTHSC departments)
e Select the appropriate college or division from the drop-down list.

10



Contract Info Tab, continued

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.

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 your name.) /

Motification Name(s): 0 Add Requester Info to Notification List

To add additional relevant employees to email notifications:
e C(Click the search icon (magnifying glass) next to the “Notification Names” field.
e Inthe pop up screen, select “String” and “Full Name.”
e Type the full name in search field, and click “Go.”
e Check the box to the left of the person’s name.
e Click “Import/Append.” To add multiple names, click “Import/Search Again”.

x
Searclhsin\Hank Griffin @ Advanced Search Createl
#| String Context

\Search in the Person table and its subtables:
* Full Name All text fields
All linked fields

People

£ people

Status: 1 record(s) found, 1 pages Click for details.... 1 records are selected

\ ID § Full Mame Department Budget Entity

# | 80340 | Hank Griffin | Treasurer University-Wide Administration

To remove a name from email notifications:
e C(Click the orange circle with the minus sign to the left of the name.

Motification Name(s): & Hank Griffin

/ @ Rosalee Calvert _D
@ Rosalee Calvert

Note: adding or removing names from the notifications field does not affect approval workflow.

11




Contract Info Tab, continued

Payable Amount
This field will only display for the payable contract type. *“payable Amount: &
e Enter the payable amount in the field.

Receivable Amount
This field will only display for the receivable contract type. | “Receivable Amount: $
e Type the receivable amount in this field.

d

Competitive Type *Competitive Type: '
e Select “Bid” or “No Bid” from the drop-down list. ||
Purchase Order Info - TEE,d_Iet
Mo Bid
PO Mumber: =

Existing Requisition Number
This field will only display if the competitive type is “Bid.”
e Enter the requisition number.

*Existing Purchasing
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. /

why this couldnt be bid. Inclug

Mo-Bid Explanation:
Mo-Bid Explanation: Required if amount is equal to or greater than $10,000 and the contract wasn't bid. Expla
why this is in the university's best interest.

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.

|1ul’endnr Information

Vendor Mumber: 1100961

)

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

e The field will be blank if the vendor company was created as a zero-dollar or receivable
vendor company record that exists only in the Contract Management System.

12



Contract Info Tab, continued

Vendor Contact(s)
The Contract Management System requires a vendor contact for each vendor company. If a contact exists in the
vendor record, it will be displayed in the vendor contact table. You may enter multiple contacts if needed.

*Vendor Contact(s):
(s} Status: 1 record(s) found, 1 pages. Click here to re-count records.

D| Unlink | Views @& v | = w
Full Primary
Edit View ID | LDAP User ID Riees Telephone Group Team
& O | 80206  jdoe2@vahoo.com | John Doe Vendor Team

To add a contact to the “Vendor Information” section:

e Enter datain the foIIowinyieIds in the “New Vendor Contact” section at the bottom of the “Contract Info” tab.
Z

Mew Contact First Name:  James / / New Contact Last Name: BEQ / /

Mew Contact Email: jamesbbg@ymail.com New Contact Role: Sales v

Mew Contact Telephone: / New Contact Fax:
Save Vendor Contact \1
IMPORTANT: you must enter a

vendor company in the “Vendor
Company” field before entering
a new vendor contact here.

e [f you do not know the role, select “Other” and type in the role.
e C(Click “Save Vendor Contact” and allow a few seconds for the system to update.

To remove a contact from the “Vendor Information” section:
e C(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.

AN

| 'D|Unlir‘k | Views @ - | W |

Edit View ID | LDAP User ID Full Mame Telephone  Group _Tiggnr:w
\ L] O | 80409 jamesbbg@ymail.com = James BBQ Vendar Team
v :| O | 80206 | jdoe2@yahoo.com John Doe YWendor Team

!

Important Note about Vendor Contacts
A vendor contact may only be attached to one vendor company record.

An error occurs when a contract requester enters a vendor email address that is already associated
with a vendor record. This error often occurs when there are duplicate vendor records in IRIS (SAP).
Please refer to “Vendor Contact Errors” in Appendix 1 for instructions on how to correct this error.

