[image: image206.png]




Supplier Contract Management end to end

Create a Requisition for POS/PSA Authorization

User must have the CT PSA_POS_REQUESTOR and CT_F_A_PSA_POS_SUBMITTER role

Navigation:
 eProcurement > Requisition
1. Enter Business Unit
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2. Enter Requisition Name
3. Enter Requisition Type - PSA – Personal Service 
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1. Enter the Supplier ID
2. Enter the Buyer ID
3. Enter the Category 
4. Enter the Unit of Measure
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5. Enter Chartfields – If the chartfields are defaulted skip this step.
6. Click OK
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7.  Click Fixed Cost Service link

Note: The Category, Supplier ID, Supplier Name & Unit of Measure fields populated with values entered on the Define Requisitions page.
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8. Enter Item Description
9. Enter Value of Service
10. Enter Start Date
11. Enter End Date 
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12. Click Add to Cart  
Note: Repeat the process for additional services you wish to place on your requisition.
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13. The Shopping Cart displays on the right hand side of your screen.
14. Click Checkout
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15. Click on the PSA Details Link
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16. Click the Hyperlink that pertains to your Personal Service Agreement 
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17. Change default values as required 

18. Click OK
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19.  Click OK
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20. Click on the Comments bubble
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21. Add Comments
22. Add attachments as needed
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23. Click Save and Submit
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24. Click OK
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· The requisition has been submitted to PSA_POS workflow and is in pending status.

· The requisition number displays on the header.

· The Bid/Contract ID starts with the year, agency acronym & requisition number.  This field is editable when converting the req to a contract. 

· Default for this requisition is Amount Only. If you need to change to QTY un-check the Amount Only Box in the line details.
(Once the requisition is converted into a contract, the Contract ID will have a suffix added to it of either PSA-01 or POS-01 depending upon which requisition type was chosen).

To approve PSA/POS requisitions the users must have one of the following roles:

CT AGY SERVICE APPROVER

CT OPM BUDGET APPROVER 1

CT OPM BUDGET APPROVER 2

CT OPM FINAL APPROVER  
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Convert Requisition to Procurement Contract

User must have the CT REQ BID CONTRACT CREATOR role

Navigation:

 eProcurement > Convert REQ to Contract
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Enter the Requisition number or click on magnifying glass to locate requisition 

Click Add
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The System will default the Contract ID suffix and the Contract ID/Bid ID, Begin Date, Expire Date and State Identified Contract Type from the Requisition.

Note: You may change the Contract ID at this point in the process.

Click Line Details link

[image: image206.png][image: image20.png]Requisition Selection

Business Unit: DOCM1
Requisition ID: 0000076661 Requisition Type: PSA - Personal Service: Server Name PSUNX Q- create Contract

Personaize | Fina [viewal | &1 B Frst © 1011 @ Last
Comnctld. Mot pepniue  CxpreDwe SieldenosConactType BT LineDeas Avardd Amount

_Im-ﬂ__—ﬂ-_ﬁlﬁ





Line Details will default from the Requisition

Click OK
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Click Create Contract
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Click Yes to Continue
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Click Yes
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Click OK
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Review and Complete Procurement Contract

Navigation:  Supplier Contracts > Create Contracts and Documents > Contract Entry


     or  
   Procurement Contracts > Add/Update Contracts

(either Navigation will work)

Must have a Contract Creator role to access the Procurement Contract
(Navigation from the Go To Contract link when converting requisition to contract will also work)
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Click Find an Existing Value

Enter the Contract ID
Click Search
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Review and update any values as necessary for the particular contract

Below is a brief explanation of the fields created on the Contract

	Field
	Value

	Status
	Defaults to Open

	Administrator/Buyer
	Enter the Contract Administrator - Optional

	State Identified Contract Type
	Defaults from the Requisition

	Contract Style
	Select PO 

	Supplier
	Defaults from the Requistion

	Begin Date
	Defaults from the Requistion

	Expire Date
	Defaults from the Requistion

	Supplier Contract Ref
	Defaults from the Requistion

	Description
	Defaults from the Requistion

	Maximum Amount
	Defaults from the Requistion

	Corporate Contract
	If checked, the contract can be used Statewide

Default is checked

	Price Can be Changed on Order
	If checked, the line amount may be modified on the purchase order

Default is checked
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Click the PO Defaults hyperlink

Review and update any values as necessary for the particular contract

	Field
	Value

	Business Unit
	Defaults from the Requistion

When the Corporate Contract checkbox is unchecked, this is the only Business Unit that can use this Contract.  If more than one business unit is needed, click the + to add more.

	Buyer
	Defaults from the Requisition

	Origin
	Defaults from the Requisition


Click OK
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Click the OPM Reporting Link [image: image30.png]Help
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The OPM Approval Number is the Requisition number

Update the OPM Contracted Entity and OPM Statutory Reference as needed.

Click OK (you will be returned to the Main Page of the Contract.)

Contract Lines are defaulted from the Requistion

Click the Line Details Icon [image: image31.png]


 to view Details for each line

Alternately you can Click the Tab(s) across the Top to view specific fields displaying all lines

[image: image32.png]~ Contract ltems.

Catalog Search Item Search ‘Search for Contract Lines

Lines Personaiize | Find | viewal | 3] B st
Details || Order By Amount | ttem Information || Default Schedule || Release Amounts || Release Quantites || Line Groupings || Spend Threshold |

Line Hem Description uom  Category. Includeror status.

