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Notes:
     1. The names of the Departmental Approval Steps equate to those on the 
Contract/Agreement Approval Transmittal Form used previously. Although an 
Approver in the “Dean or Unit Director” step is required, some departments may 
not necessarily  have Approvers in each of the other steps.

     2. The “Preparer” is the person who will access and create a Contract Request. 
The system permission to do so has been added to the Shopper role, thus a 
department may assign the duty to  any Shopper.

     3. As is the case with AggieBuy requisitions, additional steps may be added to a 
department’s Contract Request workflow, in the sequence as indicated by the 
green boxes and arrows.

     4. “Contracts+” cannot yet be integrated with FAMIS so the Contract Request 
Form will not be used to initiate contracts that must be encumbered. A requisition 
must be used instead. 

   



 

  

To request/initiate a Contract, select “Request 
Contract” from the Contracts fly-out menu. 



Enter a Name for your 
Contract Request 

The Contract Request Form field will 
default to “Contract Request” – do not 
change or delete.  



The system will automatically assign a number to your 
Contract Request Form. NOTE: The Request Form cannot yet be 
integrated with FAMIS so if you wish to encumber the funds do 
not use the Request Form, create a requisition instead.  

Click the “Next” button to proceed.  



Unless you wish to change the Contract Request 
Name, this screen requires no action.  

NOTE: Clicking the “Next” button automatically saves any 
changes you make on a screen before it advances you to the 
next screen. Use the “Save Progress” button when you make 
a change on a screen but then wish to leave the Request 
Form or navigate to another screen via the menu.   

Clicking the “Next” button advances the screen through the 
sections of the Request Form as they appear on this menu. 
You may also navigate the Request Form by clicking the 
section names on the Menu, or the “Previous” button. 



Depending on the type and scope of the Contract you are 
requesting, you may be advised or required in a subsequent 
section to add an attachment to the Request Form. The system 
will accept virtually any file format, but in the unlikely event that 
the total size of all the attachments exceeds 25MB please contact 
the Contracts Administration office.  



The “Questions” section is the heart of the Contract 
Request Form, and it may be navigated by either the 
menu, the blue links, or the “Next” button 



Required fields are designated 
by a star * icon.  

The Questions section features many questions that are 
“conditional”, which means that, depending on how you 
answer a question, additional questions and/or sections may 
appear. Examples are provided on Pages 15-21 of this Guide. 

Here are examples of an instruction to add 
an Attachment as mentioned on page 5. 



Instructions and/or Definitions are provided, 
as needed, at the beginning of a section 



 

“Departments” are called “Work Groups” in the system. 
When searching for your department’s name, be sure to drill 
down to where it appears without a preceding arrow (>). For 
example, for TSU’s Athletics Department “Athletics” would be 
selected, not “Athletic Department”.  



The “Back Office” section is intended for use only by 
Procurement Services, Contract Administration, and 
Commodity Code Assigners (at TAMU, they are within the 
FMO group) as they review and help complete the 
Contract Request Form. NOTE: The check mark beside the 
Back Office section defaults to green, while the check 
marks beside the other sections will turn green when the 
section is completed. 



The “Review and Complete” section indicates the overall 
completion status of the Request Form. When all sections are 
completed, the “Complete Request” button becomes active.  



This section indicates graphically the approval path your 
completed Request Form will follow. NOTE: The 
“Document Check/Catch” step is a temporary step to 
allow system administrators to monitor the approval 
paths during the early days of the system’s 
i l i   



 

The “Discussion” section allow you to post 
messages to, and receive replies from, anyone 
who has access to the Request Form, such as your 
Approvers and Procurement/Contract 
Management personnel. Clicking the “Start New 
Thread” button pops-up the Message box.  

NOTES:  

- This messaging feature does not send 
emails to the recipients. 

- Attachments can be added to a 
message. This attachment location 
should not be used for the type of 
Attachments addressed on Page 4 of 
this Guide.  



This is where, how, and by whom messages and 
replies are posted. The person who posted the 
message also has the ability to Edit it after it’s posted. 



The next seven pages demonstrate the “conditional” 
nature of some of the questions you may encounter on 
the Contract Request Form. Notice that when this 
question is answered “Yes” and the “Save Progress” 
button is clicked, a Question section named “Award 
Documents” does not appear.  



However, when the same question is 
answered “No” and the “Save Progress” 
button is clicked, the Question section named 
“Award Documents” does appear. 



Another aspect of “conditionality” is demonstrated from 
the “Award Documents” screen, on which a dropdown 
list appears with the name of every type of Award 
Document identified by your Contract Administration 
office. These correspond with the types of “templates” 
used with the former system. In this system, selecting 
an Award Document type presents questions that are 
specific to the type of Award Document.  



For example, if Award Document type “Inter-Agency 
Agreement” is selected, clicking the “Next” button 
results in the appearance of these questions specific to 
the type. NOTE: It is possible that some questions that 
appear “conditionally” might also, depending on how 
they are answered, make additional questions appear.  



 

Since question “conditionality” is such a prominent feature of the 
Contract Request Form, two more examples are presented on the 
next three pages:  

Selecting any menu option other than “This purchase does not 
involve an EIR listed above” and clicking the “Save Progress” button 
adds the “Electronic Information Resources” Question section.  



The first question that appears in the “Electronic Information 
Resources” section is a conditional Yes/No question. Selecting 
“Yes” and clicking the “Save Progress” button does not result 
in the appearance of any additional questions. 



However, selecting “No” and clicking the 
“Save Progress” button does result in the 
appearance of an additional question. 
 



If you do not complete your Contract Request 
Form during a login session, you may find and 
return to it by selecting “My Contract Requests” 
from the fly-out menu. NOTE: Be sure you hit the 
“Save Progress” button before exiting out of any 
Request Form you have not yet completed! 



 

 

 NOTE: This is the Request Form created for 
this Guide. You may have more than one 
pending Request Forms simultaneously. 

The “My Contract Requests” screen allows 
you to filter and open your existing Requests, 
and create new Requests.  



 

 

 

 

 

 

The “Search Contracts” menu option allows you 
to search for contracts using basic search 
parameters. The “Advanced Search” feature 
allows contracts to be searched by many more 
of the contracts’ detailed attributes.  

TIP: This is a searchable field. 



 

 

 

 

Contract searches that you run frequently can 
be saved, and the procedures for doing so are 
the same as saving the search parameters for 
any other document search done in the system. 

Searches may be saved to only your Personal 
folder, are to a Shared folder.  



 

 

 

 

 

“Contract Parties” refers to the applicable 
TAMUS Member (First Party) and the supplier(s) 
to whom the contract is issued (Second Party).   



 

 

 

 

Contract “Obligations” refer to tasks or actions that 
need to be completed for a contract, such as 
documentation that must be provided, reviews 
that must be completed, or compliance criteria 
that a contract must fulfill. Contract Managers, or 
the Buyers in Procurement Services, add 
Obligations to a contract, as needed, and inform 
the person(s) responsible for the Obligation. If you 
are the responsible person, your Obligations will be 
found and tracked here. 



Approvers may monitor and retrieve the Contracts, and 
Contract Requests, for which they are the designated 
Approver by selecting one of these options from the fly-
out menu. NOTE: Either selection takes you to the same 
screen, which defaults to the option selected. You can 
easily switch to another option from the dropdown menu 
as shown on the next page.  

The next two slides demonstrate how Approvers access the 
Contract Requests and Contracts they have to Approve.  



 

The “Contracts to Approve” screen will default to 
the option selected from the fly-out menu (Contracts 
or Contract Requests) but switching to the other 
option is easily done from the dropdown menu.  


