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Logging in to iContracts

3 iContracts

Login/Signup

Don't have an Account? Sign Up!
Change the Company Name?

Company Name: University of North Florida

Forgot password? Login

Use the following links to access iContracts:

My Wings Banner Self Service: Staff page>My Applications>iContracts

OR

https://ucm.iContracts.com

Users are set up by the system administrator with the following parameters:

Company Name: University of North Florida
Username: N#
Password: MyWings password




Home Screen Interface (Your Dashboard)
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1. Login information area 12. Activities tab

2. Help text 13. Milestones tab

3. Change your user profile 14. Notestab

4. Log out from the system 15. Contracts to Review Notification tab*

5. Text input area for Global Search 16. Add Contract icon

6. Global Search button to execute search 17. View Activities icon

7. Click to search archived (closed) contracts 18. Helpicon

8. Enterprise Ribbon (Bar) 19. Create new Contract via Direct Entry icon

9. Home tab (in this case you are viewing the 20. Create new contract via Template icon
Home screen) 21. My Favorite Views icon

10. Contracts tab 22. Add View to My Favorite Views icon

11. Performance tab 23. Delete View from My Favorite Views icon

*only visible when you have a contract to review




Updating Your User Profile Page

Updating your profile is easily done by
clicking the My Profile button at the top
right of the screen. Simply enter the new
information and click the Save button;
i.e. title, UNF phone, UNF address. Only
a system administrator can change your
user type and email address. You will
also find the iContracts company manual
and help videos on this screen.

On the User Profile pane do not check or
activate Shared Views, AutoCreate Activity
settings, AutoCreate Milestone settings, nor
change your password.

Wekcome: UNFinstructor [F-R) @ Halp -
Company: Uniwsrsity of North Fionds P& wyprome, '@ Logout
) c .r t [ e
arch
iontracts s
Include Archived [
Home ECDntrac‘ts EMﬁviﬁes EMiIestDnes =

My Profile

Account Information

Username: [ 17 Tz |

User Typs: Full-Aeosss Ussr

Desfault Tims Zons: | [GWT-0500) Ezstem Time [us&ca-mE

Save| Cancel

Personal Information

Frst Name: [Coriracs |
Last Name: [nstnicior |

Titse:
4 0 ET‘:|.=;;'=‘.";:. |
PRons: | ]
¥ dd
Mobie: | |
i soa {international codesmonlienumber)
Fax: | ]
AQOress
¥ nod
Strest Addrsss: | |
city: | |
statsiprovines: | |
Postal Coos@p: | |
Country: | |z|
Save | Cancel

Shared Views

Jgnors Sharsd Visws Hold Ctrl ey to ssisct muitipls Hems
]

Save | Cancel

AutoCreate Activity settings
AutoCreate Activities: [

Sawve | Cancel

AutoCreate Milestone settings
AutoCraats Musstons: [C]

Save | Cancel

Change Password

Pwd:| |
Dnnﬂumd:| |

Sawve | Cancel

VA Downlosd Fulkéecess Manusl [04/2013]

p7 % | Training
D~ video Links




Searching for a Contract or Contracts: Global Search

Located in the top right corner of the screen is the Global Search field for use in finding a contract or a set of

contracts. There are four criteria to choose from to speed up your search:

Search by Contract Name (probably the most common way to search for a contract)*

: ¥ Help 4 My Profile % Logout
medequip e
SV Contract Name |

Include Archived® [C]
Search by Contract ID (the unique identifier assigned by UCM)
|1 44331 | Global
Search
Search By: | Contract Name | =
Contract Name [l
Contract ID
Summary Data
Attachment Text = ——1
All

Search Summary Data (all data included in the Summary and General Info Field Groups)

| | Glolal
Search

Search By: | Contract HName | =

Contract Name =

Contract ID

F [hata
Attachment Text [— =]
All

Search in Attachment Text (ignores Fields, Contract Names, and Contract IDs)

| Global

||m:| emnification e

Search By: | Contract Mame | =

Contract Name =
Contract ID
Surnmary Data

Attachment Text = — =
All

* Include Archived should only be checked for contracts that have expired and have been moved to the
Archived contract stage.

Note: Searching using the “ALL” feature is NOT RECOMMENDED. This selection slows the system.



Notifications on the Home Screen

Any contract reviews assigned to a user that have not been completed will appear in the Enterprise Ribbon.
Clicking on that alert will enable a pop-up window with a listing of the Contract Container names that will link
to the Summary tab of those contracts. In addition, an e-mail is always sent when a user is assigned to a
review. Contract reviews are covered in detail later in this documentation.

Include Archived |
dmin@mhl@ o =

Activity notifications appear on the screen when the user logs in. To make it appear “on-demand” click on the
blue box in the Enterprise Ribbon. Below is the Activity Reminder box that appears when an activity:

* has been assigned to you Activity Reminder %

* is due or overdue Tolal Activity(s): 3

* has not been marked as completed ~& lease payments
Start time: 10/1/2012 2:00:00 AM
T lease payments 10/1/2012 8:00:00 AM ./

i Financial Review 12/2/2011 8:00:00 AM | .7
~i Complete Financial Review 7/11/2012 8:00:00 AM

Dismiss All Open Item Dismiss
Checking the Dismiss box will permanently remove the highlighted activity from the list, yet not mark the

activity as completed. Email reminders will continue if marked to do so. Checking the Dismiss All box will
permanently remove all of the activities.



Entering Contracts

Welcome: UNFInstructor (F-R) @ Help & R
Company: University of North Florida . Pi4@ My Profile: & :‘3 Logout

o 1- 1. e
Jl‘con Iracis ——
Include Archived [

éHomeé Contracts . Activities = Milestones

* =
Home @
(1) 2}
Direct Entry Template
My Favorite Views ©OAdd View
» Contracts: Training Contracts {(19) x

There are two ways to create or enter a new contract:

1. Direct Entry

2. Defined Template (UNF does not currently use this option)

Direct Entry

Direct Entry

To create a contract, simply click on the Direct Entry button and enter a Title, Contract Type, Stage,
Description and Folder. Click Continue to create a new Contract Container. After the Contract Container has

been created, additional documents (attachments) can be added to your Contract Container as well as adding
Contract Fields and Field Groups.



Welcome: UNFinstructor (F-R)

P - H H
N7 e G
Company: University of North Florida . 6 Logout

o C t T | 5l?.l.tnl).'lll
earch
‘: TTE On rG C ,S Search By:
Include Archived [
Home | Contracts = Activities | Milestones L . =
Home @
Upload New Contract
Contract Name:| | #
Contract Type: | Select— EI *

Assign Workflow |:|
Template:

Initial Workflow 5tage:| Buyer Review El
Contract Description: s
Owner: | iContracts Instructor EI
Folder Name: | Selec——— (=] R
Document Title: | |
Document Category: | —3Select Category— EI
Document State: | Draft EI

File: I Browse... |

Primary Document?: [

Document Description: ~
[Fase  [~]
Related Contract: | —Select ContractType— b
<— Select Contract Type A
Continue . .. Cancel

Note: Fields notated by a red asterisk are required to be completed by the system.

Contract Name: When creating or entering the name of a new contract, refer to the Appendix B of this
manual and follow the procedures under “UNF Naming Convention”.

The naming conventions of Contract Types and Workflows start with divisional specific prefixes.

For example: Administration and Finance is “AF”. Individual users only see Contract Types and Workflows
that are associated to their division.



Field Groups

Field Groups are a way to group data fields for organized entry, quick setup and maintains a cleaner, more
visible look (illustration on following page).

The University of North Florida’s Purchasing Department requests that specific Field Groups be filled out as
vital information pertaining to any contract entered into the system. These fields are necessary to complete
the Summary tab of the Contract Container.

The requested fields are as follows with those noted with an * being required fields to complete:

1. Contract Category*
2. Fiscal Year*

3. Justification*

Total 1st Year Cost*™
Effective Start Date
Effective End Date
Index*

Fund*

© ® N o un A

ORG*

10. Vendor Name*

11. Vendor N#

12. Vendor Application Received
13. Vendor W9 Received

When uploading a new contract, after entering the Summary Data fields, iContracts now continues on to the
General Info Field Group & Insurance Requirements Field Group for data entry.

Once these field groups are completed and saved, a contact ID number is generated and an automatic e-mail
notification is sent to the contract owner.



