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Supplier Contract Management Overview

The Document Components

There are two PeopleSoft documents that link together to create and result in a State of Indiana contract. The transactional
document stores the technical information such as beginning and end dates, vendor information, and dollar amounts ,while the
SCM text document stores the legal language/clauses, exhibits, attachments, signatures, and approvals.

The
Transactional The
Contract SCM Text

Contract

State Contract

Here are some things to keep in mind concerning the relationship between SCM contract documents.

e  The transactional Contract is always created first as some of the information entered will then default into the SCM
Contract.

e When both PS documents are completed, the result is a State of Indiana contract.

e  The transactional Contract, the SCM text document, and the executed State of Indiana contract all share the same 25
digit number that is initially auto-assigned to the transactional document.

e  There will no longer be an EDS.
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The Transactional Document

STEP 1: Create the Transactional Document

There are two ways that a new transactional document is created, with option one being the most common and preferred.

Option One - Sourcing Event Award
All contracts that are initiated with a requisition (which should be all contracts other than those where exception was
granted by SBA and IDOA, or QPAs issued by IDOA and INDOT only) must pass through the PeopleSoft Sourcing
module, and the Sourcing Event awarded to a Procurement Contract.

For instruction on creating the Procurement Contract (i.e. Transactional Document) using this option, see the
separate guide for Strategic Sourcing.

Option Two - Manually Entered (i.e. QPAs)
Without the use of any predecessor documents, a Transactional Contract may be entered manually. Follow the steps
below to create this document manually.

Navigate from the PS main menu to Supplier Contracts > Create Contracts and Documents > Contract Entry.

Favorites : Main Menu > Supplier Contracts > Create Contracts and Documents > Contract Entry

Contract Entry
Select the Add a New Value tab. . .
Find an Existing Value
Leave the criteria as it defaults. SetiD: SThD @,
Contract ID: NEXT
Contract Process Option: General Contract -

Click the Add button.

Add

The award of a Sourcing Event (i.e. Option One) is the preferred option because details are brought in by default from the
requisition and event. The information required on the Transactional Contract for moving forward is the same regardless of the
method used to create it.
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STEP 2: Review/Complete the Header Requirements

In the process of preparing this document, be mindful that it is the first segment of the State of Indiana Contract and stores the
technical/transactional data only. When completed, it will be incorporated into the next segment; the SCM document which
stores the legal text, electronic signatures, and approvals.

Beginning with the Header portion of the document, the required data fields and how they are used is outlined below. DO NOT
rely on the name of a field or an assumption as to how it might be used to complete it. The technical and business process
requires that very specific information is entered in a specific manner and place. Any data field not discussed specifically should
remain blank or as it appears by default. Failure to follow the requirements as presented may result in errors.

Favarites Main Menu > Supplier Contracts > Create Contracts and Documents > Contract Entry
7 New Windoy
.' Ce I"I\' Tier 2 Details
Contract Entry

[T207204 Q Add a Document

Contract
Contra ersio
4' \ SefiD:  STIND
To Version: 1 Status: Current
P > ContractID: 0000000000000000000013277 Seq#: ,7@
; . . Approval Due Date:
Section Status: Open ™ Location: REMITO01

AdministratoriBuyer:

Add C .
Process Option: General Contract Add Comments Activity L og
Vendor: FAWILHELMC-00/Q,  \apdor Search Contract Activities Document Status

i old Y oti i

*\Vendor ID: 0000109045 Q FAWILHELM CONSTRUCTION Primary Contact Info Thresholds & Mofifications

Header T COINC .. Contract Header Agresment

Secti >Begi" pate: e 5 Contract Releases

ection elease

Expire Date: [
Renewal Date: E1] P —-

Currency: USD'Q  [CRRNTQ Maximum Amount: 90.000) USD
Primary Contact: [ Qcontact Line tem Released Amount: 0.000
Name:

Category Released Amount: 0.000
Vendor Contract Ref:

Open Item Released Amount: 0.000
Description: |an0thertest P

| a Total Released Amount: 0.000

Master Contract ID:
[C] Tax Exempt | Remaining Amount: 90.000
[[] political Subs Remaining Percent: 100.00

The Top Section

° Set ID

0  All contracts will be created under the Set ID STIND, which stands for State of Indiana.
e  ContractID

O Thisis the contract number. An EDS is no longer required.
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e  Status
0 Alltransactional Contracts will be created in Open status. The administrator must update this status to
Approved when the fully executed State of Indiana Contract is in force. If a contract in Approved status requires
updating, it will be necessary to set the status back to Open to make any and all revisions. When updates are
complete, set the status back to Approved.
e  Administrator/Buyer (PS User ID)
0 The person who will be responsible for preparing, executing, and managing the contract.
e Add a Document button (displayed only for new transactional contracts where no SCM document exists)
0  Click this button to begin creating the SCM Contract document after all fields have been completed.

The Header Section

e Vendor/Vendor ID
0  Use the Search icon (magnifying glass) to locate the vendor and select the ordering address. Even if the
vendor information appears to have defaulted correctly from the award of the Sourcing Event, this is an
important step.
e  Begin Date/Expire Date
0 These dates should reflect the expected term of the contract and may default to the SCM contract if
desired. Expire Date field is required.
. Description
0 Defaults from the requisition / Sourcing Event. If this is for an Import, then enter contract Description.
e  Maximum Amount
0 The amount listed should represent the total spend for the life of this contract. If contract was awarded
from a Sourcing Event, the amount will populate and should NOT be changed. (NOTE: If amountis
incorrect, then STOP and contact your procurement buyer. There may be an error when awarding to the
bidder/vendor).

The hyperlinks displayed above the Amount Summary at the right side of the page serve a variety of purposes.

Add or Edit Comments
An option available to document information specific to the Procurement Contract.
Contract Activities
An option available for recording action/activities concerning the Procurement Contract.
Contract Releases
Provides access to the pages for issuing a purchase order when the contract has been executed.
Activity Log
Displays system-recorded activity concerning this document.
Document Status
A search tool to assist in locating all documents associated with this Procurement Contract. (i.e. Requisition;
Sourcing Event; Purchase Order, Receipts; Voucher(s); Payment(s), etc.)
Thresholds & Notifications
(Not available at this time.)
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STEP 3: Order Contract Options

Allow Open Item Reference

e Do NOT check this box when creating a contract from a Sourcing Event. Do NOT check this box when creating a
contract for Import purposes.

e If you are creating a QPA; the Maximum Amount of your contract should be an estimate of spend and if no Line Items
are identified, check the Allow Open Item Reference checkbox. When Line Items are identified, do NOT check this
box.

Business Unit and The Ship To Code
A Business Unit and Ship To code is required and must be identified to avoid potential errors. It can be located through the
Order Contract Options section using the PO Defaults hyperlink.

-

Allow Multicurrency PO [k [Z] antow Open ttem Reference [T Must Use Contract Rate Date Rate Date: 08192014
Corporate Contract [] Adjust Vendor Pricing First Auto Default

[ Lock Chartfields [ price can Be Changed on Order

Add Open lter Price Adjustments Price Adjustrment Ternplate

Contract Entry SEARCH TIP

PO Defaults
SetiD: STIND  Contract ID: 0000000000000000000013181  Wersion: 1 Mendor ID: 0000108045 A” Shlp TO codes beglns Wlth the

KT agency three-digit number (drop the

‘Business Unit: ] Q . . . .

e a e — first two zeros of the business unit
Vendor Loc:

Buyer: 1207204 A Bucker, Teresa Proc-061 number).

origin: NON G

Currency: USD G [CRRNT QL Billing Location: 0E1PROC Q

Payment Terms ID: Q [ Tax Exempt | By using the information as criteria

with the look up option, a list of ever

Ship To: @ ghip To Address. AM Business Unit Q pop ) Yy
Location: D81PROC a Flcapitalize Ship To code for that agency will be
IN Uniit: Q Profile ID: Q t d

Freight Terms: FOB DEST Q Cost Type: Q returned.

Ship Via: Q Uttimate Use Cotle: Q

Charge By: Guantity - VWhere Performed: -

I

“GLUNIt  Fund Accaunt Program  Dept Bud Ref Egnﬁ"’ Project Activity

00061 & Q Q Q Q Q Q Q Q

q il v

Add Comments

0K Cancel Refresh

Under the Shipping Information section, if a Ship To code did not default from the Sourcing Event or is otherwise not
displayed, it may be entered manually or selected from a list using the Look Up (magnifying glass) icon to access the search
page.
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Don’t be concerned that chartfield information isn’t populated in the Distributions section, as this area is intended for a
different purpose. The accounting information used on the requisition is tied to the line item and will be copied to the PO when

it's created.

Distributions (Dept) — Imported Contracts

If this transactional contract is created for Import purposes, you must enter/choose a Department chartfield value for

workflow to route approvals correctly.

Personalize | Find | Vievs 21 | B | 28

*GL Unit Fund Account Program

Dept

Bud Ref

PC Bus
Unit

Project

Activity

looost@ [ o | Q | Q

< | I

Add Comments

| OK | Cancel | Refiesh |

Click OK to return

Transactional Document — Step 3
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STEP 4: Line Items and Chartfields

Line Items and Chartfields
The Contract Items section of the transactional Contract is used to display line items and distribution/chartfield information.

The Contract created by award of a Sourcing Event will display the line item information entered at the requisition by default.
This information will also be carried forward to the PO Release to be generated when the contract is executed. This section will
be blank if the transactional Contract is being entered manually.

The chartfields (Fund, Program, Dept, etc) that default from a requisition were used in creating a pre-encumbrance for this
contract purchase, and a Budget Check process has reserved the funds through General Ledger. When the PO Release is
generated and the purchase order is budget checked, the requisition pre-encumbrance will be released and an encumbrance
created against these same chartfields.

Any changes made to chartfields at this stage could create problems in GL as well as cause budget errors when the PO Release
is processed. If there are issues with the chartfields and something must be changed, it may be necessary to go back to the

requisition to make the adjustment. Do NOT change the chartfields.

To review the chartfield information, click the PO Distribution Details icon.

Contract items

Catalog Search ltem Search Search for Contract Lines

Droler By Amount ttem Information Detault Schedule Release Amounts Releaze Quantties Line Grougings Spend Threshold

Line tem Description uomM Category Merchandise Amt

1 B €, Special Frojecttn =@ [svia, [s1111508)Q | 75000

ey

riry

PO Distributions for Line 1

Cobract:  DOMOONDDOSOONDDOONN1INGT Version:  t Lise  t  Epeciel Projec b imglemedtn 75000

st Peroent Giine  Tund Account  Program Dept Dud Red Preject Actieny Tye Category Sube

1{_fco0bo0 ons1Q [10se00, [Saioas O [ioood oy [odme o Ppms Q) a | a Q, = a

o GCangol  Foeesh

Contract Categories for Imported Contracts

Contracts that will be created for Import purposes must have a Line Category. Enter a Line Category using the UNSPSC code as
your Category:

 Personalize | Find | View 21 ] B P 5E e BD g grq O

Pricing Options Release Amounts Spend Threshold

Line Category Description Status

1 | Q B | | % Active % 3l
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Zero Dollar Contracts

Contracts that will not have an actual dollar value (i.e. Revenue generated contracts) represented require two distinct
designations.

