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1.00

Reason for Job aid

Agency users with the ‘Agency Contract Processor’ role have the
ability to enter a contract; however, they only have view access
once the contract has been saved.

Agencies have been instructed to attach copies of their contracts
as an attachment at the header level of the contract entry page;
however, because they only have view access, after the contract
has been saved the ‘View’ button on the comments page is not
available for agency users to select.

A modification has been applied to SMART which makes the
‘View’ button available for agency users to select. Instructions are
being provided in this document for getting to the contract
attachment documents and viewing them.

1. Roles

Purchasing Viewer
Agency Contract Processor

2. Navigation:

Supplier Contracts > Create Contracts and Documents > Contract
Entry

3. Select the ‘Edit Comments’
link:

= Create Contracts and Administrator:
Documents
|| - contractEntry

| GMART

Search:

[ Wy Favorites

> Kansas

> Employee Self-Senice SetiD: SOKID Status: Approved (Syndicated Contract)
[ Manager Sef-Senice '

i~ Supplier Contracts Contract ID: 0000000000000000000037234

~ Document hanagement

Process Option: Purchase Order Edit Gomments
- My Collabarators/view

sy Vendor: Contract Actiiies
> Search Content Vendor Ib: Primary nfo
b R e Contract Agreement Bidder Preferences
[ Related Links Begin Date: 071312012 Amount Summary
o it
k Vee":‘;ms Expire Date: 0713012013 Maximum Amount: 31,638.00 USD
> Purchasing £ currency: usD CRRNT
[ eProcurement Line Released: 0.00
E iiﬁ?éﬁi Procurement Primary Contact Open Item Relsd: 31638.00
> Demand Planning Vendor Contract Ref: Total Released Amount: 31,638.00
> Accounts Payable Description:
- AssetManagement
Wm Remamma _Amount: 0.00
4. NOTE:
1 [
If the I|n k SayS SetiD: SOKID Status: Approved (Syndicated Contract)
Contract ID: 0000000000000000000038229

Comments’, no comments or
attachments have been
added to the contract as of
yet.

Administrator:
~ Authored Document

Authored Status: Draft Version: 0.01 Amendment: 0 Maintain Document

Process Option: Purchase Order Add Comments Activity Log
Vendor: Document Status

Primary Contact Info Thresholds & Notifications
Vendor ID:

Contract Agraemant Bidder Praferences
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Select the ‘View’ button:

Contract Entry

Header Comments

Retrieve Active Comments Only

Sort Method: Comment Time Stamp
Comments

Copy Standard Comments

Associated Document
Attachment  20120927103008200.pdf

From -= CNT SOKID-0000000000000000000037234

ok | cancal |  Refresn

SetlD:  SOKID Contract ID: 0000000000000000000037234

Sort Sequence:  Ascending

Find | Vi

Comment Status:  Active

Send to Vendor Shown at Receipt Shown at Voucher Copy to Purchase Order

NOTE:

Each comment could
potentially have an
attachment. To view all
comments/attachments,
select the ‘View All’ link:

Contract Entry

Header Comments

Retrieve Active Comments Only

SortMethod:  comment Time Stamp

Copy Standard Comments

Associated Document

Attachment  20120927103008200.pdf

SetiD:  SOKID Contract ID: 0000000000000000000037234

Sort Sequence: Ascending

Find | View All

Comment Status:  Active

Send to Vendor Shown at Receipt Shown at Voucher Copy to Purchase Order

From -= CNT SOKID-0000000000000000000037234

OK Cancel Refresh
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