Welcome: UNFInstructor (F-R) Help! Py |
Company: University of North Florida @He P=~i ARPLEGHIS e =® Logout

® | gloha:.
ean cl
Include Archived [

Home iContractsi Activities Milestones e =
Example for Training Manual Current Stage/Change Stage
(189173) k=2 By |Owner Review |Z|

for 0 days

Summary H Attachment(s) H Activities H Milestones || Notes || History || Email H R d Contracts

Show Contract Attributes Expand All

Collapse All  Add Fields &

Contract Mame: Example for Training Manual
Contract Origin:  User
Contract ID: 189173
Related Contract: —

Description: An example for UCM-UNF iContracts manual.
Owner: iContracts Instructor Notify on Stage Update: []
Review Status: Mo Reviewers Set for this Contract Container
Contract Type: TRAINING - UNF Demo Contract
Folder Mame:  University of North Florida\UMF Training Folder
Created On:  12/10/2013 4:26:32 PM Updated On:  12/10/2013 4:26:32 PM

Created By: iContracts Instructor Updated By: iContracts Instructor

@ General Info (Field Group)

Contract Category: [Select From List] [ = |

Fiscal Year: [Select From List] n

Alternate Contact:

Justification:

Quote Expiration Date:
Total 1st Year Costs:

il 6l

Recurring Annual Costs:

|

. ]
Change Order or Amendment l:l

=

|

]

—|

|

|

|

|

|

Amount:

Total Contract Value:

Auto Renewal:

Renewal Options:

Effective Start Date:
Effective End Date:
Index:

=B
[
[
B

Fund:

ORG:

PO Number:

Vendor Name:

Vendor N#:

|

Vendor Application Received:

Vendor W9 Received:

Save Cancel

u Insurance Requirements (Field Group)

UNF Insurance Required: =
UNF Insurance Expiration: l:l
Vendor Insurance Required: =1

Vendor Insurance Expiration: l:l

Save Cancel

10



Adding a Field

Added fields will appear as their own ribbon at the top of the list of added fields, with the most recently added
on top. Use the Add Fields drop-down box to select the new field. Field ribbons can be expanded or

condensed to show or hide the information they contain. Click on the Edit icon (ff) to edit any field or the

Delete icon (#) to delete any field.

Date fields added separately will provide the option to create Activities and Milestones.

Welcome: UNFInstructor (F-R) 9 Helpé...- My Profileé Q é’ TogoTT
Company: University of North Florida H i H

| Global

L]
tr 'rs Search
lcon GC Search By: m
BETTER CONTRACTING SOLUTIONS y: |Contract Name ||

Include Archived [

Home gContractsg Activities Milestones : =
Example for Training Manual Current Stage/Change Stage
(1 891 73) o @] |OwnerReu1'ew

for & days

Summary || Attachment(s) || Activities || Milestones || Notes || History || Email || Related Contracts |
Show Contract Attributes Expand All € < B B
Collapse All  Select Category |—All Fields— || Add Fields |—Choose field to add-—— El@

Contract Hame: Example for Training Manual

Contract Origin: User
ContractID: 188173
Related Contract:

Description:  An example for UCKM-UNF iContracts manual.
Owner: iContracts Instructor Hotify on Stage Update: [ |

Review Status: Mo Reviewers Set for this Contract Container
Contract Type: TRAINING - UNF Demo Contract

University of North Florida\UNF Training Folder

Created On:  12/10/2013 4:26:32 PM Updated On:  12/16/2013 12:39:57 P
Created By: iContracts Instructor Updated By: iContracts Instructor
N E
"\ Effective StartDate (Date) =
08/05/2013 1 Activity [“lauto update Activity I Milestone [Clauto Update Milestone

Save Cancel

‘__-‘:-_:'n Effective End Date  (Date) L@
01/01/2017 o Activity [Flauto update Activity * Milestone [“lauto update Milestone

Save Cancel

General Info  (Field Group)

3
©
o

Contract Category: New

Fiscal Year: Fy 14

Alternate Contact:

Justification: Training Example of all appropriate info entered for a contract.

Quote Expiration Date:

| & Bl & R

11



Reviewers

The Contracts to Review tab allows collaboration among multiple users not assigned in the workflow.
iContracts will alert users if they have a contract or document to review by the notification on the Enterprise
Ribbon to the far right when in the Home Screen. The user can see the name of the Contract Container(s)
when they click on the notification and then proceed to the review process from there, as seen on the
following page. Reviewers are defined when a Contract Container is created and can also be defined in the
contracts Summary tab by clicking on the Review Status link.

Welcome: UNFinstructor (F-R) vl @ty Profie O Logent
Comgpany: University of Nocth Flonda

X;Confrocts —i

Saancn iy Lontract lame  w )

Include Archived

| —
flome | Costvacts | Actvitiea | Milastoans m@ ¢ =
-t

Home ©

(S8

Contracts To De Reviewed

L 4
Direct Entry

L guwpment Mantennance Agreement

My Favorite Views 2IA W, Man Sirect

« Cootracts Vlegal Ravew (4 -

Summary l,é,t!a_c,bmgnt(s),,v;_,,e_c,ti,v,i!i.es,,J[,,Mi!,e,ssgngsjLBQ!@;,_,]L,E!!@JL]|.‘,Re,l,a_|
Show Contract Attributes /| Expand All |

Contract Name: Equipment Maintenance Agreement
Contract Origin: User
Contract ID: 96991

Related Contract:

Description: ---

otify on Stage
e:

Review Status: 1 left to review, click here to see Scoreboard

Faciities

12



Reviewers Setup

Reviewers can be set up in the Contract Container within the Summary tab by clicking on the Review Status
link. Select a user by clicking on the name, or multiple users by holding down the CTRL key and clicking on
multiple names. Email notifications can also be designated here.

Owner: iContracts Instructor Notify on Stage Update: [ |

Review Status: J No Reviewers Set for this Contract Container

ype: TRAINING - UNF Demo Contract

SETCONTRACTREVIEW

Select Reviewers: Hold Ctrl key to select multiple items
- Select Users — -
Alison Cruess =
Ana Guzman

Angela Lee
Ann Hamlin i
Notify On Status |_ _
Change: Select User |Z|
Notify On Review | _ g alact Jsar — |Z|

Completion:

SAVE |CANCEL

Reviewers can “score” the document when either clicking on the contract name in the pop-up window
generated by the Contract Review notification alert on the Enterprise ribbon or clicking on the Review Status
link as described on the previous page.

Choose the button and click Save to enter your choice and then enter any notes on the subsequent screen.

The system records the selection and sends an email, if defined, and will do so from each reviewer.

Reviewsrs
Total of § revicwers

Reviewrer names 3
Admn User @ Plot Revewsd
Chnstisn Hema @ Mot eewad
Lad Lanbach @ Mot [Heaawnnd
Linance User @ Mot Hesaevwed

Legal Liser @ Mot Resaewnd

Card L einbach SNt Rewawadd Approved

SAVI CANCLL LXI

13



Add Reviewer’s Notes

Reviewers

[Thave reviewed this document and sppraved it
LTS

SAVE NOTC

Reviewer names
Agmin Uscr
Chrigtan Barie

Car Leimbach

Tolal of § reviewurs

1
@ Mot Revieweo

® [0t Reviewed
Not Revewad
@ [iot Hewewad

@ lint Reuswad

TNt Revewed & Approved Hegerted

SAVE CANCEL EXTI'"

g b4 Lad

Review Status:

Contract Type:

==y

4 left to review, click here to see Scoreboard

Facilities

14



Enterprise Ribbon

Welcome: UNFInstructor (F-R) @ velp 4 Wy Prosie O Logout
Company: University of North Fiorida
9iC | i
Learch
! - on r rq;ct$ Saarch By | Cortract Nama =]
Include Archived
Home Controcts = Activities  Wilestones  Notes  Company Admin = 2 Contracts To Review ¥ =

Navigating and using iContracts is straightforward. Across the top of each page is the Enterprise ribbon. By
clicking on any tab on the Enterprise ribbon, a user activates that specific set of capabilities.

For example, by clicking on the Contracts tab, the user navigates to a listing of all active contracts. Each area in
iContracts will list all of the items associated with that tab across ALL contracts based upon that user’s

permissions.

