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Supplier Contract Management (SCM)
Importing Contracts and

Amendments

Using this process, an existing executed contract is imported into SCM so that a new

amendment/renewal can be processed in SCM.

The existing contracts may be governed by the Professional Services Contract manual posted at www.in.gov/idoa/3000.

htm or the Delegation of Purchasing Authority Program manual posted at www.in.gov/idoa/2865.htm.

Contract Administrators and Internal Collaborators will receive periodic emails providing helpful hints. These will be
posted on the Electronic Contracting web page available at www.in.gov/idoa/3016.htm.

Browser and Software Requirements

Internet Explorer(IE) version 11.0 or earlier and Mozilla Firefox are the acceptable browsers to use when signing a contract. Google Chrome
is not compatible and cannot be used. Adobe Reader version 10.0 or later is required. Adobe Reader can be downloaded for free from

www.adobe.com/reader/



www.adobe.com/reader/
http://www.in.gov/idoa/3000.htm
http://www.in.gov/idoa/3000.htm
www.in.gov/idoa/2865.htm
www.in.gov/idoa/3016.htm
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Importing Existing Executed

Documents

A Transactional Contract Document does not exist in SCM and must be created prior to creating the SCM Amendment

Document. The executed document(s) need(s) to be imported into PeopleSoft in order to do a future amendment/
renewal within SCM.
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Before beginning the process, gather the following information/documents:
1. Vendor must be in PeopleSoft and tied to an active Bidder ID. Does the vendor have an active Bidder
Registration? What is the Bidder ID? If not, Bidder Registration must be completed by the vendor.

Main Menu > Vendors > Vendor Information > Add/Update > Vendor

w Cosss (TR

SetiD: STIND Vendor ID: 0000009015 THE UNIFORM HOUSE

Bidder Buy Indiana self-certification

ydor Activation Date: 08/23/2005

stered by Procurement Bidder ID: 0000001254 Certified:

 Registered Buy Indiana: PrincipalPlace of Business

2. What is the original contract’s last signature date?
Jessich Robertéon, Commissioner Brian E. Bailey, Disctor
pue \OJLOROYS Date: __ N\-lons

APPROVED as to Form and Legality:
(Hfice of the Attomey General :

Dewald \dw (for)
Gregory F. Zoeller, Attorney Generzl

Date: (.24. 16

3. Are amendments/renewals to be imported as well? How many? Are the amendment/renewal documents

available electronically? What is the last signature date for each amendment/renewal?



Phase 1: Create the Transactional Contract

Documeni vendor 0
S amount

05/25/2025

I HSVHd

Main Menu >> Supplier Contracts >> Create Contracts & Documents
>> Contract Entry

1. Click the Add a New Value tab

Add a New Value

h_lm'.l an Existing Value

SetiD: STIND |Q

Contract ID: INEXT |
Contract Process Option: | General Contract v|
2. Click Add
3. Review/Complete the Contract Entry
. Contract
Header Requirements —
Enter/Look i G ooy From Contract
a. Enter/Look up s - Version E l .
Administrator/ “$ues: [Open ¥ Location: tone Appreesl
[ o el
Buyer (PS User [D  AdminstratorBuyer: foonsess QA wemer Jeana 061 Add os
of contract author) : FR— "
b. Enter/Look up Vendor: Vendor Search Contract Astrites Document Suatus
Vendor Name eneri COmE oo mcn: e R
or Vendor ID [t Gonlract Releases
Expire Date: Ll
(found on the MOSt  Runews: ose .' B
. [uso’ [CRRNT r 1000
current Executive ~ ““™"" :f: K e Mot Aniounk: S0
Primary Contact: | W Line Item Released Amount: 0.000
Document - e . MName: g Rk R =
Summary [EDS]) Description: P61 Consutng % ::: tem Released Amount: 0,000
| Released Amount: 0.000
c. Enter Begin Date oo ; I

] Tax Exempt

P~

(original contract
Date)

d. Enter the Expire Date (the most current expiration date)
Enter the Maximum Amount (this includes original contract and all amendment/renewal amounts)

f.  Enter Contract Description (enter the 3 digit Business Unit followed by a description; 30 character limit)

4. Enter Line Items or a Line

Personalize | Fing
Category - Choose Only one TP Order By Amount | ltem Information || Default Schedule || Release Amounts || Release Quantities || Line Groupings || Spend Threshold |
of the two OptiOI’lS. Line ‘Ihem ‘Description {uou Category Merchandise Amt Inciue
1 R . | E B[ | & | [ OCR&RW E
If this is a Zero based aiae e

-
. contract, the Line Category -

must be 012343a67. SSETR) Preing Options | Release Amounis | Spend Thesnold -
Line Category Description | | [ Status
1 | & B T % Active

Personalize | Find | View All




5. Click PO Defaults hyperlink

6. Complete PO Defaults page

~ Order Contract Options

These values are critical to route the SCM Contract
Document through the correct approval workflow.

a. Enter/Look up Business Unit
(required)

b. Enter/Look up Ship To: (required)

c. Enter/Look up Dept (agency

department ID) (required)

d. Click OK

7. Complete Tier 2 Details tab (Minority/

[] Allow Multicurrency PO Allow Open Item Reference

Corporate Contract [l Adjust Vendor Pricing First

[]Lock Chartfields Price Can Be Changed on Order

PO Defaults Add Open Item Price Adjustments
Contract Entry
PO Defaults
SetlD: STIND  Contract ID: NEXT Version: 1 Vendor ID: 0000109045
*Business Unit: (0 Cooy from BU Defaults -
Vendor Loc: [REMITO0T Q
Buyer: Q
Origin: WQ
Currency: EQ [CRRNT Q Billing Location: 061CONT @
Payment Terms ID: IAREAR Q [¥] Tax Exempt (0003178568
Ship To: [ETMIS Q@ ship To Adgress AM Business Unit [ Q
Location: [ Q [ Capitalize
IN Unit: a Profile ID: a
Freight Terms: _FOB DEST Q Cost Type: Q
Ship Via: [ Q Ultimate Use Code: [ Q
Charge By: ‘Where Performed:

Women/Veteran Business Enterprises participation)

All minority, women-owned and veteran business enterprises participating as subcontractors in fullfillment
. of the Contractor's duties should be recorded on the Transactional Contract Document. The entry accurately
documents sub-participation and it will default into the Text Contract Document when it is created.

Bidder ID 'Name

| Tier2 Type
|0ooDo01707

1 [Minority. V]

a.

b.

c. Enter/Look up Bidder ID

d. Enter participation Percentage
e. Enter Utilization Date

f.  Enter Scope

g. Click Add (+) to insert additional
lines, then repeat b-f above.

(CQ, Alan Stanley & Associates, Inc ||

Personalize | Find | il | i
_Uh‘limﬁon Date [ Scope

2,500 |01/01/2017 [5) [Marketing services

Percentage

Review the original contract to acquire participants’ information
Select Tier 2 Type (If no participation, select NONE and go to 8 on pg. 7)

Personalize | Find

17 [5 [Marketing services

=
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>
0 /)
!
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8. Click Contract tab =
Tier 2 Datails >
N
Contract Entry E
Contract
9. Click Save 1 L]s Q| = wm Q| RIL T
Make note of the View Categoey Hierarchy Catagory Search
25 digit Contract
:
ID assigned by s S ] ik
PeopleSoft. Line Catagory - Ouseriation
1 234567 ), SCM $0 Contract

@ seve | [ RewmioSeach [T Moty Retesh



R s |

Contract

SatiD:
& i TN Vershon: 1 Status: Current
ontract ID: GOODOD0OODO00O00DDOD01 5045 Saqé: ) a
status: [Open ] R Approval Dus Date: .

Agministrator/Buysr: Woosss3 a Warnar, jeania.-0E1 - Adda Document
Set ID Status Add a Document

Populated as STIND (State of Indiana). All Transactional Contract Documents will be Clicking this begins the creation process of the

created and edited in Open status. SCM Contract Document after all fields have been
Contract ID completed. (Displayed only for new Transactional
on rac . L. Contract Documents where no SCM Contract
A 25 digit contract number auto-assigned by Administrator/Buyer )
Document exists)

PeopleSoft. The Contract ID number replaces the The PeopleSoft ID of the contract author.

EDS number.

Process Option: Ganaral Contract Add Comments ALINTY Log

Vendor: HELMC-0C \endor Saarch Contract Activisieg Document SiElus
=yender ID: DOI0S04S |G, FA WILHELM CONSTRUCTION | mary Cantact info Thresholss & Motifications

e R Sentract Header Agreement

*Begin Dats: 1210172018

Expire Dats: 111302017 Tl

Renewal Date: @ | Amount Symmary @@ |
currency: usB/Q  [cRRNTQ Maximum Amount: 1.000.000) ysp
Primary Contact: ra“‘:‘"ﬂ Ling tem Relsassd Amount: 0.000

ame:

FPERTE S s | l:thgu:':lluud Ammm:t 0.000
Description: |01 Coneulting i g i
Vendor/Vendor ID Add Comments

Confirm that the Vendor name or Vendor ID Can be used to document information specific to the Transactional Contract Document.

matches the most current Executed Document

S (D) Contract Activities

Can be used to record action/activities concerning the Transactional Contract Document.
Begin Date & Expire Date

Contract Header Agreement
Not to be used at this time.

Dates that should reflect the expected term of the
contract. Confirm the Begin Date is the original

contract date and the Expire Date is the most
Contract Releases

current expiration date. )
Used to issue a purchase order when the SCM Contract Document has been executed.

Description

Confirm entry of the 3 digit Business Unit and Activity Log

. Displays system-recorded activity concerning this Transactional Contract Document.
description.

Document Status
A search tool that locates all documents associated with this Transactional Contract Document.

Maximum Amount

Confirm this includes original contract and all
(Requisition, Sourcing Event, Purchase Order, Receipt(s), Voucher(s), Payment(s), etc.)
\

Thresholds & Notifications

Not available at this time.

amendment/renewal amounts.




Phase 2: Upload the Text Contract
Documenti(s)

0512572025 |

Main Menu >> Supplier Contracts >> Create Contracts and Documents

>> Document Management
1. Click Add a Document

The Create Document page will appear Wemer,Jeania-061  AddaDocument
L . )
2. Choose Criteria to Build Template s
. . seuu: STIND <
a. Click Look Up (magnifying glass) to >
select Document Type (should represent Vendor: FA WILHELM CONSTRUCTION CO INC é}
the boilerplate used on original executed ‘Document Type: [sO1_PROF_SERVICES I .
contract) Configurator ID: [SOI_PROF_SERVICES | so o
'Description: [061 Consulting
b. Review/update Description
A 60 character field used to describe this ‘Administrator: 14005563 QA we
contract. sponsor: [ Q
Department: 039095 Q' poA - Procurement - Admi

c. Review/update Administrator

d. Enter Sponsor (if desired)
Not required, this field provides an option to note a secondary/alternate agency contact. SCM generated email

notifications are not sent to the sponsor.

e. Review/update Department
Required for all SCM Contract Documents as it designates workflow approval route; comes from PO Defaults.