1 B @, [Cinical Services 2 @A Qe @ @O BRW M Ade X EE

View Category Hierarchy Category Search





	Field
	Value

	Physical Nature
	This value is defaulted from the requisition

	Maximum Line Amount
	Enter the Maximum amount for the Line 

This is used to calculate the remaining balance

	Price Can Be Changed on Order
	Default is Checked

	Amount Only
	This defaults from the requisition
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Click OK

Click the PO Distibution Details icon [image: image35.png]
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The PO Distributions are copied over from the Requistion

Click OK

Comments and Attachments will copy over from the Requisition

You can see what requisition was used to create the contract in the comments for the line and can view  the requistion Schedule and Distribution line summary page by clicking on the link.
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Once the Supplier Contract process has begun the Procurement Contract will update the corresponding Supplier Contract Status/Version/Amendment.

Until the Contract authored status is executed (i.e. the legal document is complete and signed off) the contract should remain in Open Status.

This will prevent creating purchase orders against the Contract.
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Update the Contract Status to Approved once the Supplier contract portion is completed 

Security Note: User must have the Approve Contracts check box checked in their User Preferences to Approve contracts
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Click OK  and  Save the Contract

Purchase Orders may now be created using this contract.
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Thresholds & Notifications

Navigation: 1.  Supplier Contracts > Create Contracts and Documents > Contract Entry


          2. Procurement Contracts > Add/Update Contracts

(either Navigation will work)
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Click the Find an Existing Value Tab
Enter or Search for the Contract Id

Click Search
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Notifications can be tied to the Approval Due Date.  

To use this, enter the Approval Due Date on the Contract.

Click the Thresholds & Notifications hyperlink
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Click Expand All
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Complete the page based upon the types of threshold and notifications needed

	Field
	Value

	Send Date/Amount Notification
	Select to notify when a Contract will expire or reaches the maximum amount

	Send Threshold Notification
	Select to notify when a contract reaches or exceeds a spend threshold


Date Notification

	Field
	Value

	Expire Date
	Defaults from the Contract Page

	Notify Days Before Expires
	Enter the number of days before to send notification

	Renewal Date
	Defaults from the Contract Page

	Notify Days Before Renewal
	Enter the number of days before to send notification


*In each case the system will calculate and display the notification date
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Note: Updating any of these days on the notification page will update the values on the Contract

Maximum Amount Notification
	Field
	Value

	Amount Less than Maximum
	Enter a value below the maximum to send a notification

Entering an amount will automatically calculate the percentage

	Percent Less than Maximum
	Enter a percentage below the maximum to send a notification

Entering a percentage will automatically calculate the amount


 *Once entered, the system will calculate and display the notification amount
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Spend Threshold Notification

	Field
	Value

	Threshold Notification Amount
	Enter a value to send a notification


*This will apply to each line on the contract
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Notification Assignments

	Field
	Value

	Notification Type
	Drop down of available notifications

	User ID
	Select from valid user ids (internal and supplier will use email on profile)


To add multiple users click the +
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When a threshold is met, an email is generated and in the worklist
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Sample E-mail
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Notifications also appear in the Worklist

Amount Summary

These fields are populated based on the transactions against the contract. This section is also displayed on the Contract Entry page. 
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Click OK and return to the Contract Entry page.
SCMT Document Creation 

User must have CT_F_A_SCMT_USER or CT_F_A_SCMT_ADMIN role
Define User Preference Supplier Contract Management

This page is for Core Support, each SCMT User or Admin role needs user preferences updated.
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Navigation:  Supplier Contracts > Create Contracts and Documents > Contract Entry


       Or Procurement Contracts > Add/Update Contracts

(either Navigation will work)
Click the Find an Existing Value Tab
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Enter contract id or search for the Contract
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Click Search
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Click Add a Document
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Select CT_PSA Document Type

Click Create Document – to launch the Wizard Execute – Document Creation
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Enter the Business Unit

Click Finish

Document Management

User must have CT_F_A_SCMT_USER or CT_F_A_SCMT_ADMIN role

Click the return to Document Search to search for another contract
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Once the Supplier Contract process has begun the Procurement Contract will update with the corresponding Supplier Contract Status/Version/Amendment.

To access the Supplier Contract click Maintain Document

[image: image60.png]Contract Version

set sTare
[ — P [E——
R — Approved Date 01a0z0e
e —
state enifed Conract Type
[~ Authored Document
Authored Status Dispatched Document Version  2.00 Amendment 0 | Maintain Document
*Contract Style Purchase Order aQ ‘Add Comments Activity Log
process pton Fschees Ot - oecumrt St
et PR 6, SupplrSec i el & Nosicstons
“Supplier 1D 000001106 Q. coNTINUUM OF CARE NG COMact Header Agreement ‘View Changes
NTMUMOECRENE L CurentCrrge Resson
*Begin Date [01/25/2018 B Custom Fields
i ate 6
Renewa Date 2012020 e
oo
e [R—— oo
e Line e Retease Amount o0
Primary Contact! ‘Category Released Amount. 0.00
B . — Open e Reteased Amount 00
i . Non PO o Transactons o
oion D0 OB0ITGES TotlReesses Amount o
e ————
B —— Remaining Amount 10000000
[ Tax Exempt Remaining Percent 10000
| v Order Contract Options (2
1 Allow Muttcurrency PO 7] Allow Open ltem Reference [IMust Use Contract Rate Date Rate Date 07192015
O corporate Contract D adjust Supplier Pricing First M Auto Default
OLock Chartfields M price Can Be Changed on Order
PO Defaults. ‘OPM Reporting ‘Add Open Item Price Adjustments Price Adjustment Template

~ Contract ltems.