NOTE

13



Contract Info Tab, continued

Completing Your Work on the “Contract Info” Tab

When you complete your entry on the “Contract Info” tab, you MUST click “Save and Go to Next Tab.”
When you click “Save and Go to Next Tab”, the system assigns a contract number to the contract and saves it as a draft.

Important: Click “Save and Go to Next Tab.”

[ Save and Go to Next Tab JIL

Do NOT click “Save.” The black and white “Save” button closes the contract. If you close the contract before you save
it, you will lose your contract entry and will have to start over.

Cancel _v)

Once a contract has been assigned a contract number and given a status of “Draft”, you may click the black and white

“save” button to close the contract and rew}‘to it later. /
ID: 15986 / Status: Draft

Contract Number: 9500004573
*Wendor Company: DEAD END BBO LLC 6]

*Contract Title:

IRIS (SAP) Contract

Contract Reguester: Test Training
MNumber:

Savewy

Since this contract has a contract number and a status of “Draft”, you can
click “Save” if you want to close the contract and return to it later.

14




Document Tab

Tip: you must enable pop-ups for your internet browser before you attempt to upload documents.

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

/

To upload a document:
Click the orange “Add New Document” button to open the “Contract Document” window.

Important: upload ONE document at time. Add New Document
Click this button for EACH document you need to upload.

If you select multiple documents to upload at once, the system will compress them into one file in the documents
table. Refer to the following page for further discussion.

Title
e Type the document title.
Document Type
e Select “Contract”, “Amendment”, or “Other.” Reserve the “Final Contract” type for contract offices.

pd

7

S_a_ve) Cancel [Document Inw P
*Title: /

|Dcu:ument Information /

“Document Type: Choose one '/

[attach Documents Choose one of these methods and
« Attach Contract T follow the instructions below.
Document:

Drag&Drop files

Attach Contract Document
e Select either the “Attach/Manage” or “Drag & Drop” method to attach a document.

Manual Upload Method Drag and Drop Upload Method:

e C(Click the “Attach/Manage” link. e Navigate to the document on your computer.

e Click the orange “Attach File” button. e Dragthe document to the “Drag & Drop Files” box.
attach File(s) e Hover until the “Drag & Drop Files” box turns red.

OR = n :

e Navigate to the document on your computer. Dﬁztjﬂ;ggntrad ;tfa_d e 4
ihli i I Dragfmrop filac

. H;gillﬂght the”document to select it. | Drager ‘h_ml

e Click “Open. |-Cc-ntract Information

e Click “Finish.”

o C(lick “Save.” 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.”

15



Document Tab, continued

Preloaded Documents

Two documents have been preloaded into the CM system: “Tax Exemption” and “Insurance Certificate.”

The tax exemption certificate will not contain the name of the vendor. The certificate of self-insurance is not on UT
letterhead. If your vendor requires these specifications, please upload the appropriate versions of the tax certificate
and certificate of insurance manually rather than using the short cut buttons.

Add Insurance Certificate
Add Tax Exemption

The 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.

How do | open a document in the table?
Click the “View” icon (magnifying glass) to open a separate window containing a link to the document.

Can I click the document hyperlink to open the document?
Please open documents by clicking on the “View” icon. If someone incorrectly attached multiple documents at
the same time, you will not see all of them if you click the hyperlink.

Why should I only upload one document at a time?
In the table below, it appears there are three documents, but there are actually five. The contract requester
uploaded three documents at the same time. Clicking the “List of...” hyperlink will only open one of those

documents. Clicking the “View” icon will display all three.

NOT HERE!
CLICK HERE! In this example, someone
Contract Documents: Use the search icon to open incorrectly added three
Status: 2 record(s) found, 1 pages. Click ) documents to make sure you documents at once. If you click
see all uploaded documents. the hyperlink, you will only see
one of the documents.
Edit View ID ftle LIEN L Contract Title SLTIEE
Type ment
L] MO 6524  Supporting... = Other Catering for Spring 2017... | List of...
L] | 0O | 6523 | Contract... Contract Catering for Spring 2017... | CM System...
:| 0O | 5522  UT Tax... Tax Exempt... | Catering for Spring 2017... | Contract 15286 Tax...