~ Order Contract Options

[¥] Allow Multicurrency PO [} [C] anlow Open tem Reference Must Use Contract Rate Date Rate Date: 0919201 4
[¥] Corporate Contract Adjuer e oTist [¥] Auto Default

[[]Lock Chartfields [CIPrice Can Be Changed on Order

PO Defaults) E Adjustments Frice Adjustment Terplate

DO NOT select the Allow
Open Item Reference

checkbox.

Use 01234567 as UNSPSC
Category on the line item.

1. Maximum Amount of contract = 0.001
2. Contract Line Category = 01234567

Transactional Document — Step 4 11
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STEP 5: Record M/W/VBE Subcontractor Participation

Minority, woman-owned or veteran business enterprises participating as subcontractors in fulfilling the contractor’s duties
should be recorded on the Procurement Contract. The information not only assists in accurately documenting the information

towards the State’s participation goals, anything entered on the Procurement Contract will default to the SCM Contract when
it’s created.

Click on the Tier 2 Details tab.

ORACLE’

Favovrites Menu s Purch_asimg b3 Procuremegt Contracts > AddflUpdate Contracts
&
Contra

SetlD: STIND - Contract ID: 0000000000000000000013191  Version: 1

Tier 2 Type Bidder ID Hame Percentage UWilization Date Scope
1 Minority  w [0000000E32 Q. Lh: Creatimeticaliandseaney 0.050] [10r28r2014 5 [Enter scope here =
2 ﬂk =]

- Mone : . ; ) ) §
=] rnto Search | |[=] Matify |l Refresh Er Ad UpdlateDizplay | E# Correct History
Woman

e  Using the drop-down list under the Tier 2 Type heading, select the business type.

e Use the Search icon (magnifying glass) next to the Bidder ID field to select the company’s bidder ID. The company
name will populate by default.

e  Enter the percentage of participation.
e  Enter or use the Choose a Date (calendar) icon to identify the Utilization Date.
e Manually enter the Scope in the field provided.

e  Use the Add a Row (plus button) to add more rows if there is more than one company participating. Use the Delete a
Row (minus button) if information must be removed.
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The Text Document

STEP 1: Initiate the Text Document

The SCM Contract (text document) is initiated directly from the main page of the transactional document once it’s been
successfully completed and saved.

From the PeopleSoft main menu, navigate to Supplier Contracts> Create Contracts and Documents> Contract Entry.

ORACLE -a 55

Favorites © Main Menu > Supplier Contracts > Create Contracts and Documents > Contract Entry
- - - -

The Contract Entry page offers
Contract Entry a variety of search options to

Enter any information you have and click Search. Leave fields hlank for 2 list of all values aSS|St n |0cat|ng the

Add a Mew Value transactional contract

document.

: - - EE
sett STIRD & The Contract ID and/or Vendor
Contract ID: hegins with - %131\
Contract version: - - Name are the most commonly
Version Status: = - h used criteria, but keep in mind
Contract Process Option: = - -

0,

Description: heging with = that the A’ may be used asa
Short Vendor Name:  begins wih ~ a wildcard if the exact values
Vendor N 3 [4 ith =
oriortams s < aren’t known for sure.
Master Contract ID: beging with - Q

[[Jcorrect History "] Case Sensitive

Search Clear  |pasic Search [ Save Search Criteria I}

Locate and open the transactional document.

Hore | ot
Favigites | ManMory 3 Supolir (ot 2 Criale Contradty o Docuriwnts 0 Contract Entry

Contract

Sesllr TR
. Vession: | Steus: L
Contract I 00 00000000000013191 Senit:
- o Appt e Dus Date
Status:  Opan *  Location: REMTO01
kst ston Huyes: 1207204 a Bucher Tevwsa-Proc-061 Ll .

————

Frocess Optiec coneral Condract
Vedort FAALHELME- 0

Click the Add a Document button.

The Create Document page will open in a new window. (Maximize it and continue.)
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STEP 2: Define the Document Type

All of the standard contract boilerplates currently used by the State (Contract for Services, Equipment Lease, Addendum, etc)
have been created in SCM as templates. The Document Type represents each of the boilerplates. Those that begin with SOI
are available for use by all agencies. Those that begin with a business unit number are specific to that agency only.

Select the Document Type

e  C(Click the Look Up icon (magnifying glass) at the end of the Document Type field.
e  Using the search criteria, locate and select the correct template (boilerplate).

Favuvr\tes H Ma\m'Menu > Supplier guntracts » Create Cuntractsvand Documents > Contract Entry

Create Document

Source: Purchasing Cantracts Return to Document Search
SetiD: STIND Contract ID: 0000000000000000000013197
Vendor: e oo NG
| =
< “Document Type: ‘ Q ok Up Document Type (x|
ConTT e ? Hel
User ID: TO04326
¥ intion: Professional services
Description: ‘ / Library SetiD: STIND
Source i Purchasing Gontracls
- i . 52783135
Administrator: ‘ A shd Document Type:  hegins with = |
Sponsor: Q Description: hegins with ~
. 033000 Q
h Department: Department inistrati LookUp — Ganceim| Basic Looky
Type: Professional Serce Contract A

Search Results
[iew 100 First [4] 1-11 of 11 [§] Last

Document Type Description
Save 00061 _QFFICE SUPPLY DO061 Codrdinated Sourced MSA
00061 Py COMS=§150K 00061 PW CONS=§150K
00081 Py COMS=§150K 00061 PW CONS-§150K
00061 Py CONSULTANT DO0B1 Py Consuliant Agreement
00067 P DESIGNER 00061 PV Desigh

50| ADDENDUM S0l Addendurmn

S0l EQUIP LEASE PURC 801 Lease Purchase
S0l EQ LEASE RENTAL S0l Equipmentlease Rental
SOl 1B BOA S0 BN Basic Ordering Agreerme
S0l PRICE INCREASE 50| Price Increase

S0l PROF_SERVICES 501 Services

Launches

Create Document Impart Document

the wizard

Note the existing information on this page populated by default from the transactional Contract.
Vendor = Company or Contractor
Contract ID = system-assigned number unique to this contract.
Description = A 60-character field used to describe this contract. This can be modified.
Administrator = Contract author (person responsible for this contract)
Sponsor = Not required, this field provides an option to include a secondary/alternate contact.
Department = Required for ALL contracts as it designates workflow approval route.

Requisition Type = defaults from Requisition but required for workflow approval

Click the button to launch the Wizard.
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STEP 3: Create the Text Document

The Contract Wizard

Illustrated in previous step, the Create Document button (at the bottom of the Create Document page) will launch the Wizard.

By requiring responses to certain statements and questions, the SCM Wizard tool assists in creating the text document with

default information and helps determine the workflow/approval route.

Consider each statement or question carefully and provide a response in the format requested. It’s important to be precise, as

some of the information required will populate the text document.

The Wizard requirements will vary based on the Document Type selected.

ORACLE"

Favn'r\tas i Ma\nvMenu > Supplier gnntracts > Create Cnntracts'and Docurnents > Contract Entry

Wizard Execute - Document Creation

Wizard ID: ID0A_PROFESSIOMNAL_COMTRACT Description: ID0A Professional Contract
Wizard Instructions: Please answer the following questions.
N MNext
Question Group: 1D0A_SIGHNATURE_BLOCK
Group Instructions: Please identify whether the contract requires an 10T approval block. ITyou select"Ves”, the contract will route to

10T far workfow approval

*Does this contract require 10T approval? -

* Required Question Save for Later
snavigational Guestion | Click the Save for Later button
at any time to save the
responses entered.

Cancel

Click the Next button to advance
to the next question.

Click the Previous button to view
previous questions and responses.

Click the Cancel button to leave
the page and discard the
entered responses.

When the Wizard questions have been completed, click the Finish button.

The Document Management page will open.

Text Document — Step 3
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STEP

: Review/Edit the Text Document

The Document Management page

Serving multiple purposes, the Document Management page serves as the central command center for the contract text
document. In addition to providing general contract information, it offers options for viewing and editing, review and workflow
approval options, and facilitates internal/external collaboration and e-signature functionality. This page will be visited many
times in preparing and executing a contract, as well as maintaining existing contracts and processing amendments.

e The top section of the page displays default information from predecessor documents. The Contract ID listed is also a
link that will open the transactional document in a new window.

e The center section displays tracking information documenting the activities through the contract lifecycle.
e The bottom section provides access to the various components and processes used to author, execute, and maintain

the contract.

Review and Edit Options

The administrator should (at the very least) review the text document carefully after it’s created to make sure the language and
required information is complete. It may be necessary to make adjustments to the contract before collaborating with internal
or external users, getting signatures, or sending it for approval through workflow.

The View Document and Edit Document buttons both open the text contract in a new window using Microsoft Word. Changes
or updates can only be made if the edit option is chosen.

ORACLE’
Favnvntes MalnvMenu > Supullervcuntmﬁs > Create Cnntmctiand Documents > Contract Entry
ENew
Document Management Return to Document Search
SetiD: STIND Contract ID: 0000000000000000000012191
Vendor: FAWILHELM CONSTRUCTION CO INC
Document Type: S0l Professional Senvices
Description: Professional senvices
Administrator: Sharon Clingan-067-GMIS
Sponsor: Department: 039000 Department Of Administration
Version: 0.00 Created On: 1110514 B:52AM Document Details

Status: Draft Last Modified On: 11/05/14 8:30AM

View and Edit Options: Review and Approval: Other Document Actions:
View Document Route Internally Send to Contacts
Edit Document Route Externally Recreate Document
Prepare Document for Signing
N~ lemental Documents RN

o — — Deactivate Document
Document Version History Bypass Approvals Generation Log

Internal Contacts/Signers

External Contacts/Signers

Clearance Check

Add External User
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Check Out the Document

The check out process insures integrity of the document is maintained through security by disallowing revisions by any other
authorized user until the same document is checked in again.

Click the Edit Document button. A pop-up message will offer the options to open or save the file.

Do you want to epen or save STIND_0000000000000000000014344_0.04.xml from devfsB33.gmis.in.gov? Open Save | ¥

Click on drop down arrow and choose Save As. Save the file on your PC and do NOT change the file name.

The determination to open or first save the document is based on the administrator’s
personal preference. Once the document is checked out, it must be saved before it
can be checked in again.

Click Open.

The text contract document will be opened with Microsoft Word in a new window, and Track Changes is automatically applied
by default. Any changes, additions, revisions, or deletions made will be highlighted/underlined in red.

Once the document is opened, the
Document Management page in PS will
update indicating that the contract has
been checked out. The View and Edit
Options now display options to check in the
document, or cancel the check out.

i et i B
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Complete the Text Contract

With the document checked out, use the Microsoft Word functionality to complete the contract according to the contractual
obligations and/or negotiations that have taken place. Addition, deletion, or modification of clauses or any contract language

will be highlighted by Word’s Track Changes functionality.