The Requisition Type is critical to route the SCM Contract
Document through the correct approval workflow.

f.  Click the drop down arrow to select

'Requisition 3
Requisition Type (Represents the Req/PO — _—

type used on the original executed contract. See list below.

This is a critical decision point. Every subsequent document created will be impacted through the Requisition
. type chosen. The Requisition Type and the Document Type should be as similar as possible.

Requisition Types that are used for SCM Contract Documents

Amendment Equipment Lease to Purch Agree Memo of Understanding Professional/Pers Cntrct Amend
Amendment Info Tech Grant Proc Serv Contract Continue Renewal Equipment Lease Agree
Amendment Grants IBM Basic Ordering Agreement Procurement Contract Amendment ~ Renewal Equipment Lease Purch
Amendment Property Lease Info Tech Addendum Procurement Contract Renewal Renewal Maintenance of Equip
Continuation Equip Lease Purch ~ Info Tech Prof Services Procurement Service Contract

Continuation Maint of Equip Info Tech Renewal Prof Service Contract Renewal

Equipment Lease Agreement Maintenance of Equipment Professional Service Contract

g. Click Import Document .
Create Document. ... | [m—_—00 0066l ee

The Original EDS field is available to enter the . ‘

Administrator: [Rooaw—q Roxie Coble - 00061
. EDS number as a reference sy e S —

,,,,,,,,,, R84 Ao i

9



3. Determine the appropriate path based on what is being imported

SCM will consider the document an “amendment” if it was an amendment and/or a renewal when originally

executed
Original Contract/Document  Original Contract/Document
Only the Original Contract/ and and o~
Document 1 Amendment/Renewal Multiple Amendments/Renewals E
N
=
S =
-]
amount amount amount
vendor vendor + vendor +
05/25/2025
- 1
N4 \}V
Complete actions Complete actions Complete actions
on pg. 11 on pg. 12-13 on pg. 14-16

10



Importing Only the Original Contract/Document

1.

Verify Current Contract/

Document is selected @ Current
{Current Contract/Document with no formal amendments of history 10 load.)

Amended Contract
{Sanvgle cusment contract as fully amended requirng an amendment number. Histony s optional )

Enter the appropriate Details
information for the Original T File Nome  Version St Status Date
Contract/Document

a. Enter Version= 1.0 Contract Document I 1.0 | Executed v .1Wm [

b. Enter Status Date (last

signature date of the contract)
Click Upload Status Time Upload Clear
"~ LuUpload Glear

Click Browse
Search the network file ? Hel

directories and locate/select the

C:\Users\idoatraining\Desktop\SCM_lmport\S?ﬁ14—000| Browse...

saved Text Contract Document.

d | Cancel

Click Upload
l If the message below is
. received, decrease the size of the file name to less than B0 characters.

Message

Attachment failed to upload. (18038,10013) Attachment operation failed for unknown reasons. (Aftachment built-in error 12). (18036,10003)

e nrr——

i Nk

Click Done with Import

A warning pop-up box will Prior Version is not applicable

appear. - Donewshimpot Cancel

Select the appropriate option to indicate if changes are needed.
a. Click Yes if no changes needed. No further edits will be available.
b. Click No if changes are necessary.

Are you sure you are done with import? {10420,578)
If you click Yes, system will save the imported files. You may no longer change them. If you click No, you may go back to reload a previously imported file.

MNa

If the Contract Administrator answered Yes when the answer should have been No, a GMIS issue will need to be submitted
to cancel the Transactional Contract Document. It will be necessary to restart the Create the Transactional Contract Document
process.

Continue to Document Management Page on pg. 17
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Importing the Original Contract/Document and One Amendment/
Renewal

1. Select Original and (LUITent LOoNracvUOCUWmEent Witlh No fonmal 3menamenmts or Nisiory 1o 10ag. )

Amendment Amended Contract
(Single current contract as fully amended requiring an amendment number. History 1s

' Amended Contract and Amendment
{Current contract as fully amended and a current separate amendment summary file. |

®) Original and Amendment
(Original contract as onginally signed and a current separate amendment summary fil

2. Enter the appropriate
information for the Original File Name Version Status Status Date

Contract/Document

a. Enter Version=1.0 ent I-__ & 1“' Executed v I‘WE’ I

b. Enter Status Date (last
signature date of the

=~
=
>
n
=

contract)

3. Click Upload Status Time ~_Upload | Clear

m—

4. Click Browse
Search the network file
directories and locate/select the

saved Text Contract Document. — '
BBl | Gance|

5. Click Upload
| If the message below is received, decrease the size of the file name to less than 60 characters.

Attachment failed to upload. (18036,10013) Aftachment operation failed for unknown reasons. (Aftachment built-in error 12). (18036,10003)

i T T |

6. Enter the appropriate information for the Amendment/Renewal Document

SCM will consider the document

. an amendment if it was an Current Version
amendment and/or a renewal [ Basc it T

when originally executed.

Type File Nama  Versian Amandmient Siatus Status Oz
a. Enter Version =2.0 Original Cantrac | 1.00 Executed [10V04/20
b. Enter Amendment = 1 I—
Enter Status Date (last ikt E@] ) I Execute: UI I‘HIIBEE
signature date of the
amendment/renewal)
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7. Click Upload

| Executes | (10032007 [y |  Upoad =

8. Click Browse
Search the network file
directories and locate/select the

saved Text Contract Document. M l Cancel '|

9. Click Upload
If the message below is received, decrease the size of the file name to less than B0 characters.

=~
=
>
n
=

Attachment failed to upload. (18036 10013) Aftachment operation failed for unknown reasons. (Aftachment built-in error 12). (18036,10003)

[ 17
10. Click Done with Import
. . Amenament File  33614-001_Renewal paf | 200 |
A warning pop-up box will
appear. To specify Prior Versions enter an Amendment number greater than 0 in the Cu

© DomswanMmpot - Cancel |

11. Select the appropriate option to indicate if changes are needed.
a. Click Yes if no changes needed. No further edits will be available.
b. Click No if changes are necessary.

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

If you click Yes, system will save the imported files. You may no longer change them. If you click No, you may go back to reload a previously imported file.

Ves i No |

If the Contract Administrator answered Yes when the answer should have been No, a GMIS issue will need to be submitted
to cancel the Transactional Contract Document. It will be necessary to restart the Create the Transactional Contract Document

process.

12. Continue to Document Management Page on pg. 17
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Importing the Original Contract/Document and Multiple
Amendments/Renewals

I. Select Original and () current ContractDocument

Amendment (Current Contract/Document with no formal amendments or history to load )

Amended Contract
(Single current contract as fully amended requinng an amendment number. History i

Amended Contract and Amendment
(Current contract as fully amended and a current separate amendment summary file

® Original and Amendment

(Original contract as onginally signed and a current separate amendment summary f =z

2. Enter the appropriate E
information for the Original ile Name Version Status Status Date %
Contract/Document -

a. Enter Version = 1.0 -1“6 l Executed .,:.J '.i UJTG_MEIJOEQ ';i =

b. Enter Status Date (last
signature date of the

contract)

Status Time Upload Clear

3. Click Upload
Upload

4. Click Browse
Search the network file

directories and locate/select the  ©-\Userslidoatraining\Desktop\SCM_Import\33614-000 ' Browse ..

saved Text Contract Document. ;
Upload Cancel

5. Click Upload
If the message below is received, decrease the size of the file name to less than B0 characters.

. Attachment failed to upload. (12038,10013) Attachment operation failed for unknown reasons. (Attachment built-in error 12). {18036,10003)
e

6. Enter the appropriate information for the Amendment/Renewal Document
SCM will consider the document an amendment if it was an amendment and/or a renewal when originally

executed. ) )
Version Amendment status Status Date
Enter Version = 2.0 : =
| 1.00 Executed |10/472008 |5
a. Enter T
Amendment

The quantity is [ 200 [4 | Executer w| [10/372016 5
the total number

of amendments/renewals being uploaded.
b. Enter Status Date (last signature date of the most current amendment/renewal)
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7. Click the triangle left of Prior
Versions to add additional

Amendments/Renewals Details [==cip

-~ Prior Versions (Optional)

8. Enter the appropriate
| 1.00 Executed  |10/4/2008 B |

information for the

Amendment Document | 200 [4 Executer v| [10/372016 [

a. Enter Version =3.0

b. Notice the Amendment =
defaults E
c. Enter Status Date Version Amendment Status Status Date Status Time %
(last signature date
of corresponding 3.00 3 Executed |1_ﬂ-"1!2f.‘!14;|'£i] | —
amendment/renewal)
T 200 2 Executed  [10/212013 BJL

TTW 1 Executed 11;).11_:2012:@‘"(‘](

9. Click Upload

: [Execute: w] (10032007 () | o
10. Click Browse | Executes \ | 110032007 [ay) | Uplosad

Search the network file
directories and locate/select the

saved Text Contract Document. - ¢.\(Jsers\idoatraining\Desktop\SCM_Import\33614-000 | Browse...

Upload ~ Cancel

11. Click Upload
If the message below is received, decrease the size of the file name to less than 60 characters.

| Attachment failed to upload. (18036,10013) Aftachment operation failed for unknown reasons. (Aftachment built-in error 12). (18036,10003)

? e A
i ik H

12. Repeat steps 8-11 for all remaining amendment/renewal documents

13. Click Done with Import
A warning pop-up box will

Done with Import Cancel

appear.
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14. Select the appropriate option to indicate if changes are needed.
a. Click Yes if no changes needed. No further edits will be available.
b. Click No if changes are necessary.

inal +Mllltipl

O
S

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

i

If you click Yes, system will save the imported files. You may no longer ¢hange them. If you click Mo, you may go back to reload a previously imporied file.

Mo

If the Contract Administrator answered Yes when the answer should have been No, a GMIS issue will need to be submitted
to cancel the Transactional Contract Document. It will be necessary to restart the Create the Transactional Contract Document

process.

=
=
>
»
=
—

15. Continue to Document Management Page on pg. 17
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Sample of Imported Document Management Page

Main Menu >> Supplier Contracts >> Create Contracts and Documents >> Document Management
After the original contract/document and amendments/renewals have been imported,

the Document Management page will open.

Hover over theQ question marks to learn more about each item on the page.

Document Management m to Docume
SetiD: STIND Contract ID: 0000000000000000000015046 @)
vendor: FA WILHELM CONSTRUCTION CO INC
Document Type: S0l Professional Services Q
Description: 061 Consulting
Administrator: Werner Jeaniz-061
Sponsor: Department: 039095 DOA - Procurement - Admin Svcs
Amendment: 1 @ Created On: 10/03/16 12:00AM Document Details
version: 2.00 Amended On: 10/03/16 12:00AM
Status: Executed Last Modified On: 12/06/16 9:35AM

= ' Executed On: 10/03/16 12:00:00AM
Imported Document Q
View and Edit Options: Review and Approval: Other Document A
~ View Original Document | Internal Contacts/Signers
~ ViewAmendmentFile External Contacts/Sianers

Clearance Check

Add ntal Documen : h

17



Creating Amendments/Renewals

(From Imported Contracts)
Main Menu >> Supplier Contracts >> Create Contracts & Documents >> Contract Entry

For Amendments/Renewals that require an increase in funds there must be a

requisition that is approved and has a valid budget status.