Contracts Tab

) iContracts

Welcome: UNNnstructor (T.8)

Comparny

’\1 Mome  Coroects Actiries  Wilestosss  Notes 2 Cdamaces To Review

Urwveraity of Morth Fiorida

e ey Pt © 1 age

e
e

Cortr ot harw (=]
achude Archhond

@ Gx

*The column headings
can be arranged and

- \ )\
Contracts Views Contracts a @) T
. sorted as the individual
P Py Moo - J .
) P— { sq-.nm ran ::' R newrcoame [ sees flt -some Of the
—
B Ot Prvwunn_Lateview Asnvre avaing sara Myscens Lavriwe Foity Vg
Loprng svde 22 4) e A ‘.'1")\-.._ LTl o) B s et U S T new peypoen Lot LML IO AN COIum ns Shown may
e 2 3 o

oy g asaed  \Lofon ie N2 H0 fomorst oty e, € % ese s i not show on your
PRI LCOr LA ULl WYY et LAy e e L e ."9'\ A MLt g
OASd Now Vien LS B Qe basates N AR avaing e Doy o/ Feies 50 A Ltpter Lo Eat Kansatzd screen

ma Sxrss Agvament 1o Apemreanatng bt Food Genens 7 fovaqt Swel 22¢ :

PATRES S0 4 Termama Bha Ases Bral) | Aoswvné svatng sprat . Lesss rerter 7 Pryscets 3% 1Tl signed ok

R St Sl Mertias Sppestenuing ppent . foaimes Les3t Seet xdavs

ot 212 Lonenane LOR. 21t 09 Aoy L ' Dunnpe awvrtene fanrasRecsmalisn - 1w

Barne Chnutee VY Mg Ay e 2 Bower agemet w0 Bare  Cootact Sewdsoc
" "
(10 e ote » :,/:‘1\ (12 Daginyeg ot 1. 4200 13
; L

1. Enterprise Ribbon

2. Add Contract button

3. Activities notifications

4. Contracts Views area

5. Report button

6. Records Per Page selector

7. Active Contracts listing
8. Field Header row
9. Contract grid

10. Page navigator

11. Refresh icon

12. Display counter
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The Contracts tab provides users with a simple way to access all or any filtered set of contracts, referred to as
Views. In the Contracts Views panel to the left, you can add or modify an unlimited number of saved searches
that contain criteria such as multilevel sorting, page layouts and the ability to filter on any combination of
contract data. Users can rearrange and sort the data to their liking. By clicking on the Report button in the
upper right-hand corner of the page, a user may also download the complete file in CSV (comma-delimited)
readable format of the contracts listed in their Contract Views pane. Remember that all grids in the system
behave similarly, so the explanation of how to arrange the grid that follows applies to all areas inside of
iContracts where a grid appears.

By clicking on any contract title, the user will move from the Contract Views to a Summary tab inside the
selected Contract Container (to be covered later in this manual).

Working with the Grid

Recoras Per Page  Wrecurds v

Aty

Taprasen Date Caskractiiarme Tagelane ComiraziTyzellare Renowel Coxciglion Prmaryocureat Contra

WS008 AoDn Py can - |aucsew ADArNrea-AwAN g SNt Frysicans Lateview Faoiry Qigats

ONTV20¥S Reco. Wan M Aporured-ywaleg sanal  Fvscan Neeas sy Conyact conbact redmed doc

QUSR0S LI SLA 2.8 Appravec.awnteg sgnat | SLA 202 LONMDCE (ONBANEO0E S year

123201 ENE Ishiware Luense Apptured- awaley snal... T COPY Rt Manedu

150 RANDE (Y AIIK SURpUSS A7 ADDUCCC-AWATED SHNAL SLpOY HORAN 400 UK Ssppees DA Ul -ERB e 1

WI42013 Sewew Marereenl 2093 Apprured-avalny sl  Foud Sevves v sunyast Nnelades

V10D IO M. lermine el Long Deacts  Approred-awabieg sgnal  Lease » rester Mipsciar's o%ces contact sigacd o

87232015 NedEwsy Manlonerng surnearry  Apprured-awaliny oigoel... Feciles cnbeud fingd b

1 W7RR0% 1100 Calurmdina Orwe, Holton Ansipr Ascrmey Lease - rester / Beraje nwehsese Coatract Roguont [oren.. 3 ysar
Bare Chriglies VD Astipe Allerney Mysecan 7 Vasier agrwovwnl with Dr Barre  goebroct diaflden

Dieplaying mzeese 1 - 1501 33

Arranging the grid
The drop-down selector for displaying the number of  Click and drag between column heading to resize the

records per page. column width.

Contracts
Records Per Page m {b
; 10records
Expiraton Date Co 20 records Contractiames 4-||'5t35
1213172012 el .
e ) 100 _— = Kmberly-Clark suppil... App

FIATE M owdide s s Iimmme - A -

16



Click and drag in the middle of any heading to change the order of displayed columns.

Records Per Page 10records v

g
e Aut
Expiration Date ontractName StageName « - Da
Renewal
12/21/2012 5 @ Ao oplies 2012 Approved-awaiting signat... [ 27:
12/31/2014 EA Renewal nce Approved-awaiting signat... [ 22
N&r2s2n13 Citriv SI1 .8 20122017 Annrnved.awaitinn sinnat [ sl

Hover your mouse over any column heading and a drop-down arrow appears that allows sorting by ascending
or descending order.

|

ContractName StageName
{Tl Sort Ascending |at

Kimberly-Clark Supplies 2012

il Sori Descending

EMR Software License jat

Citrix SLA 2012-2013 — [ut
|4 Columns [

Bobb Physician - Lakeview wprovcuavranmg-sigriat

You can also choose which columns or fields you would like to display, in which a new pop-up window will
appear for you to choose from all available fields. Listed on the left side are the default contract attributes to
appear as the first category, and all of your custom-configured fields appear below sorted alphabetically by
Field category. On the right side are the fields that appear as column headings on the grid, in which top-to-
bottom appear as left-to-right in the grid. Clicking and dragging vertically will change the order of appearance
in the grid.

Clicking on any column heading will sort the grid based on that column in ascending order and ...

Contract Columns Visible Columns (drag and drop to re order)
‘Conmact Al ibutss - Controct Dates “2apiaton Date
© ContractOngie F *Contraet AttributeanContractilame

[ ereamuon T *Comtract Altsibutes:Conk aciTyzehans

¥ DovsnCunStage Auto Rencwel
Ry — “Comiract At utwe::Dux criplon
Faderliams “Controst AttributcaiMimanCocamont
BN Or Ryt Coer pbetion Contract Dastes=Costiat Langls
NotifyOeReviewStotusChorge | *Centrast AtfributeanDwaer
RreleledTeCor ot “Contract Al butes:Updat=sdn
sasiated e Cortras “Contract AntributeasContracty
Froviveers <
Vs st

[ Stagebimse <<

Lragedictey
StageNolfyNesies
Vorktisw
Anorovel Fieids
2012 Review

Y

Visible Columns (dvag and diop 0 e onder)

Contract Dates::Doraton Date
‘Controct Attridate s=Centractiame
L rContrect Atlribates=Stagetians
| *"Contract T‘mnuu-:xa.nrumuu
1

*Cantrnd AlTHiatex=ContiactTypeliore

Save Cancal Aute Reaownl
‘Cantract Attribates=Descronng
‘Contract AtiributeozPrinsryDocamant
Cortrect Detcai:Cortrac! Lenglhs
“CanIract ATINDUTS e = O Nrer

< ‘Controot AttributoasUsdotséOs
‘Contract Atnbales=Cenbado

...clicking a second time will sort in descending order. The grid can be sorted by any visible column using this
method. The column used for sorting is indicated by a darkened shade and a small triangular arrow pointing
upward showing ascending sorting or downward for descending sorting.

At the bottom left of the grid is a page number indicator and navigation area. To change pages you can either
use the left- or right arrows, or type in the page you would like to move to.
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/ql acll »  Centractiame org
'\"\
L e Fil audicer contrect
7S040 Kimberty-Clark Supplies 2012 194
1 I=12s Wasle Colecim 2012 194
O s EAL tusincas software foonac 19
M Shindimhouso Elovater Sve Contraet 19
79124 EMR Software License 194
: : -
Is004 ko Deniet MO 174 —_— TENETEET T
O sy Eabi Glep 880 124
0
|
e ModSurg Suppiy Ce 125
L
s Bobd Howiph Physizan 2912 G2 i1 4 | Fape n afd (kA &2
> g )
Page tote » M T

To refresh the listing of contracts in the grid (perhaps another user has updated data contained in any of the
visible columns since it was last viewed) click on the circular arrows on the right.