Attachments or exhibits to be incorporated as part of the legally binding contract must be INSERTED DIRECTLY into the text
document following the signature/approval page.

When the contract is satisfactorily completed, using the Word functionality, accept all the changes.

Home  Inseit  Pagelayout  References

% _]j = I a}) [ Translation Screent!® _;_ﬁ 7} 273 Final Showi
d % set Language __;#;I 2] Show M
Spelling & Research Thesaurus Translate o Hew | Track |Balloons Pect 93 net Compare S Protect

Grammar gl Cating Comment. icnanges+l v D] Revie - Document -
Tracki Changes Compare Protect

¥} Previous 3 5 _

Accept

Praofing Comments

< % Accept and Move to Mext
N y

< 2

Accept All Changes in Document

e  Select Review from the menu bar.

e  Locate the Accept icon on the toolbar, and click the arrow for all options.

e  Select Accept All Changes in Document from the list of options.

Document changes should NOT be accepted at this point if the contract will be routed for internal collaboration. For more
information about this functionality, see Internal Collaboration, pg. 22.

Save the Contract

It is CRITICAL that users are cautious and mindful of the file path (location) where the document is saved.
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Check In the Contract
Once the document has been reviewed and any necessary adjustments made, the Word/XML document must be checked in
through PeopleSoft. If you did not have the opportunity to check in the document in a reasonable time, the process begins

from the Document Management page.

Navigate to Supplier Contracts> Create Contracts and Documents> Contract Entry.

ontract Entry

Make sure that the Find an Existing Value
Enter any information you have andflick Search. Leave fields blank for a list of all values. tab iS Selected and enter search criteria to
’

o | e New Value locate the document.

Remember that the % symbol may be used

SetlD: = STIND Q.

Contract ID: begins with v [3%13127] as a “wildcard” so that the entire value
Contract Version: = - . , . .

Version Status: . . - isn’t required for searching.

Contract Process Option: = - -

Descrption: pegins with = The operator “begins with” may also be
Short Vendor Name: begins with » (o}

Vendor Name: begins with = a changed to “contains” to search based on
Master Contract ID: begins with + Q partial VaIUeS.

[[Jcorrect History  [[] Case Sensitive

Search Clear  Basic Search Save Search Criteria

When the results of the search are returned, click any link in any column to open the associated document.

Search Results

The TRANSACTIONAL DOCUMENT will open. The Authored Document section only displays when a text document has been
created.

The text document will always be accessed
- S s o - through the transactional document.

PRI \ The Authored Document section will

indicate the current status of the text

document, the current version, and display
a count of associated amendments.

The Maintain Document button will open

Hame:

Vesdor Contract fiet

the Document Management page in a new

rotica:

window.

Rt Diake

W Local intranet | Pr

The Document Management page will open in a new window.
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Click the button under the View and Edit

Options section.

Document Management

Vesdon

View et 1
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If the text document is routed for
collaboration with internal or
external users, any comments
they made would be displayed in
the middle of this page. The
administrator also has the
opportunity to add comments
towards collaborating.

In this example, the section is
blank because there were no
collaboration comments.

Check In Document

The Check In Document page serves as an
opportunity to verify that the correct
contract and version is to be checked in.

The Minor Version option will be selected
by default, and is the acceptable choice.
Do NOT change.

If needed, comments concerning this
check in action may be entered in the
Comments field.

Sekect e Seared versanng
e fietame far whrs

Setil
Vendor:

Varsion;

Same Version ()

@ Minor Vrsion (0.0)

Major Version (1.00)

“Commeste:

=

Spt0n 40d 4 4 Bl JEACTEREN dSCbnG T chajes. Cick the OK buliod b pricad ind

bu Wil e b pramoted s

Comract I0:

Click the button on the Check In Document page.

A pop-up window will require identifying the document to be checked in.

? Help

C:\Users'tcarr.|SD-SHARED \DesktopiMilestone Cum

Upload  Cghcel

document.

Use the |Browse |outton to
search network file
directories and locate/select
the saved text contract

Click the [Upload [button.

The Check In process will return to the Document Management page when the contract has been successfully uploaded.

Text Document — Step 4
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Supplemental Documents

Any attachment, exhibit, or extraneous document that must be included by reference to the legally binding contract document
MUST be inserted into the body of the contract following the signature/approval page. This can only be accomplished when
the text document is open in Edit mode using Microsoft Word. The legal contract documents should not be confused with
supplemental documents, which are references accessible by internal resources only and not incorporated into the contract
itself. Examples of supplemental documents might include email correspondence concerning contract preparation, research
information gathered during planning phases, or notes outlining specifications or qualifications to consider.

Note: As a business process requirement, SCM contract authors must include with the contract an award letter,
recommendation for award, Special Procurement form and approval, sole source letter, and/or any documentation that
explains the purchasing method and evaluation/award. Failure to provide these details may delay contract approval.

Supplemental documents may be added from the Document Management page. Click the Add Supplemental Documents link
found under the View and Edit Options section.

The Supplemental and Related Documents page will open.

View and Edit Options:
Wiew Document

ditDo et

Add Supplemental Documents
e ——————————

Document MOdMmEcation Summary
Document Version History

Click the Upload a
Supplemental Document

ORACLE

Favoies  MamMim ) Seoobet Contracls ) Cledte Conlracts ane! Documents | Contract Entry File button.
S | A pop-up window will
Saulc TR Contract Ex

require identifying the
document to be added.

Vendor: WLESTONE CONTRACTORS L

| Ustfiptipwiunan TCavl asdarshin Contact ino s [ Browne ]

WARNNG - notmclused
Stiachmests. Anising dhas chouls be cor o al doecumant mist be imsarted | | Upload  Canced

Upizaa 5 Supglemental Decumant File.

Use the Browse button to
search network file

directories and
locate/select the saved
text contract document.

Click the Upload button.

The uploaded file will be displayed under the Supplemental Documents section.

Upload another Supplemental Document File

m Description L

Allow X ) .
i Title
I} Leadership_Contact_Info.xls Meeds research notes View El

Click the button at the end of the row to open and review the document.
Click the Delete E button at the end of the row to remove the document.
Click the |Up|oad Another Supplemental Document File| button to include additional documents.
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Internal Collaboration

SCM provides an opportunity for the contract administrator to work with others in preparing and authoring the text contract
through the Collaboration feature. The document can be shared for review or edit (the administrator’s option) with State
agencies (Internal Collaboration) or vendors/contractors (External Collaboration (not used at this time)).

If the decision is made to involve others in a collaborative effort, it’s up to the contract administrator to complete the set-up
required for those specific individuals. The process for internal collaboration is discussed in the following instruction.

Collaboration must be finalized before the vendor and agency can sign the contract document.

Set up the Contacts
From the Document Management page, click the Internal Contacts/Signers link.

Document Management

Return to Document Search

SetiD: STIND Contract ID: 0000000000000000000013032
Vendor: 3M COMPANY
Document Type: S0l Equipment Lease Rental
Description: Mainteance Agreement for Color Copiers
Administrator: Lawson, Megan-061
Sponsor: Department: 039000 Department Of Administration
Version: 0.01 Created On: 0710114 1:37PM Document Details
Status: Draft Last Modified On: 07/07114 10:23AM
View and Edit Options: Review and Approval: Other Document Actions:

iew Document | I Route Internally | I Send to Contacts

Edit Document y Route Externally | Recreate Document

) [ ; ] [ Compare Documents
Add Attachments/Related Documents - AL G TN OV 4 -
i Prepare Document for Signin

Document Modification Summary | Submitfor Approval | . B B
Document Version History _ Bypass Approvals ] . EleacivEeF oo M

Approval Details Generation Log

Internal Contacts/Signers

Internal Contacts List

READ the

information

SetlD: STIND Contract ID: 0000000000000000000013032 provided at
Vendor: 3M COMPANY the top of
The following list contains both internal collaborators and internal signers (if enabled). Use the "Signature Settings’ tab to specify which users are reguired to sigl this page!

and have access the "Sign Document’ button for prepared documents. Depending on your setup Internal signatures can be collected either during workflow
approvals, or after approval using the "Route for Internal Signatures’ button.

Note that the actual signature field(s) which appear in the document are determined by your configurator, clause, and rule setup, and not necessarily the
Signature list.
Internal Contacts List

Personalize | Find | View A1 [ EV |

_ Seftings Signing Settings
*User Description Collaborator Edit! Check In ST ZEIITT Collaborated On
Status
Q B ] Initial =
OK | I Cancel

The Internal Contacts List page will open.
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A few words concerning user security:

'®

Anyone with the display role may view the document, but they won’t be allowed to edit or add comments.

®

In order to make changes, the designated collaborator must have either the SOI_CS_CONTRACT_COLLABORATOR or
SOI_CS_CONTRACT_AUTHOR security role. If there are access problems, submit an issue to GMIS.

Signing Seftngs | _

Ser Description
< [Do12748 /@, Poturalski Diana-800

Collaboration

Collaborator Collaborated On
Status
® Initial =
[ ——
OK Cancel

In the User field, manually enter the collaborator’s user ID or use the look up icon (magnifying glass) to locate it using search
options.

The Description field will populate with the name of the user ID entered/selected.
Select the Collaborator checkbox.
Select the Edit/Check In checkbox ONLY if the intent is to allow the user to make changes to the document.

Use the add a row icon to insert additional collaborators as needed.

Click on the button.

Launch Internal Collaboration
From the Document Management page, click the Route Internally| button.

Document Management Return to Document Search

SetiD: STIND Contract ID: 0000000000000000000013032

Vendor: 3M COMPANY

Document Type:; 301 Equipment Lease Rental

Description: Mainteance Agreement for Color Copiers

Administrator: Lawson, Megan-061

Sponsor: Department: 039000 Department Of Administration

Version: 0.01 Created On: 07101114 1:37PW Document Details

Status: Draft Last Modified On: 07/07114 10:23AM

View and Edit Options: ; - . Other Document Actions:
view Document C Route Internally ) Send to Contacts
Edit Document Route Externally Recreate Document

Compare Documents

Add Attachments/Related Documents BrewevhiAp POVl -

Document Modification Summary Submitfor Approval I RATEE e o ONAG

Document Version Historv Bypass Approvals Deactivate Document
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The Internal Contacts / Collaborators page will open, offering a final opportunity to review the list of contacts. Additional users
may be added from this page, and the Collaborator and Edit checkboxes may be updated if necessary.

Internal Contacts / Collaborators

SetlD: STIND Contract ID: 0000000000000000000013032
Vendor: 3M COMPANY
~ Internal Contact Details Personalize | Find | View All| B First K 4 of 4 I ast
" L Can Edit During Collaboration N
User Description Collaborator Collaboration  Status Date Time
1(D012748 Q Poturalski,Diana-800 Initial E|
g Colnbomnon Instructions
— =

¥ Collaboration Comments

Save Route Internally

Any information or special instructions that might be needed to assist the collaborator may be entered manually in the
Collaboration Instructions field.