E. instructions.

Reference Note: Related Amendments

You will view “No records” in this section during contract entry, but it may later contain
important reference information. Amendments associated with an active or expired
contract will be listed here. Refer to “View Amendments Associated with a Contract” for

NOTE

When you are finished uploading documents:

Click “Save and Go to Next Tab” to continue working.
Click “Save” if you want to close the contract and finish later.
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Receivable Info Tab

This tab contains helpful tools for receivable contracts. The Contract Management System skips over this tab when you
enter payable or zero dollar contracts.

UTHSC contract requesters should complete all applicable fields for all UTHSC receivable contracts.
Contract requesters for all other campuses should check the “UT Receiving Account(s)” section for accuracy and may
choose to use the other fields as desired.

UT Receiving Account(s)

The receivable account number auto-populates from the “Contract Info” tab. You may add or remove receivable
account numbers to this section as needed.

To add a receivable account number:
e C(lick the search icon (magnifying glass) located above the receiving account table.
e Inthe pop up screen, select “String” and “Fund.”
e Enter the account number in the “Search again” box and click “Go.”
o Click the check box to the left of the account number.
e Click “Import/Append.” To add multiple account numbers, click “Import/Search Again”.
e You may enter as many receiving accounts as needed.

To remove a receivable account number:
e Check the box to the left of the account number that you need to remove.
e Click “Unlink.”

“UT Receiving Account(s): Status: 1 record(s) found, 1 pages. Click here to re-count records.

O | unlink

Fund Department Department

Eie L s Name Code Name

D 33665 | E070128 | Contracts | U071001028 | Contracts

Set Invoicing Reminders (required for UTHSC, optional for other campuses)

Use this section to set invoicing reminders for the UT employee who is responsible for billing your vendors. The
Contract Management System will send a reminder email to the person designated in the “Billing Department Contact
Information” section of this tab.

To set an invoice reminder:
e Enter data in the following fields. Scroll to the right to see all fields.

Billing Start Date: 0 Billing End Date: 0

G/L Account: / Attention To::

Billing Frequency: Choose one = / Billing Rate: = / Maximum Amount of Bil

Invoice Format: Chaoose one v Source of Invoice: Chaoose one - Amount of Invoice If
Recurring:
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Receivable Info Tab, continued

Billing Department Contact Information
If you created an invoicing reminder in the previous section, enter the billing department contact here.

To enter a billing department contact:
e C(Click the search icon (magnifying glass).
e  Click “Full Name.”
e Enter the name of the UT employee who will receive invoicing reminders and click “Go.”
e Click the red arrow to import the name.
e All other fields in this section will auto-populate.

|Bi||ing Department Contact Information /

UT Billing Department 0{ UT Billing Department &)
Person Full Name: Person ID:

UT Billing Department UT Billing Department

Person Email: Person Telephone:

Vendor Bill To Address

If a vendor’s billing address is different from the vendor’s physical address, you may record the billing address here.

To enter a vendor billing address that is different from the vendor physical address:
e Enter datain all applicable fields in this section.

Vendor Bill To Address

Vendor Bill To Street 416 ANDERSON LANE O  vendor Bill To Street

Address 1: Address 2:

Vendor Bill To PO Box Vendor Bill Te PO Box

Address: City:

Vendor Bill Te City: MADISON Vendor Bill To State ar |1y
Province:

Vendor Bill To Count

Vendor Bill To PO Bo
Code:

Vendor Bill To Zip or
Code:

When you are finished:
e C(Click “Save and Go to Next Tab” to continue working.
e Click “Save” if you want to close the contract and finish later.

18




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 Notes: Enter approval notes here|

@ HTML @® plain text

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

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

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.

NOTE

©
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Additional Functions of the Contract Management System

In addition to creating contracts, university departments can perform several other functions in the Contract

Management System.
- Complete a contract previously saved as a “Draft.”
- Check the workflow status of a contract.
— Copy an existing contract.
- View amendments associated with a contract.
- Create an amendment.

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 may perform a simple text search

or you may select search criteria in the search bar.