REQUISITION
Ship Ta: ID40A, MIS Division Requisition No. Date Required Date  Pape
402 W WASHINGTOM 5T RM W473 00015757 0FNOTR2ME Tof 1
INDIAMAPOLIS IN 46204
Fundifccount: 10560 [ 332022
Dept Number: 38093
Project Mumber:
Requisition Number: 0000013737
Requestor: T207204 Bucker Teresa-P
Bill to: Indiana Dept of Administration Apgency Number: WH¥E1 Administration
Controller's Office Facility:
402 W WASHINGTOMN 5T RM W473
INDIAMAPOLIS M 46204 MUST COMPLETE FOR ICPR
Print REGQ
Streamline Eligible
Line ltem Description Quantity UDM  Unit Price Ext Amt ]
1-1 2017 window washing 1.0000 ANN 1,250_0000 1,250.00

The following UMCEFACT Unit of Measurs
Common Codes are used in this document:
AMNN Year

Requisition Total $§ 1,250.00

>
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Phase 1: Update the Transactional Contract
Document

vendor %0

amount

Main Menu >> Supplier Contracts >> Create Contracts & Documents >>[8

Contract Entry

. SetiD: STIND
1. Update the Header Information
Contract ID: 0000000000000000000015046 Seq#:
a. Change Status to Open <
S IU’H' vl Location: MNone

b. Update Maximum Amount to

include the amendment/renewal Amount Summary €3

amount if there is a change in funds | A000.000 X| USD

Maximum Amount:
c. Update Expire Date I ina Item Ralaazad Amannt: N nnn
(if applicable)
*Begin Date: 121022016 [
2. Verify PO Defaults page Expire Date:
a. Click PO Defaults hyperlink Danausal Nata: [31) -
s
- - — B
b. Verify Business Unit PO Defaults Add Open Item Price Adjustme;,  [fs3]
o
Business Unit: Iﬁ_ Q Copy fron
Vendor Loe: REMITOO01 Q
c.  Verify Ship To : [ Q
origin: NON Q@
Currency: [UsD'Q  [CRRNTQ Billing
e
Payment Terms ID: AREAR Q VI Tax E
Ship To: 051MIS Q  ship To Address AM Bu
Location: Q
.
d. Verify Dept IN Unit Q Profile
Freight Terms: OB DEST Q Cost T
Ship Via: Q Uttimat
Charge By: Where
e. Click OK
“GLUnit Fund  Account  Program  Dept Bud Rof ey
3. Click Save poosta, [ @ | Q | Qossosd Q| Q-
< I
Add Comments

@ Save| [ Notify |4 Refresh




Phase 2: Create the Text Contract Document

Main Menu >> Supplier Contracts >> Create Contracts and Documents

>> Document Management

STEP 1: Initiate the Text Contract Document

1. Click Add a Document b
The Create Document page will Approval Due Date: | Eﬂ

appear

2. Click Create Amendment
A message window will open

regarding Clearance Checks

3. Click Yes

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

No |
STEP 2: Choose Configurator ID
Create an Amended Version
1. Leave Amendment Option as
Amendment Files Only (do not Select amendment option, desired version and comment as to why the amendment is necessary and
b press OK.  Document(s) will then be generated based on amendment option.

change) Amendment Option: Amendment Files Only
Amendment Configurator ID; | Q@ Does this
Zero Amount Amendment:
Version: O Reset Version back to 0.00

2. Click Look Up (magnifying

glass) to select the Amendment et sl Smented ersion

Configurator ID

Seled amendment option, cesired version and comirent as to why the anendmert iz necessary and
press Ok, Documert(s) will then be genersted kss2d on amendment option.

Amendment Option: | 2mendment Files Cinly

Amendment Configurator ID: Ia. Does tl
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3. Select the appropriate Configurator ID specifically with “IMPORT” in the name to determine the
amendment/renewal boilerplate based on the original executed contract.

—9—*T'°““ urator ne scription

D006T AMEND DESIGNER PCON 00061 Public Works Designer/Consultant Contract Amendmer

Errgrt et B o L T e T B S

Configurator ID

00061 PW AMEND PCON 00061 Public Works Construction Change Order/Amendment
00061 PW RENEWAL PCON 00061 _Public Works Renewal Template
00340 AMENDMENT PCON 00340 Amendment

00400 AMENDMENT INC PCON 00400 1SDH Amendment to Increase for WIC Contracts
00510 GRANT AMEND PCON 00510 DWD Grant Amendments
t

P> [SO_AMEND IMPORT ___PCON SO imponsd Amerdnen ]
] ong Agreement Amendment

> SOl IBM IMPORT AMEND PCON 1BM Ordering Agreement Amendment used for Imported Docg
SOl LEASE AMENDMENT PCON S0l Real Estate L ease Amendment
SOl MOU AMEND PCON SOl MOU Amendment

SOl RENFW NO PRICF PCON Renewals that DO NOT allow a nrice increase

STEP 3: Build the Text Contract Document

1. Select whether this Amendment/ -
Q Does this contract require 10T approval?

Renewal requires IOT approval;
Yes or No

2. Select whether this is a Zero

. v
Amount Amendment; Yes or No Zero Amount Amendment: | No

a. If no, enter only the amount Amendment Amount: | _ 1000.00) X |
of the new amendment/

renewal in the Amendment field

b. If Yes, no further action is required

3. Leave Version as defaulted (do Version: () Reset Version back to 0.00
not change) @ Minor Version (2.01)
4. Add Comments (optional) “Comments: b i o
5. Click OK _‘
- OK B | Cancel
6. Click OK to the Generation

Error Message
Generation errors have been logged (10420,356)

Check Generation Log.

oK

| i
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Document Management Page

Main Menu >> Supplier Contracts >> Create Contracts and Documents >> Document Management

Below is the updated Document Management Page.

Hover over the Q question marks to learn more about each item on the page.

Document Management Haken: o Documend
SetiD: STIND Contract ID: 0 15046
Vendor: FAWILHELM CONSTRUCTION CO INC
Document Type: SOl Professional Services
Description: 061 Consulting
Transparency ID:

Administrator: Wemer, Jeania-061 Q
Sponsor: Department: 039095 DOA - Procurement - Admin Svcs
Amendment: 5 @ Created On: 10/03/16 12:00AM Document Details
Version: 20 Amended On: 12/06/16 10:5TAM
Status: Draft Last Modified On: 12/06/16 10:57AM
Includes Imported Document
View and Edit Options: _ Other Document Act

Perform Clearance Ghecks s Prepare Docume

: 2l | - Import Prior |

Add Supplemental Documents TR,
Document Modification Summary ;

Clearance Check
Add External User

22



STEP 4: Review/Edit the Text Contract Document

The check-out process ensures the integrity of the Text Contract Document is
maintained by preventing revisions by other Contract Administrators until the Text

Contract Document is checked in again.

The Contract Administrator should at a minimum review the Text Contract Document
carefully after it is created to make sure the language and required information is
complete.

View and Edit Options:
Check Out the Text Contract Document | Mo Csgnabbonsaon ‘

|_ View Amendment File {

1. Click Edit Amendment File

A pop-up message will offer the option to open or save the file.

2. Click the dl‘Op down arrow to tto open or save STIND_0000000000000000000015046_2.01.xml from devfs853.gmis.in.gov? | open || seve v|| concd | s
the right of Save

3. Select Save As

> i) Pictures i |
4. Select location to save file > videos
Do not change the file name b Computer =
. or file extension (XMI.) and File name: STIND_0000000000000000000015046 2,01 x
remember where it is saved Savesstype: (XML Document -
(. Hide Folders [ seve | Cancel
5. Click Save :
e ————
6. Click Open 2.0Lxmi from devfs853.gmisingov? | Open || swe [v|| Goncel |

The determination to open or first save the Text Contract Document is based on the
Contract Administrator’s personal preference. Once the Text Contract Document is
opened the Document Management page in PeopleSoft will update indicating that the
SCM Contract

SLALUy. wiain DL TPV PG W

LLIUD0 1D 1 1L LA

\ﬁewmmmr_lt_ﬁfs

External Contacts/Signers

Clearance Check

Add External User

Checked Out On: 12/06/16 1121AM | Document has
Checked Out By: J005563
been checked
Includes Imported Document
out. The Text
View and Edit Options: Review and Approval: Contract
| View Onginal Document | Internal Contacts/Signers
_ Document

must be saved
before it can
be checked in

again.
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Edit the Text Contract Document

Complete the Text Contract Document according to the contractual obligations and/or
negotiations that have taken place.

The Text Contract Document will be checked out in Microsoft Word with Track
Changes turned on.

It is recommended that Track How to Accept/Reject Tracked Changes

Changes remain on at this point if
a.Select Review
the Text Contract Document will

. . b.Locate Accept or Reject Icon
be routed for internal collaboration

(S ee Internal Collaboration c. Click the Accept or Reject Arrow for all options
S Final Showing Markup - 3 3
ﬂ) . —-% ] Show Markup ~ | ﬁ’ @ PR _ﬂ I
Chlr:;:s - Eallsons E Reviewing Pane ~ :u.tp!-F qua ") Next Cam‘part = ) - .‘
Tracking ! ¥2 Accept and Move to Next are
For additional information, refer to ler a1 Getinod I C 4.2.6:1.nas 2 fhanaal ierestin e Ca

iance with the disclosure requirements in IC 4-2-6-10.5

the Microsoft Word: How to Track Agreement to Use Electronic Signd_____A¢C¢Pt Al Changes in Document

&, and itis my intent, to sign this Contract by accessing State of Indana Suppiier Portal using the

Changes in Documents training

video on http -//Www.in. gov/ d.Select the option that best fits the business practice
idoa/3016.htm.

This is an Amendment to the Contract (the “Contract”) entered into by and between
the %%AGENCY _NAME%% (the “State”) and FA WILHELM CONSTRUCTION CO INC (the

1. Enter missing “Contractor”) approved by the last State signatory on |
variables In consideration of the mutual undertakings and covenants hereinafter set forth, the parties agree
as follows:
Look for "%%" and 1. The Contract is hereby [renewed] [extended] for an additional period of _ It shall
blanks. terminate on December 01, 2017.

et e e e e ) i e e e e e o e e ey e e ol wtiicie~ Total remuneration under
into this Amendment. The parties, having read and understood the foregoing temms of this Amendment, do
by their respective signatures dated below agree to the terms thereof.

