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This document contains detailed instructions on how to request a contract, check the status of that contract, and retrieve copies of existing active contracts using the OnBase Contract Management System.

Requesting a Contract

To request that a contract be either reviewed or created, you must complete a Contract Request Form.  The Contract Request Form is found within the Hyland OnBase Unity Client (which must be installed on your computer).  The icon for the system is pictured below.
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You will be required to log into the Unity Client.  When the login screen opens, select “OnBase PROD” in the first field.  Once you select OnBase PROD, the second box will populate with UNCO1 automatically.  Your user name will also populate after the first time you log on.  If you are using someone else’s computer, you can type your FIRST.LAST name in the third field.  In the last field, next to the padlock icon, type in the same password you have to log into your computer.  
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Once you have logged into the OnBase Unity Client, the following screen will appear.

[image: ]


On this screen you will select Forms in Ribbon at the top of the screen.
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Once you select forms, you will select CM Contract Request in the left column on your screen.
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Once CM Contract Request is selected, the following screen will appear.
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You must complete all sections of this form to submit your request.  Details for each section are below.  Note:  All fields marked with an asterisk * are required fields.

Company:
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In the Company Section, first select existing and search to see if the Company Name exists. 
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If the Company does exist in the system, select the Company from the drop down box.  You can search for the company name by typing the start of the Company’s name in the Company Name field.  If the company exists, the address information will automatically populate.      
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If the Company does not appear in the drop down box, select New in the top box and type in the Company information in the Company Details section of the screen.  
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After entering the Company details section, you will need to complete the Company Contact section.  
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You can search for a company contact either by his/her name or by entering the company name.  If you type in the company name, all contacts associated with that company will appear in the drop down box.
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Once you select the Company Contact, all contact information will automatically fill in the Company Contact box.  If any information is incorrect in this box, you must note that in the Requestor Comment box (discussed on page 8, below).  Any changes you make to the Company Contact Name do not update in the Contract Management System.

If the contact person you are working with does not appear in the drop down menu, you can add him/her by typing the person’s information in each field.  The Company Contact Description field is used to remind you or your colleagues in the future what that contact person’s role is in the company.  As you can see in the Company Contact Name field, above, when someone searches for that contact person in the future, the drop down menu will provide the contact name, the company he/she is associated with and his/her role in the company.

[image: ]
Contract Details:

After completing the Company section in the Company Details and Company Contact boxes, you will complete the Contract Details section.
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In this section, you will first select the Contract Type from the drop down menu.  If you are unsure of your Contract Type, please contact the Purchasing & Contracts Office for assistance.
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Next you will identify if the contract is for software or IT hardware.  If “Yes” is selected from the drop down menu, the Contract will be automatically routed to IM&T for approval.  Note:  If “No” is selected and the Contract is actually for software or IT hardware, the Contract Lead will change this on the Request Form, and send it to IM&T for approval.  This will delay the contracting process, so it is important that you answer this question correctly.
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Next you will identify if this is a Grant contract.  Most requestors on campus will answer this question “No.”  The answer to this question will determine if the contract is routed to the Office of Sponsored Programs (those who answered “Yes”) or the Purchasing & Contracts Office (those who answered “No”).  Note:  Answering this question incorrectly will cause a delay in the processing of your contract so it is important that you answer this question correctly.
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The last step in this section is to complete the Contract Info box.  Although this information is not required, it provides important information to the Contract Lead, Legal, IM&T and the Fund Approver.  
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Contract Title:  This is a brief statement of the work to be completed (for example, Consulting Services or Software License).  Note:  This title may be changed by the Contract Lead as appropriate.

Request Date:  This field is automatically populated with today’s date and cannot be changed.  This field is only used to determine when the request was submitted.

Annual Contract Amount:  This field is the total annual value of the contract.  This information will be used to determine if, by UNC Fiscal Rule, the contract requires legal review.  This information will also be used as the compensation value in the contract document itself.  Note:  This field cannot contain any commas, so, by way of example, $5,000 should be entered as follows – 5000.00

Proposed Start Date:  This is the date you would like to have the contract start.  Note:  The actual start date is dependent upon completion of all contract negotiations and the receipt of signatures from both the Company and UNC.