Click [Route Internally| button.

An email notification will be sent to the contact requesting their collaboration. If you have several collaborators, they
all receive emails and the contract will be worked in a "first come first serve" basis.

Once launched, the Document Management page will indicate the contract status as Pending Collaboration.
Document Management Return to Document Search
SetiD: STIND Contract ID: 0000000000000000000013032
Vendor: 3M COMPANY
Document Type: S0l Equipment Lease Rental
Description: Mainteance Agreement for Color Copiers
Administrator: Lawson, Megan-081
Sponsor: Department: 039000 Department Of Administration
‘ Created On: 07101114 1.37PN Document Details
{ Status: Pending Co\\aborat\on)st Modified On: 07107114 10:59AM

e ——
+ Collaboration Comments

‘Other Document Actions:
Generation Log

_\.l'iew and Edit Options:
View Document

_Review and Approval:

Cancel Collaboration
Add Attachments/Related Documents Modify Collaboration
Document Modification Summary

Document Version History

Internal Contacts/Signers

External Contacis/Signers
Collaboration may be canceled at anytime by the contract administrator. It may also be modified if additional users are

necessary or additional comments/instructions are required. (Note: you can add users but you CANNOT delete ones that are
pending.)
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Click the Expand button to open the Collaboration Comments section to view the routing information.

Version: 0.01 Created On: 07/01/14 1:37PM Document Details
Status: Pending Collaboration Last Modified On: 0710714 10:594M
G CZollaboration Comments

[Sharon Clingan 2014-07-07-10.59.02.000000]
Please review Clause for Termination of Convenience and let me know what you think.

Finalize Internal Collaboration
When the collaborator has completed their review (and/or edits, if applicable) the contract administrator will receive email
notification similar to the one below. The document must be Finalized before any further processing can be done.

FS91DEV - Document Collaboration C lete for Doc "0000000000000000000013032"

¥

) xxdpoturalski@indotin.gov

Sent: Mon7/7/2014 11:23 AM
To: # Clingan, Sharon

Document Collaboration Complete for "0608000080008080060813632"

Use the hyperlink

Set ID/BU: STIND

Document: 0000860000600600088013832 . .
Contract Description: Mainteance Agreement for Color Copiers prOVIded n the
Amendment: ]

Document Quner: Lawson, Megan-861 ema” nOtIfiCGtiOﬂ

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

OR

https://devfs853.gmis.in.gov/psp/fs91dev2/EMPLOYEE/ERP/C/CONTRACT MGMT.CS DOC MAINT.GBL?
Page=CS DOC MAINT&Action=U&CS DOC ID=1888222

open the worklist

page to access the
collaboration item.

ORACLE"

Home | workist | MultiChannel Con|

Savorites = Main Menu > Worklist > Worklist
I Newwindow 7 Help

Worklist
Worklist for S278315:

Detail View Worklist Filters: - [ Feea

Frst K1 14 o4 I Last

Worklist ltems
Erom

Link
SetID: "STIND" PO Contract ID:
“0000000000000000000013032°
VERSION NBR:™", 1000222

Poturalski Diarn Mark Worked | | Reassign |

07/07/2014 CollaborationComplete Document Maintenance

800
P ——d et
———— 01N, 0, SetlD: "STIND"PO )
Davidson Alice-046 |06/18/2014 | Transaction Approved | Approval Workflow 2-Medium ~ Contract|D | MarkWorked | | Reassion |
0000000000000000000013019° :
VERSION NBR:™1°

Document, 1602 _STIND, 2014-04-
01, N, 0, SetlD: "STIND" PO

Raddina Randra-

The worklist item notes that the collaboration is complete.
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Click the link to go to the Document Management page.

Created On: 07101114 1:37PM Document Details
Collabor; Pending Review Last Modified On: 07107114 11:22AM
< Finalize Collaboration

This document is ready for final review. Please review and accept any changes made by the collaborators and then press the Finalize Collaboration button
&

[Sharon Clingan 2014-07-07-10.59.02.000000]
Please review Clause for Termination of Convenience and let me know what you think.

Save

View and Edit Options: Review and Approval: Other Document Actions:
‘iew Document Internal ContactsiSigners Generation Log
Edit Document External Contacts/Signers

If revisions were made by the collaborator, the contract administrator must click the [Edit Document| button to review and
accept the changes.

If there are no changes or after the changes have been accepted, click the |Fina|ize Collaborationl button.

Recreate Document

You 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. For example, during contract
negotiations, numerous changes might have been made to the original document. The contract team determines that the
original document better suited the contract needs, so they re-create the document based on the original configurator to re-
create the document.

View and Edit Options: Review and Approval: Other Document Actions:

View Document Raoute Internally Send to Contacts

Edit Document Preview Approval Recreate Document
R . . Submit for Approval Prepare Document for Signing

You have the option to choose a different Document Type if needed (see next page shot):
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Recreate Document Options

Select the desired verzioning option and enter a brief description descriking the changes. Click the OK
butten to proceed and the process to generate the new document will be started.

Document Type: 00385 Federal Grants -
Configurator ID; 00385_GRANTS_FED
Version: ) Same Version {0.03)

@ Minor Version (0.04)
©) Major Version {1.00)

*Comments: Document Recreated: @@,

OK Cancel

Click OK

Warning: This will recreate this document. (10421,84)

ALL manual edits made tolthis document will be lostwhen the document is recreated. Are you sure you want to continue to recreate this document?
Yes Mo

Click Yes

Continue to confirm previous wizard answers and you will have the opportunity to make changes.
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STEP 5: Contractor/Bidder and Signatory Set Up

Verify Contractors Bidder Registration

The SCM electronic signature process requires that every company has completed bidder registration in PeopleSoft, receiving a
user ID and password. This information is necessary for the contractor to access contracts prepared for their signature through
the State’s supplier portal.

The following steps are ONLY necessary when creating an adhoc transactional contract (i.e. Import Contracts). If the contract
was created from a Sourcing Event, the Bidder ID already exists.

To verify a company’s bidder registration status, navigate to Sourcing> Bidder Information.

The Bidder Information search page will open.

Update Bidder Information . .
Use any of the search criteria

options to locate the contractor

Enter any information you have and click Search. Leave fields blank for a list of all values

company.
)
setiD: begins with » [STIND Q The Name 1 field refers to the
Bidder 1D: begins with +
CEO Name: begins with - company name.
Name 1: begins with + |ciber3
Name begine with Remember that the % may be used
Email ID: begins with +
Telephone: begins with = as a wildcard if the exact value is

Taxpayer Identification Number: begins with

4

unknown. The operator “begins

Case Sensitive

with” may also be changed offering

Search Clear  |Basic Search Save Search Criteria other OptiOnS.

Click the Search button.

Review the search results and locate the contractor company.

Search Results When the registration is opened, be sure
: e the Header tab is selected.

The Submitter Name listed is the person

that was issued a user ID and password
on behalf of the company. SCM
notifications will be sent to the email ID

_ —— displayed.

If this person is the signatory, no action is

required.

If this person is NOT the contract
signatory (and the signatory doesn’t
already have a user ID and password), an
additional ID and password can be issued
to a different person. Please see Adding
an External User.
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If the company cannot be located/is not registered, they must be contacted and asked to complete the process.

For instruction on bidder registration, please visit the IDOA website at http://www.in.gov/idoa/2464.htm .

O0O®

Add a New Signatory (External User)

In order to access and electronically sign an SCM contract, the awarded company must be registered as a bidder in PeopleSoft.
The registration process allows each bidder one user ID and password only, and it’s possible that the required signatory will not
be that specific person. In this situation, the designated signatory can be issued their own unique ID and password associated
to the company’s bidder registration.

Before adding a new signatory, check the company’s bidder registration and verify that a new user ID and password is required.

From the SCM Document Management page, click the Add External User link under the Review and Approval column.

Uthar Document Actions:

Wierwe aanel Edlit Optivas: Revienw and Agiptoval:
View Document Route Intemally Bend bo Conbsts
EdiDocuont Route Exemnally Recreate Document

Presdiew Approvail Compare Documents
Propiste Document for Signing

Deactivale Documenl

Submit for Approval
Bypass Approvals

Add External User

SetlD: STIND Contract ID: 0000000000000000000014351
Enter the company’s bidder ID in the Vendor: CIBER INC
Bidder ID tO COpy fleld (10 Chara Cters) ;Fgll-‘stmlfér 1D is being created for the sole purpose of allowing extemnal access to the SCM Supplier Portal so this user may electronically sign

* * IMPORTANT * =

Please make sure to select the original Bidder ID for the company that is being awarded this confract. Any new extemal User ID will be tied to the
original Bidder I1D.

Also, an email will be sent to the new user, please verify the accuracy of the entered email address.

Tab out or click in the User Name field. Hidder I To [F0T00EHE @ Mac Slingeriend
Notice a list of Signers already created? If Copy: CIBER
the name appears; do NOT create new User Name:
user. Email ID:
If the original bidder name or others do a—— o N e
not match, enter the new signatory’s 1 EXS0000000835 Beth Clark belark@dhs in.gov
User Name and Email ID in appropriate 2 EXS0000000834 Dolly Watkins dwatkins@dns.in.gov
fields marked as such. 3[EXSD000000836 Irv Stewart sclingan@iotin.gov
4/EXS0000000833 Sharon Clingan sclingan@iot.in.gov

Create New User

OK Cancel

If a new user is required, Click the [Create New User| button and do not leave the page until a new User ID populates.

EXS (new User ID Created) vs. EXT (existing bidder ID)

Text Document — Step 5 29


http://www.in.gov/idoa/2464.htm

The page will refresh and display the assigned new user ID and password in red at the bottom.

Eusdar 10 To Copy: | D000015651

User Hame: J Wikam Dog

Emad 10 [pecse@milestons cam

tmail 10

Click the @ button. An email notification listing the ID and password will be sent to the signatory.

Assign the Signatory (External Contacts/Signers)

The State of Indiana
S CM

The signatory identified (new or existing), must be assigned as an external contact in order to access and/or sign the contract
document. Multiple users may be set-up as external contacts, but ONLY ONE can be designated as the primary/signatory user.
Additional users may have view access.

From the SCM Document Management page, click the External Contacts/Signers link under the Review and Approval column.

The External Contacts page will open.

Add Collaboration Comments

Save

View and Edit Options:
View Document

Edit Document

Add Supplsmental Documants
Document Modification Summary
Document Version History

Other Document Actions:

Review and Approval:
oo Generation Lo

External Contacts/Signers

Clearance

Em

Add External User

External Contacts

The eaternal cunlacts sl alows yuu to soecly exiemal users b os wel wwner for any onine
exdemal colaboration and signatures (if enabisd). Dnce 8 document is prepaned the éxiemal sigastures can be colécled using Me Send 1o Contacts’

button (before or afler soprovall o Thspabch’ bullon (sfler sseroval only).
Sedly ETIME Contract Ik A00AMEIONIEA0000I001 3187
Vandor: ML ESTONE CONTRACTORE LP

Enter the signatory’s
user ID in the External
User field.