{|FA WILHELM CONSTRUCTION CO INC | (Enter Agency Name)

2. Add Attachments/Exhibits
Attachments/exhibits that need to be incorporated as part of the legally binding SCM Contract Document
must be inserted into the Text Contract Document directly following the signature/approval page. The
entire SCM Contract Document will be posted to the Transparency Portal if designated by the Contract
Administrator.
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https://www.youtube.com/watch?v=5_knruAysnA
https://www.youtube.com/watch?v=5_knruAysnA
http://www.in.gov/idoa/3016.htm
http://www.in.gov/idoa/3016.htm

If there is an ERROR with the following fields, it
Exhibit/Attachment Formatting will be necessary to follow the below instructions.
Considerations
* Inserting PDF files into the Text
Contract Document
Convert PDF files to TIFF files. * Vendor Name

If this is wrong, update the Transactional Contract Document

¢ State Name
If this is wrong, recreate the document (pg. 38)

*  Microsoft Word Functions and recreate the document (pg. 38)

Copy/paste can be used. Microsoft
» Start /End Date

Excel tables can be used, but be careful
If this is wrong, update the Transactional Contract Document

with the formattmg. and recreate the document (pg. 38)

*  Graphics/Images

. . * Consideration Amount
Graphics can be included, but be . .
If this is wrong, the Contract Administrator must have the

careful with the formattmg. individual who completed the sourcing event update the

¢ File Size Limitations amount in Sourcing. Then, recreate the document (pg. 38)

There is no file size limit as long as the
SCM Contract Document is not being emailed. If the file needs to be emailed, then the file size must
be less than 25 MB.

Save the Text Contract Document
It is critical that users are cautious and mindful of the location where the Text

Contract Document is saved.

1. Save the Text Contract Document using one of the following methods.

When checking out the Text Contract Document initially if
a. Save As was selected, click
B H S O-

FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES

Save

AL LY IV I

b. Open was selected,
*  Click File

m:@ Some new features are disabled to prevent problerns when working with previous
versions of Office, Converting this file will enable these features, but may result in

Convert
. Click Save As layout changes.
¢ Select location to save file
. > =/ Pictures
Do not change the file name Lol
or file extension (XML) and
e > {% Computer -
remember where it is saved ; = _
File name: STIND_0000000000000000000015046_2.01 -
* Click Save Save as type: [XML Document 'J
= Hide Folders [ sae | | Cancel |
2. Click the X in the upper right
hand corner to close the Text 5-

Contract Document Thayer, Jessica (IDOA) ~
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Check In the Text Contract Document

Once the Text Contract Document has been reviewed and any necessary adjustments
made, the Word (XML) document must be checked in through PeopleSoft. If the
Contract Administrator did not have the opportunity to check in the Text Contract
Document in a reasonable time and is logged out of PeopleSoft, the process begins

from the Document Management page. Q
B e Voo
1. Navigate to the Contract Entry page
Main Menu > Supplier Contracts > Create
Contracts and Documents > Contract Entry SetlD: = ] STIND
Contract ID: containg | 15046
2. Ensure the Find an Existing Value tab is Loy Version: .
Version Status: = o
selected Contract Process Option:| = vl |
Description: begins with
3. Enter search criteria for the Transactional Shost Vendor Mame: begins with W
Contract Document Vendor Name: begins with |
Master Contract I0: begins with

[l Cormect History  [_]Case Sensitive
4. Click Search

\Searche |l Clear - Basic Search [ Save Search Criteria

5. Click any Search Results
hyperlink in ~ Wiow Al
the row of the  senp Contract i e Smet  Coniract Process Option
appropriate o gl A i m o - Lk ol A M .|
SCM Contract
Document

The Transactional Contract Document will open.

Contract Entry
Contract
SeflD: STIND Version: 1 Status: Current
Contract ID: 0000000000000000000015046 Seq#: ]
Approval Due Date: | &
“Status: Location: REMITOO1
Administrator/Buyer: 14005563 Q Wermner Jeania-061

~ Authored Document 9

Authored Status: Draft Document Version: 201  Amendment: 5

26



6. Click Maintain Document O ———

The Document Management page will open ina ™entVersion: i asnieE 5 |hisiolein Rlosiiiments
new tab
View Amendment File
7. Click Check In
The Check In Document page will open. ‘Check In
Cancel Check Out
8 . Verlfy that 3eCt the desired versioning opion and enter a bret descnpiion descnbing the changes. CIICK the UK DuTion 10 proceed and you will then |
2 filename for where the file you are checking in resides.
the correct
tiD: Contract ID:
SCM Contract .9 STIND 0000000000000000000015046
endor: FA WILHELM CONSTRUCTION CO INC
Document and
. . ersion: (O Same Version (2.01)
version will be
' T—
checked in. oo mm—

The Minor Version option will be selected by default. Do not change.

9. Add Comments
concerning this *Comments: Check In:

check in action

(if applicable)

10. Click OK

A pop-up
window will |

OK |  Cancel |

open.

11. Click B -
ek Browse o Check In Amendment File
Search network file directories

? Hely

and locate/select the saved

Text Contract Document. C:\Users\jwemer\Desktop\STIND_00000000000000000 Browse...

12. Click Upload ‘ WI | Canceh
The check in process will y

return to the Document
Management page when the
Text Contract Document has been successfully uploaded.
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STEP 5: Supplemental Documents

Required Supplemental Documents

To validate the procurement method used, the Contract
Administrator must upload the appropriate supplemental
document(s) that may include:

e RFP Award Letter

* Subcontractors’ Minority or Women Business Certification
letters

» DPAP Solicitation Summary
* Special Procurement Form and Approval

* Any documentation that explains the purchasing method and
evaluation/award
Failure to provide these details may delay SCM
. Contract Document approval.

An agency’s business process may require other supplemental
documents such as

* Clearance check results
* Email correspondence concerning negotiations
» Research information gathered during planning phases

* Notes outlining specifications/qualifications to consider

Supplemental documents are references
that are only accessible by internal
resources and are not incorporated

into the SCM Contract Document.
These documents do not appear on the
Transparency Portal. The Contract
Administrator may elect to allow

the supplemental documents to be
emailed to the External Signer when
the SCM Contract Document is sent for

signature.

Any attachment, exhibit, or extraneous
document referenced must be inserted
into the SCM Contract Document must
follow the signature/approval page (See
Edit the Text Contract Document, pg.

24).

Edit Amendment File

1. Click Add Supplemental Documents
The Supplemental and Related
Documents page will open.

Supplemental and Related Documents

2. Click Upload a
Supplemental Document
File

A pop-up window will open

SetlD:
Vendor:

WARNING - Supplemental Documents are not included as part of the legal col

Add Supplemental Documents
Document Modification Summary

STIND Contract ||

FA WILHELM CONSTRUCTION CO INC

or attachments. Anything that should be part of the legal document must be i

Supplemental Documents

R Descroton
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. Upload Contract Document Supplemental File
3. Click Browse

? Help
Search network file directories and locate/

select the saved supplemental document. Gl lserspwemenDeskinp\spectal Brocinermert Fom o

| Upload || Cancel
4. Click Upload
The uploaded file will be displayed under
the Supplemental Documents section.

Allow File Name Title

EmailiDispatch

View Delete
O @ Special_Procurement_Form_and_Approval.doc 9 : 9 _ Wiew! 9 = 0

o Click Upload Another Supplemental Document File to include additional documents.

Check Allow Email/Dispatch to prepare the supplemental document to be shared with the External Signer. (If applicable)

The File Name is what the supplemental document was originally titled when uploaded into PeopleSoft.
Use the Title field to rename the supplemental document according to the agency’s business process. (If applicable)

Click View to open and review the supplemental document.

@ DOD O

Click Delete (-) at the end of the row to remove the supplemental document if needed.

Details
5. Click OK when finished Emaﬁgg:lpatch ‘2::::7;? *Source Transaction
The screen will return to the Document u u [Ad Hoc v
[,
Management page. P
[ Cancel
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STEP 6: Internal Collaboration

SCM provides an opportunity for the Contract Administrator to work with other
agency personnel in preparing/authoring the Text Contract Document through the
collaboration feature. The access granted (review or edit) to the Collaborator is set

up by the Contract Administrator.

View Access
This provides the Collaborator the ability to review the Text Contract Document draft

and provide comments to the Contract Administrator.

Edit Access
This provides the Collaborator the ability to review and edit the Text Contract

Document draft and provide comments to the Contract Administrator.

The Collaborator role is granted after completing the ID0A Contract Administrator training or the online
collaboration training and a GMIS issue is submitted by the Agency Fiscal Security Coordinator. If there are
access problems, submit an issue to GMIS

The Internal Collaboration process may be completed as many times as appropriate for the Business Unit's
business process.

Collaboration must be finalized before the External Signer and Internal Signer can

sign the SCM Contract Document.
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Set up Internal Contact(s)

1. Click Internal Contacts/Signers Review and Approval:

|. Route Internally |

I
l Perform Clearance.Checks
l

The Internal Contacts List page will open.

External Contacts/Signers

Internal Contacts List
Setil: STIND Contract I 0000000030000000000013032
Vendor: 3M COMPANY

The felowing st contains both internal collaborators and internal signers (if enabled). Use the "Signature Setlings’ 1ab to specify which users are requined 1o sign
and have access the "Sign Document’ button for prepared documents. Depending on your setup internal signatures can be colecied either during workflow
approvals, or after approval using the "Route for Internal Signatures’ button.

Hote that the actual signature faekd{s) which appear in the document are determined by your configurator, clause, and rule setup, and not necessarily the

Signature list.
Internal Contacts List

Colaberation Setbtngs

 AA[ B ] 2 et K

Personalze | Find | VViav

Sgning Settings

Collaboration

l-um Description Collaboratar Edit Checkin o 0 Collaborated On
[l Q ) ] Initial =
K | Cancel
2. Select the Collaboration Mote that the actual signature field{s) which appear in the document are determined by y
Settings tab
Internal Contacts Lisl
CoEaborabon Sefbr g5
Jzer Description Collaborator
3. Enter the User ID
Manually enter the S
Collaborator’s User list.

ID or use the Look Up Internal Contacis List

(magnifying glass) to locate Coliaboration Setfings Signing Settings BEE

it using search options.

|

The Description field will i*l.]li:-er Description

populate with the name I [ _

of the User ID entered/ ||R[H]3521 El- Roxie Coble - 00051
L

selected.
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4. Select the security access tings =

for this Collaborator : .
, on Collaborator Edit/ Checkin Collaboration
a. For view access Status
only, select the sble - 00061 Initial
Collaborator
checkbox. u |

b. For edit access, select
the Collaborator and Edit/Check In checkboxes.