Catalog Search Item Search

‘Search for Contract Lines





[image: image61.png]Find an Existing Document

D ——
“SetlD STATE Q
Supplier SetlD STATE Q

Supplier Name | Ja Short SupplierName[ Q.
Description| ]
L —
P —
O —

All Statuses [ praft/Collaborated [Ipending Approval [IPending Signatures
[ Pending Internal Collaboration/Review ] Approved
[JPending External Collaboration/Review [ Dispatched [J ExecutediComplete

) Additional Search Criteria

Search ] { Clear Il Save Search Criteria ]

Keyword Search Add a Document




Change the Source Transaction to Purchasing contracts

Enter the criteria and click search
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Choose the contract you want by clicking the Contract id under Document Keys.  
This will take you to the Document Management Page
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Document Details

Click Document Details link for an overview of the contract
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Click Ok

View and Edit Options

[image: image65.png]Advanced Search (3] Last Search Results

Document Management

SetiD STATE

Contract Style Purchase Order
Document Type CT_PSA

Description DOCM1 0000076661
Administrator DOC-Hubert Stacey

‘Supplier CONTINUUM OF CARE INC

Contract ID 18DOC76661PSADT

ReiliT 1o Biocument Seareh]

‘Sponsor Department
Version 0.02 Created On 012318 5:43AM 'Document Details
Status Draft Last Modified On_01/29/18 11:40AM

‘View and Edit Options:

[ Vewbocument |
[ Edtoocument |

Modify Attachments/Related Documents
'Document Modification Summary
'Document Version History

Other Document Actions:

i

Generation Log





Note: Click Refresh Document to update custom bind variables.

View Document 

Click on the View Document Button

Opens a word version of the document 
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Edit Document

Click on the Edit Document Button

Checks out a word version of the document to edit
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Once checked out, the page will update the status and add a Check In button as well as a Cancel Check Out button

On the document, click enable editing, make any changes as necessary then save the document.
Note:  When saving DO NOT change the file type.
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To check back in with the changes, click the Check In button
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The version is defaulted to Minor. Click Major as appropriate. 


Enter any comments needed.
Click OK
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Click Browse and navigate to where you saved the document

Click Upload
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The document will be uploaded as the current version

Add Attachments/Related Documents

To add attachments and documents related to the main document
Click Upload a Document Attachment File
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Click Browse and select a file you wish to attach
Click Upload

Check Allow Email/Dispatch if the document should be available to external contacts
Enter a Title for the File
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Click the Description Tab

Enter a Document Description for the attachment
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Click OK

If an attachment has been added to the Contract the hyperlink will change to Modify Attachments/Related Documents
Click Modify Attachments/Related Documents
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Enter a Related Document
Check Visible to Supplier if the document should be available to external contacts
Source Transaction will either be a purchasing contract or ad-hoc
Enter or search for the Contract ID to reference
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Click the Details Tab to view more information on the referenced contract
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Click OK

Document Modification Summary

Click on the Document Modification Summary to view changes to the document.
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Document Version History

Use the Document Version History to view detailed change information

· Use the Document Action drop down to view specific actions

· Click on the View Source Version History hyperlink to view the version(s) of the document.

· Click on the version number hyperlink to view the document version

· Click the paperclip under View Attachments (when available) to view attached documents
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· Check document under select (must check 2 to compare), then click on Compare Selected Word Documents to compare changes between the two.

Changes will appear in red
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Click the Return to Document Management hyperlink

Review and Approval
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Route Internally

Click the Route Internally button to setup and start internal collaboration.

(Alternately Click Internal Contract/Signors to set up internal users)
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Enter or search for a valid User. 

Check the Collaborator box if the user will be collaborating on the document

Check the Can Edit during Collaboration if the user can modify the document

Collaboration Instructions – Enter any special instructions 

To add a Comment to the collaboration without routing, enter the comment
Click Save 
Click Route Internally when you are ready to send.

NOTE: Any Collaboration Instructions will be sent to all collaborators

Internal Contacts/Signers

Click the Internal Contacts/Signors
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Click Signing Settings Tab
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Enter in an email address

Check Required to Sign Document if they will sign

Enter the Sign Order

Enter the User Name

Enter the Signing Title

Click OK

At this point, provided you do not need to Cancel or Modify the Internal Collaboration (steps shown below) the document is routed to the appropriate users for Internal Collaboration.
During collaboration, certain features are disabled. 

To cancel the Collaboration, click Cancel Collaboration
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Enter a comment (required) and click OK
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Click OK

In this instance the document is reset.

To modify the Collaboration, click Modify Collaboration
New users and instructions may be added.

Click Route Internally to update.