[d 4 F‘aga!___ﬂ;nfd ookl ||

| | |
@ Refresh

Finally, on the far bottom right, there will be a listing of how many total contracts match the entered criteria.

il | OOl I LToT LAUTTLT LN

k

Dizplaying records 1- 10 of 31
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Views or Reports

Home Contracts

Performance Activ

Contracts Views Filter '

View All Contracts

« Approvals (45) © x0
0. pproved (7) - exec
« autorenew with inc(5) s
«Compliance Checkli{(16) ¥ ] S
- deleted field (0)@) “
Nexecuted contracts(10) ¥ Uy
«Expired Contracts (14) ¥ ;
«Incomplete StarkCh(16)5 % £ o
« Physician Contrad_ - F _ng
« Physicians Appro| Incomplete StarkChecklist |
OQOAdd New View o

Link to display all contracts for which you have
permissions

Name of view

Number of contracts that currently meet the
view criteria

Delete view

. Aview inredis a view in which a field used in

the criteria has been deleted (hopefully you

have none of these)

. A green rectangle means that the view is

defined as the default when entering the page

. Acircled red “S” indicates that the view is

shared to you from another system user
Hover over a specific view to display the full
name of the view

Link to Add New View

Views are customizable real-time queries that can be of one-time use or named and saved to be used
repeatedly to narrow and simplify the list from any of the areas inside of iContracts. To create a report from
any view, click on the Report button at the top right of the grid.
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To Create a New View
1. Choose the field to query and the associated criteria
Decide which columns to view in the layout and arrange them (see steps next page)
Choose the contract field that the created view will be sorted by
Choose the sort order
Click the Run button for one time use of the created view
For repeated use of a newly created view, click on ‘Save this View’. You will be asked to name your
view. Then click the Run button

oukwnN

Create/Modify Contracts View

Get Contracts that match the following criteria:

Select Field E O

© Add Criteria Include Archived

Default Fields And Sequence

Contractiame @ CreatedOn Description Owner
4 — [

Default Sort Order

Contracts Field —Select Fields— E @ gzgi;:;‘ggoédr:;r(?z-i} Add

| Contracts Field Sort Order | Delete

Save this View

Run | |Cancel
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Determining Which Columns Appear in the Grid

You can define and change the default columns that will appear for each view. To do so, click on any column
heading and choose Columns from the drop-down list underneath the sort order icons. A window will appear
for you to check which fields to appear in the headings.

Create/Modify Contract View

Gel Cortiacts that et the Dllowing citena

Expoation Dale AL = )|
© Add Crtena L Include Acchives
Derault FIslos And Saquenes
Contracihame = Descigton Craaiedn fokteare ek fow

[ }4 ser Ascaneng
|

term Descenang

\
|
|
1
= Cohmn
, | comme g, ,

OnNITroci
Contract Columns Visible Columns {drag and drop to re.order)
R S —
1 Therepeubic induabion - Cuntrac Nane
1 us Deccrnpton
CreatedOn
e FolderNems
L New UC realth rield — 1 2
Froduct Tanle wWorkNuw
- Gl Gensrali B iratan Cate
Rimcpamal du Persre [ o—

[T <igning party

L2

,.:tert_k).ste. i o rrergorsaren
TotalContractvalus U Mo Sudected |
Managed Carc
Timely Filicg <
. m
Al o 2011 <<
- AAUNg NOL2s

L1 effasive Dxe
Ll Cmployee Mrst Name
Eenploywe Last Nane
J Entity
Landiced

Save Cancel
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Arranging the Grid Columns
Since every grid in the system behaves similarly, please refer to section ‘Working with the Grid’ on page 16.

Datavk Fielde Andl Sequence

Upemen Gae SHrvacIl  CoanacTim "b-nu: AT T DacIgnen

Defautt Fisids And Sequence
.
Txoe aa Dt Cp@racit  Cortracthgme ComgaciTypefiane  Descrptos
.
Y Comanjpitase

The completed screen for creating a view is shown below with two sets of criteria to track, the desired
columns and their order, sort order based on two fields, and the option for saving the view for repeated use.

Create/Modify Contract View

Get Contracts that manch the followng critania

Expiration Date 3 on or bofors __—_] =
and|x| |Coetractlypeniame x| eontars | pryseian remone
& Add Cntona [ Include Archiee

Default Fleids And Sequence

Contracttiame Epirafor Dok Ceacrighen CroatodOn Foldoriane
4 D '
Sort Orger
® Ascending Onder (A7) =3
Contract Fulds ContractNarme _:l Descending Order (2-A) Lﬂﬂ'
Cortract Field San Ovdor Dedote
—_— loususalae AZa2000 »
Contractiiamea Accandng x

ZEave this View
ew Name: 2011 Expinng Canteacts
Shara Weh Other Llsars

Save and Run
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Modifying a View

In order to edit any saved view, first run the view, and then click on the Edit View icon above the column
headings area. If you are looking to simply filter the results, choose Filter located above the Report button.

SiContracts

Globa
Sewch
Search Archive 7]

Home Contracts Performance  Activitics Milestones  MNotes L s
contract Views Fiker Views * Fiber
Visw All Conracts

+Anoroval R

*hackbet (18

 Approved (T} ‘\’ff,"u on Physician Contracts # Edit View  neport
»Adoruyed (435 13

Phyaiciora (1) ; P RSN Y0 rocoras |
+« Physisian A% 4 Conractiave tlooctare s@reton Dete ContrastiypeName  Descrption
Controote (¥}

Lﬂ‘_‘ 1 2000 Phycicion Battiocraok Dratt W2ER012 Physicans Batborooi |
s Phyaiciars 11}

The resulting screen will be the query as it is currently saved. Modify any of the criteria. Prior to leaving the
Edit View screen:

e Save and Run with the same name will update the view
e Save and Run with a different name will create an additional new view
[ ]

Run will simply run the view without saving it

San Order
Aacending Order (8-2)
Fi Srirrd Rrkein -
Crulows Fielde o Descenditg Crder (7-A) i
Gondict Fiekl o Drded Lashite
Comiecilane Amcandnp X
Fapwrnnan e Barvnnng o

1 Siawe this Yisw
“viow MName T Fryoosn Contrpds

i With Other Wsers

Fovwrs and Run
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The Contract Container

H

Home Contracts Activities Milestones Notes 2 Contracts To Review

Citrix SLA 2012-2013 (80909) Current Stage/Change Stage

o i Purchasing Audit

L]

for 3 days

Summary | Attachmont{s) | Activitios | Milostonos | Notos | History | Email || Relatod Contracts

From the listing of contracts in the grid from the Contracts tab on the Enterprise Ribbon, a user can click to
select any contract, view its contents, view key elements, and activate access to capabilities specific to the
selected contract through a “secondary” navigation ribbon called the Contracts tab.

The difference between the Enterprise navigation ribbon and the Contract ribbon is that of perspective. The
Enterprise navigation ribbon and its associated capabilities allow the user to look across all contracts in the
enterprise or, depending on their security and permission settings, only contracts to which they have access.
This paradigm gives users, managers and administrators a broad view of contracts, contract performance, and
exceptions that require attention across the enterprise and, of course, rapid access to relevant information.
The Contract ribbon gives users in search of specific contracts the ability to quickly access information,
evaluate potential actions, and effectively manage its near and long-term lifecycle and performance. After a
contract has been created either manually or through an automated upload, key information regarding the
Contract Container will be available by clicking on the Summary tab. Summary information (or contract
attributes) includes the contract title or name, description, owner, contract type, primary document name (if
any), folder, created on date and time, and updated date and time. Most of this information can be modified
by clicking on the field label and saving or discarding changes as necessary (provided they have access to do so
by rights defined in the user’s security settings).
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.ﬂ @ Current Stage/Change Stage

O [J"LE Furchasing Audit @_, -
@ for 5 days

(1) Workflow Template Selector Icon

The Workflow Template Selector icon resides in every section of the Contract ribbon and appears with red and
blue arrows when a workflow has been assigned, otherwise it is seen as gray. By hovering over the icon, a pop-
up box appears with the name of the defined Workflow Template. In order to reassign a workflow, an
Administrator must be contacted.

(2) Assignees Indicator
Clicking on this icon will bring up the Assignees notification listing for the chosen Workflow Template.

(3) Current Stage/Change Stage

In the upper right-hand corner of the contract Summary tab page is a drop-down box containing stages that
can be assigned to a contract. Within a Workflow Template, the stages can only be advanced forward one
step, but backward as many as necessary. If a selected stage requires the completion of specific activities in
order to be assigned, then a selected message will notify the user of this requirement and will not change the
contract stage.