Searching in the Contract Management System: 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 “All Contracts.”
e Locate the “Text” box in the upper right hand corner of the screen.
e Type in descriptive words for your search.
e C(lick “Go.”

e UN[VERSITYof
TENNESSEE

User: training | | Logout

Home/

Saved Searches: | Show all records

PNy

¥ Text: Enter search terms here

.;*J Contracts
P
Status: More than 100 record(s) found Click for details....
Page: [Page 1] MNext Last Go to page @
Search: -TEXT- * || contains v @
Show All | Refine| String| Cuntext| Active Onl\,f| More Options | My Contracts All £

| Mew 3|Acti0ns - |

| Vieu-.'s®v|5earch Ov|®v|_‘v |

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

To search for contracts using the search bar:

e From the “Home” tab, click on “My Contracts” or “All Contracts.”
e |[f the search bar is not visible, click “Search” or select “Expand Search Options” from the search drop-down menu.
eﬂ Contracts
P
Status: More than 100 record(s) found Click for details....
Page: [Page 1] Mext Last Go to page @
- /
| Mew 3 | Actions « | Views @ - | Search _O - @ - | = |
Expand Search Options
Edit ID | ﬁﬂ::[,aecrt Contract Title gﬁ;tgda?; Vendor Company Status gg;fjf:tter Account A :elp
ew ...
D 15905 | 9500004576 | Catering for Summer 08/25/2017 | SWEET PS5 BBQ Pending Tast Training E170145040 T Edit ...
2017 Board Meeting AND SOUL HOUSE | Delegated C Manage ...
LLC Decision
Show All
o 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 “Vendor Company.”
.*:"J Contracts

-

Page:
Search: Wendor Company / ¥ || equals, = hl om
Wendor Bill To PO Box Address . i
vendor Bill To PO Box City Active Onl\,f| More Options | My Contracts All 2
Wendor Bill To PO Box Zip Code
——{Wendor Bill To State or Province
‘ MNew 3| aq Vendor Bill To Street Address 1 | Views dt v | Search O | o - | L ‘
Wendor Bill To Street Address 2 ’ o -
Wendor Bill To Zip or Postal Code
: vendor City Contract Contract B
Edit 1 End Date  Vendor Company  Status Requester Account Account Name — ©
Wendor Country
e Select an operator for the search in the second search box. || Contracts
e Select “equals” to search for an exact match. , ,
. Status: More than 100 record(s) found Click for details....
For example, you want to find contract # 8500041541.
"« . . Page: [Page 1] Mext Last Go to page @
e Select “contains” to search for an approximate /
match. For example, you want to find a contract x
. Search: Vendor Company ¥ | contains
with a BBQ vendor, but you do not remember the cquals, =
Show All Refine‘ String‘ Context| does not equal,
exact vendor company name.
) does not contai
e Enter avalue for your search.
" Contracts
Status: More than 100 record(s) found Click for details....
Page: [Page 1] Next Last Go to page @
Search: Yendor Company + | contains + | bbg O@
Shrvsr Al | I-'.‘-:-'Finn' Strinn f"nnhavfl Aortiveg Cynlve | Moo Cintioe | My Contracte nll & /
e C(lick “Go.” Search: vendor Company ¥ || contains + || bbg 0@1
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Open a Contract from the My Contracts or All Contracts Tables

To open an existing contract:
e From the “Home” tab, click on “My Contracts” or “All Contracts.”
e Search for the contract. Refer to “Searching in the Contract Management System” as needed.
e Click the “Edit” icon, the “ID” number, or the “Contract Title” to open the contract.

.,:_'J Contracts

y
Status: 12 record(s) found, 1 pages Click for details....

Search: -TEXT- ¥ || contains - @

Show all | Refine | String | Context Active Only | More Options | My Contracts 2

| New j| Actions

| Views 4% « |Search Ow |®v | = v |

Contract Contract

Edit } Contract Title End Date Vendor Company Status e Account

D 150285 | 9500004576 | Catering for Summer 2017 08/25/2017 | SWEET PS BEBQ AND Pending Test E170145040
Board Meeting SOUL HOUSE LLC Delegated | Training

Decision

D 15087 | 9500004574 | Catering for May 2017 Board 08/17/2017 | DEAD END BBQ LLC Draft Test E170145040
Meeting Training

D 15965 | 9500004569 | Catering for Summer Board 08/01/2017  PARTONS SMOKIN In Review | Test E170143040
Meeting BUTZ BBQ INC Training

D 15928 | 9500004554 | UT Provision of Research Asst 11/30/2017 | LE BONHEUR In Review | Test E170145040
for Pediatric Cardiology CHILDREN'S MEDICAL Training

CTR

Account Name

Treasurer-
Contracts

Treasurer-
Contracts

Treasurer-
Contracts

Treasurer-
Caontracts

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

Locked Records

view, but not edit a contract when this symbol is displayed.