[image: image89.png]Internal Contacts / Collaborators

SetiD STATE Contract ID 18D0CTe661PSAD1
‘Supplier CONTINUUM OF CARE INC

 Intemal Contact Details Personaiize | Find | View Al | B B First (© 12012 @ Last
vser Descripion Cotaborstor  CANEGUONI  Cogporgion Satus Date Time

1512342 0AG-Salinas Jose O. 7 o] Collaboration n Process  01729/18 12:5735PM

2Fragolas DOC-Fragola Stephanie L 4 %) Collaboration in Process 01/29/18 12:57:38PM

]

) Collaboration Comments
[ ]

Retun o Document Wanagerment





[image: image90.png]Document Management
Setid STATE
Supplier CONTINUUM OF GARE INC
Contract Style Purchase Order
Document Type CT_PSA
Description DOCM1 0000076659
Administrator DOG-Hubert Stacey

‘Sponsor

Contract ID 18DOC76659PSADT

Department

Retum to Document Search

Version 0.03
Status Collaborated, Pending Review

Created On 01/11113 3:44PM
Last Modified On_ 01/16/18 11:14AM

Document Details

~ Collaboration Comments

[DOC-Fragola Stephanie L 2018-01-16-11.14.17.000000]
Check In: Added intext

[DOC-Hubert Stacey 2018-01-16-11.11.07.000000]
Please review

[DOC-Hubert Stacey 2018-01-16-11.03.47.000000]

Modify Attachments/Related Documents
Document Modification Summary
Document Version History

Eosesy e
View and Edit Options: ‘Review and Approval: ‘Other Document Actions:
I — cerestontes





All collaborators will receive an email and can go directly to the Document Management page from the link in the email….
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The collaboration request can also be accessed using the user’s worklist 
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Clicking on either will bring the user to the document management page
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The user can view or edit the document and modify attachments. When editing you must save the document and then upload it with comments.
Enter in a comment in Add Collaboration Comments and click Mark as Reviewed
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After all internal users have finished collaboration; the contract administrator will see the Collaboration Complete on their worklist
Click on the hyperlink in the worklist
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Review the contract changes.
Once all changes are finished, click Finalize Collaboration
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The status will be updated to Collaborated.
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Route Externally

External contact must have the CT_F_SUPPLIER_SCMT_COLLAB role
NOTE: External Contacts must be setup under External Contact/Signers before starting External Collaboration.
Click External Contacts/Signers [image: image98.png]Document Management
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Click the Update From Supplier Contracts to pull all external contacts with the Contract Collaborator role into the external list.
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Enter the necessary Information for Supplier for External Collaboration
NOTE: clicking the gray triangle to the left of each section will open that section for input.
Enter or search for an External User 

Enter a Contact Name

Enter a Contact Title

Enter an email id

Check Allow Document View Access to allow the contact view access to the document

Check the Primary Document Owner if the contact is the primary (Only one per Contract)

Check Required to Sign Document is they are a signer for the document

On the e-Signature Information enter the Sign Order

Enter the Address and Phone information as necessary

Click the + to add more contacts

Once completed click OK
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You will be returned to the Document Management page.  Select Route Externally button.
Remember:  External Contacts must be setup under External Contact/Signers before starting External Collaboration.
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Owner for this Collaboration and Can Edit during Collaboration may be changed on this page.

Enter Collaboration Instructions and/or Collaboration Comments
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Click Route Externally when ready to collaborate.

NOTE: The Collaboration instructions will be sent to all external contacts.

The status will update to Pending External Collaboration
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All external users will receive email notification
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sent: Wednesday, January 31, 2018 5:45 AM

To: Chavez, Bryan

Subject: Collaboration Review Invitation for Document 18D0C76661PSA0L

Your collaboration is requested for the following document:

Document 18DOC76661PSAOL
Contract Descriptior DOCM1 0000076661
Amendment: 0

Document Contact: DOC-Hubert stacey
Instructions

Please Review
You can navigate directly to the page by clicking the link below.

http://web033.cret.ct.gov:13320/psp/FN92TST/SUPPLIER/ERP/h/?tab=DEFAULT&CS DOC ID=49





The collaboration review will also be in their worklist

Log in as Supplier/External Contact
Click on Worklist

Click on the hyperlink for the contract
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The supplier/external contact will be taken to the Document Management page to review the contract. There are instructions for the external contact on hwo to review and approve document.
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Only one Owner for this Collaboration – Can Edit During Collaboration

External Contacts can:
Click Open/Edit Main Document to review/make changes

Upload Revised Document if changes have been made

Only the External Owner has the ability to edit the main document (if granted).
Enter a Comment and click Save Comments

Click Mark as Reviewed when collaboration is complete
Send E-Mail link is limited to only the contract administrator and external collaborators for this contract.
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Once the External Collaboration is complete the Contract Administrator will navigate to their Worklist
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Click the contract link
The Document Management page will display
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Accept Supplier's Revisions and Finalize

Click to accept the document updates made by the supplier and to set the document to Collaborated status. This button is available for the contract administrator after the supplier completes their external collaboration. This button is not available if the supplier did not check in an acceptable format for the file. For example, if they checked in a .doc file instead of an .xml file. In this case, the contract administrator must manually apply any valid changes.

When you click to Accept Supplier’s Revised Documents button, the system displays the Accept Supplier's Revised Documents page.  Use this page to maintain the document version and to add comments about the document.
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If the supplier made no changes the screen will be a little different and you would just Finalize Collaboration.
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View Revised Document
Click to open a document that has been collaborated on with an external user (supplier). 
This button appears on the contract owner’s Document Management page after the supplier has completed their review.
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Compare Revised Documents

Click to compare a supplier revised document with the current version of the document. This enables you to better understand what changes may have been made by the supplier. The system opens a new temporary document that shows the changes, just as if you had compared the files using Microsoft Word compare functionality. 

