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Import Contract Documents

Navigation:
Supplier Contracts > Create Contracts Documents > Contract Entry 

Enter the Search criteria and select the approved contract:
· Use the magnifying glass to select a SetID.
· Enter a Contract ID.
· Use the magnifying glass to select a Contract Style.
· Use the magnifying glass to select a Supplier Name.
Click the Search button.
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Click the Add a Document button. 
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Enter necessary information.
· Select a Document Type from the dropdown menu.
· Use the magnifying glasses to select Administrator, Sponsor and Department.
Click the Import Document button.
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Choose Option under Import Option. 
NOTE: This depends in what kind of Contract Document it is.
Enter necessary information in the Current Version section: 
· Enter the Version, Status, Status Date, and Status Time in the Current Version section.
Click the Upload button. 
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Click the Browse button. 

[image: ]








Select file to upload and click Open. 
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Click the Upload button. 
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Click the Done with Import button.
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Click Yes to continue.
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Click the View Document button. 
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Click the Open button in the popup.
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Review that the imported document is accurate and close the document.
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You are now able to View or Edit the document, Route Internally and Externally for Collaboration of eSignatures.
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Note: Before a document administrator can use the import feature, the administrator must have import document authority which is determined on the User
Preferences - Supplier Contract Management Page.

Depending on the type of file that you import, you can view and edit the document using the document authoring system. Examples of documents that you can
import are:

+ Microsoft Word documents with a variety of extensions, including .doc, .docx, and xml.
+ Microsoft Excel spreadsheets.
+ Adobe Acrobat documents (.pdf files).

Note: While the document authoring system creates and processes Microsoft Word documents with xml extensions, the system does not provide the same
level of integration for xml documents when they have been imported. Microsoft Word xml files are treated the same as if you imported a doc file. The system
does not recognize them as generated from the Supplier Contract Management application. If you want to use an existing generated xml contract document as
the starting point for a new document, you should use the Copy Document feature from within the Document Management or Contract Entry component. The

Copy Document feature enables the reuse of an xml document and maintains integration between the xml document and system data, such as bind variables.
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