This symbol indicates that a contract record is in use by the contract requester or a contract officer. You may

- Contract . Contract Contract
Edlt/f{l Number Contract Title End Date Vendor Company Status Tariiaie Account Account Name
15995 | 9500004576 @ Catering for Summer 2017 08/25/2017  SWEET PS BBQ AND Pending Test E170145040 @ Treasurer-
Board Meeting SOUL HOUSE LLC Delegated | Training Contracts
— Decision
:] 15947 95000045?4 Catering for May 2017 Board 08/17/2017 | DEAD END BBQ LLC Draft Test E170145040 | Treasurer-
Meeting Training Contracts
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Complete a Contract Previously Saved as a Draft

To complete a contract previously saved as a draft:
e From the “Home” tab, click on “My Contracts” or “All Contracts.”
e Search for the draft contract. Refer to “Searching in the Contract Management System” as needed.
o Click the “Edit” icon to the left of the contract ID number.

i NIVERSITYof
TENNESSEE

Iser: training | | Logout

Home

.?3 Contracts

Saved Searches:

Show all records v | Text:

-

Status; 20 record(s) found, 1 pages Click for details....

Search: -TEXT-

Show All | Refine |

¥ || contains

String| Context Active Only | More Options | My Contracts

-

| New &) | Actions

Contract

B Number

15987 | 9500004574

D 15986 | 9500004573
D 15978 | 9500004571
D 15971 | 9500004570

Caontract Title
Catering for May 2017 Board
Meeting

Catering for Spring 2017
Board of Director's Meeting

Test Vendor Number

Catering for Summer August
2017 Board Mtg

Contract
End Date
08/17/2017
08/16/2017

08/09/2017

08/16/2017

Vendor Company

DEAD END BBQ LLC Test
Training

DEAD END BBQ LLC

JEMMIFER C JUSTUS

PARTONS SMOKIN
BUTZ BBQ INC

| Views % |Search,0v |ﬂv |:v |

Contract
Status FETuEsET
Draft Test

Training
Draft Test

Training

Pending Test
Delegated | Training

Account

E170145040

E170145040

EO70128

E170145040

Account Name

Treasurer-
Contracts

Treasurer-
Contracts

Contracts

Treasurer-
Contracts

e Edit or complete your contract entry. Refer to “Entering a Contract” as needed.
e Navigate to the “Approvals” tab.
e Click “Submit for Review.”
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Check Workflow Status of a Contract

You may view the workflow status of any contract with a status of “In Review.” Refer to “Appendix Two: Contract
Status” for detailed explanations of the “In Review” and other contract statuses.

- Contract . Contract Contract
Edit ID | Number Contract Title End Date Vendor Company Status e Account Account Name
D 15965 | 9500004569 | Catering for Summer 08/01/2017 | PARTONS SMOKI Test Training E170145040 @ Treasurer-
Board Meeting BUTZ BBQ INC Contracts
D 15963 | 9500004568 | Catering for Return 07/13/2017  PARTONS SMOKIN = Pending Teast Training EQ70102 Administrative
Student Picnic BUTZ BRO THC Delegated Projects

To check the workflow status of a contract:
e Search for and open the contract. Refer to “Searching in the Contract Management System” as needed.
e C(Click on the “Approvals” tab.
e Scroll to the bottom of the “Approvals” screen to view workflow status.

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.

o

>

FILm) [Contract Info]Dccument]Receivahle Infﬂnppmvals])jccusign Envelopes]

—.