Finalize Collaboration

Click Finalize Collaboration to set the document to Collaborated status. This button becomes available for the contract administrator only after the supplier completes their collaboration.

Contract administrators use this option when you want to manually apply any suggested changes to the current version of the document using the Edit or Check In buttons at the bottom of the page. After making the manual changes click Finalize Collaboration to complete the collaboration process.

Once Completed the Status will update to Collaborated

Note:  If you finalize collaboration without accepting the suppliers' revisions or attachments the revisions will be excluded from version control and kept only in the document history.
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Prepare and Route for e-Signature

Before clicking the link 

1. Edit the Document and confirm all changes.

Click Edit Document

Click the enable editing

Update the changes – uncheck track changes when done.
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Save the document 
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Check in the document

2. Verify all signers (internal and external) are setup and are in the correct signing order (should have been set up before collaboration).

Internal  Signing Settings
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External Signing Settings
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Once verified, click Prepare and Route for e-Signature
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Signing order – The Default is to sign based on the sign order.  This can be changed to sign in any order.

Any user identified as a signor will be brought in based on their setup.  If necessary  the sign order can be changed.

If additional signers are needed, click the + sign.

The subject will default with the description of the contract. It can be changed.

Enter a Message to send to all signers.

Optional - Click the Identity Authentication
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Available authentication methods

· Access Code: This option requires the signer to correctly enter an access code. The code can be up to 50 characters in length.

· ID Check: This option requires the signer to correctly identify personal information based on public data sources, such as a previous address.

· Phone Call: This option requires the signer to verify their identity by responding to a confirmation call.

· Text Message: This option requires the signer to verify their identity by responding to a confirmation text message.

Click Send when all information is complete

If using Sign based on Sign order, only the first signer will receive two emails.  

Once that signer is done, an email will go the second signer etc.

The email/worklist item will generate as also.
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Clicking on the worklist will show the document status only
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To Sign – Click on Review Document in the DocuSign email
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Enter the Access Code (If setup on the contract) and click validate
[image: image125.png]Please enter the access code to view the document

Glenn Churchill
Office of the State Comptroller Sate of CT

The sender has requested you enter a secret access code prior to reviewing the document. You should

have received an access code in a separate communication. Please enter the code and validate it in
order to proceed to viewing the document.

Access Code

. [ e ———

Show Text





Check the box for I agree to use electronic records and Signature Disclosures

Click Continue
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Review Document
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Scroll to the last page
Click the Signature Icon
Drag to the page
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Left Click

Click Adopt and Sign
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Optional Click and Drag Title and Date
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Click Finish
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The Contract Administrator now signs into Core
Click the Signing Details Arrow
[image: image132.png]| » | Advanced Search (4] Last Search Resuts

Document Management

SetiD STATE
‘Supplier CONTINUUM OF CARE INC

Contract Style Purchase Order
Document Type CT_PSA

Description DOCM1 0000076661
Administrator DOC-Hubert Stacey

‘Sponsor

Contract ID 18DOC76661PSADT

Department

Retum to Document Search

Version 0.04
Status Collaborated

Created On 012318 5:43AM
Last Modified On 01/31/18 1:39PM

Document Details

| ) Signing Details

View and Edit Options:

Modify Attachments/Related Documents
Document Modification Summary
Document Version History

Review and Approval:
Interal Contacts/Signers.

External Contacts/Signers
Document View Access

Other Document Actions:





Click Get e-Signature Status to refresh
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The next signer will automatically be emailed
Once all signatures have been recorded DocuSign will send an email with the completed document
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If the document needs to be changed after the signature process has started, click Cancel Signature Process to reset the document
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Enter any comments

Click OK
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An email will be sent to any signers that the process has been canceled
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Approve

Once Collaboration and Signatures are completed, the contract administrator will click Approve.
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This will update the status to approved and activate the Dispatch button
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Dispatch

This button is not available until the Contract is approved.

Click on the Dispatch button
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The default delivery method is Email, but can be changed to manually if needed.
The options are available to select the contract, attachments, and/or Related Documents and who will receive them.
The default subject and Description can be updated with any other information as necessary.

Click OK.

The buttons will update to Re-dispatch and the Execute Contract button will activate.
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Each recipient will receive an email with the document attached as a PDF
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Execute

Click Execute Contract
Status will change from Dispatched to Executed
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Document View Access

Provides a summary of all users (internal and external with access to the Document)[image: image144.png]| Advanced Search Last Search Results
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Other Document Actions

These buttons are for actions you may need to user during the process as they will not all be available once the document has been sent for Signatures Approved/Dispatched/Executed.
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Send to Contacts 
This is used to send a copy of the contract information to an external user.  If available, attachments and related documents can be sent.

The document can be set to Checked Out and by default a copy is sent to the Administrator (This can be unchecked).

(Essentially this is an Ad-hoc version of external collaboration)
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Refresh Document

Use the Refresh button when you want the content from the current generated version of the document to remain the same, but need to update changed bind variables, or wizard variables with their new values. 
If repeat or rule binds do not change, the resulting contract should remain the same as the prior version, with the exception of the bind value changes. If a repeating or rule bind variable changes, the entire section that contains that variable will be rebuilt.
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Click OK

Recreate Document

You can use the Recreate Document button to completely re-create the document. Re-creation is the same as creating a new document. Using re-creation, you can also change configurators to rebuild the document.
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Click OK
Compare Documents

Use this page to select which version of a document you want to compare with a current document. 