Contract Description:  The information entered in this field is very useful for the Contract Lead, IM&T and Legal in the review and negotiation of the contract.  The information provided in this field will also be communicated to the Fund Approver when they are asked to Approve or Deny the contract document.  (See the Notifications section on page 21, below, for further details.)
Below is an example of a fully completed Contract Details section.
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Request Details:

After completing the Contract Details section in the Contract Type and Contract Info boxes, you will complete the Request Details section.

The Contract Request ID is a unique number given to each Contract Request.  Note:  This is not your contract number.
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In the Requestor Info box, most of the Requestor information will be filled in automatically based on your login.  The only required field that is not automatically filled in is your phone number.  You will need to enter your complete phone number in this field.  Note:  You can change the Requestor information if you are not the appropriate Requestor.















The Requestor Comment field is a place where you can make notes for the Contract Lead to review.  These notes are not part of the contract document itself, but provide a place for you to communicate any information regarding this contract that is not captured in any other field.  Note:  This is the field that you will use to notify the Contract Lead of any changes that need to be made to the Company Contact information.  
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After completing the Requestor Info box, you will complete the Location Info box. 
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This box contains what is known as a “cascading data set.”  That means that the available options in each field in this box is dependent upon what you selected in the prior field.
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Once you select your College or Division, you will then select your Department Name.  
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This drop down menu is limited to those Department Names associated with the selected College or Division.
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Once you select your Department Name, you will select your Primary Approver Name.  This is the person who is responsible for approving the Contract before it can be signed by UNC or the Company.  
[image: ]
As with the Department Name field on page 9, the drop down menu for the Primary Approver Name is limited to those Approvers associated with the selected College or Division and Department Name.
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Attach Third Party Agreement:

This section is only used if you have a contact that has been provided by the Company.  If you do not have a contract from the Company, you will skip this step and select “Submit” at the bottom of the page.
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To attach a company provided contract, click on the blue ribbon that is shown above.  You will then get the following screen.
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To attach the contract, select Attach CM Contract.
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This will open the following screen.
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You can then attach any document saved to your computer by highlighting the contract and clicking open.

Once the contract has been attached, the following screen will appear. 
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If you have selected the wrong contract document, you can select Remove and start over.
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Once all above information is completed, select Submit on the bottom of the screen.
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Once you click Submit, you will get a screen that says the request is being saved.  Once it has successfully saved the following message will appear.
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If you click Yes, you will be given a blank form.  If you click no, the screen will be blank and you can close OnBase by selecting the “X” in the top right hand corner of the screen.

[image: ]




























Tracking a Contract and Retrieving an Existing Contract

You can track the status of your contract through the Hyland OnBase Unity Client.  To track your contracts, you will log into the system using the same process as identified on page 1 of this document.

Once on the login screen, you will select Contracts Management Tab above the ribbon bar.
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Once you select Contracts Management, you will select Filters from the Ribbon bar.
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Once you are on the Filters page, select My Contracts from the Filters list on the left side of the screen.
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Once you select this filter, all of your requested contracts will populate on the right side of the screen.
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This filter will show you every contract associated with a Contract Request that you have entered in the system.  

On this filter, you will see the Contract Status, Contract Request ID, Contract Number, Contract Type, Contract Title, Request Date, in addition to many other fields. 

The Contract Request Status will inform you of exactly where the contract is in the contracting process.  Please see the attached Contract Management System Status document for further details on each status.  

Searching for a Contract:

If you have a long list of contracts and need to search for a contract, you can search by any of the fields that are contained in the filer.  

If you would just like to sort the contracts by value, you can do so by clicking on the field name at the top of the page.  If you double click on that value it will do a reverse sort.
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You can also search for a specific value in each of the fields.  In order to conduct this search, you will click in the bar just below the contract field name and start typing your value.

[image: ]

If the search box contains a box [[image: ]] then you can type any part of the word or phrase you are looking for and the search will display any record that contains what you have typed (see above).

If the search box contains an equal symbol [[image: ]] then the value must match exactly in order for the record to be returned in the search.  



Retrieving a Copy of a Contract:

A copy of the fully executed contract will be sent to you, as the Requestor, once both the Company and UNC have signed the contract.  The contract will be an attachment to an email that can be saved as any other document can be (see attached notifications for an example).  Should you ever lose that email or file or just want to more easily pull a copy of the contract, you can access it by searching for the document as discussed above. 

Once you have found the contract record you are trying to retrieve, double click anywhere on the line that contains the contract to open the contract record.
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Once you have double clicked on the contract line, the following screen will appear:

[image: ]

Navigate to the Documents section of the page.