Adding or Removing Collaborators

Parsonakge | Find |

Click Add (+) to insert an additional

Collaborator and repeat steps 3 and 4. o Edit! Check In wm Callaborsted On
¥ - | L=
Click Delete (-) to remove a Collaborator. 2 D. _Inlﬁﬂ 5 4. :E

5. Click OK somg e =2 _
. *User 'Description Collaborator Edit/ Check In ng::“m'““ i
The screen will return to T - - -
the Document Management
s Ok | [ cancel |
page.
Launch Internal Collaboration
1. Click Route Internally
T Options: Review and Approval:
Original Document | .~ Routeinternaly
¢ Amendment File | [ Preview Approval |
¥ iment File l | Rerfonm Glearance Ghesks .|
| ‘Bypass Approvals |

mental Documents
wdification Summary
rsion History

internal Coniacts/Signe

External Contacts/Siagners

Clearance Check

The Internal Contacts/

Internal Contacts / Collaborators

Collaborators page will

. SetlD: STIND Contract ID: 0000000000000000000015046
open for review. Vendor: FA WILHELM CONSTRUCTION CO INC
~ Internal Contact Details Personaiize | Find | View Al | 7] I R
& E— S Can Edit During  Collaboration |
Collaborators may be R i) | € ' Colaboration  status Date Time
- added or removed from ) e [

this page. The access for * Collaboration Instructions
each Collaborator can also
be changed.

| sae || Route Internally | Retur to Document Management

32



2. Enter instructions ~ Internal Contact Details Personalize |

. S Can Edit During Collab
or comments for the User Description Collaborator Gl 1ot

Collaborator(s) in the 1[RO03621 @, Roxie Coble - 00061 Initial

Collaboration Instructions

field ‘
3. Click Route Internally | 1jruusezi 4, |MOXIE LODIE - UUUD T ] |+

An email will be sent
to all the contact(s)
requesting collaboration.

' Collaboration Instructions

If there is more than one
Collaborator, they will

b Collaboration Comments

access the SCM Contract . save | | Return to Document Management

Document in a “first come,

first served” basis.

Sponsor: Department: 039095 DOA - Procurement - Admin Svcs
Amendment: 5 Created On: 10/D3/16 12:00AM Hor ik Tk
Version: 2.02 Amended On: 12/06/16 10:57AM
Status: Pending Collaboration o Last Modified On: 12120116 10:36AM

Includes Imported Document

¥ Collaboration Comments

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

| View Original Document | | Cancel Collaboration | 9 | Import Prior Document
| View Amendment File '! | Modify Collaboration | 9 Generation Log

B EE Pk s i Internal Contacts/Signers

Once Internal Collaboration has been routed, the Document status will be Pending Collaboration.

Click the Expand icon to open the Collaboration Comments section if collapsed.

Collaboration may be canceled at any time by the Contract Administrator. Canceling will remove all Collaborators and
associated comments.

O & 09

Collaboration may be modified if additional Collaborators are necessary or additional comments/instructions are required.
Collaborators can be added, but Collaborators who are pending cannot be deleted.
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PeopleSoft Email Notifications

PeopleSoft will send notifications throughout the SCM process.

Below is an example of an email a Collaborator may receive.

Tue 12/13/2016 1.2:56 PM
n XXAHackett@idoa.IN.gov

Collaboration Review Invitation for Document "0000000000000000000015033"
To Thayer, Jessica (IDOA)

Enterprise Vault + Get

Your collaboration is requested for Document "0000000000000000000015033".

SetID/BU: STIND

Document: 0000000000000000000015033
Contract Description: 061 non skid shoes
Amendment: 0

Document Owner: Hackett, Angelina - 00061
Instructions:

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

https://devfs853.gmis.in.gov/psp/fs9lga? 2/EMPLOYEE/ERP/c/CONTRACT MGMT.CS DOC MAINT.GBL?
Pape=CS DOC MAINTE&Action=U&CS DOC 1D=1001887

If email notifications and/or worklist Workflow Attributes

access 1s desired, Email User and/or : )
Email User Worklist User
Worklist User must be selected under

Workflow Attributes in “My System

Profile”.
Main Menu >> My System Profile

Verify that the correct email address is listed.

Primary Email f i
—W—M ‘Email Type | Emall Addiess |
[Business V| [iWemer@idoa IN.gov *
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Finalize Internal Collaboration

An email notice is sent to the Contract Administrator when the last Collaborator

clicks “Mark as Reviewed”.

1. Access the SCM Contract Document’s Document Management Page using one of the following methods:

a.

Email Hyperlink
Click the hyperlink
provided in the email

notification.

Worklist

Click the hyperlink to
access the collaboration
item (will be marked

as “Collaboration
Complete”™).

Navigation

Main Menu >> Supplier
Contracts >> Create
Contracts and Documents
>> Contract Entry.

Click Maintain
Document after locating
the appropriate SCM
Contract Document.

FS91DEV - Document Collaboration Complete for Document “DO000 0 13032
ndpqh,ualsﬁ@indutinw
£ Mhan TA0LE 13:03 A
# Organ, Sharen
Bocument Collaboratlon Complete for “O0S00000000G00800HP]13832"
S¢t TDVEU: STIND
Document 13832
Contract Descriptian: Malatesnce Agreement for Color Coplers
Amendment o ]
Docusant Ouner! Lawgon, Magan-@61
You can navigate directly to the page by clicking the link below.
F; ", T
Roxie Coble - 00061
Worklist Filters | v ) Feed
om Work Item Worked By Activity Priority Link
: Set 1D: "STIND" PO Contract ID:
1016 O oo Document Maintenance /| “0D00D00D0000000NDN 5046
L B L L

ORACLE’

varites | Hﬁnyenu

m_[rﬂmh Menu:

| &
op Menu [ ENCOMPASS » o Application Announcements
AOS Conversions ¥

% Employes Self-Servica 3 FS91QA2
| — Manager Self-Service x
he menu (] Supplier Contracts H10A2 This data was r
lenutog 0 Items (= Create Confracts and Doct

BT 3 Vendors 3 Monitor and Update Agree/ [ Contract Entry

ighlights 73 M/W/DBE Repository {3 Manage Contract Library _‘1 Document Management

3 Pay Audit System 3 Supplier Contracts Setup -5 My Document Preferences
Recently — biirchacinn . Soarrh Canfant
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2. Review Collaboration Includes Imported Document

Comments
This document iz ready for final review. Please review and accept any changes made b the cellaborators and tne press the Fin

- Collaboration Comments

[Roxie Coble - 00061 2016-12-20-10.42 26.000000]
This looks great. Please proceed with processing.

Add Collaboration Comments

3. Click Edit Amendment File View and Edit Options:

| View Orginal Document |
The Contract Administrator

- must accept/reject the | View Amendment File i
changes as appropriate. The - : ———

Text Contract Document should | -Edit Amoendment File.—- |

represent the version that will

be prepared for signature. When finished, save and check the Text Contract Document in. (See Review/Edit the
Text Contract Document pg. 73).

4. Click Finalize Collaboration

Amendment: 5 -

If needed, additional e 2.02 /

- collaboration can be setup, ~ Slatus: Collaborated, Pending Review L
launched and finalized. l Finalize Collaboration: |

P L Ry, T et el (P Y o, WL TR
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Recreate Document (If Necessary)

Use the Recreate Document process to:
 Rebuild the Text Contract Document completely
« Correct the Document Type
« Update answers to wizard questions

 Return to the boilerplate template

1. Click Recreate Document

The Recreate Document Options window will open

(& INTErmnairy e e
: = Recreate Document
2. Update Document Type (if Sl b - —
aaranpahac ks Prepare Document for Signing

applicable) Hearance.Ghecks

Leave the Version as OK button to proceed and the ;fumcess to generate the new document will be started.

defaulted : e

Document Type: 501 Professional Services e
Amendment Option: Amendment Files Only

3. Enter Comments (if Amendment Configurator ID; | SCI_AMEND_IMPCRT QL

applicable)
Version: () Same Version (2.02)
(®) Minor Version (2.03)
4. Click OK

. () Major Version (3.00)
A pop-up will open.

*Comments: Document Recreated:
5. Click Yes
Continue to confirm previous
wizard answers and make E—— P

changes as necessary to
rebuild the Text Contract

Document.

Warning: This will recreate this document. (10421,34)

.ﬁI:I____@gl_qL_J_q[__t_agits made to this document will be lost when the document is recreated. Are you sure you want to continue to recreate this document?
| Yes | No
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STEP 7: External Signer Set Up

To set up the External Signer, the Contract Administrator must have the person’s
first and last name. In addition, 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 External Signer to access SCM

Contract Documents prepared for signature through the State’s Supplier Portal.

This process covers finding an existing User ID or creating one if necessary for the

External Signer.

When the Vendor ID is When the Bidder ID is known or looked

up using search criteria.

known/available but the
Bidder ID is not.

0000001234

Complete Steps on Complete Steps on
Pg. 39 Pg. 40
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Find the Bidder ID
Use this process when the Vendor ID is known/available, but the Bidder ID is not.

I.

Copy the Vendor ID from
the Transactional Contract

Document

Navigate to the vendor file
Main Menu >> Vendors >>
Vendor Information >> Add/
Update >> Vendor

View access can be granted
- by submitting a GMIS issue.

Enter the Vendor ID as search

criteria

Click Search

Select the Profile tab

Note the ten digit Bidder ID

If there is not a Bidder ID, the
- entity has not successfully
completed the Bidder
Registration process. The
Contract Administrator must
request the vendor complete
the registration at www.

in.gov/idoa/2464.htm.

ummary

Process Option: General Contract

[FAWILHELMC-00 @,

Vendor: Vendor Search
*Vendor ID: [0000109045 Q. FAWILHELM C
CO INC
ites Main Men
Page| | Search Menu:
| &
Menu [ ENCOMPASS » (- Application Announcements
3 A0S Conversions b
3 Employee Self-Service 3 EalI0n
[ Manager Self-Service . )
menu Supplier Contracts y N Main Welcome to FS81QA2. This data was refreshed from Production a
nutog ~ Items N RIDAINAE
" 5 Vendors V1R
ihlighte = M/WW/DBE Repasitory {7 Vendor Information :
[ Pay Audit System [ California EDD (7 Add/Update - -
:cently & Purchasing (3 Vendor Export{Vin-Q) 3 Maintain = Vendor
pearur /5 Inventory 1 _Levy Processing ™~ _Approve Review Vendors

STUL . - w IG [RIR | =) '\_&‘

Vendor ID: begins with |DDE[]1U9D45

Short Vendor Name: | begins with v || Q

Our Customer Number: | begins with || a;

Mame 1: begins with || a

AOS Vendor ID: begins with V||

[ | Case Sensitive
| Search. || Clear |Basic Search [g) Save Search Criteria
TR TTe T T T T TTUTTT TTTRTTTT O 7

ST e

SetlD: STIND Vendor ID: 0000109045 FA WILHELM CONSTRUCTION CO

Bidder Buy Indiana self-certi

Vendor Activation Date: 03/21/2006

Registered by Procurement Bidder ID: 0000030443
Registered Buy Indiana: Principal Payroll
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www.in.gov/idoa/2464.htm
www.in.gov/idoa/2464.htm

Identify Existing External Signer’s User ID

It is possible that the required signer will be the specific person who completed the
Bidder Registration. It is also possible that the designated signer may have already
been issued his/her own unique ID and password associated with the Bidder ID.