You use the Compare Against options to select which type of comparison you want to make.
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Click OK
Contract Amendment

After a Contract has been executed, a contract Amendment may be issued for changes.

User must have the CT_F_A_SCMT_ADMIN role

Navigation:  Supplier Contracts > Create Contracts and Documents > Contract Entry


   or    
Procurement Contracts > Add/Update Contracts 
(either Navigation will work)

The Contract Entry page will display. Use the Find an Existing Value tab 
Enter the Contract ID
Click Search. 
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Amendments to the Supplier Contract can be entered by changing the Status of the Contract to Open. 

Update any of the values (End Date, Maximum Amount etc.) that will be part of the amendment

Click Save
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After making the necessary changes, click Maintain Document
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Click Create Amendment
Amendment Options: 

· Amend Contract Only

· Amend Contract with Amendments

· Amendment Files Only

Amendment Configurator ID:  Select from the available IDs

Version:  Minor or Major

Enter in any comments needed
Click OK
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Below is an overview of each type of Amendment
Amend Contract Only: 
Select to revise the contract and generate one amended document with all of the changes applied directly to the last executed contract. 
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The Wizard will ask prompt for the Business Unit
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The Document Management Page is the same as before except the buttons are labeled with Amended.

Click View Amended Document
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The entire PSA is recreated with the new values from the Contract.
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DATE (FROM) January 25,2018 ; THROUGH (TO)|February 01,2021
INDICATE  MASTER AGREEMENT_ CONTRA(
NEITHER _
CANCELLATION CLAUSE
“THIS AGREEMENT SHALL REMAIN IN FULL FORCE AND EFFECT FOR THE ENTIRE
TERMOF. THE CONTRACT PERIOD STAIED ABOVE UNLESS CANCELLED BY THE STATE
AGENCY. BY GIVING THE CONTRACTOR WRITTEN NOTICE OF SUCH INIENTION (REQUIRED
DAYS OF NOTICE SPECIFIED BELO\
REQUIRED NO OF DAYS WRITIENNOTICE:  Days

COMPLETE DESCRIPTION SERVICE
ONTRACTOR AGREES TO: (INCLUDE SPECIAL PROVSIONS: ATTACH BLANK
SHEETS [F ECESS AR

COST ANDSCHEDULE OF PAYMENTS,
PAYMENT SHALL BE MADE UPON RECEIPT OF PROPERLY EXECUTED AND
APPROVED INVOICES.

OBLIGATED AMOUNT §120.000.00
A\ DIVIDUAL ENTERING TNTG & PERSONAL SERVICE AGREEMENT WITH THE STATE OF
ICUT IS ARRANG]

FEDERAL INSURANCE CONTRIBUTION ACT (FICA) TAXES.
STATUTORY AUTHORITY





Amend Contract with Amendments: 
Select to generate both a separate amendment file, as an appendix or addendum, and a copy of the last executed main contract document that you can revise to also include the changes specified in the amendment. 
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The wizard will ask you for the Business Unit

Click Finish
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The Document Management Page is the same as before except there are buttons for both to view/edit the document or amendment.
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Amendment Files Only: 
Select to generate just the amendment file. With this option, the executed contract remains as is and is not modified and all changes are only listed in the amendment file. 

Click OK
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The Document Management Page is the same as before except the View/Edit buttons are labeled with Amendment and an additional button to view the original document.[image: image162.png]Document Management
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Define Protected Clauses

Navigation: Main Menu > Core-CT Financials > Supplier Contracts > Manage Contract Library > Clauses   

[image: image163.png]Favorites v | | Main Menu ~
C Search Menu:
Ore’ ® | Advanced Search
£ Employee Self-Service >
Top Menu Feat{ s o~
B3 Manager Self-Service »
3 Supplier Contracts £3  Create Contracts and Documents. 3
The menuis no| =3 ltems 3 Monitor and Update Ag 5 >
started. 3 Suppliers £3  Manage Contract Lib Clauses
Highlights B3 Procurement Contracts| £} Supplir Gonlracts Sery ) Sections
B3 Purchasing 3 search Content [5 Document Configurators
B o =] & Binds
under the Favg 3 eProcurement Reports
MO0 16% | () senices procurement | 1 Contract Reease Proc | Rules
£3  Project Costing £3  Related Links [E1 Question Groups
& Biling 3 Budgeting B wizards
3 Accounts Payable [E]  supplier Contract Wort [ pocument Types
Breadcrumbs|
navigation patf] £1  Commitment Control v [ import Clauses/Sections
the contents off &3 General Ledger »
£ Real Time Bottom Line »
B3 set Up Financials/Supply Chain >
a »
Menu Search, Enterprise Components
Menu, nowsuff £ Worklist >
makes finding | £ Reporting Tools »
B PeopleTools »
[5 change My Password
5 My system Profile





The Clauses Search page allows users to Find an Existing Clause, Search for a Clause or Add A New Value. 

Click Add A New Value tab to enter a new clause. 
Enter the Clause ID and click Add. 
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CS_CLAUSE_DEFN

Clause Definition page 
Enter Description: Clause Definition

Library: MHAM1 
Class Name: CT_PROCUREMENT  
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Select Protect in Document checkbox.
Enter Title: Clause Definition. 