ID: 15818 Status: In Review
Contract Number: 9500004469
*Wendor Company: LE BONHEUR CHILDREN'S MEDICAL CTR.
*Contract Title: LCH-UT Provision of Research ASST for Pediatric Neurology 2018
Contract Requester: Test Training IRIS (SAP) Contract
Number:
Approval Information
Approval Notes: [Test Training 05/16/2017 03:47 This contract has multiple
PM]
Notes for Sandra department approvers as
Approvals Needed: indicated by “...”

Status: 2 record(s) found, 1 pages. Click here to re-count records.

Date

ejected By Approved/Rejected

Edit View Approval Title Approval Status Approver(s)

a O epartment Approval Approved Sandra Pulliam 00143454... Karen Binkley 00207487  05/17/2017 10:39 AM

a O | Campus Contract Review, ing Approval | Nick Burkhardt

Number of Approvals 2 Number of Approvals

Needed: Received: Click the “View” icon to see all

of the possible approvers.

There are three approval statuses in the Contract Management System:

Approval Status Description

Approved Contract has been approved at a particular approval level (such as “department” level).
Pending Approval Contract is in the inbox of an approver or approval group at a particular approval level.
Queued Contract is queued to go to the approver or approval group next.
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Copy an Existing Contract

The copy function is helpful if you are creating multiple agreements with the same vendor. 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” as needed.
e C(Click the orange “Copy Existing Record” button in the header section of the “Contract Info” tab.

Flﬂej Contract Infn] Dacument] Receivable Info];lpprm*als] DocuSign EHUE|D|:IE5] —
ID: 15942 Status: In Review
Contract Number: 2500004559
*Vendor Company: SWEET PS BBO AND SOUL HOUSE LLC
*Contract Title: Catering for Summer 2017 Board Meeting
Contract Reguester: Test Training IRIS (SAP) Contract

Mumber:

*Record Type: Mew Contract Copy Elhl:ll'lg Record

e A new contract info tab will open. The “Vendor Company”, 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 Contract” as needed to complete the following steps:
0 Complete the remaining fields on the “Contract Info” tab.
IMPORTANT! Click “Save and Go to Next Tab.”
Upload your contract document on the “Document” tab.
Navigate to the “Approvals” tab.
Click “Submit for Review.”

©O O0OO0Oo

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 Click on the “Contract Title” or “ID” of the amendment you wish to view.

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 On the “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.
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Create 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.

You may have to scroll to the right
to view the “Create Amendment”

‘(E) Contract Info] Docu ment] Receivable Info];l\pprovals] DocuSign Envelopes] =

ID: 5828 Status: Expired button.

Contract Number: 9500000250

*Vendor Company: DELL MARKETING LP

*Contract Title: Master Agreement with Dell Corporation

Contract Requester: Beth Hall 00243727 IRIS (SAP) Contract 8500038746 /
MNumber:

*“Record Type: New Contract (N —

d

e Anew “Contract Info” tab will open. Most fields will auto-populate with data from the original contract.
e Referto “Entering a Contract” as needed to complete the following steps.
0 Enter additional comments in the “contract description” field.
Complete the remaining fields on the “Contract Info” tab.
IMPORTANT! Click “Save and Go to Next Tab.”
Upload your amendment on the “Document” tab.
Navigate to the “Approvals” tab.
Click “Submit for Review.”

O O0O0O0Oo

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.

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 delegation
decision and 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.”

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.

For a detailed explanation of contract statuses, refer to “Appendix Two: Contract Status”.
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Appendix One: Troubleshooting

Change an Incorrect Contract Type
Change an Incorrect Record Type
Correct Vendor Contact Errors
Vendor Contact Entered Before Vendor Company

Vendor Contact Attached to another Vendor Company

Report a Unique Value Error
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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.

How to Correct the “Contract Type”
e From the “Home” screen of the Contract Management System, click “My Contracts.”
e Search for the contract. Refer to “Searching in the Contract Management System” as needed.
e Click the “Edit” icon to the left of the contract ID number to open the contract.
e Scroll down to the visible payable or receivable amount field.
Change the amount to SO.
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.
e Click “Save and Go to Next Tab.”
o If you are ready to submit the contract, click on the “Approvals” tab and click the “Submit for Review” button.
e If you are not ready to submit the contract, click on the black and white “Save” button on any tab to close the
contract.