Llearance Chneck

Add External User

1. Click Add External User

2. Enter Bidder ID
(10 Characters) Click Look
Up (magnifying glass) to
search for the Bidder ID.

Bidder ID To Copy: (0000030443 Q

3. Tab Out or Click in the User

Name field

This allows PeopleSoft to Bidder ID To Copy: |D000030443 i Philip G. Kenney
provide the user name tied to F.A. Wilhelm Constr
the Bidder ID

4. Review the existing External Create Extortial Ueer Eor Elorironic: Sianafare:

Signers tied to the Bidder ID

a. Ifthe External Signer’s  piqder |0 To Copy: 0000030443 QN Philip G. Kenney
name appears next to F & Wilhelm Constr
the magnifying glass,

note the Bidder ID. Do

not create a new signer.

b. If the External Signer’s name and 3 EXS0D000000272 Kelly Garrett

Email ID appear in the Existing

External Signers table, note the User 4 EXS0000000338 Paricia Burdine

ID. (Example: EXS000000091 1) Do 5 EXSDO00000R91 Chris Gibson
not create a new Signer.

E|EKSDUUDUDDQ11 Sabrina Duncan
Check all pages of the Existing External

- Signers table. If there are duplicate

entries, submit a GMIS issue to request removal.

l If the External Signer's name does not appear click Cancel, see Creating a New External Signer (pg. 41) to
- create a new signer.

OK | Cancel

5. Click OK

6. Continue to Assign the Signer (pg. 42)
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Do not complete this process if the External Signer was
identified on pg. 40.

Creating a New External Signer
If the External Signer’s name did not appear during the Identify Existing External
Signer process, a User ID must be created. The External Signer’s first and last name

and email address are required for this process.

Llearance LNeck
1. Click Add External User Add External User

2. Enter Bidder ID Create External User For Electronic Signature

(10 Characters)

\Bidder ID To Copy: (0000030443 Q,

3. Enter the signer’s first and -
User Name: |Sabrina Duncan

last name

| Awarning il appr if o

. External Signer's name is a
duplicate. The original User
ID will be given as well as a
request to not create a new Please be sura you ane nol creating a duplicate External Uses.
External Signer.

Wamning ~ User name jo already exists with email jjonesi@der.in.gov and User ID EXS0000000833.

oK |
4. Enter the signer’s email
address Email ID:  oarcoble@idoa.in.gov
5. Click Create New User —
The page will refresh and [————m———]

display the assigned User
ID and password in red. An email notification will be sent to the signer providing the User ID and initial

password.

Do not leave the page until a new User |D populates.

& New User | New User ID: EXS0000000511

6. Note the New User ID
Password:

7. Click OK
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Assign the External Signer

The External Signer identified (new or existing), must be assigned as an external
contact in order to sign the SCM Contract Document. Multiple users may be set up
as external contacts for collaboration or review, but only one can be designated as the

signer.

1. Click External Contacts/Signers Exiernal Contacis/Signers

The External Contacts page will open. Clearance Check

2. Enter the External Signer’s User ID in the External User field (EXT or EXS number)
a. Enter “EXT” before the 10 digit Bidder Contact 1D 1

ID number noted from step 4a of Identify External User- |EKSI:|UDI:IUDI:IE|1 1

Existing External Signer. (Example:

EXT0000030443) Contact Name: |

b. Enter the User ID noted from step 4b of Contact Title: |
Identify Existing External Signer. (Example: ) I
EXS0000000835)

c. Enter the User ID noted from Creating a New External Signer on pg. 41. (Eamaple: EXS0000000911)

3. Tab Out or Click in the Contact Name field
The signer’s name will populate to the right of the field.

If the signer's name is spelled incorrectly, submit a GMIS issue. Do not create another External User [D.

LONIact iu: 1
4. Enter the signer’s name in the External User: [EXS0000000911 Q, Sabrina Duncan
Contact Name field Contact Name: |Sabn’na Duncan

The email address for the
Contact Title: |

signer will default based on ) o
Email 1D: xdrcoble@idoa.in.gov

the User ID.
If the email address does not populate, submit a GMIS issue. Do not create another External User [D.

5. Select the Allow Document View Access, Allow Document View Access

Primary Document Owner
Hequired to Sign Document

Primary Document Owner and Required to

Sign Document checkboxes

More than 1 External User (Non-Signer)
Click Add (+) to designate additional contacts. The Primary [=]
Document Owner and Required to Sign Document

checkboxes will not be available for these users.

6. Click OK ' QK ' Cancel

42




STEP 8: Prepare Document for Signing

1. Click Prepare Document for
Signing
The Prepare Document for
Signatures page will open

Route Internally [ DT W U L

Preview Approval Recreate Document

erform Clearance Chesks | Prepare Document for Signing |
Bypass Approvals . ; Impart Prior Document

2. Review the External list of Signers and verify the correct person has been designated

a. If the list is not correct,
click Cancel and return
to the external contact
list to make any revisions
necessary.

b. If the list is correct,
proceed to step 3.

3. Click OK
When the processing is
complete, there will be two
pop-up messages. It does not

Contact Name

iﬂabr’una Duncan

matter which one the Contract Administrator answers first.

4. Click OK
to the usage rights for Adobe
Reader pop-up message.

5. Click the drop down arrow
to the right of Save

6. Select Save As

7. Select location to save file
Do not change the file name
or file extension (PDF) and

remember where it is saved

8. Click Save

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 and upload it back into the system. The document will remain checked out in your name until yo

oK
-
levfsB53.gmis.in.gov? Open Save = Cancel

@ Documents } ’ ;:2?;;:_3 SRR IS shorcut

o Music ! @ 302 bytes

[E5] Pictures

B2 videos

Ll Computer -

File name: STIND_0000000000000000000015046_2

Save as type: | Adobe Acrobat Document

. Hide Folders E
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9. Click Open

Open |+ |_ Open folder

10. Verify that the SCM Contract
Document IS CorreCt File Edit View Window Help
Check that all modifications have | open | BT F @ O ¢« @ [1]r2] | ef] =

been appropriately accepted or

rejected.
AMENDMENT #5
Contract #0000000000000000000015046
H: thE SEM Euntrant DUEL“TIE"t Thig is an Amendment to the Contract (the “Contract”) entered into by and between the Indiana
. Department of Administration (the “State™ and FA WILHELM CONSTRUCTION CO INC (the
d[IES not PEDFESEI‘It tl‘lE VErsion “Contractor’) approved by the last State signatory on Qctober 3, 2016
thﬂt WI” |JE‘. |JFE|JE|[‘Ed fur Sigl’lEltUPE gwsc;gﬁ;\gse_raﬁcnoﬂhemummundemkingsandcovenamshereinaﬁerselfonh,lheparﬁesagrae
Ell'ld EhHI'IgES I'IEE‘,[I to |JE ITlEldE, 1 EheCogem‘ggiszmTrehyexhandedforanaddiﬁonalperiodof12monihs.Itshal\terminaieon
ecember y 5
. EE"EE| thE SIgI‘IEtUPE DPDEESS 2. The consideration during this extension period is $1,000.00. Total remuneration under the
»  Edit Text Contract Document
*  Accept and/or reject modifications
= Prepare SCM Contract Document for signing
11. Close the SCM Contract Document
The Document Management o e
. . . - = Despart it 032000 Depa
page will now indicate that R i s
the SCM Contract Document Version: 0.01 Created On: 10/0814 90241
. Sratus: Colabarsied La=t Mesdified On: 1452114 10:05884
has been checked out and is Cheched Out On: 1121114 10054
Checked Oul By: TOBAZ 6

pending document certification  pugmgdscument cermeason by aaministrator

by the Contract Administrator.
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STEP 9: Upload the Prepared Document

After the SCM Contract Document has been prepared for signing, the current format

must be uploaded so that it can be circulated for electronic signatures.

1. Click Upload Prepared Document Pending document cerification by administrator
A pop-up window will open. View and Edit Options: Review and App
Wiew Dacument intemal Contagt
Mhl Exlemnpd Conlag
A Sucniamental Documents S Gy
n Mcalion Summar; Adg Exlermal U's

Coumenl Yerakan Histar
2. Click Browse
Search the network file directories and locate/select
the saved SCM Contract Document.

i Upload Amendment File

? Help

Cr\Users\jwerner\Desktop!STIND_00000000000000000) Browse... |

3 Cliek Upload -

If the SCM Contract Document was saved under a
. different title other than what was system-generated. the following warning message will appear in a pop-up
window. As long as it is the correct SCM Contract Document, there is no reason to be concerned. Click Yes.

e

WARNING: The selected file does not have the same name as the file converted for signature (STIND_D000000000000000000015046_2 PDF). (10420.811)

Continue to upload selected file as the prepared document for signature?

Yes | No

Once the prepared SCM Contract Document has been uploaded, the Document

Management page will update and display the current status in the Signing Details
section.

Amendment: 5 Created On: 10/03M16 12:00AM Document Details
Jersion: 2.03 Amended On: 1210616 10°-5TAM
Status: Collaborated Last Modified On: 011197 12:51PM

Includes Imported Document
Signing Details

Internal Signature Status: Signed External Signature Status: Mot Initiated

[Wemer Jeania-061 2017-01-19-12.47.08.000000] Document Prepared for Signatures

View and Edit Options: Review and Approval: '_{)ther Docq_m_erﬂ 5{_:@1”3_: )
View Criginal Document | |_ Preview Approval | i Send to Contacts [
[ View Amendment File | | PeronnGlearance Shechs | | Cancel Signature Process |




STEP 10: Send the SCM Contract Document for External Signature

1. Click Send to Contacts

Review and Approvak Other Document ACtions:
_ Preview Agpioval .~ SendwContacs
If Send to Contacts is not S Gancel Signature Process
- displayed. check the External Fome—— Deactate Document
Contact set-up and make certain Roule for iniemal Signatures B
that Required to Sign is selected. ntemal Contagts/Sianers
2. Click the drop down arrow next === S i e i

to the Delivery Method field

lrsion: 0.01

dministraton Jones Sandy-087

mait: Xisajones@ioliM.goy

eivery ethod: g

and s Fila Tune:

3. Select Email and Online
Signatures L
This will automatically check
the Current Document and fersion:
Send Copy to Administrator ~ ‘Gminisirator

checkboxes in the Files to Be imait
Sent section. Jedrrery Method:

The Current Document can be
- unchecked so a copy is not I
emailed to the External Signer. e5,S3an0y-067
This removes the 20MB file size  eonesaetmigo

5il and Onfine Signaturas -

limitation caused by Outlook. -

alid Value)

e i . ENE B

NMILE S e U T POR S L

0.0
Jones Sandy-067T
Xxsejonesgiot N gov

Files To Ba Sent
¥ Current Documant
" Supplemental Documents
Related Documents

Praview Sel to Checked Oul
[¥! Send Copy to Administrator

o Emad Devery Method and when signature document i nol

ture docyment wil be S0l regardiess of fie type specfed here

Sending Supplemental Documents to External Contacts

To send Supplemental Documents to an External Contact the following
must be completed:

a. The Allow Email Dispatch checkbox was checked; see Supplemental
Documents section

b.  The Supplemental Documents checkbox must be checked -
Verify the documents listed in the Supplemental Documents section
are intended to be sent to the External Signer. Uncheck the box next to
the file name if the file is not to be sent.