(4) Days in Current Stage Indicator

The number of days a stage has been assigned is displayed beneath the Workflow Stage drop- down and is a
reportable field as it shows up in the criteria listing.
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Contract Container: Summary Tab

Home Contracts Activities Milestones Notes 2 Contracts To Review » - |

(1) Citrix SLA 2012-2013 (80909) 01610 Caren tageChonge e
o L Completed = :]
? )for 222 day»

‘6 )summary | Attachment(s) | Activities | Milestones | Notes | History | Email || Relatad Contracts |

ST

Show Contract Attributes 4 Expand Al | i <€ b b
@) (&) (10) Expana AN(11)add Fields @
'1-:1 Contract Name: Citrix SLA 2012-2013 ' . 'ﬁ]
15 Contract Origin: LUcer
16 Controct ID: 00303
‘.:17tkv;'i;lrd Contract: .. 1'3
(18)pescription: SLA 2012 I
19) 19 Owner: Tom Williame ;:_2,0""0"“ on Stage
e 3 : Update:
(21) Review Status: No Reviewers Sct for ths Contract Container
2-2 contract Type: IT
:23':' Primary Document: contract redlingd v2.dog
24 rolder Name: Location 3\Information Systems
2—5 Created On:  1/17/2012 10:48:25 AM ]2F§",Updatod On: 3/19/2013 10:02:37 AM ‘ »
PR (28) (29)(30) (31)
’27‘~ ) A fielkd group with ail the accepted field types  (Field Group) VR ¥
1. Contract Container 11. Add Custom Field/Field 22. Contract Type selector
Name/ID Group 23. Primary Document link
2. Workflow Template 12. Helpicon 24. Folder Name indicator
Selector icon 13. Contract Attributes 25. Contract Creation
3. Assigneesicon Section Date/Time
4. Workflow Stage indicator 14. Contract Name 26. Contract Updated
5. Daysin Current Stage 15. Contract Origin (how it Date/Time
6. Contract tabs was loaded) 27. Field/Field Group ribbon
7. Show/Hide Contract 16. Contract ID 28. Field Type indicator
Attributes 17. Related Contract 29. Edit Field icon
8. Expand All Custom Fields 18. Contract Description 30. Delete Field icon
9. Move to Next Contract in 19. Contract Owner 31. Expand/Collapse Field icon
Previous Listing 20. Notify On Stage Update
10. Expand/Collapse all checkbox

Custom Fields

21. Contract Review Status

(5) Days in Current Stage
The number of days a stage has been assigned

(6) Contract tabs

The tabs on the Contract ribbon
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(7) Show/Hide Contract Attributes
Shows/hides the top section of the Summary page that includes basic contract information. Checking this on
or off is a global setting for all contracts and is available for each user individually.

| Summary ‘ Aitachment(s) H Performance | Activities | Milestones H Notes H History ‘ Email “ Related Contracts

Show Contract Attributes 7| Expand All 7] € <4 B B

Collapse All  Add Fields &3

(8) Expand All Custom Fields

Opens all of the custom field ribbons to display the current data associated with the contract enabling the user
to view, modify, or delete any field by clicking on the associated icons. The user can also see all history
associated with any non-grouped field by clicking on its History tab.

(9) Contract Navigation
This set of arrows allows you to navigate through the contracts listed in the previous grid of contracts from the
Enterprise ribbon, as opposed to going back to the listing and choosing the next contract from the list.

(10) Expand/Collapse All Custom Fields
Closes all custom field ribbons to hide or compress the data in the field.

(11) Add Fields

Opens a drop-down box (shown below) displaying all possible fields that can be added to the current contract.
Note that only fields for which the user has permissions for a specific contract will be available for selection by
that user.

‘Summar‘] H Attachment(s) |Perforrnance || Activities H Milestones H Notes |] History | Emails iRelated Contracts

Select Category | —AllFields—  [=] Add Fields|-——Choase field to add—— =2

Contract Name: Waste Collection 2012
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In addition to the fields described on the previous pages, specific information related to the contract (Fields)
will be listed underneath the summary information and can be viewed in either collapsed (1) or expanded (2)
form.

The specific fields can be modified or deleted directly on the contract Summary page and new fields can be
easily added. Fields can be added singularly, or as Field Groups. The illustration here shows one of each, the
single field is in collapsed form, and the field group is in expanded form.

To edit a field on the Summary page, click on the Edit icon (i?), change or add the necessary information, and
click Save.

.l
"_-;-__._'l General Info  (Field Group)

Contract Category: @
Fiscal Year: FY 14 B3 =
Alternate Contact: | | =
Justification: Training Example of all appropriate info entered for a contract. - @
Quote Expiration Date: l:l @
Total 1st Year Costs: @
Recurring Annual Costs: l:l @
Change Order or Amendment l:l La
Amount:

Total Contract Value: l:l L@
Auto Renewal: [ @
Renewal Options: | |
Effective Start Date: 08/05/2013 B2
Effective End Date: 017012015 fe)
Index: o400 |
Fund: [110000 |
ORG: loo400 |4
PO Humber: | | @
Vendor Hame: I‘I’raining Coordinator | L@
Vendor H#: 100007620 |
Vendor Application Received: L@
Vendor W9 Received: 3
Save Cancel

l'._'..';j Insurance Requirements  (Field Group)

UNF Insurance Required: =2
UNF Insurance Expiration: 02142014 L@
Vendor Insurance Required: Z‘ L@
Vendor Insurance Expiration: @

Save |Cancel
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Contract Container: Attachments

If you have any attachments to your contract, you will now see the Primary Document listed prominently
(provided you have defined a Primary Document) with all of its pertinent data and a grid containing all of the
attachments grouped by version as the default. You will have the ability to display your attachments grouped
by any of the criteria most notably, but not limited to, Attachment Category, Version Number, Attachment
State, and when items were added or updated.

Document(s) ¢,
Views
View All Documents #| Primary Document

21
©Add New View ﬂ Contract
Related To:

Current File; SUnion 1 sm.ipg
Document Description: Contract (after rediined)

TEdn Delete  AftachmenfType  DocumentName @l
I AttachmentGroup: Version: Contract (129598), [Totak: 1]

g % Primary Contract

@i AttachmentGroup: Version: Initial Quote (129596), [Totak 1]
-/
fF % Supporting Initial Quote

€

Page|  1|of1 il

Summary | Attachment(s) || Activities || Milestones || Notes || History || Email RelatedContrads‘

Added On: 12/1872013 4:43:38 PM / Added By: iContracts Instructor
Updated On: 12/16/2013 4:43:38 Pl / Updated By: iContracts hnstructor

Q version: 1.00 / Document Category: Contracts / Document State: Draft @

AftachmentState CurrentFile

Draft SUnion 1 sm.jpg
Draft for Training - Simple Sa...

Description

First e-mail quote.

Contract (after rediined)

@ Add Document Report Backup O

[

FileType = AddedOn AddedBy Aftachmenthumber RelatedTo

1] 12/16/2013 04.49:38.45 P iContracts Instructor 2389

doc 121812013 04:48:28.84 Pl iContracts Instructor 2388
b

Displaying records 1 - 2 0f 2

Attachment(s) Views tab
Document(s) Views
View All Documents link
Add New View link

Add Document button

vk wnN e

N

Primary Document information
Document grid

Document Field grid
Attachment Group heading

Any number of attachments including Word documents, Excel spreadsheets, PDFs and others can be linked to
a specific contract and are accessible through the Contract Attachment tab. Any of these attachments may be
designated as the Primary Document while all others including drafts, exhibits, referenced documents and
other working documents can be stored as Supporting Documents.

To Add a New Attachment

1. Click on the Add Document button

O NV A WN

The Upload Attachment window appears
Enter the title of the attachment to be added in the Title field

Select the category for the document from the Category drop down list

Select the state of the document from the State drop down list

Attach any file for the above attachment from File field

Enter more information about this attachment in the Description field

If the attachment is the primary document check the Make this the Primary Document box in
order to make the attached file a primary document

9.  Click the Save button, a confirmation appears that the attachment was successfully created
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Editing an Attachment’s Information

Susmmary | Attactunsnts) | Peifonmance ll\uhlihn Milesiones ‘ Noles i'ﬂslmy |Emdl§ | Related Contiacts

contract Views Upload Attachmeant

View A¥ Contrsete Nocument Title: [Py ol Contract

«'AlNatonts 120} X e b =3

farcmse & R Attachment Cotoory: | Cortsst Procaserg [+
CPeCKlSE (142 SUO:{W [/

«Approved (5] X
sautorciew witr X

rite: [ Wsers\salesd \Uocume ts\demo_Jies Controct_Sniv) | Erowse !

inssase (4) . Fuwal Versane of Coed racd
« Awaitng DY 4 Descrpton:

BadactFinincn

Approval [€) —, »
ofeccated (7} XK ¥ Make this the Pimary Ducurment
oExpired x Save Cancel

Lontracts (5)

o Beaonie Prinary 3
Doscaumenl (58)

You can change an attachment’s title, category, version, state or description or make a supporting document a
primary document. To edit an attachment’s information, click on the Edit icon (i'?).

3 AttachmentGroun. Yersion, Mool Contract (16624}, 1Total, 2]
[inal Canteact Paodeact Procensing 11 ﬁ‘ b 4 Prie

Uata Liestruetion ool Contract AMU-e .00 }J x |

3 AttachmentGroup: Yersion: Fnandial Rvw complete (35626), ITotak 11

L L N L ann A - ~.

Arranging the Attachments Grid

As with every grid in iContracts, you have the ability to choose which columns to display, but differently than
the Enterprise grids, the listing of options appears in a fly-out menu that you can click in a checkbox to choose
its visibility.