Change an Incorrect Record Type

Occasionally, there is a need to change the “Record Type” from “Amendment” to “New Contract.” For example, an
employee submits an amendment and an approver determines that the amendment should be a new, stand-alone
contract. If an approver returns an amendment to you and requires that you change the “Record Type” from
“Amendment” to “New Contract”, you must remove the data in the “Amendment Information” section of the “Contract
Info” tab before you change the “Record Type.”

How to Change the “Record Type” from “Amendment” to “New Contract”:
e From the “Home” screen of the Contract Management System, click “My Contracts.”
e Search for the contract. Refer to “Searching in the Contract Management System” as needed.
e C(Click the “Edit” icon to the left of the contract ID number to open the contract.
e Locate the “Amendment Information” section just below the header.
e C(Click the search icon (mynifyi/ng glass) next to the “Original Contract ID Field.”

v 4 v 4
|Amendment Information % /

*Qriginal Contract ID: 58280 *0Original Contract Title: Master Agreement with Dell Corporation o

e  When the search window opens, click the orange “Clear Field and Close” button./

E——
Cancel || Clear Field and Close

e Click the black and white “Save” Button. Save~)

e Select “New Contract” in the “Record Type” field. New Contract =

Amendment

e Click “Save and Go to Next Tab.”
e If you are ready to submit the contract, click on the “Approvals” tab and click the “Submit for Review” button.
e If you are not ready to submit the contract, click the black and white “Save” button to close the contract.
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Vendor Contact Errors

The following error message indicates there is a problem relating to vendor contacts in the “Vendor Information”
section of the “Contract Info” tab.

Common causes of the vendor contact error include:
e acontract requester enters a vendor contact before entering a vendor company,
e 3 vendor contact record contains an email address that is attached to another vendor record.

An error has occurred, please click the Submit button to create a bug report,

Provides you with a tracking number and a form on which you can describe how to reproduce the issue. The more detailed information you provide, the quicker we can resolve the problem and we
strongly recommend that you use this option. If you select Include Audit Log', the submission will include a lot of additional information to help us find the exact cause and will take several minutes to
finish.

[Include Audit Log

Generates a stack trace that shows exactly where you were in the program when the error occurred.
This option may be used if your intemet connection is blocked and you want to copy the stack trace to an email or Word document for manual submission.

Do not submit an error report,

Error: user creates a new vendor contact before entering a vendor company in the “Vendor Company” field.

How to Avoid this Vendor Contact Error:
e Always select the correct vendor company before entering a new vendor contact.

How to Correct this Vendor Contact Error:
e C(Close the error message.
e Contact a Contract Management System administrator for assistance.

Error: a new vendor contact record contains an email address that is attached to another vendor record.

A vendor contact may only be attached to one vendor company record in the Contract Management System. An error
occurs when a contract requester enters a vendor email address that is already associated with a vendor record.

How to Avoid the Vendor Contact Error:

When you select the vendor company for a contract, follow the instructions to “Search by Vendor Name” found in the
“Entering a Contract” section of this handout. This method allows you to see if there are multiple records for the same
vendor company. You can use trial and error to determine if any of the duplicate vendor records contains the contact
that you need. (You will have to insert the vendor company into the contract and then scroll to the bottom of the
“Contract Info” tab to view contacts.) Alternately, you may contact a Contract Management System administrator for
assistance in identifying which of the duplicate vendors you should use for your contract.

How to Correct the Vendor Contract Error:
e C(Close the error message.
e Contact a Contract Management System administrator for assistance.
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Unique Value Error

If you receive an error message similar to the one below, call a Contract System administrator IMMEDIATELY and
provide the contract number listed in the error message.

This message is rare and will occur when you click “Save and Go to Next Tab” on the “Contract Info” tab.

Error saving record modifications done by actions: The Contract Number 1 field must be a “unique value”,
and a record with the value of 9500066357 already exists. Please enter a unique Contract Number 1 and
try again. (Rule 2,652: Create: All Create Actions, while applying to record 109,443)
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(red line = rejected)

The University of Tennessee Contract

Management System Workflow Overview
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