Files To Be Sant
¥ Current Document
| Supplemental Documants
Related Documents

St 1o Checked Dul
¥ Send Copy to Administrator
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subject:
Documents fof ReviewrSignature - Contract 1D 00000000000000000000 13187 o

Jescription:
Dear CIBER, 9
Coniract 0000000000000000000013187 For Carpet Cleanin 7 Help

Dear Sabrina at F.A. Wilheim Construction Co., Inc.,

Contract Q000000000000000000015046 For Consulting with the State Of Indiana has been prepared and is
Sebectied Contsct D Name

ready for your review and electronic signature. Before logging in, please review the Step-by-Step instructions
1 Megan Fields for electronically signing the contract at hitp:/fiwww.in.goviidoa/2977 htm.

To access the contract, the URLink below will direct you to the Supplier Portal where you'll be required to log
Sefect AN Conlacts Clear All Contads in with your User 1D (EXS0000000811) and Password.

hitps:/#fs85.gmis.in.gov/psp/fs91prd/SUPPLIER/ERP/c/CONTRACT_MGMT_SUPPLIER.CS_DOC_SUPP.GBL
2Action=U&CS_DOC_ID=1001882

If you need help with your Password or are unable to log in, click below to request assistance:

hitps:/ifs85.gmis.in.gov/psciguestEMPLOYEE/ERP/e/S0I_CUSTOM_APPS.SOI_GMIS_ISSUE.GBL

o The Subject field will default and will include the Contract ID number. The Subject can be modified if necessary.

@ The Description field will default; the Description can be modified if necessary. Do not change the links to the following: the
Vendor eSigning guide, the Supplier Portal, and the Password reset option.

. . ,
4. Review the External Signer’s G T

email address 00000015048 For Consulting with the State Of Indiana has been prepared and is ready for your review and electronic
Personslize | Fing | BV | 3
If there is an error, make the ) Name Title Email ID SR
. correction and submit a GMIS Sabrina Duncan rcoble@idea.n.gov Ad Hoc Contact

issue to update the External

. ' . Clear All Contacts
Signer's email address. —

5. Click OK Select All Contacts Clear All Contacts
[_%_r] [ Cancel |

An email notification will be sent to the Contract Administrator and External Signer
to let them know an SCM Contract Document is ready for review/signature. A PDF
version is attached to the email if the Contract Administrator left the “Current

document,” checkbox selected.

Version: 203 Amended On:
Status: Collaborated Last Modified On:

i Cancel Supplier Signing ;

The Document Management
page will update displaying the

status as * *Pending Supplier’ S Includes Imported Document
** Pending Supplier's Signature **

Signature** ~ Signing Details
Internal Signature Status: Signed External Signature Sta

[Wermer Jeania-051 2017-01-19-13.02 52 0000007 Sent to Supplier for Signatures
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If the External Signer has trouble with  yopuor eSigning a Contract

the eSigning process, direct him/her to i will digitally sign the SCM e

the eSigning Electronic Contracts web  conmwact adminisirator has completed the final version of the
page: www.in.gov/idoa/2977.htm and  contract document o

help walk him/her through the steps. Training | Launch & e

If there is still an issue, have him/her ' This 10 minute video will walk through the steps fora = s
submit a GMIS issue. vendor to eSign a contract.

Vendor eSigning a Contract Manual | {_pdf) (2
Wh.en the E.xternal Signer has Troubleshostig Guide | Lpdf) [
reviewed, signed, and uploaded the
signed SCM Contract Document, the
Contract Administrator will receive an email notification similar to the one below.
Receipt of this message indicates that the SCM Contract Document is ready for
Internal signature. The SCM Contract Document may be accessed through the link in

the email or from the PeopleSoft Main Menu.

P e s ey

Enterprise Vault =+ Get more apps

The Supplier has signed the following document:

Document: 0000000000000000000013046
Description: 061 Consulting

URL:
https://fs85.gmis.in.gov/psp/fs31prd/EMPLOYEE/ERP/c/CONTRACT MGMT.CS DOC MAINT.GBL?
Action=U&CS DOC [D=1001882

Canceling the Supplier Signing Process

If it becomes necessary for any reason to stop the signature process

o e

before it is complete, click Cancel Supplier Signing. It can be sent
again at any time by repeating the steps in this section.

Jones Sandy-067T

a.  Verify the External Signer has signed correctly
If the External Signer signs using encryption, the Contract
Administrator cannot take further action. The Contract Administrator
will need to cancel the signature process and request the External
Signer to sign the SCM Contract Document correctly.

b. Verify the External Signer did not change the file name
If the External Signer changed the file name, this will cause system
issues. The Contract Administrator will need to cancel the signature
process and request the External Signer to sign the SCM Contract
Document correctly using the appropriate file name.

c¢.  Verify the External Signer did not change the content
If the External Signer changed the content, the Contract Administrator
will need to cancel the signature process and request the External
Signer sign the SCM Contract Document as prepared.

48
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www.in.gov/idoa/2977.htm

STEP 11: Send the SCM Contract Document for Internal Signature

Main Menu >> Supplier Contracts >> Create Contracts and Documents >> Document Management

Once the External Signer has completed the eSigning process and the Contract
Administrator has reviewed the contract for any errors, the SCM Contract Document

is ready for Internal signature.

The next steps of this process are determined by who has authority to sign the SCM

Contract Document. Choose the appropriate path.

If the Contract Administrator is the If the Contract Administrator is not the

Internal Signer, Internal Signer,

¢

G

ADMIN ADMIN

Complete Steps on Complete Steps on
pg. 30 pg. 51
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Sign the SCM Contract Document on the State’s Behalf

[Eharan Chngan 20142-07-07-14.11.09.000000] Docurment Prepared for Signatu
1. Click Sign Document (On

Behalf)

A ARg t Dpdon: Reviwnss nnd Apey

i ] em—A

-— _— T — . — ——

Add Atachmentsifelated Documents — il

2. Refer to the Internal eSigning a Contract manual (pages 4-8) for reference on completing the signature
process: www.in.gov/idoa/files/PeopleSoftGuide SCM _InternaleSigningContract.pdf.
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http://www.in.gov/idoa/files/PeopleSoftGuide_SCM_InternaleSigningContract.pdf

Set up Internal Contacts/Signers

1. Click Internal Contacts/Signers |

Route for Internal Signatures |
Internal Contacts/Signers
External Contacts!Signers
The Internal Contact List page
will open.
Internal Contacts List
SetlD: STIND Contract I0: 0000000000000000000043032
Vendon 3N COMPANY

The folowing k51 containg both internal collaborators and iMernal signers (if enabiled). Use the "Signature Setlings” tab to specify which users are required to sgn
and have access the Sign Document’ button for prepared documents. Depending on your setup internal signatures can be colecied efther during workflow
approvals, or after approval using the ‘Route for internal Signatures’ button.

Hote that the actual signature field{s) which appear in the document are determined by your configurator, clause, and rule setup, and not necessariy the
Signature list,
Internal Contacts List

N
ap B

Personalze | Fnd | Vi

Collaboration
Statug

[| Q A | F Initial &=

Collaborated On

[ denmhunﬂeﬁngs i Signing Setlings

2. Select the Signing Settings tab Intemall:uns List

e Required 1o | yvisible  Sign e
3. Enter manually or use Look Up i _
(magnifying glass) to select the
Collaboration Settings Signing Settings ==t
Internal Signer’s User ID. :
3 Required to | yyoinie 5 A ‘
o o G o sogTee .
005563 i O [ {in

4. Select the Required to Sign BTl CONTaCS LIs
Document checkbox
Required to e -
“User Sign ""5;"""’ {51:-?1" Signing Title
Document gner er
H.JDDEEE?. Q |

S1



5. Verify that the Visible Signer
checkbox is checked

6. Click OK

If the Internal Signer will
also be the Fiscal Approver,
nothing more is needed. The

user will sign and approve in

Intermal Contacts List

Collaboration Settings | = 1 Tl L
Required to s -
“User Sign :l!"h"’ g'r?j" Signing Title
Document gner e
J005563 Q |
Required fo =
*User Sign E‘“"" {ler?j“ Signing T
Document aner i
005563 Q L @

the same step when the SCM Contract Document is routed for approval.

If the Internal Signer is not included in the fiscal approval workflow, the SCM

Contract Document must be routed for internal signatures separately.
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Route for Internal Signatures

1. Click Route for Internal Submit fof &pproval Cancel Signature Process
. Bypass Approvals Deactvate Dacument
Signatures SO RO —
-~ Route for Inlernal Signatures Genaration Log
approval Delails
Intermat GoMansSiansrs
2. Click OK J005563 G Wermner Jeania-061 []
Instructions:
. oK || cancel

An email will be sent to the

designated Internal Signer.

The Contract Administrator will receive an email notification when the SCM Contract
Document has been signed. Receipt of this message indicates that the SCM Contract

Document is ready for remaining steps.

Document Internal Signature Loop Complete for Document "0000000000000000000015046"

JWerner@idoa.IN.gov
Thu 1,/19/2017 1:38 PM

To: Werner, Jeania;

Enterprise Vault

Document Collaboration Complete for "0000000000000000000015045"

Setid/BU: STIND

Document: 0000000000000000000015046
Contract Description: 061 Consulting
Amendment: 3

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

https://fs85.gmis.in.gov/psp/fs91 prd/EMPLOYEE/ERP/c/CONTRACT MGMT.CS DOC MAINT.GEL?Action=U&CS DOC ID=1001882
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To Correct Internal Signature Errors
If the Internal Signer needs to be changed because the SCM Contract Document was
routed to the wrong person or the wrong person signed the SCM Contract Document,

then cancel the signature process.

A signature cannot be removed from a PDF file once it is uploaded in PeopleSoft. The Contract Administrator
. must send it again for external signature before re-routing for internal signature(s).

1. Click Stop Internal Signatures View and Edit Options:

Waw Orignal Documant "
View Amenament Fie = -
Addl Suppiementsl Documents Exlernal Conants/Saners
View Document Freview Approval
2. Click Internal Contacts/Signers Sign Document (On Banall Submitfor Approval
Add AttachmentsRelated Documents — MFWMB -
rvant Madisicat ‘ Route far internal Signatures
. ment i Hist Apgroval Detail
The Internal Contact List page i i e
Internal ConacisSignars
will open.
Internal Contacts List
SetiD: STIND Contract I 0000 0000000000000000 13032

Vendor: 3K COMPANY

The felowing s containg both internal collaborators and inernal signers [if enabled). Use the "Signature Seltings’ 1ab to specily which users are required 1o sign
and have access the "Sign Document’ button for prepared documents. Depending on your setup internal signatures can be colecied either during workflow
approvals, or after approval using the "Route for Internal Signatures’ button.