‘% l Sort Ascending

%1 Sort Descending mendment 2011 (40084), [Tot:
[ Colurms - .
— 4 AttachmentCategory
= Group By This Field [V] AttachmentType ‘
V| Show in Groups J| FileTypelcon 4
@l y
'rsion: MedSurg Final vers DocumentName
J % Prmary é CurrentFie [
J % Suwpporting & |¥] FileSize
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You can group any column by selecting Group By This Field from its drop-down menu.

(Resulting Example)

File
Edi Del AttachmeniT Typ
AttachmentCategory 1) ST () Sy

41 Sort Ascending

;El AttachmentGroup: Ve ;le Sort Descendng n
Amendments Cokamis b

= AttachmentGroup: Ve

=1 Group By This Fie!:l{b

Amendments [Z] Show in Groups
File
AttachmentCategory ~ o Rt eppalckesddd l 1 DocumeniName CurrentFic
oty o t | cte ype cle
on
=l AttachmentGroup: Version: MedSurg Contract Amendment 2011 (40084}, [Totak 1]
Amendments l X Supporting 0w MedSurg Contract Amendment 2011 amendme
= AttachmentGroup: Version: MedSurg Contract Amendment 2012 (40085}, [Totak 1]
Amendmenta J ¢ Supporting 0 MedSurg Contract Amendment 2042 amendme
= AttachmentGroup: Version: MedSurg Final version (40093), [Totak 5]
Contract Processing d X Primary B MedSurg Final version contract f
= |
Contract Processing 4 % supporting ;. MedSura Firsl Drafl mnl.ms;m[
Confract Preceazing J ¥ Supporing ®° MedSurgRedlines contract 1
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In order to show an uncategorized listing of all documents, uncheck the Show in Groups box from the drop-
down menu.

File
Edi Del AttachmentT Typ
t rde e =l

i
|
] AttachmentCategory ~ v
% 4| Sort Ascending

9 AttachmentGroup: V¢ %J Sort Deacending

J Amendments s ;

J
|5 AttachmentGroup: Ve 1| Gioup By This Fiskd

‘ Amendments 7| Show in Groups
d AttachmentGroup: Versishi: MedSurg Final version

[ Summary || Atachmentfs) |

(Resulting Attachment Views Add Document | Report | 9
Example
P ) Vicw All Aftachments '[ Primary Document
(14)

OAdd Now View * MedSurg Final version /R
Versivi 3.00 / Altlaclunent Cateyury: Cantract Procesaing / State: Fial
Related To: MedSurg Fust Drakt
Current File: contract finaid.dog
Description: Final Contract-unagnes
Addcd Om: 5/23/2012 10.18.25 AM / Added By: Carl Lainbad,
Uipdated On: 5/23/2017 10:18:25 an / Lipdated By: (Card Leinhach

Abachren|

Cocumentiiams - AnachmentCategory ~ Cat Delete Typo FoeTyp
Medsum Contract Amendment 2011 Aresdments J x Supperng o1
Mad Surg Contract Amendment 2013 Amsedmants J ® Suppertng o
MedSurq Support and Maintonance Amend...  Amesdments r'd x Supperting [
e Su1a Fhoal ver sion Conlrad Frocessing r 4 x Fiaily @
80500 FITST UEAN LONACT FrOCeseng 4 3 Supperng
MedSurg Redlines Contract Proceaang J 4 Suppertng B
McdSurq-Rediince Controct MNroceasing J n Suppertng B
Moy Suig-Redines Contract Frocessig r'd ® Suppeitig W
605U T TINanSEl Heview 2010 Fnancial Kevisws F 4 x Suppenny 43
Meod Surq finansial Review 204 Financial Revinws J x Suppartng &)
Mesi Sura financal Review 2012 Fnancial Reviews f x Suppertng 3]
#ed5urq Sakes Presentation wisc /7 = Suppertng 5
Medsurq RFP Visc F'd x supgenthy [
MedSurg Pricing Proposal Vise J x Suppertng 33

4% n ) »
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Version Control
Any document can be a version of another. The system will ask if a newly added document is a version of
another and the user will be able to select from a list of existing attachments.

Is this @ wersion of an allachrent which hes aleady e stoed?

Select Associated Attachment

\ Atinch
MOISIONAAANG FylAMICa On \Hachment Atlac hment
| Crate Zateqo

:S::u,lu Cail 1215/2011
W v y 1 3 44004

Final Contract |- Leinbach ;u‘z 14 [Signed
H0-2011

ek 1262011
Cesbuction f Cail hraga

pran T pewbacn|, T

0-2011 ‘

M22012
121657 |Final
PM

Financial Rvw 100 Canl
Compets W Leinbach
\

Asslagn Verslon For Attachment

Amtachment Version (0.00.999.99) - 112
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Users can edit existing attachments so that they are a version of another document and can specify the
version number, if desired.

& AltachmentGrouo. Yersion, Mool Contract [16624), 1Total 21
[inal Cantract Pacdeact Pracesning 140 ﬂ. b 4 Pre

Uata Lestruction ipal Contract 2010-2¢11 100 ’b‘ o sl

2 AltachmentGroup: Yersion: Fnmandal Rvw complete (35626), ITotak 11

Fimansiel Do s nmarlaba ton 4 ~ L

Surmimary H Attachimentis) } Perlosmance | Activities |Miesluues Noles Iﬂiskxy Emails | Related Contracts |

Title: Mral Contract

version: 1.10 cdit Version
Ralatad 1o: D22 Destruction Final Contrazt 2010-2011 0\
Attachment Category: Contract Frocesseg 3
Stater Final ; 3
Firal Vergion of Contract
Description:

Save Cancel

Select Assoclated Attachment

Vier srur%-\ucw Byiadded On ftacnment iachment

Slale [Calegur
Data
. 12/5/2014

Destruction Carl c O
Drat 1.00 L cinbach A}.‘Zd.ZB Dran SCIeC]
2010-2011 3

2 122012
Financial Rvw Carl G
compicte | °® Lesnoacn I'._i‘":' a7, st a

Assign Version For Attachment

Attachment Version (9,005,399 :

If the system recognizes the same file name as another already loaded, it will automatically select that
document and then suggest a version number.

I the File “contract mdlired doc” is (b weesion of Docersent Tded Swg-Radlinas™
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Attachment Views

Like all the other areas in iContracts, the ability to create a view exists within the attachments area for each
Contract Container. This makes it easy to display only the items for which you are searching. Because the grid
will extend to show all of your attachments on one screen, which could possibly get quite lengthy, the total
number of attachments will be shown in parenthesis underneath the View All Attachments link inside the

Attachment Views area.

When you create or modify an Attachment view, the criteria by which you can search is listed here. All the
other options are identical to all other views in iContracts.

Summary ’ Attachment]s) l Performance [

Attachment Views

View All Altachments

e #| Primary Doc
«Contract A e
versions B medsurg Fin

Add New View
o WO N, Version: 3.00

Related To: V
Current File:

Description: F
Added On: 5/2
Updated On: ¢

AttachmentCategory «

3 AttachmentGroup:’

Amendments

2 AttachmentGroup: '
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Create/Modify Attachment View

Get Attachments that match the following critaria:

Ary Field v| cont
Ary Field

© Add Crit| AcdedBy hclude
AddedOn
AttachmeniCategory

Default Fi j oo
| Attachmeni Typ=
ContractNeme
Attachment( CureniFile
| Description
DocumentName
FileSize
File Type
| RelatedTo
< g | UpdatedBy
UpdatedOn
VersionNumber

Default Sort Order
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Contract Container: Activities
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The contract Activities tab provides users with a view of past, present or future activities associated with the
Contract Container. As with the Contract tab, you can add or modify an unlimited number of saved searches
(Activities Views) that contain criteria such as alterable sorting, page layouts, and the ability to filter on any
combination of activity data. In addition to the ability to create complex searches, with one click users may
select all activities, all assigned activities, or all activities created by you. Any filtered view of contract
activities may also be exported by simply clicking on the Report button. New activities may also be added
directly from this page.

Adding an Activity

You can add an activity for yourself or another team member. You can either add an activity from the
Activities window or from a contract Activities window. If you add an activity from the Enterprise Ribbon
Activities window, it is not associated with an agreement; however you can associate from the drop down list
provided. When assigning an activity, it is recommended to add from the Contract Container, choosing the
selected contract, and then from the Activities tab.

To view the activities related to a particular agreement click the Activities tab. Activities are listed under the
agreement activities area near the bottom of the window.
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Summary || Attachment(s) || Activities || Milestones | Notes || History || Email || Related Contracts ‘

Activities Views

View All Activities
©Add New View

Activities Report @

Activity Name: [Renew License
Start date: 2102014 800 AW [v]
End date: /1472014 400pm_[~]

Duration:| 104 hours El *

Assigned to: | iContracts Student [=]"

Hold Ctrl key to select multiple items

Completed:

Save Cancel

ActivityName Complete  ActivitylD ~ AssignedOthershame AssignedToName CompletedOn Contract CreatedByName CreatedOn Description EndDateTimi

&

o records to display

The activity as it appears when it is assigned to you and as assigned to another user.
Note that if it is NOT assigned to you, you cannot mark it as completed.

