Approving A Contract Request

The Contract Request form consists of completing some preliminary questions (contract
information, supplier, etc.) and attaching supporting documents. Once submitted, the
Contract Request will be forwarded to the appropriate reviewers to review and approve.

APPROVE A CONTRACT REQUEST FORM

Contract request form can be approved in multiple ways:
A. Through Contract Request Approvals
B. Through Action Items

A. Through Contract Request Approvals:

Step 1: Click Contracts > Approvals > Contract Requests to Approve.
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Step 3: Select an Approval Folder to view details of Contract Request form that need
your approval.
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Step 4: To open the Contract Request form, click on the “Form Number”
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Step 5: Click on “Form Request Actions” dropdown & click on “Assign To Myself”
before starting to review the Contract Request form.

MISSISSIPPI STATE

All > Search (Alt+Q) Q 0.00USD W < |Lo
Contracts » Requests » My Contract Requests
< Back to Contract Requests to Approve

Gast Roof Replacement

i 124 Print Request | Hist ?
Instructions [ nt Request | History | 2
Form Number: 924932 Approve/Complete
Request Status: Under Review Welcome to Contrd fting and management system. Contracts+ integrates contract approvals and routing, and it serves as a single contract
repository for all Assign to Myself
Instructions Contracts+ allows users to communicate about an existing contract or request that a contract be created. It allows businesses and vendors to communicate directly with the
contract team about their contract requirements. Contracts+ training is available at
Details
As a Contract Requestor, please complete fields and answer questions on the Contract Request form and submit it for approval. Once the request is approved, a Contract
i ill ing the
P — o Administrator will begin processing the contract
When Help Text is available for a field, there is a question mark icon that can be clicked for more details.
Questions v For questions about Contracts+, please contact us at 662-325-2550 or email at bbhelp@procurement.msstate.edu.
Discussion

Contract Request Workflow

Step 6: Review all the information provided in the different sections of form, once

reviewed. Click on “Approve/Complete” (Note: Please refer Appendix for description of
different Approval actions).
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B. Through Action Items:
Step 1: Enter your ID and Password to Login.

Step 2: Click on the “Action Items” icon at the top right of the home screen and select

“Contract Request Approvals” to locate Contract Requests that are pending your
approval.
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Step 3: Select an Approval Folder to view details of Contract Request form that need
your approval.
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Step 4: To open the Contract Request form, click on the “Form Number”.
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Step 5: Click on “Form Request Actions” dropdown & click on “Assign To Myself”
before starting to review the Contract Request form.
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afting and management system. Contracts+ integrates contract approvals and routing, and it serves as a single contract

Contracts+ allows users to communicate about an existing contract or request that a contract be created. It allows businesses and vendors to communicate directly with the
contract team about their contract requirements. Contracts+ training is availableat

As a Contract Requestor, please complete fields and answer questions on the Contract Request form and submit it for approval. Once the request is approved, a Contract
Administrator will begin processing the contract.

When Help Text is available for a field, there is a question mark icon that can be clicked for more details.
For questions about Contracts+, please contact us at 662-325-2550 or email at bbhelp@procurement. msstate.edu.

Step 6: Review all the information provided in the different sections of form, once
reviewed. Click on “Approve/Complete”.
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Approval Actions:
Note - Below options will appear as per role permissions in user profile.

* Add Ad-Hoc Step - This action allows to add the extra Approver in the Workflow.

* Approve/Complete Step - This action approves and completes the current
workflow step. This action is available if you are viewing a pending approval in your
My Approvals folder (one that is already assigned to you).

* Forward To - This action forwards the Approval to another User/Approver.

* Putrequeston Hold - This action places the Contract request form on hold so it
cannot go forward in workflow. A Hold icon is displayed for the workflow step.

* Reject-This action rejects the Contract request in the workflow. Note: Rejecting
the Contract request form will completely make it non-editable for the Contract
Requestor.

* Return to Requestor - This action returns the Contract request form back to the
Requestor for updating or editing.

* Return to Shared Folder - When a Contract request form is assigned to the user,
selecting this option will return it to the appropriate workflow folder for the step.