Enter the signatory’s
name in the Contact
Name field.

The email address for
the signatory will
default based on the
user ID.

Update From vendor Gontacts

At Hoe: Contact

Contact !

+ Allow Documant View ACCess
#| Prumary Document Cwner
7| Required 1o Sign Document

Contact Name:

LContact Tite:

Emait 1 & sdingangiotinge >
Country: UEA QL Unites States

Al 1:

Address I

Address X

Fhone Type Prafix Pahone Extansion

Text Docume

Allow Document View Access

Primary Document Owner
Required to Sign Document

30
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Be sure that the Allow Document View Access, Primary
Document Owner, and Required to Sign Document
checkboxes are ALL selected for the designated signatory.

NOTE: If the email address does NOT populate, please submit a ticket to GMIS. Do NOT create another External User ID.
If their name is spelled incorrectly, please submit a GMIS ticket. Do NOT create another External User ID

If other non-signatory external users are needed for collaboration or contract review, click the Add a New Row button to
designate additional contacts. The Primary Document Owner and Required to Sign Document checkboxes will not be available.

Don’t be distracted by the |Update From Vendor Contacts| button at the top of the page. It currently serves no
purpose and will not assist in identifying the necessary external contacts.

Click the @ button.
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STEP 6: Prepare Document for Signing

From the SCM Document Management page, click the |Prepare Document for Signingl button under the Review and Approval
column.

The Prepare Document for Signatures page will open.

View and Edit Options:

Review and Approval: Other Document Actions:
View Document Route Internally Send to Contacts
Edit Document Route Externally Recreate Document
Modify Atachments/Related Documents Pk Lo EELE]
Document Modification Summary Submit for Approval Prepare Document for Signing D
Document Version History Bypass Approvals Deaclivate Document

Internal ContactsiSigners Generation Log

External Contacls/Signers

Clearance Check

Add External User

Prepare Document for Signatures

Please review the following list of signers and make sure that the list contains the correct people who need to sign the document.
Internal signers must be in this list in order to have access to the document and see the correct buttons. If the list is not correct, go back to the
internal or external contact list and make any necessary changes on those pages.

Once everything is okay, press the OK butten to convert the document to the correct type for signing

SetiD: STIND Contract ID: 0000000000000000000013032
Vendor: 3M COMPANY
#H Ft 0
User Signing Title Visible Signer Sign Order
I 0

Contact Name Contact Title

Megan Fields

Vice President

Review the external signers listed on the page and verify that the correct person has been designated.

@ If the list isn’t correct, click the button and return to the internal or external contact list to make any revisions
necessary.

If the list is correct, click the @ button to convert the document to the file type necessary for signing.

PeopleSoft will begin preparing the document, and the processing icon will be noticeable at the top right corner of the page.

When the processing is complete, there will be two pop-up messages.

The first will ask “Do you want to open or Save this file?” Click the button.

A new window will open, and the text contract document will be opened in Adobe Reader.
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D yeus wand to open or save this e 7

| X

MName: Mulestone Contract FOF
Type Adabe Adobat Document

The State of Indiana
S CM

This is the “Prepared Document”
that requires electronic
signatures from the vendor and
the State representative.

SAVE THE DOCUMENT! It's
imperative to REMEMBER
WHERE TO FIND IT!

In the next steps, it must be
uploaded so that it can be “sent”
for the vendor signature.

The second pop-up message refers to usage rights for Adobe Reader. Click the @ button.

You need to enable the usage rights for Adobe Reader (10421,197)
Before the file can be signed by others, you need to enable the usage rights for Adobe Reader

Please enable this in the document that was launched, save the document 32

q upload it back into the system. The document will remain checked outin your name unfil you upload the prepared document

ORACL

Favartes

The Document Management

page will now indicate that
the contract has been
checked out, and is pending

Administraten

Sponso:

Version:
Stotus:

document certification by
the administrator.

Jocument Versian History

Man Menu > Suppler Contracts >  Create Confracts and

Pending document certification by administratol

View Document
Upload Prepaned Docsment

Document Management Jncyment Sean
Setix STIND Contract ik
Vendor: MILESTONE CONTRACTORS LP

FUA Addendum
Carpet Cleaning
Jones Bandy 067

Departmant:

039000

Department Of Administration

oo
Collaborated

DR S0TAM Diocument Details

Created On:
wercaied On:

Checked Out On:

Checked Out Oy

1121714 10005
04175

Other Document Actions:
Cancel Sagnature Frocess.

Review and Approval

Inlsiral ContacsSianers

ptnal Cogtactssinng Generation Log
Gleatance Gheck

Agd Extemal User
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STEP 7: Upload the Prepared Document

After the contract has been prepared for signing in the previous step, the current format must be uploaded so that it can be
circulated for electronic signatures.

From the Document Management page, click the |Up|oad Prepared Document| button.

Document Management

Senl: g Contract IC:.

Document Type:

Dascription:

Admimisrator:

Spoasor Department:

Yersiom g A pop-up window titled Check

Status: Last Modified On

sttt In Document will open.
by
oW sions: viow and Approd Oiher Documenl Actions: i

e s cusas: oottt e S Click the Browse| button to

L locate and select the prepared
document file in the directory

Vodified On: 11121114 10:05AM
ked (e T Do
ked C

C:\Users\tcarr.|SD-SHARED\Desktop\Contract wit{ Ml\es Click the Upload button to
complete the procedure.
=

nalc

where it was saved.

[ANCE wvvwwn

xternal User

If the contract document was saved under a different title other than what was system-generated, this warning message will
appear in a pop-up window. As long as it is the correct document, there’s no reason to be concerned. Click the button.

WARNING: The selected file does not have the same name as the file converted for signature (STIND_0000000000000000000013256_0.PDF). (10420 ,811)

Continue to upload selected file as the prepared document for signature?
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STEP 8: Send the Contract for Vendor Signature

Once the prepared contract document has been uploaded, the Document Management page will update and display the
current status in the Signing Details section.

Intermal Skgnature Status:

xtornal Signature Status: ikt If the Send to Contacts

button is not
displayed, check the
External Contact set-

View and Edit Opbons. Review and Approval
Wiew Document Preview ADproval

TEEnL ACDONE:
Bend ta Contacts
Sign Document (Cn Behall

Bypass Approviks eadtvale Dotument
Route fof Inemai Signatures

up and make certain

that Required to Sign
is selected.

Click the [Send to Contacts| button.

send to Contacts BEFORE The Send to Contacts page as it opens by
- <::| default MUST BE UPDATED to

accommodate the eSignature process.

Lamanntator:
e —
Ema

Destvery Methad T ] -

Balatod ot umests

®

0]0

Satyect

Coniacis_ send to Contacts

: SetiD: STIND “ract ID: 000000000
Vendor: MILESTR" AFTER

o Concm
Jersion: 0849
Administrator: Jones,Sandy-067 [¥#] Current Document
nes,Sandy-067

Supplemental Documents

mail: XXsejones@iot.IN.gov
e ——— | Related Documents
Delivery M Email and Online Signatures -

Send as File Type: Preview Setto Checked Out

Send Copy to Administrator,

The Send as File type option only applies to Email Delivery Method and when signature document is not
svailable. Otherwise, the prepared signature document wil be sent regardless of file type specified here

< Subject:

Documents for Re i - ConiractID: 00013187

0y

FITES

Contract 0000000000000000000013187 For Carpet Cleaning with the State Of Indiana has been prepared and is ready for your review and

B L 1]

Selected  ContactlD MName Title = Description
1 Wegan Fields Vice Preside sclingan@iotin.gov Hoc Contact
Ble T Clear All Contacts
Cancel

Click the down arrow next to the Delivery Method field and select Email and Online Signatures.

This will automatically also select the Current Document and Send Copy to Administrator checkboxes in the Files to Be Sent
section.

The Subject and Description fields will default but may be changed if the text needs to be modified.

The contact’s email ID will default based on previous set-up. If errors are noticed, please make the correction and notify GMIS
to update the bidder’s information.
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Click the @ button. A notification including general instructions will be sent to the contractor by email to let them know a
contract is ready for their review/signature.

The Document Management page will update displaying the status as **Pending Supplier’s Signature**

Document Management

Return to Document Search

SetlD: STIND Contract ID: 0000000000000000000013187
Vendor: MILESTONE CONTRACTORS LP
Document Type: 501 Addendum
Description: Carpet Cleaning

Transparency ID:
Administrator: Jones Sandy-067
Sponsor: Department: 039000 Department Of Administration
Version: 001 Created On: 10109114 9:02AM Document Details
Status: Collaborated Last Modified On: 11124114 3:08PM

Cancel Supplier Signing

** Pending Supplier's Signature **

Internal Signature Status: Signed External Signature Status: Pending Signatures

[Carr,Todd-061 2014-11-24-15.08.58.000000] Sent to Supplier for Signatures

[Sharon Clingan-067-GMIS 2014-11-24-14.21.25.000000] Document Prepared for Signatures

View and Edit Options: Review and Approval: Other Document Actions:
View Document Internal Contacts/Signers Generation Log

Add Supplemental Documents External Contacts/Signers

Document Modification Summary Clearance Check

Document Version History Add External User

If it becomes necessary for any reason to stop the signature process before it’s complete, click the |Cance| Supplier Signing
button. It can be sent again at any time by repeating the steps in this section.
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STEP 9: The State’s Signature

When the vendor has reviewed, signed, and uploaded the contract with their signature, the contract administrator will receive
an email notification similar to the one below.

lo: # Clingan, Sharon
Lo
subject: FSS1DEV - Supplier has signed Document 0000000000000000000013032

The Supplier has signed the following document:

Document: 00680800000080000068136832
Description: Mainteance Agreement for Color Copiers
URL:

https://fs853.gmis.in.gov/psp/fs91devd/EMPLOYEE/ERP/c/CONTRACT MGMT.CS DOC MATI

Receipt of this message indicates to the administrator that the contract is ready for the State’s signature.

From the PS Main Menu, navigate to Supplier Contracts> Create Contracts and Documents> Document Management.
Use the search criteria options on the Find an Existing Document page to locate the contract.

Click the contract ID hyperlink to open the contract Document Management page.