To Add an Activity from the Contract Activities Window

1.
2.
3.

Click the Activities tab near the top of the page
Click the Add Activities button on the right side of the page
Define the new activity

To Define the New Activity
Whether you’ve created a new activity from the Activities window or from an Agreement Activities window,
the New Activities window appears.

4.
5.
6.

Enter the activity to be performed in the Activities Name field

Enter a completion date for this activity in the Due Date field

Select the person to whom this activity should be assigned from the Assigned To field. If you assign
this activity to another person, they will receive an e-mail notification about the activity from
iContracts

Select the other person to whom this activity should be assigned from the Assigned Other field. If
you assign this activity to another person, they will receive an e-mail notification about the activity
from iContracts

Enter more information about this activity in the Description field

Click the save button. A confirmation appears that the activity was successfully created. The
activity created in the agreement summary will include a link to the agreement in the Related To
field

To Complete an Activity Task

1.
2.

Click Activities in the menu bar

Click the Completed check box for each activity you want to mark as completed in the Activities
table

If the activity is assigned to another user, the Mark as Completed option will not appear and you
will not be able to complete it. Only the person to whom an activity is assigned can complete it

Once you complete an activity, the activity appears with its row crossed out in the grid.
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To Reactivate an Activity
1. If you have marked an activity as completed, and then decide that it is not complete, you can
reactivate the activity in iContracts
2. Click Activities in the menu bar
Click the activity you want to reactivate in the Activities table
4. Click the Reactivate Activity button at the top right. The activity now appears in the Activities list
as an active task

w

To Delete an Activity
1. Click Activities in the menu bar
2. Click the activity you want to delete in the Activities table
3.  Click the Delete link at the top of the Activities detail window
4. A confirmation dialog appears; click Yes to delete the activity

To Edit an Activity

You can change an activity’s subject, due date, or description; or you can assign an activity to a different
person. If you want to complete an activity, see Completing Tasks.

Click Activities in the menu bar

Click the activity you want to edit in the Activities table

Click the Edit icon (i?) at the top of the Activities detail window; the Edit Activity window appears
You can change the subject, assignment, due date or description for the activity; then click the
Save button

PwnNPRE

To Export the List of Activities
You can export your list of activities from iContracts. Activity information is exported in a comma-delimited
(.csv) format file.

1.  Click Activities in the menu bar

2. Click the export button

3. Inthe dialog box that appears, decide whether or not to open or save the .csv spreadsheet file

To View the Activities in the Activities Window
You can view tasks that you created, or that were assigned to you, from the Activities window. The Activities

window shows all activities that you have created or are assigned to you.

1.  Click Activities in the menu bar

2.  The Activities window appears

3.  You can see the activities assigned to the logged in user and have a check box (to mark complete)
in the left most column

Any activity that the user created has a dot in that column. Only the user to whom the activity is assigned can
mark it completed. To view the activities related to a particular Contract Container, simply click the Activities
tab in the Contract ribbon. Activities are listed under the Agreement Activities area near the bottom of the

window.
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Contract Container: Milestones

The Milestones tab provides users with a view of past, present, and future milestones associated with all
contracts housed in the system. As with the Contract tab, you can add or modify an unlimited number of
saved searches (Milestone Views) that contain criteria such as alterable sorting, page layouts, and the ability
to filter on any combination of activities data. Any filtered view of contract milestones may also be exported
by simply clicking on the Report button. New milestones may be added directly from this page by clicking on
Add Milestone. When assigning a milestone, it is recommended to add from the Contract Container,
choosing the selected contract, and then from its Milestone tab.

The milestones associated with a Contract Container are notifications associated with a particular contract
based on a date and can be set to notify multiple users on a specified number of days before an event, such as
a contract’s expiration. Milestones can be created from a few different places within the Contract Container -
from the Milestones tab itself or a date field located in the Summary tab.

Summal Attachment{s) || Activities || Milestones || Notes || Histol Email || Related Comrcﬁ‘

Milestones
Views

©Add New View

New Milestone

Milestone Name: ~ [Wak Thru
Completion Dates | [pr2/2014

\Walk Thru of process.
Description:

Responsible Person: [ angela Lee

[Vema

Notification Method:
[Vcakengar s Feed

Hold Ctrl key to select multiple items

Gina Motes

Hans Priepke
iContracts Administrator
AlSQNOTY: licniracts Student
James George
Jeanning Prew
Jeff Durfee

i

[emai
[Icatendar @IRss Feed

Repeat Email Notifications: [

Notification Method:

Hotify On Completion: 7]
Completed:

Save Cancel

Milestones

Complete Contractid Milestoneld ContractName Description MiestoneName

4 i

5]

Page 1/of1
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MilestoneCompletionDate

Notify Before: 4

Notify Before: 3

CreatedOn

Days

Days

Add Milestone

UpDatedOn

®

Report @

CreatedBy

¢

No records to display




Creating a Milestone from the Milestones Tab in a Contract

You can add a milestone for yourself, or another team member, using iContracts. You can either add a
milestone from the Enterprise Ribbon Milestone window or from an Agreement Milestone window._lt is
recommended to add from the Contract Container, choosing the selected contract, and then from its Milestone tab.

1.  Click the Milestone tab near the top of the page
2. Click the Add Milestone button on the right side of the page
3.  Define the new milestone

To Define the New Milestone
1.  Enter atitle and description for the milestone in the Milestone Name and Description fields
Enter completion date in the Completion Date field
Select the contract from Contract drop down list
Select the responsible person from Responsible Person drop down list
Enter the notify days in the Notify Before fields
Check the notification method you want to notify with
Select the other notify person from Also Notify drop down list
Enter the notify days in the Notify Before fields
Check the notification method you want to notify with
Completed check box is to be checked when the milestone has been achieved
Click the Save button

W NOU S WN
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Note: Checking the Repeat Email Notification box
will send a daily reminder to the responsible person.

To View Milestone Details
1.  Click Milestones tab in the menu bar
2 Milestones are listed in the table
3.  Click the milestone you want to view in the Milestone table
4 Milestone detail window will open

To Edit a Milestone
You can edit a milestone to change its name, completion date, description, responsible person, notification
days, etc.
1.  Click Milestones tab in the menu bar
Milestones are listed in the table
Click the milestone you want to edit in the Milestone table
Milestone detail window will open
Click the Edit button at the top of the milestone detail window; the Edit milestone window
appears
6. You can change name, completion date, description, responsible person, notification days,
notification method etc.; then click the Update button

kW
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To Delete a User Created Milestone

You may delete any user created milestone that has been defined for an agreement.
1.  Click Milestones tab in the menu bar

Milestones are listed in the table

Click the milestone you want to delete in the Milestones table

Milestones detail window will open

Click the red Delete icon at the top right of the Milestone detail window

A confirmation dialogue appears; click Yes to delete the milestone

oukwnN

Creating a Milestone from a Singular Date Field

Milestones can also be created from the Summary tab from a date field not appearing in a Field Group. A pop-
up dialog box will appear to fill out directly from that screen without having to first go to the Milestones tab.
The milestone will then appear in the list with all the other milestones from this Contract Container, as well as
in the Milestones tab located on the Enterprise ribbon.

| Cxplration Dawe  {Dase) ~ Lﬂ -

12/31/2012 Aclivily  auto update Activey ullesl]S-e Auto Updata Milestona

Save Cancel

4 sa ™
Conlracl ID: 79118
Rescrpion: L, BobDD comMract 2uld ﬂ
Ownar:  Carf Leinbach New Milestone
Nolily an Stage Upselate: |
Rovicw Status: Ne Revicners Sctfor tly  Msicatono Nemes  |Dobb, Rond! Cxorston Daote
contract tyvpe:  Fhysicians 2 31/20
onirac Vi YaicH Complotion Date: 12/% 12
Veumary Document: Eobb_paycican_amplo
Folder Name: iCortracts General Hoog Autaireated Miestone For bobb.
Deescriptions  |BOWIL Expiration Dale
Created Oz 11/2/2011 2:11:0C &M
< ‘on Date} RESpoOnsie | . 1o mouty . P
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lhald Ctrd key to sclect
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Adeaiy e »
: Lerrio iz Nowty
Alwos Nolify: - i
) Plhysicians Conlract ltems  [Fiekl Group) oy [L"'I."IL‘_ Before: 0 Days 2
Legal User
ta  Stark Checklist  [Hiokd Group| Notifeabon (¥ Ermuil Tuxl Meccage P
Metha  [¥ Calendarl A33 fecd
Notity On
Camplatian:
I ccrowwe -
Save Cancel
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Contract Container: Notes

The Notes tab within the Contract Container includes all notes associated with only that contract. Examples of
views in the Notes section are “Notes to Me” or “Notes from Me”. You can add a note for yourself or another
team member. To create a note, click on the Add Note button, fill out the form and attach a document, if
necessary. If a document is attached to a note, it will then also appear within the Attachments tab with a
description.

