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

Contract Entry

Find an Existing Value Heyword Search Add a New Value

S5etiD (MDC Q@

Contract ID | NEXT

Style ID |RTQ Q

Contract Process Option | Group Multi Supplier hd
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Select Save.

‘ Confract || Contract Detalls H Additional Details H Insurance Details. ‘

Contract Entry
Contract

SetD wpg  Cepy From Contract

Contract D NEXT

Requast fo Quslify Q
*Contract Style q !

Process Option  Group Multi Supplier

*Status = Cpen w
I Description | The destripfion goes here. I
Administrator/Buyer Q

*Begin Date |03/08/2021

Expire Date | 08/30/2021

Approval Due Date |
Renewal Date ]

Currency |USD  Q

Rate Type |CRRNT Q

¥ Related Contracts

Add Related Contract

| ﬁoﬁfy_; nmsn. f

5 Verify that today's date has defaulted in the Begin Date field.
6 Select the desired Expire Date in the Expire Date field.
7 Input the desired information in the Description field.
8

¢ Employee Self-Service Contract Entry

Add a Document

Hew Version
Version

1
Status  Current

Contract Header Agreement
Thresholds & Notifieations
Add Comments

Activity Log

Group Contract Summary
MDC Allocations

Custom Fields.

Total Released Amount 0.00 usD

Add || UpdateiDisplay

< Employee SeifService. Contract Entry
[t | [ e || rstrtome || e e |
Contract Entry
Contract
0 e ComFomcmmt i

ContractiD NEXT

Reuest o Quslfy
*Contract Style. ° v a

Process Opfion  Group Mulf Susslier

sstatus | O v

The desarpton goes nere

Date [oataz12t

Expire Date caa02021
Approval Due Date
Renewal Date

Curency [Us0 @

Rate Type | CRRNT Q

¥ Related Contracts

Ad Related Contrac Total Released Amount 000 USD

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

Add || UpdatelDisplay
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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.

Import Document

SetlD MDC ConfractID  GRFP00O0QS0

Supplier Group Contract Multiple Supplier

*Document Type | General Contract Document ~

Sponsor Q
o oo o
+Administrator | MD_SC_CTL_CONTRACT_ADMIN Q | MO_SC_CTL_CONTRACT_ADMIN

Department Q

Tl aber] uale Due Dot OTio1o00d
i *Description | The description goes here

Import Option

® Current ContractDocument

[Current ContractDocument with no formal amendments or history to load.)
Amended Contract

[Single current contract as fully amended requiring an amendment number. History is optional.)
Amended Contract and Amendment

[ Current contract as fully amended and & current separate amendment summary file. History is
optional.}

Original and Amendment

(Criginal contract as originally signed and a curment separate amendment summary file. History is
optional.)

Current Version

m Q
Basic Info Datailz | v
Type File Name Version Status Status Date Status Time Upload
322331‘.“ 1| Execut W OEMOiZ02Y [ Upload
Prior Version is not applicable
Done with Import Cancel

Clear

Clear
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18

Choose File | INFORMS_Security_Form pdf

| Upload | Cancal

Select the desired file then select the Upload button.

19

Select Done with Import.

SefD yOC ContractiD  GRAO0004E

Supplier - Broup Contact Mufigle Suppir

*Document Type | Generdl Confract Document v
Spomsar Q

Bdministator MD_SC_CTL CONTRACT ADMIN Q| MD_EC_CTL_ CONTRACTADMN

Degartment Q
Cycle St e GBORZEEN Cyck Due Dafe (THRAE1

Deseriphin Th dsoigion pesee

Import Option

Cument ContractDocument

(Cument Corfract Document wih no fomal amendments or history o lad.§
(O Amended Contract

(Sge curment st as il amendas reuiing n amendiment e Hiory s spiknel)
() Amended Contract and Amendiment

(Cumer eriract a5l amended r s cumet sep srmayfe Hstrys
opionel)

7 riginal and Amendment
(Orighed contrac 25 rginaly siped and 2 e et mendment sumany i Hkry i
opional}

Current Version

R
ok || oo |
e FieMame Ve Saks  osBk SehsTme  Upod
m W Dw v UmH & Upload
Frice Verion s ot sl

Tone i gt [

Clear

20

Are you sure you are done with import? (10420,576)

importad file

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

If you choose Yes, system will save the imported files. You may no longer change them. If you choose Mo, you may go back to refoad a previously
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Select View Document to view the document.