[image: ]
You can now retrieve the contract document by double clicking on the record that says CM Contract in the Documents Box (lower right hand corner of the screen immediately above).  Note:  This document will usually be the second document in the document list.

[image: ]

Once you double click on the contract document, it will open in either Word or PDF, depending on the file type.
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Notifications:

OnBase contains a workflow component that automatically sends email notifications to the appropriate individuals depending on the status of the contract.

There are two notifications of which you should be aware as a Requestor.  The first is the Fund Approval email that is sent to the person that was selected as the Fund Approver on the Contract Request Form.  As the Requestor you will not see this email, but it is important that you understand what it contains and how it impacts the contracting process.

Below is a sample email notification that the Fund Approver will see.

[image: ]

As you can see, this email notification informs the Fund Approver who requested the contract, the Company with whom the University has contracted with, and the Contract Description that you entered on the Contract Request Form.  The email also contains instructions for approving the contract and provides contact information for the Contract Lead should the Approver have any questions regarding the contract or how to approve it.  


The second notification of which you should be aware is the one you will receive as the Requestor.  Once a contract has been fully executed, you will receive a copy of that contract via email at the same time the contract is being emailed to the Company.  

Below is a sample email notification that you will receive as the Requestor.    

[image: ]

As you can see, this email contains the Contract Number, Company Name, and the Contract Description you entered on the Contract Request Form.  The Contract document itself is attached to the email and can be downloaded and saved as you would save any other document.  The email will also contain contact information for the contract lead that handled this contract on behalf of the University.  
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the State of Colorado acting by and on behalf of the Board of Trustees of the University of Northern Colorado,
an institution of higher education existing by virtue of the laws of the State of Colorado, for the use and benefit
B of Finance & Administration, Purchasing & Contracts, with a mailing address of 501 20% Streat, Campus Box
[ Greeley, Colorado 80639, (*State” or "University") and 3 Freaks Brewery, a ' corporation, -
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Cristal.Swain@unco.edu
Contract with STARBUCKS COFFEE is Awaiting Your Approval

To Mswain, Crital

Contract with STARBUCKS COFFEE is Awating Your Approval - Message (HTML) 2@ -0

¥ professional Orgs W‘ B G Mark Unread i
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CONTRACT FUND APPROVAL

A contract request was submitted by CRISTAL. SWAIN for a contract with STARBUCKS COFFEE for THIS CONTRACTIS
TO HIRE A CONSULTANT TO ASSIST OUR DEPARTMENT ANALYZE HOW COFFEE IS SERVED ON CAMPUS.. The

attached contract has received the appropriate University

eview and necessary changes have been negotiated. Should you have any

questions regarding this contract, please contact Cristal Swain at (970) 351-2472 or Cristal Swain@unco.edu,

Cristal Swain

INSTRUCTIONS:

+ Open Workflow Task Pane Task Pane in the OnBase section of the Outlook ribbon above. T

« To review and/or Revise the Contract Document, select "View Primary Document” button from the bottom of the Workflow Task

Pane to the right. —
NOTE: [fyou are revising the document, please ensure "Track Changes" is enabled in the Microsoft Word "Review" ribbon

Click a photo to see recent emails and soial updates,
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Cristal.Swain@unco.edu
The contract with STARBUCKS COFFEE has been fully executed
To M Swain, Cristal

iesage | G a7onsst 6974362 a415-e924 754628, dock (168 K6)

FULLY EXECUTED CONTRACT

For your records, attached is a fully executed copy of contract # GKA-16-118 with STARBUCKS COFFEE for THIS
CONTRACTIS TO HIRE A CONSULTANT TO ASSIST OUR DEPARTMENT ANALYZE HOW COFFEE IS SERVED ON
CAMPUS... The vendor has received a copy of this fully executed contract under a separate email.

Should you have any questions regarding this contract, please contact Cristal Swain at (970) 351-2472 or Cristal Swain@unco.edu.

Cristal Swain

Click a photo to see recent emails and soial updates,
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Introducing ShareBase by Hyland

r ShareBase —— i

The answer s Sanelias, a clowd based Entespuie e Syn and Shase (E159) solution Lo the
vendor you aleady st o manage yous most important documents and content

‘ShareRase uniquely provides the flexibilty an ease-of-use that your users want, along with the.
secunty and control iat yout I department needs.

or please forward this link to your IT department
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