) Find an Existing Document

*Source Transaction: Purchasing Contracts -
Document Type: Q
*SetiD: STIND Q ContractID: Q
Vendor SetiD: STIND Q Vendor ID: Q
Vendor Name: CIBER INC Q Short Vendor Name: Q
Description:
Administrator: Q
Sponsor: Q
Department: Q
[¥] an Statuses [T] Draft/Collaborated [C1Pending Approval [C1Pending Internal Signatures
[T Pending Internal Collaboration/Review [ Approved [l Pending External Signatures
[T] Pending External Collaboration/Review [T Dispatched [[1Executed/Complete
Clear Save Search Criteria Delete Saved Criteria Add a Document
st £ ]
Details
Delete _g®iment Keys Description 32:::22”' Amendment  Document Status 22"1" Awaiting U
STIND / 00000000 101 1 Draft 1 Sharon Cli
/‘ STIND / 00000000 senices 101 1 Draft 1 Sharon Cli
&
Internal Signature Status: Signed External Signature Status: Signed
[Megan 2014-07-07-15.05.56.000000] Exernal User Signed Document
[Sharon Clingan 2014-07-07-14.28.56.000000] Sentto Supplier for Signatures
[Sharon Clingan 2014-07-07-14.11.09.000000] Document Prepared for Signatures
View and Edit Options: Review and Approval: GOther Document Actions:
View Document Preview Approval Send to Contacts
Sign Document (On Behalf) Submit for Approval Cancel Signature Process
Deactivate Document
(L= i e iy e m = A0 Bmassdpprals
Document Modification Summary Route for Internal Signatures Generation Log
Document Version History Approval Delails
Internal Contacts/Sianers
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If the contract administrator is an authorized State signatory and will sign the document on the State’s behalf, they
should click the |Sign Document (On Behalf)l button to begin the signature procedures.

0O®

If the contract administrator is NOT an authorized State signatory and someone else will need to sign the document on

the State’s behalf, the following additional set-up is required to establish Internal Contacts/Signers on page. NOTE:
The Internal Signer must have the SOI_CS_CONTRACT_COLLABORATER role.

Setting up Internal Contacts/Signers

Click the Internal Contacts/Signers hyperlink.

Internal Signature Status: Signed External Signature Status: Signed

[Megan 2014-07-07-15.05.56.000000] External User Signed Document

[Sharon Clingan 2014-07-07-14.28.56.000000] Sentto Supplier for Signatures

[Sharon Clingan 2014-07-07-14.11.09.000000] Document Prepared for Signatures

View and Edit Options: Review and Approval: _Olller Document Actions:
Wiew Document I Preview Approval | I Sendto Contacts
Sign Document (On Behalf) Submit for Approval { Cancel Signature Process
Bypass Approvals I Deactivate Document

Add Attachments/Related Documents

Document Modification Summary Route for internal Signatures Generation Log
Document Version History

Internal Contacts/Signers

The Internal Contacts List page will open. The Collaboration Settings tab will be displayed by default.

Select the Signing Settings tab.
Internal Contacts List

SetiD: STIND Contract ID: 000000000000000000001 3122
Yendor: CIBER IMC

The follovwing list contains both internal collaborstors and internal signers (if enabled). Use the 'Signature Seftings' tab to specify which users are required to sign
and have access the "Sign Document' button for prepared documents. Depending on your setup Internsl signstures can be collected ether during weorkflosw
approvals, or after approval using the 'Route for Internal Signatures' button.

Mote that the actual signature field(s) which appear in the document are determined by your configurator, clause, and rule setup, and not necessarily the
Signature list.

Signing Settings

Collaboration
Status

Q ] ] Initial

Ok Cancel

*Uszer Description Collaborator Edit/ Check In Collaborated On

Enter manually or use the look up (magnifying glass) icon to select the signer’s user ID.

Internal Cnntals List

Sign Status Signed DTTM

Initial

Select the Required to Sign Document and Visible Signer checkboxes.

Click the @ button.
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step when the contract is routed for approval.

0O®

signatures separately.

Route for Internal Signatures

Click the Route for Internal Signatures| button.

The State of Indiana

Internal Signature Status: Signed External Signature Status: Signed

[Megan 2014-07-07-15.05.56.000000] External User Signed Document

[8haron Clingan 2014-07-07-14.28.56.000000] Sentto Supplier for Signatures

[Sharon Clingan 2014-07-07-14.11.09.000000] Document Prepared for Signatures

~ Signing Details

View and Edit Options:

Add Attachments/Related Documents

Document Modification Summary Generation Log

Document Version History

Internal Contacts/Signers

Review and Approval: Other Document Actions:
View Document I Preview Approval | Send to Contacts
Sign Document (On Behalf) Submit for Approval Cancel Signature Process

Deactivate Document

Email notification will be sent to the designated internal signer.

The contract administrator will receive an email notification when the contract has been signed.

Stopping and Re-Routing Internal Signatures

S CM

If the internal signer will also be the approver, nothing more is needed. The user will sign and approve in the same

If the internal signer is NOT included in the approval workflow, the contract document must be routed for internal

If you route a contract for Internal Signature and then discover that it needs to route to someone else internally, click

|Interna| Signatures.|

**Document is being Routed for Internal Signatures **

Internal Signature Status: Pending Signatures External Signature Status: Signed

[Sharon Clingan-067-GMIS 2015-11-25-14.49.13.000000] Route for Internal Signatures initiated

[Sharon Clingan 2015-11-25-14.33.16.000000] External User Signed Document

[Sean Patrick Horan 2015-10-23-12.57.03.000000] Sent to Supplier for Signatures

[Sean Patrick Horan 2015-10-28-12.54.19.000000] Document Prepared for Signatures

~ Signing Details

View and Edit Options:

Review and Approval:
iew Original Document

Stop Internal Signatures
View Amendment File

! Internal Contacts/Signers
Add Supplemental Documents External Contacts/Signers
Document Modification Summary Clearance Check

Document Version History

Add External User

Other Document Actions:
Send to Contacts

Deactivate Document

Generation Log
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Click |Interna| Contacts/Signers| hyperlink. Then click the Signing Settings tab:

Now replace original signer ID with the new Signer ID D309260:

Internal Contacts List Personalize | Find | View Al | # [ 2 First K 4.2 072 I st
| Collaboration Settings
| Required to s 3
IsUser Sign ':!‘“’"’ g‘r%“ Signing Title Sign Status Signed DTTM

Deciiment igner er
|[BD47425 Q | Initial [=]
{[D309260 Q | 11 Initial [=]
Ok | [ Cancel |

Click OK

Click Route for Internal Signatures

NOTE: If an Internal Signer has signed in error (meaning someone else within the agency should've signed), you will need to

Cancel Signatures and send out again to the vendor for signature. There is no process to actually remove a signature from the
.pdf file once it is uploaded back into PeopleSoft.

NOTE: If the internal Signer failed to upload the signed .pdf; you will need to click the "Recycle Sign Status to Initial" icon within

the Internal Contacts/Signers page. Click OK. Back to the Document Management page, click Route for Internal Signatures
again.

Internal Contacts List

SetlD: STIND Contract 1D:

0000000000000000000014334
Vendor: INDIANA UNIYV
The following list containg both internal collaborators and interal signers (if enahled} Use the 'Signature Settings' tab to specify which users
are required to sign and have access the "Sign Diocument’ button for prepared d Depending on your sefup Internal signatures can

be collected either during workflow approvals, or after approval using the 'Route for Internal Slgnatures button.

Mote that the actual =signature field(z) which appear in the document are determined by your configurator, clause, and rule sefup, and not
necessarly the Signature list.

Internal Contacts List

Personalize | Find | View All | B | irst KN 4.2 0f 2 I3 st
Collaboration Settings Signing Seitings

Required to = -
*User Sign ‘;!’“’"’ g‘r%“ Signing Title Sign Status SignedDTTM | Recycle Is'gm“af“‘“‘s to

Document igner er n
BO47425 Q, | Initial [=]
D309260 v v 1 Signed %gga 0 =

oK | [mGancal
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STEP 10: Document Completion of Contract Clearance Checks

The State requires that before any contract is executed it must be verified that the vendor is in good standing with the Indiana
Department of Revenue and the Department of Workforce Development. They must also be registered with the Secretary of
State’s office (if required), and must not appear on the State or federal suspended vendor lists. These checks and clearances
are done outside of PeopleSoft SCM and the results documented manually.

From the Document Management page, click the Clearance Check link at the bottom of the page.

Sponsor: Department: 195000 Dept Of Health

Version: 0.04 Created On: Q1075 S02AM Document Details
Status: Pending Approval Last Modified On: 01407715 1 0:08AM

This document is in the spproval cycle and you are listed &= a Reviewer only
View Dacument
&

Internal Signature Status: Signed External Signature Status: Signed

[Fistrovich,Joe - 00400 2015-01-07-10.08.10.000000]
Signed Document

[Sharan Testing 2014-01-07-09.52.58.000000] External User Signed Document

[Sharon Clingan-067-GMIS 2015-01-07-09.49.36.000000] Sentto Supplier for Signatures

[Sharon Clingan-067-GMIS 2015-01-07-09.47 06 000000] Dacument Prepared for Signatures

view and Edit Options: Review and Approval: Other Document Actions:
View Document Approval Details Generation Log
8ign Dacument (On Behalf) Internal ContactsiSigners
o External Contacls/Signers
Add Supplermental Documents Exteral Contacls/Signers

Docurnent Modification Surammal Clearance Check

Documment Version History q

The Contract Clearance Checklist page will open.

Centract Clearance Checklist

SetlD: BTIND Contract ID: 0000000000000000000013221
Vendor: CIBER INC

I hereby attest and affirm that by clicking the bexes below that | have verified the vendeor
has cleared requirements for the contract attached. You will be required to keep a copy of
these clearance checks in your records that may be audited by IDOA at a |ater date.

Be sure to note that by
“IDOR  Date Cleared: [11/07:2015 [ 5278315  01/07M5 9.558M documenting the contract
FIDWD  Date Cleared: [01/07/2015 B27BHE  0UOTHS G.55AM clearance information that the

user does attest and affirm that

JYes  @NR S2ES 0L G55 the clearances were completed,
and that copies of them must
[¥IFederal 5278315 0107115 3:55AM be malntalned
[VIDoa 52783146 01707145 9:55AM :

[CIclearance Check Not Required

Reason:

< 0K >anuel

Using the checkboxes and date fields, enter the results of the clearance procedures. If clearance checks are not required for
this particular vendor and that checkbox is selected, and explanation must be provided in the Reason text field.

Click the button.
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STEP 11: Contract Approvals (Workflow)

The oversight agencies (10T, SBA, IDOA, and ATG) that manually signed contracts in the paper-based procedures will now
approve electronically in SCM. The user completing the approval and the date/time of the approval will be recorded and
documented in lieu of a wet signature.

Contracts may be submitted for oversight agency approvals when the vendor has signed, the agency has signed, and the

contract clearances have been documented. IF the agency (internal) signer is also an approver within one of the oversight
agencies, the document may be signed and approved by that person in the workflow steps.

Review the Workflow Approval Route/Submit for Approval

Click the |Preview Approval button.
Review and Approval:
< Freview Approval :>

The Document Approval page will open detailing the required approval path.

SBA Approval

1Awaiting Further Approvals

SRA Approval
Not Houted

B @ g et damoval o son )
Comment History

Attorney General Approval

:Awalting Further Approvals

Amtnrney General Approal
Hot Routed

. DFAdson AN E-045
GR ] Doty Athy Cereen Apge SOM #

Comment History

omment
el

vl Agprial Process

Click the [Submit for Approval button.

The contract administrator will receive an email notification when the approvals have been successfully completed.

Review and Approval:
Preview Approval

C Submit for Appraoval D
—1

The contract document will be routed through workflow for the necessary oversight agency approvals.
The contract status displayed on the Document Management page will update to Pending Approval.