This is a great area to keep track of collaboration about the contract in an organized and chronological
manner.

Welcome: UNFinstructor (F-R) W liclp i am uypu:nb-'ﬁnqrmll
Company: University of North Florida '

i.COﬂ.tr,q_cts St

Search Archive

Home Conracis  Activitles  Nilesiones  Notes 1 |
MedSurg Supply Co Cursent Stage/Change Stage
0 I nal Appraval Purch-l agal E
[ ‘wl)i:y!

| Surmmaory ] Attachment(s) | Acfiviies J Milestones { Notes  Fenils Related Contracts |

©
Notes Views Notas Add Note  Report
View All iates

g8 . ALscreect WessdUn  UpoHECUn  NOwW
Qndd Mow View Qocumance coanersig 1218201 129e0em

Fizamcial Review cixopl Conlrred Frmnecsd Ruvsw shex MuNMoM?  od1omz

[ieancial Reviow Compl. 03202012 od2ov¢12

Fimencial Revicw compl... 0NoTR01Z  O30TRNZ

TIPArcial review Como UZISNE UNNVINTE COMDEIEd 30 BESIY Dy KOk

Fieancia Reviaw Compi 02042012  Q20WHH1T  greemam

Fizancial Review Cormpl 12032011 12082811 qaverly

. . '
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To Add a Note from the Notes Tab

You can add a note for yourself, or another team member, using iContracts. You can either add a note from
the Note window or from an agreement note window. If you add a note from the Note window, it is not
associated with an agreement; however you can associate from the drop down list provided.

1. Click the Notes tab on the Contract ribbon
2. Click the Add Note link

X-Ray Machine

rront Stage'Change Stage

) & Purchasing Audit %l

Summary Awachmonte) | Activitioe | Miloctonoc | tow: | Emaie | Rolstod Contracts
o
Notes Views S Add o note

= ; L-Ray Machine does not hare any notes Ao 8 ioks suw 22
Visewr All Borfers s

Olu‘trl Neaw Vew

3.  Fill out the information fields - required fields are marked with an asterisk
Attach any file in support of the above note from Attachment field

5.  Click the Save button and a confirmation appears that the note was successfully created.; the note
will include a link to the contract of which it relates when saved

B

| summary | Awachmonte) | Porformance | Activioe || milstones | Newe | History | Emaiie

Add Notes

Title: Rovicw contract renewal terms
Can we take a look at the terms in this contract
Hotes a5 il telates to wut new pulicies an cuimnbes of

days worked cer marth?

Attachment: C WWsers\PremiszelmaginguDosuments\oremiareimagir L HrowaA. ..

Save Cancel
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To Delete a Note
1.  Click the Notes tab on the Contract Ribbon
2.  Click the note title you want to delete in the Note table
3.  Click the Delete icon (#) at the top of the Note detail window
4. A confirmation dialogue appears. Click Yes to delete the note

To Edit a Note
You can change a note’s title, content, or you can associate a note to a different contract.

1.  Click the Notes tab on the Contract ribbon

2. Click the note title you want to edit in the note table

3. You can change the title, content or you can associate a note to a different contract; then click the
Save button
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Contract Container: History

The contract History tab provides users with a filtered view of changes associated with a Contract Container
from the time the contract enters the system. Users can configure which columns will display, in what order
they will display (from left-to-right) as well as which column the display is sorted on. History serves as an audit
trail so that a user with access can see when contract fields and attachments were added, edited, and/or
deleted by them. The history of a Contract Container cannot be modified . . . even by a UNF iContracts System
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Contract Container: Emails

The contract Emails tab allows users to easily send emails and attached documents associated with a contract
to anyone directly from iContracts. Email supports To:, Cc:, Bcc:, and a Subject line and also allows the user to
format a message to the recipients. All, none, or select attachment documents can be sent along with the
email message. All outgoing email messages are logged against the History tab.

BObb. ROWIf Cinrwat Stage/Changs Sage

W O Dat .
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Contract Container: Related Contracts

A user can also look at what is pointing to a particular contract in the system. While viewing a Contract
Container, the user can go to the Related Contracts tab to view a list of all of the contracts which are pointing
to the currently displayed contract. In the example below, we can see both are pointing to it as their Related
Contract. There is no limit to how many contracts can point to another contract.

If we were to click on the contract listed below, we would see (on its Summary tab) any and all contracts listed

as its Related Contract.

When looking at a contract’s Summary tab, users can specify a contract that the current contract is related to
(Related Contract, circled, below). Each contract in the system can specify another contract that it is related to.
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Appendix A: List of Standard Default Contract Fields

The list of fields shown on the right is the system provided contract
attributes. These are available for query purposes and always appear at Contract Columns
the top of the list of available fields for reporting.

,‘/,v *Contract Attributes

Archive | Archive
Indicates if a contract is hidden from the default view, but not deleted ’; ContractiD
from the system || ContractName
"] contractOrigin
Contract ID l | ContractTypeName
The unique number assigned by iContracts that is associated with a "] createdOn
Contract Container; this unique number is listed in parenthesis next to [ DaysinCurrStage
the Contract Name when inside the Contract Container, as well as in { Description
the contract attributes on the Summary tab 7] ExtContractRefD
. ! FolderName
ContractName . || NotifyOnReviewCompletion
The name given for a Contract Container { NotifyOnReviewStatusChange
L. ] Owner
ContractOrigin B Btrmrviocimant
How the contract was entered into the system; the choices are Bulk — o
RelatedTeContract
Loader, User and Template :
__| RelatedToContractiD

Reviewers
ReviewsSet

|

ContractTypeName
The type of contract as provided by the user

[ StageName
= !
CreatedOn ; StageN otffy
The date the contract was entered into the system L StageNotifyNames
|| UpdatedOn
| Workflow

DaysInCurrStage

The number of days since the contract entered its current Workflow
Stage; this number is displayed inside the Contract Container under the current Workflow Stage in the
Workflow Stage indicator drop-down

Description
Additional information detailing the nature of a Contract Container in the system

EXTContractReflD
A reference to a record located in another external system used for linking the two systems together (this

functionality is not standard)

FolderName
The name of the folder in which the contract resides for security and permissions

NotifyOnReviewCompletion
The user specified for notification when a review has been completed by all users specified for the review
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NotifyOnReviewStatusChange
The user specified for notification after all the reviews have been completed for a contract

Owner
The user responsible for the contract in the system

PrimaryDocument
The attachment designated to be the main document, or perhaps the latest version of a document

RelatedToContract
Lists the contract specified that the current contract relates to

RelatedToContractiD
Lists the contract ID specified that the current contract relates to

Reviewers
Lists the users specified in the Review module to review a contract

ReviewsSet
Denotes if a contract has been assigned for a review

StageName
Lists the name of the current Workflow Stage for the contract

StageNotify
Denotes if a user has been specified to receive notifications for a change in the workflow status of a contract

StageNotifyNames
The users specified to be notified when the workflow status of a contract has changed

UpdatedOn
The time and date stamp for a change in the contract data

Workflow
The name of the assigned workflow template for a contract
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Appendix B: UNF Naming Convention

Division Prefixes

AA Academic Affairs

AF Administration and Finance

ATH Athletics

DAA Development and Alumni Affairs
GC General Counsel

HR Human Resources

PR Public Relations

PRES President's Office

SA Student Affairs

Contract Name
(Division) - (Document Title) - (Vendor Name) - (Document Category)*

Example: AF - Systems Maintenance Services - SMS Inc. - Primary Document

Examples of Document Category:  Primary Document
Change Order
Amendment
*Document Category not required as part of contract name

Milestones
(Milestone Name) - (Contract Name)

Example: Contract Expiration - AF Systems Maintenance Services - SMS Inc. - Primary Document

Examples of Milestone Name: Certificate of Insurance
Contract Expiration
Contract Renewal

Activities
(Activity Name) — (Contract Name) - (Vendor Name)

Example: ITS Review - AF Systems Maintenance Services - SMS Inc.

Workflow Stage Names
Owner - Dean, Director, Department Head
UNF Signature - Signature of UNF delegated authority
Execution - Vendor/Independent Contractor Signature
Archived - Contract is no longer in effect

Workflow Standards:
Divisional VP review required after Owner review
The Reviewers or Activities function to be used for anyone other than approvers in the workflow
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