Hote that the actual signature faekd{s) which appear in the document are determined by your configurator, clause, and rule setup, and not necessarily the

Signature list,
Internal Contacts List
User Description Collaborator Edit/ Check In f"’l | boration & jaborated On
|
il Q A B Initial ==
OK Cancel

3. Select the Signing Settings tab  Kbsbili LL A

Ciolinitoinbon Setlirages

4. Click Add (+) to create a new re——

Visible  Sign :
row Signer Ordes  aming Tifle Sign Status Signed DTTM
Initial E =l
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5. Click Delete (-) on the row with ey

the previous Internal Signer or

uncheck the Required to Sign

B047425 Q, I . I'EEI
Document checkbox next to the s @ fr— e -
User ID e
"User m‘ﬁl:' Vil |Sea Signing Title Sign Stabw
6. Enter manually or use Look Up Document = 3iOmer  Order
(magnifying glass) to select the — Bo47425 aQ, O ininal
Internal Signer’s User ID. m | M Initial
i AR S
7. Select the Required to Sign [ Dicmment | -Swoer \Oedey | [PREECCEE
Document checkbox _Eﬁﬁ 135 a O
D308260 o W& | = [
8. Verify that the Visible Signer e
, TUser Sign Visile  SWR  signing Title
checkbox is checked | Signer  Order
(8047435 a
'D3Da2E0 a
9. Click OK '@}42-5- - [
|DI306260 Q
e — Gt
10. Click Route for Internal 10 Edit Options:
Signatures View Document
(See the Route for Internal Sign Document (On Behail)
Signatures section pg. 53). tachmentsRetated Documents
A ifl fl mar,
nant Hit

If the Internal Signer failed to Upload the signed PDF,

a. Click “Recycle Sign Status to Initial” within the Internal Contacts/
Signers page Signed DTTM

Recycle Sign Status to
Initial

b.  Click OK 0111317 a,
1:38PM

c.  Click Route for Internal Signatures on the Document Management page
See the Route Internal Signatures section pg. 53




STEP 12: Document Completion of Contract Clearance Checks

Before an SCM Contract Document is executed, the State requires the following:
1. That the vendor is in good standing with the Indiana Department of Revenue
and the Department of Workforce Development.
2. The vendor must be registered with the Secretary of State’s office (if required).

3. The vendor must not appear on the State or federal suspended vendor lists.

These checks and clearances are done outside of PeopleSoft SCM with the results
documented manually. This process can be documented at any time but must be

completed in order to proceed to Contract Approvals.

1. Click Clearance Check 30ILET Il AN LG L DI e S

Th I .
¢ Contract Clearance External Contacts/Signers
Checklist page will open

Clearance Check

Add External User

2. Usethe checkboxes, radio | hereby attest and affirm that by clicking the boxes below that | have verified the vend
buttons and date cleared fields has cleared requirements for the contract attached. You will be required to keep a cop)
these clearance checks in your records that may be audited by IDOA at a later date.

Clearance Checks

[lDOR  Date Cleared: [01/19/2017 [ Jo05863  01118/17 1:43PM
MlowD Date Cleared: [01/19/2017 |5  JoDS563  O1A9/7 143PM
SOS Registration Check

®yes ONA J005563 D197 1:43PM

to document clearance check

procedures were followed

Click the Clearance Check Not
- Required checkbox if clearance
checks are not required. An

explanation must be provided in

the Reason text field. [¥IFederal JOOS563  01/19M7 1:43PM
D0k JOOS563  D1MOMT 1:43PM

Clearance Check Not Required For This Contract

3. Click OK
Returns to the Document
Management page. |

| oK | Cancel
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STEP 13: Send for SCM Contract Document Approvals (Workflow)

The oversight agencies (Indiana Office of Technology, State Budget Agency, Indiana
Department of Administration, and Attorney General) that manually signed contracts
in the paper-based procedures will approve electronically in SCM. The User ID of the
Approver and the date/time of the approval will be recorded and documented (in the

Document Version History) in lieu of a wet signature.

SCM Contract Documents may be submitted for oversight agency approvals
when externally signed, internally signed, and the contract clearances have been

documented.
If the Internal Signer is also an Approver within one of the oversight agencies, the SCM Contract Document
may be signed and approved by that person in the workflow steps.

1. Click Preview Approval Review and Approval:
The Document Approval page will Freview Approval .
open detailing the required approval Submit for Approval
path.

Agency Fiscal Approval

2. Review Approval Workflow = lnitiated [Flstarttew Fatn
. . . Agency Fiscal Approval
If an approver is missing or should "
. . = Le nerq:‘»’:zchae\fﬂm—ﬂ\drﬂ il
not be included, click Return to Y B o) Feca gt son (8
Document Management to exit the IDOA Approval
approval preview and submit a GMIS v _clnitisted Mlar e
. 1DOA Legal Approval
ISSUB. Not Rout_ed
- %%%lmsw g
3. Click Submit for Approval to route St Approval
= :Initiated [#]Start New Path
the SCM Contract Document through 584 Approval
Not Routed
Workﬂow & %ﬁ%a\msw -
If it becomes necessary to EE'II'IElE| the e i o s
approval process after submission, - initiated [Strt New Patp
Attorney General Approval
from the Document Management page, i
. . . o Multiple Approvers
Ell[:k Appr'I]Vﬂ| I]Etﬂ”s, thEﬂ E||Ek E Deputy Alty General Appr SCM &

Cancel Approval Process.

Preview Approval Submit for Approval

After submission, the status displayed on the Document Management page will update

to Pending Approval.

When all approvals are completed the Document Management Page will update to

Approved Status and the Contract Administrator will receive an email.
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Phase 3: Execute the SCM Contract Document

Main Menu >> Supplier Contracts >> Create Contracts and Documents

>> Document Management

STEP 1: Dispatch

vendor

05/25/2025

A signed and approved SCM Contract Document must be dispatched before the final

step, Execute. Although required, the Dispatch step does nothing more than prepare

the SCM Contract Document so that it may be executed.

1. Click Dispatch
The Dispatch page will open.
There are no updates/changes
required on this page.

2. Click OK
The status displayed on the
Document Management page
will update to Dispatched.

Fau:‘l_lss Mm'l-hu:- &.pphgmhads 3 Craatsl:m!racqa'l:lmumis> Documernt Management

SellD; ETIND Contract i; Q000100000000
Yendor: KRE&MO BAKERS

Document Type: S01 Professional Servces

Description: testing

Rubministrator; Pierce William-067

Spensor: Department: 493006 1T
Version 0.04 Created On: 07114 S07AM
Status: Approvad Last Modified On: OTH14 10:4TAM

- Signing Detadls

Internal Sigrature Status: Pending Signatures External Signature Stalus: Signad
Dispatch
SetiD: ETIND Contract ID: o0
endor: KREAMO BAKERS
Version: n.m
Administrator: Piarce William-067
Email: WrBFierce@iot N gov
"Delivery Methot: [
Send as Fibe Type: | -k Previpye: ol
Subject:

|!:Jucumerru far Reviewssignature - Condract |D: 0000000000000000000013143

Selected  Contactil Hame Title Ernail ID
O
Select All Contacts Clear All Contacts
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STEP 2: Execute the SCM Contract Document

An SCM Contract Document is eligible to be executed when the status on the
Document Management page is indicated as Dispatched. Completion of this step
sends an email notification when executed and allows the Contract Administrator to
indicate whether or not the SCM Contract Document will be viewable to the public on

the Transparency Portal.

I If a Ship To ID was not identified on the Transactional Contract Document in the PO Defaults section, an error
. message will be generated redirecting the Contract Administrator to that page. An SCM Contract Document
will not execute without this information.

| If the SCM Contract Document has not been internally and/or externally signed, the following message is received:

Message

Not 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 document yet by checking the Internal Contacts page vs the signature section in the document. (Please note that if some users signed
the document offline, the system will not know about 15

a. Click No

b. Submit a GMIS Issue.

1. Click Execute Contract

Warsion: 0o Created On: orina
Status: Dizpatched Last Modified On; 07214
| Redispalch

| Eweruts Conbract

2. Click Yes or No as appropriate

If answered incorrectly, submit a GMIS issue immediately.

Should this contract ba placed on the Indiana Transparency Ponal? (30000,231)

By answerning Yes, the contract will be viewable 1o the public on the Transparency Portal.
By answerning Mo, the contract will be marked as confideniial and will MOT be Wewable on the Transparency Poral.

|_Yes | Mo
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The SCM Contract Derscrigion: msting

Transparemcy @ 77541

Document status will Rdminisiraies; Fiereliam- 057
Sponso; Deper ol 493108 IOT - Samice Operglions
update to Executed and
the Transparency ID Ver et a.01 Crimbwt G: A LSO RN
L= BT Eeeputed Last Modsed Ooe arrmane o8P
will be assigned. Resslta Dicpalch ol WA Sa
Crvale Amandmeni

After an SCM Contract
Document has been executed and if the Contract Administrator indicated that the SCM
Contract Document should be viewable to the public, a nightly process initiates that

generates a file with Executed SCM Contract Documents for the day and sends them
to IDOA.

At that time, IDOA will move SCM Contract Documents to the Transparency Portal
and the External Signer and Contract Administrator will receive an email that states
the SCM Contract Document has been approved. Allow a few days for the SCM
Contract Document to appear on the Transparency Portal.
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STEP 3: Update Transactional Contract Document

Before a purchase order can be updated to include additional funds the Transactional
Contract Document must be in Approved status.

Return to the Transactional Contract Document

1. Click Contract ID

Document Management Batum to Documant 5
on the Document e i Contrac I 1000000000000000000013038
Management page Vandorn FARILHELM CORSTRLECTION C0 INC
D iirmaand Whiei: DOO61_PW_CONS<R 150K
Description Prabiic Wers Elactrical and v
or Transparency il BEt28
ORACLE'

navigate to Main
favnvntes MainvMenu 5 Supp\iersjontrads s Create Cnntractsvand Documents > Contract Entry

Menu >> Supplier

Contracts >> Contract Entry

Create Contracts =nter any information you have and click Search. Leave fields blank for a fist of all values.

and Documents >>

Contract Entry >>
i isti i - Fmo x
Flnd an EX]Stlng Value f:o:?ractin: %l\;sm v”lSTIND i
(Search for the Contract Version: = ) |
Version Status: = v | Vl
Contract ID)
2. Change status to Lamract crry
Contract
Approved
| Commci Wargion |
Ssall: STIND e ;
Comtract BF. 0000000000001 4177 ey Statms
| L ] Localon: REMITDOI Appr
3. Click Save r
R

B save | [& RewmioSearch | (] Notiy | Refresh |

STEP 4: Copy Requisition to Existing Purchase Order
For Amendments/Renewals that required an increase in funds follow the

ENCOMPASS Instructions for Contract Amendments and Renewals manual on the

Procurement PeopleSoft Guides Purchase Orders web page: www.in.gov/idoa/2934.
htm.
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https://secure.in.gov/idoa/files/Copyreqlinestopo_(v2).docx
https://secure.in.gov/idoa/2934.htm
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