Click the Return to Document Management link to exit the approval preview.
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STEP 12: Dispatch

A signed and approved contract must be dispatched before the final step, Execute. Although required, the Dispatch step does
nothing more than prepare the document so that it may be executed.

From the Document Management page, click the button.

Favuvr\tes MainvMenu > Supplier guﬂtracts » Create Cuntractsv and Documents > Document Management
SetiD: STIND Contract ID: 000000000000000000001 3118
Vendor: KREAMO BAKERS
Document Type: 50| Professional Semvices
Description: testing
Administrator: Pierce William-067
Sponsor: Department: 493008 10T - Service Operations
Version: 0w Created On: D7A1H 4 G0TAM Document Details
- Last Modified On: O7THAM 4 10:47AM
< Dispatch
A
Internal Signature Status: Pending Signatures External Signature Status: Signed
[Pierce William-067 2014-07-11-09.51.49.000000]
Signed Document

The Dispatch page will open.

No updates/changes required on this page.

Dispatch
SetlD: ETIND Contract ID: 0000000000000000000013118
Vendor: KREAWO BAKERS
Version: 0m
Administrator: Pierce William-087 Current Documnent
. Attachments
Email: KeBPierce@iotIM.gov
—_— Related Documents
“Delniery Methoit: -
Send as File Type: [T Set to Checked Out
Sent Copy to Administrator
Subject:

Daocuments for ReviewiSignature - Contract ID: 000000000000000000001 3119

CIES L4 ']
Selected  ContactID Hame Title Email ID Description

Clear Al Contacts

Cancel

Click the button.

The contract status displayed on the Document Management page will update to Dispatched.
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STEP 13: Execute the Contract

A contract is eligible to be executed when the status on the Document Management page is indicated as Dispatched.
Completion of this step sends an email to the administrator, the vendor (contractor), and assigns a Transparency ID to the
document that’s used to move a copy to the State’s Transparency Portal.

If a Ship To ID was not identified on the transactional contract in the PO Defaults section, an error message
will be generated redirecting users to that page. A contract will NOT execute without this information.

OO®

NOTE: If the contract has not been internally and/or externally signed, you will receive a message:

Mot all Internal Signers have signed this document (10421,198)

This document has not received all internal signatures yet - Are you sure you want to proceed with this action?

“You can review who has not signed the documentyet by checking the Intemal Contacis page vs the signalure section in the document. ( Please nofe that if some users signed the document offline, the system will not know aboutit)

Yes | No

Click NO to proceed; do NOT click YES. Submit a ticket to GMIS for assistance.

From the Document Management page, click the [Execute Contract| button.

Document Management Retum to Document Search
SetiD: STIND Contract ID: 000000000000000000001311%
endor: KREAMO BAKERS
Document Type: 50| Professional Services
Description: testing
Administrator: PierceWilliam-067
Sponsor: Department: 493006 10T - Service Operations
Version: 0.01 Created On: 0711414 907AM Document Details
Status: Dispatched Last Modified On; Q712114 203PM
Redizpatch

A message will display as follows:

Should this contract be placed on the Indiana Transparency Portal? (30000,231)

By answering Yes, the contract will be viewable to the public on the Transparency Portal.
By answering Mo, the contract will be marked as confidential and will NOT be viewable on the Transparency Portal.

MNo

Click Yes or No depending on whether or not it is intended for public view.
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The contract status will update to Executed and the Transparency ID assigned.

Document Management 2 o Document Seart
SetiD: STIND Contract ID: 0000000000000000000013118 S

f

Wendor: KREAMO BAKERS
Document Type: 20| Professional Services
Description: testing
TransparencyID: 77541
Administrator: Pierce Williarm-067
Sponsor: Department: 493006 10T - Service Operations
version; o Created On: D714 B0TAM Dacument Details
< Status: Executed Last Modified On: 0711214 2:08PM
= i Executed On: 07/12114 2:08:21FM

Create Amendment

DON'T FORGET that although the text contract is now fully executed and the required procedures
completed, the transactional contract must be changed to Approved status. If the contract was initiated
with a requisition (standard procedure), a PO Release must also be processed to create a PO and relieve the
@ pre-encumbrance.

®

The transactional contract may be accessed using the link (the contract ID number) at the top of the
Document Management page.

After a contract has been executed, a nightly process initiates which generates a file with Executed documents for the day and
sends to IDOA. At that time, IDOA will move Contracts to the portal and the Vendor and Contract Administrator will receive an
email stating that the contract has been Approved. Please allow a few days for the contract to appear on the portal website.
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Amendments/Renewals to SCM Contracts

STEP 1: Amend the Procurement/Transactional Contract

If the Contract does not require a price increase, proceed to updating procurement contract (i.e. expire date, etc).

If contract amount is increased, the following processes will occur:

Create Requisition

After Requisition is approved and budget checked; increase the transactional Contract Amount to include the amended
amount.

Update Procurement/Transactional Document

Favorites Main Menu > Supplier Contrads > Create Contracts and Documents > Contract Entry
.E Ei. Tier 2 Details
Contfract Entry
Contract
Contract Version
SetlD: STIND
Version: 1 Status: Current
Contract ID: 0000000000000000000014127 Seq#:
. i Approved Date: 081472015
Status: Location: REMIT001
Administrator/Buyer: ‘Wm”zs @ Pierce William-067
~ Authored Document
Authored Status: Executed Document Version: 008  Amendment: 1 Maintain Document
Process Option: General Contract Add Comments Activity Log
Vendor: ELECTRONIC-020 Vendor Search %f % -
rimary Co nfo resholds & Notifications
“Vendor ID: 0000068394 |G, ELECTRONIC STRATEGIES INC
"""""""""""""""" Contract Header Agreement
*Begin Date: 072712015 B Contract Releases
Expire Date: 07/31/2016 @
Renewal Date: — [ -
Currency: usD Q  [CRRNTIQ Maximum Amount: 301,000.000 ysp
Primary Contact: (O\C;ﬂl“t Line ltem Released Amount: 300,000.000
lame:
‘ Category Released Amount: 0.000
Vendor Contract Ref:
Description: ‘ESI DOE Assessment Open ltem Released Amount: 0.000
‘ a Total Released Amount: 300,000.000
Master Contract ID:
Tax Exempt onoat18568 Remaining Amount: 0.000
[ Political Subs Remaining Percent: 0.00

a. Change Status = Open
b. Adjust the Maximum Amount to include the amended price (if applicable)

(1) Change Order = $1000.00 = new Maximum Amount = $301,000.00
c. Update the Expire Date field (if applicable)
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Adding Contract Lines

Within the Lines section, click the “+” icon to insert a new row which will represent the new Requisition line. A new line must

be added for every line on the Requisition.

Complete fields = Description, UOM, Category, and Merchandise Amt

Personalize | Find | View A First B4 1-2 of 2 &4 Last

* Order By Amount | Hem Information | Default Schedule | Release Amounts | Release Quaniiies || Line Groupings | Spend Threshold

Details

Line Htem Description UOM  Category Merchandise Amt "‘;::::’ Status

1 B Q [esiservices o1 B jsvie fotres o [ sooponomwn O O B & B W Acive B
2 B Q E OB Q] Q|| OO0 RERE Acive X =

Click Line Details icon

Enter Maximum Line Amount = Merchandise Amount

Enter Base Price = Merchandise Amount

~ Release Amounts / Quanftities

Minimum Line Amount: Minimum Line Quantity:
1,000.000 l Maximum Line Quantity:

lllaximum Line Amount: |

Total Line Released Amount: 0.000 Total Line Released Quantity: 0.00
Remaining Amount: 1,000.000 USD Remaining Quantity: 0.0000 SVR
Remaining Amount %: 100.00 Remaining Quantity %: 0.00

~ Pricing Information

Use Contract Base Price [ | Use Vndr Price UOM Adjustments
[T Price Can Be Changed on Order [l use Vendor Price Sh ipto Adjust

Price Date: | Due Date Vl Adjust: | Before Contract Adjustments “
Price Qty: | Line Quantity vl Order By Amount
Qty Type: [ Current Order Quantity v [1Amount Only

Merchandise Amount: 1000.000

Schedule Defaults

Select the eligible UOM / Pricing combinations that are available for this contract line. The Release
Default row will be used for pricing the next set of releases from the contract

Personalize | Find | view a1l | B | % First 1071 O Last

Base Price furr

1000.00000 |)SD Q, (=]

Price Loc uom

[REMITO01 qQ |svR Q| L

Click OK
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Notice the Remaining Amount within the Amount Summary grid and Contract Line 2 represents the Amendment amount.

Process Option: General Contract Add Comments Activity Log
Vendor: ELECTRONIC-020 Contract Aclivilies Document Status
Vendor ID: ELECTRONIC TEGIES INC Primary Contact Info Thresholds & Notifications
neorit: Ooooose3o4 - ELECIRONICSTRATEGIESING Contract Header Agreement
Begin Date: 072772015 Contract Releases
Expire Date: 07/31.2016
Renewal Date:
Currency: usD CRRNT Maximum Amount: 301,000,000 USD
Primary Contact: Contact Line ltem Released Amount: 300,000.000
Name:
Vendor Contract Ref: Category Released Amount: 0.000
n ltem Released Amount:
Description: ESI DOE Assessment Ope 0.000
Total Released Amount: .
Master Contract ID: 300,000.000
Tax Exempt (003118562 l Remaining Amount: 1,000.000 '
[ Political Subs Remaining Percent: 033
~ Order Contract Options
Allow Multicurrency PO [ Allow Open Item Reference [ IMust Use Contract Rate Date Rate Date: Q72712015
Corporate Contract || Adjust Vendor Pricing First Auto Default
|| Lock Chartfields || Price Can Be Changed on Order

PO Defaults Add n Item Price Adjustments Price Adjustment Template
» Voucher Contract Options

~ Contract ltems

Calalog Search liem Search Search for Coniract Lines
Personalize | Find

R  Order By Amount || ltem jon || Default [ Release [ Release Quantiies |/ Line Groupings || Spend Threshold
Line Item Description UOM  Category Merchandise Amt '"é:::‘?r Status
1 B ESI SERVICES 5 svR 20111608 300,000.000 ¢ O R dn B2 = Active
2 3 ES| SERVICES £ sVvR 80111608 1,000.000 ]) ISHER- SN Aclive

[ —— s Eonrrnte

Click SAVE
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EP 2: Create SCM Amendment

Click Maintain Document pushbutton

Contract
Contract Version
SetlD: STIND
Version: 1 Status: Current
ContractID: 0000000000000000000014127 Seq#:
. i Approved Date: 08/14/2015
Status: | Approved ~|" Location: REMIT001
Administrator/Buyer: W004728 Pierce William-067
~ Authored Document
Authored Status: Executed Document Version: 0.06  Amendment: 1 Maintain Document |

Document Management = Click Create Amendment pushbutton

Document Management Retumn to Document Search
SetiD: STIND Contract ID: 0000000000000000000014127
Vendor: ELECTRONIC STRATEGIES INC
Document Type: S0l Addendum
Description: ESI DOE Assessment
Transparency ID: 88959

Administrator: Pierce William-067
Sponsor: Neely, Dewand-067 Department: 493006 10T-Desk Semvices
Amendment: 1 Created On: 07/2TH5 9:19AM Document Delalls
Version: 0.06 Amended On: 02/26/16 10:26AM
Status: Executed Last Modified On: 03/0316 4:40FM
i Resetto Dispatch | Executed On: 03/03/16 4:49:52PM

Create Amendment ]

Message regarding Clearance Check — Click Yes to continue

Creating an amendment will delete the existing clearance check and require a new one, continue? (30000,228)

Mo
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Create an Amended Version

Amendment Option = Accept Default (Do NOT Change)

The State of Indiana
S CM

Amendment Configurator ID = This may default based on the executed contract. If blank, choose the Configurator applicable
for this amendment type.