Click SAVE. 
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Document Configurator (to configure)

Navigation: Supplier Contracts > Manage Contract Library > Document Configurators

Click on the Add a New Value tab

Enter Configurator ID: Doc Configurator
Source Transaction: Multiple Sources.

Click Add. 
[image: image167.png]Document Configurator

d an Existing Value |[ Add a New Value |

SetlD
Configurator |
Source Transaction| Multiple Sources &

=

Find an Existing Value | Add a New Value




Enter Configurator Type: MHAM1_CNFG_TYPE

Description: Document Configurator Definition. 

Select Purchasing Contract, Purchase Order and Sourcing Event 

Select Add Multiple Objects by clicking on the [image: image168.bmp] under Content Elements. 
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Select Content Type drop down box and select either Clause or Section
Click Search 

 Search results display number of documents based on criteria entered. 
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Select checkbox for clause to add.
Scroll to the bottom of the page click OK. 
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Change the Availability Status to Available 
Click Save 
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Use the clause in a new contract
 Navigation:  Supplier Contracts > Create Contracts and Documents > Contract Entry

Enter the Contract ID

Click Add
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Enter the necessary Contract information 
Click SAVE
Click Add a Documents button. 

[image: image175.png]> | Advanced Search

Last Search Results

Contract
Contract Entry
Contract
SetlD STATE Contract Version
ContractID MHA00131 Version 1 Status Gurrent
B ] ApprovaiDuepae| |
Administrator/Buyer|AbdirahamM QA Abdirzham Muna R
State ldentifed Contract Type
v Header (7.
“Contract Style Purchase Order Q /Add Comments Activity Log
Process Option Purchase Order Contract Activities Document Status
Primary Contact Info Thresholds & Notifications.

*Supplier [222598799F-001 |Q  Supplier Search
*Supplier ID (0000014395 Q BHCARE INC

Contract Header Agreement
Contract Releases.

“Begin Date[01/312018 |5y Gustom Fields
ExpireDatel |8 .
RenewalDate[ |8 Amount Summary (2,
currency e E— [T
Line Item Released Amount 000
primary Gomaes % Category Released Amount 000
Supplier ContractRef | Open Item Released Amount 0.00
Descripton| ] Non-PO PCard Transactions 0.00
MasterContract®| lQ Total Released Amount 000
Tax Exempt ID
[] Tax Exempt
 Order Contract Options (2
["] Allow Multicurrency PO Allow Open Item Reference [IMust Use Contract Rate Date Rate Date 01/31/2018
[ corporate Contract [] Adjust Supplier Pricing First [¥] Auto Default
[CJLock Chartfields [JPrice Can Be Changed on Order
PO Defaults OPM Reporting Add Open ltem Price Adjustments Price Adjustment Template

v Contract ltems





To add the clause to the contract
Enter the Document Type
Select Configurator ID identified. 

Click Create Document 
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Select the scope of services using the appropriate check boxes

Click Finish
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You are returned to the Document Management Page
Click Edit Document. 
The Clause opens in Microsoft Word, verify Clause cannot be modified. 
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STATE OF CONNECTICUT PURCHASE OF SERVICE

STATE OF CONNECTICUT PURCHASE OF SERVICE

(POS", "Contract” and/or "contract’)
Revised October 2011

ORIGINAL CONTRACT: MHA00131
AMENDMENT#: 0

(CONTRACT CONT ACT PERSON: MHA - Mathis Linda Telephone:
(CONTRACT TERM:

DATE (FROM) January 31,2018 ; THROUGH (T0)

(" Agency andlor "Department”), hereby enters nto a Cntract with:
MAX CONTRACT

5000

(CONTRACTOR

Name: BH CARE INC
Address: PO BOX 658 , ANSONIA, CT 06401

Contact: Telephone: (__).
FEIN'SSN-SUFFIX: 222508799F-001

STATE AGENCY
Name:
Address:

Contact: MHA- MathisLinds  Telephone:

('CONTRACTOR"), FOR THE PROVISON OF SERVICES OUTLINES IN PART 1 AND FOR THE
COMPLIANCE WITH PART IL THE AGENCY AND THE CONTRACTOR SHALL COLLECTIVELY
'BEREFERRED TO AS "PARTIES'. THE CONTRACTOR SHALL COMPLY WITH THE TERMS
AND CONDITIONS SET FORTH IN THIS CONTRACT AS FOLLOWS:

STATUTORY AUTHORITY
THE AGENCY IS AUTHORIZED TO ENTER INTO THIS CONTRACT PURSUANT TO § 1786/0F
‘THE CONNECTICUT GENERAL STATUSES ('C.GS.")

SET-ASIDE STATUS
CONTRACTOR __ISOR___ISNOT A SET ASIDE CONTRACTOR PURSUANTTO C.G.S. § 4a-
60g.

(CONTRACT AMENDMENT
PART OF THIS CONTRACT MAY BE AMENDED ONLY BY MEANS OF A WRITTEN
INSTRUMENT SIGNED BY THE AGENCY, THE CONTRACTOR, AND, IF REQUIRED, THE OAG.
PART II OF THIS CONTRACT MAY BE AMENDED ONLY IN CONSULTATION WITH, AND WITH
THE APPROVAL OF, THE OAG AND THE STATE OF CONNECTICUT, OFFICE OF POLICY AND
MANAGEMENT (OPM)

'EFFECTIVE DATE

] &1




Contract Agreements

User must have CT_F_A_SCMT_USER or CT_F_A_SCMT_ADMIN role

You can assign predefined agreements to a contract at the header level or the line level.  Header-level agreements are typically negotiated terms that apply to the entire contract. Line-level agreements are terms that apply only to a specific line item on the contract. When you select an agreement from the agreement library, the system provides the information defined on the agreement by default into the contract. You can modify the information associated with the contract without changing the data on the master agreement. As an alternative, you can also create ad hoc agreements at each level by defining them directly on the contract. Ad hoc agreements are not part of the agreement library, but exist only for the life of the contract for which they were created.

