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PURPOSE AND DESCRIPTION 

 

Purpose 

This document explains the key activities involved in Importing a Document 
 
Description 
A user can Import a Sourcing Contract document with all clauses, terms, and conditions.  The 
document management import allows users to attach the pdf. 
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ACTIVITY 1: IMPORT A DOCUMENT 

Step Description 

1 Navigate to Contract Entry Search page:  

Finance/Supply Chain Tile > Supply Chain Operations Tile > Supplier Contracts 

Center Tile > Contract Entry 

Note: If importing a document on an existing contract you, skip 2-9 

2 
3 
4 
 

Select the Contract Process Option field and input in 'Group Multi Supplier'. 
Select the Contract Style field lookup and input in the desired value. 
Select the Add button.  
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Step Description 

5 
6 
7 
8 

Verify that today's date has defaulted in the Begin Date field. 
Select the desired Expire Date in the Expire Date field.  
Input the desired information in the Description field. 
Select Save. 

 
9 Select the Add a Document button on Contract Header Page. 
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Step Description 

10 
11 
12 
13 
14 
15 
16 
17 

Select the desired document type from the Document Type list. 
Enter the desired information in the Description field if needed.  
Select Import Option. 
Select Current Contract/Document. 
Input 1 in the Version Field. 
Select Execute in the Status list. 
Enter the desired information in the Status Date. 
Select the Upload button. 

 
 
 
 



INFORMS Job Aid: Import a Document 
    

 

6 

Step Description 

18 Select the desired file then select the Upload button. 

 
19 Select Done with Import. 

 
20 Select Yes when prompted ‘Are you sure you are done with Import?’ 
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Step Description 

21 Select View Document to view the document. 

 
22 Select Reset to Dispatch. 

 
23 Select the Add Attachments/Related Documents link. 
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Step Description 

24 Select Upload a Document Attachment. 

 
25 Select the desired file then select the Upload button. 

 
26 
27 

Input the desired information into the Title field. 
Select Okay. 
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Step Description 

28 Select Execute Contract. 

 
 