Create an Amended Version

Select amendment option, desired version and comment a3 to why the amendment is necessary and
press OK. Document(z) will then be genersted bazed on amendment option.

Amendment Option: Amendment Files Only -

[ Amendment Configurator 1D: ] Q
Zero Amount Amendment: -
Version: () Reset Yersion back to 0.00

@ Minor Yersion {0.01)
) Major Version (1.00)

*Comments: Amendment Created:

0]14 Cancel

Zero Amount Amendment = select Yes or NO. If NO, then input the amount of the Amendment only. If Yes, no further action

required.

Version = Accept default (do NOT change)

Comments = if you want to add additional comments, please do so.

Click OK

Amendments — Step 2
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Configurator IDs

NOTE: The Amendment Configurator IDs are based on original Document Types.
(This is NOT an all inclusive list.)

The State of Indiana

Wiew All

SetlD Configurator ID Description ICc
STIND S01 AMEND 501 Amendment BC
STIND 501 AMEND IMPORT 501 Imported Amendment B
STIND SOI 1BM BOA AMEMDMEN IEM Ordering Agreement Amendment PC
STIND S01 IBEM IMPORT AMEND |IBM Ordering Agreement Amendment used for Imported Docs|PC
STIND §01 IMPORT AMENDMEMT SCI Imported Amendment PC
STIND SOl LEASE AMENDMENT S0l Real Estate Lease Amendment P
STIND SOl RENEW IMPORTED |Renewals that DO allow a price increase. P(
STIND/ SOl RENEW NO IMPORT |Renewals that DO NOT allow a price increase P
STIND/SCI RENEW NO PRICE Renewals that DO NOT allow a price increase. P(
STIND| SOl RENEW PRICE INC |Renewals that DO allow a price increase. P

Document Management page:

SetiD:

Vendor:

Document Type:

Description:

Administrator:

Edit Amendment File

Document Management
STIND Contract ID: 0000000000000000000013034

FAWILHELM CONSTRUCTION CO INC

00061_PW_COMNS<5150K
Public Works Electrical and Dr

Return to Document Search

Transparency ID:

Lawson, Megan-061

Preview Approval

Al Abnmb mbe PV m b A Pm i b

Sponsor: Department: 039100 DOA - Public Warks - Admin
Amendment: 1 Created On: 07HE/14 2:26PM Document Details
Version: 0.02 Amended On: 071714 10:50AM
Status: Draft Last Modified On: 0717114 10:50AM
View and Edit Options: Review and Approval: Other Document Actions:
view Original Document Route Internally Sendto Contacts
View Amendment File Route Externally fedediebocumen,

Compare Documents

Prepare Document for Signing

Edit Amendment

The below processes in detail can be found in prior steps within this document.

Creating amendments must go through the same processes as original Contracts

Click Edit Amendment File
a. SAVEAS
b. Open

Amendments — Step 2

S CM

Some other examples are as noted below.

. In summary, they are as follows:
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c.

d.

e. SAVE

f.  Check IN

g. Browse/Upload

Edit document as required
Accept all changes if no Internal Collaboration is required

Click External Contacts/Signers hyperlink

The State of Indiana
S CM

SetlD:
Vendor:

Ad Hoc Contact

External Contacts

The external contacts list allows you to specify external users for email collaboration, as well as a primary external document owner for any enline
external collaboration and signatures (if enabled). Once a document iz prepared the external signatures can be colected using the "Send to Contacts’

butten (before or after approval) or "Dispatch’ butten (after approval enly).

STIND Contract ID:

FAWILHELM CONSTRUCTION CO INC

Update From Vendor Contacts

Contact ID: 4
External User: EXT0000030443 @ DaraPiper
Contact Name: Dara Piper

Contact Title:

Email ID: XXdarapiper@fawilhelm.com

Country: USA |, United States

Addrace 1+

0000000000000000000013034

[#] Allow Document View Access
Primary Document Owner
Required to Sign Document

The original external signer will be populated. If you need to create a new External User ID; click OK

Click Add External User hyperlink to create new User ID

Prepare Document for Signing
Send to Vendor for Signature

Agency Signature after Vendor returns signed Amendment/Renewal

Perform Clearance Check
Route for Approval

Dispatch

Amendments — Step 2
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Execute

Message will display as follows:

Should this contract be placed on the Indiana Transparency Paortal? (30000,231)

By answering Yes, the contract will be viewable to the public on the Transparency Portal.
By answering Mo, the contract will be marked as confidential and will NOT be viewable on the Transparency Portal.

[ —rr——
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Step 3: Update Procurement/Transactional Contract

Return to Procurement Transactional Contract by clicking the Contract ID hyperlink

Document Management

Retirn o Document S¢
0000000000000000000013034

SetiD: STIND [Conlracl ID:
Vendor: FAWILHELM CONSTRUCTION CO INC
Document Type: 00061_PW_CONS=5150K

Description: Public Works Electrical and Dr

Administrator: Lawson, Megan-061

Sponsor: Department:
Amendment: 1 Created On:
Version: 0.02 Amended On:

Status: Executed Last Modified On:

Transparency ID: 58129

039100 DOA - Public Works - Admin

07164 2:26PM Document Details
07117114 10:50AM
07117114 12:43PW

Update Status from Open > Approved

SAVE

) Tier 2 Details

Contract Entry

Contract
SetlD: STIND

Contract 1D:  0000000000000000000014127 Seq#:

status: JJaproved ™| Location: REMITOO1
Administrator/Buyer: W004728
[~
Authored Status: Executed
[~

Version: 1 Status: Current

Approved Date: 08/14/2015

Pierce,William-067

Document Version: 0.06  Amendment: 1 Maintain Document

Copy approved/budget checked Requisition to existing Purchase Order.

Amendments — Step 3
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Requisition to existing Purchase

Copy Requisition to Purchase Order

First K 1303 I Last

Personalize | Find | View All |

-8 Ship To/Due Date | Statuses | Hem Information * Atibuies *~ RFQ | Confract | Receiing |

Line Htem Description PO Qty ‘UOM  Category Price "'“:am"::x Status

1 B ESI SERVICES & 10000SVR  [20111608 C 200,000.00000 || 200,000.000) Approved & =
2 B ESI SERVICES & 10000SVR  [20111608 C 100,000.00000 | | 100,000.000) Approved ] =
3 B Q. [ESISERVICES CfE BR[| tooo0| [SVRQ, [80111608 C 1000.00000 1,000.000 Pending i =

Click the Contract tab and update the Contract Line # to reference the appropriate line, which is Line 2.

Verify that the correct Contract ID defaulted to PO as well.

Details | Ship To/Due Date | Statuses |  ltem Information ~ Atiributes || RFQ @ Receiving
Line Item Description SetiD Contract ID Contract Version  Contract Line E:‘:“““’ Release I
1 B ESI SERVICES = STIND  0000000000000000000014127 1 1 s} 1
2 B ESI SERVICES 3 STIND  0000000000000000000014127 1 1 a 2
3 R @, [ESISERVICES 5 B STIND  [000000000C 014127 a 1 i@ [ &
Updated PO now references appropriate contract Lines:
Purchase Order
Business Unit: 00067 PO Status: Pend Appr
PO ID: 0016511611 Budget Status: Mot Chk'd
Change Order: 3
Copy From: V| eps: | Q I Hold From Further Processing
*p0 Date: 08/14/2015 5 Vendor Search Doc Tol Status: Not Chk'd
*Vendor: ELECTRONIC-020 .
Vendor Details Receipt Status: bt
*Vendor ID: 0000068384 ELECTRONIC STRATEGIES INC .
7 *Dispatch Method: Print v Bispatch,
*Buyer: WD04728 Pierce, William-067 ISP ‘ I |
PO Reference: ESI DOE Assessment LAV L L
Header Details Activity Summary Merchandise: 301000000
PO Defaults Document Status Freight/Tax/Misc.: 0.00 \—Calum |
Requisitions Edit Comments Leased Asgels Total Amount: 301,000.000 USD
PO Activifies Add ShipTa Comments Encumbrance 52047500 ysp
Balance:
Add ltems From Select Lines To Display
Catalog llem Search Line: Q To: Q| Retrieve |
Lines
 Defails [ Ship To/Due Date |/ Statuses | ltem Information |/ Aftibutes '~ RFQ - Receiving
Line Item Description setiD Contract ID Contract Version  Contract Line ﬁ:’:"““’ Release n
1 @ ESI SERVICES =] STIND 0000000000000000000014127 1 1 aQ 1
2 &) ESI SERVICES =] STIND 0000000000000000000014127 1 1 a 2
3 = Cy [ESI SERVICES Ea STIND 0000000000000000000014127 Q 1 2/Q Q 3

Amendments — Step 4
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Return to the transactional contract to notice the updated Total Released Amount, etc.

E:IW’ Tier 2 Details

The State of Indiana
S CM

Contract Entry
Contract
SetD
Contract ID: :;:(‘:i?mnmnmnmnmmuﬂ Seq#: Version: 1 Status: Current
*Status: | Approved V] Location: REMIT001 Approved Date: 081412015
Administrator/Buyer: W004728 Pierce, William-067

~ Authored Document

Authored Status: Execuled

Document Version: 0.06

Amendment: 1

| Maintain Document |

Process Option: General Contract
Vendor: ELECTRONIC-020
Vendor ID: 00000628394
Begin Date: 0712712015
Expire Date: 07312016
Renewal Date:
Currency: usD CRENT
Primary Contact: Contact

Name:
Vendor Contract Ref:
Description: ESI DOE Assessment

Master Contract ID:

Add Comments

Contract Acfivities
ELECTRONIC STRATEGIES INC Primary Contact nfo
------------------------------ Contract Header

Contract Releases

reement

Activity Log
Document Status
Thresholds & Notifications

il ——

Tax Exempt
["] political Subs

[o003118568

Maximum Amount: 301,000.000 USD
Line Item Released Amount: 301,000,000
Category Released Amount: 0.000
Open ltem Released Amount: 0.000
Total Released Amount: 301,000.000
Remaining Amount: 0.000
Remaining Percent: 0.00

~ Order Contract Options

PO Amount = Total Released Amount
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