Setup Contract Agreements

Navigation: Supplier Contracts > Monitor and Update Agreements > Setup Agreements > Contract Agreement
Select the Add a New Value Tab
Enter an Agreement Code

Click Add
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Enter the values for the definition

	Field
	Value

	Effective Date
	Defaults to current date 

	Status
	Active is the default

	Result Type
	How the results of the agreement will be measured

Date, Metric, Monetary, None, Numeric, Text, Yes/No

	Include in Contract Document
	Select to include on the Contract and dispatch to the supplier

Unselect if this is an internal control

	Default Target Date
	How to calculate a due date for the agreement

	Number of Days
	Works with the Default Target date (Offset N)

	Description
	A brief description of the Agreement

	Notification Comments
	Description of the agreement that the system uses when it sends notifications – Maximum 254 characters

	Financial Implication
	What happens if the Agreement is compliant/non compliant.  I.E. a bonus if compliant or a penalty if not compliant


Enter in values for the Verification Step

Use + to add additional Verification Steps

Verification Steps – Detail Tab

	Field
	Value

	Step
	Auto-numbers

	Description
	Description of the Step

	Verification Step Owner
	Who will be responsible for the Step

	Verification Method
	Attaching Supporting Document

Comments

Date/Time Stamp

Notify Only

System

Online Verification with Y/N


Verification Steps – Comments Tab

	Field
	Value

	Notification Comments
	Description of the agreement that the system uses when it sends notifications – Maximum 254 characters


Click the Clause Assignments hyperlink to assign clauses to contract agreements
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Enter or search for the Clause ID

Click OK
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Click Notification Assignments hyperlink
Click on Notifications Tab
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	Field
	Value

	Notification Type
	Agreement

Agreement and Step

Verification Step 

	Verify Step
	Which verification step this notification applies

	User Type
	Internal or External

	Allow Update
	For external users to update the verification step

	Receipient Name
	For an external user not defined in the system

	User ID
	The User ID for this notification

	Specify Email
	Check to enter in an email address

	Email Address
	Will use the User ID default email unless the specify email is checked


Click on the Details Tab
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	Field
	Value

	Warning Performance
	Sends a warning about the performance 

	Unacceptable Performance
	Sends a notification if the performance is unacceptable

	Notify on Status Change
	Sends a notification when the status of the verficiation step changes

	Reminder Number of Days Prior
	Sends a notification before the due date

	Final Reminder Days
	Sends one last notification before the target date

	Passed Target Date
	Sends a notification after the target date if the agreement is not set to compliant


Click OK

Click Save

Add a Contract Agreement

Navigation: Supplier Contracts > Create Contracts and Document > Contract Entry
Click the Find an Existing Value tab

Enter the Contract ID
Click Search
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Click Contract Header Agreement hyperlink 
or 
the Contract Line Agreement [image: image187.png]
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***Screenshots are for the Header level but they look the same for the Line Level***

For an existing Agreement, enter the agreement code or search for a code.
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Verify that all information is correct.  

Note: The agreement information may be customized for the individual contract

Enter Negotiated Result

Click OK
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Add an Ad-Hoc Agreement 

Navigation: Supplier Contracts > Create Contracts and Document > Contract Entry

Follow the same steps for adding a Contract agreement except enter a unique Agreement Code 
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Fill out the information following the information for creating an Agreement

Click OK

Update Agreement Status

Navigation: Supplier Contracts > Monitor and Update Agreements > Update Agreement Statuses
Enter or Search for the Contract ID

Click Search
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Click the Contract hyperlink
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Update the Compliance Status, Actual Result, and comments.

Click Contract Step Verification link
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Update Activity Status, Verification (if applicable).  

If necessary, click Upload a file (works like Attachments)

Note: Verification Steps should be completed before updating the Compliance Status on the agreement.

Click OK
Click Send E-mail link
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Enter in valid email addresses (separate multiple addresses with a semi-colon ;)

Note: Prepopulated Subject and Message can be edited as necessary.
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Sample Agreement Notification email
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Monitor Agreement Compliance

Navigation:  Supplier Contracts > Monitor and Update Agreements > Monitor Agreement Compliance

Click Search
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A list of each Contract with Agreements displays

Clicking on the Contract ID will display the Contract information

Clicking on the Individual count for the status will display the row(s) while clicking on Details will show all rows
Click the Results tab to see returned performance measurements
Click the Agreement Sequence and Code
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Click the Contract Step Verification
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If a file has been attached, it can be viewed here
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Click OK

Click Return to Contract Agreement Status Detail
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Deactivate Document

If the executed contract is complete and no amendments will be issued, the Supplier Contract Document may be deactivated.
Click Deactivate Document
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Enter any Comments
Click OK
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The document now displays that it has been deactivated.
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If necessary, the document may be reopened by clicking Reactivate Document.
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