SetiD
Supplier
Contract Style
Document Type
Description

Administrator

Document Management

MDT

Group Contract Mulliple Supplier
Request to Qualify

General Contract Document
The deseription goes here

MD_SC_CTL_CONTRACT_ADMIN

Sponsor

Version 1.00
Status  Executed

Reset to Dispatch

Create Amendment

Imported Document

View and Edit Options:

View Document

Contract ID GRP0000050

Department

Created On 08710/21 12:00AM
Last Modified On  D&/10/21 8:30AM
Executed On  0&(10/21 12:00:004M

Review and Approval:
nternal Contacts/Signers

External Cont:

Retumn fo Document Search

Document Details

Other Document Actions:

Send to Contacts

Deactivate Document

22

Select Reset to Dispatch.

Document Management

SefiD MDC
Supplier  Group Centract Mulliole Supplier
Contract Style Request to Qualify
Document Type  General Contract Document

Description  The dascription goes here

Administrator MD_SC_CTL_CONTRACT_ADMIN

Sponsor

Version oo

Reset to Dispatch

Imported Document

View and Edit Options:

View Document

Add AttachmentsT
Documen

elated Documents

Contract D SRPO000050

Department

Created On 08710121 12:00AM
Last Modified On  08/10/21 8:30AM

Executed On  06/10/21 12:00:004M

Review and Approval:
nternal Cantacts/Signers
Exd

2l Cont:

Document View Az

Retumn to Document Search

Document Details

Other Document Actions:

Send to Contacts

Deactivate Document

23

Select the Add Attachments/Related Documents link.

Document Management

SetiD  MDC
Supplier  Group Contract Muttiple Supplier
Contract Style Request to Qualify
Document Type  General Contract Document
Description  The description goes here
Administrator MD_SC_CTL_CONTRACT_ADMIN

Sponsar

Version 1.00

Status Executed

Reset to Dispatch

Create Amendment
Imported Document

View and Edit Options:

View Document

Contract|p GRPO000050

Department

Created On  06/10/21 12.00AM
Last Modified On  06/10/21 2:30AM
Executed On 06/10/21 12:00:00AM

Review and Approval:
nternal Contacts/Signers
Extema

Document View Az

Retumn to Document Search

Document Details

Other Document Actions:

Send to Contacts

Deactivate Document
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24 Select Upload a Document Attachment.

jment

SetiD MDC

‘ Upload a Document Attachment File

Attachments
5 a

Files Description | b
Allow
EmailiDispatch

u]

Related Documents

" Q

Related Documents | Details ||\>

Visible to

Allow EmailiDispatch T

o o A Hoe

Allow Public View  File Name

*Source Transaction

Attachments and Related Documents

Contract D GRPO0DOD4S

AdHoc ID Document Status

Wi Al

25

| Upload | Cancel

Choose File | INFORMS_Secunty_Form pdf

26 Input the desired information into the Title field.

27 Select Okay.

SetiD MDC
Supplier  Group Contract Multiple Supplier

(T

| Upload another Document Attachment File

Attachments
5 Q

Allow EmailiDispatch  Allow Public View  File Name

Descripiion | [Iv

o a

Related Documents

" Q

Related Documents ‘ Details

Visible to
Supplier

[

Allow EmaillDispatch *Source Transaction

A Hoc

Attachments and Related Documents

ContractD  GRPRO0004S

Title View

INFORMS_Security_Form.pdf Put the tite hers. ‘ View

*SetiD Ad Hoe 1D Internal Document Status

Help

View All
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Select Execute Contract.

SetiD
Supplier
Contract Style
Document Type
Description
Administrator

Sponsor

Version

Status

Document Management

MDC Contract [p GRPOICO0S0
Group Contract Multiple Supplier

Request to Qualify

General Contract Document

The descripiion goes here

MD_SC_CTL_CONTRAC

_ADMIN

Department

1.00 Created On 08/10/21 1Z-00AM

Dispatched Last Modified On DBM10/21 2:35AM

Redispatch |

Documen:

View Document

| ecute Contract I

Imported Document

View and Edit Options: Review and Approval:

nternal Cantacts/Signers
Extemal Contacis/Signers

Edit Document Document View Access

Modify Attachments/Relsted Documents
jersian History

Retum to Document Search

Document Details

Other Document Actions:

Send to Contacts
| Recreate Document
| Prepare and Routs for e-Signaturs

| Deactivate Document




