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➢ When creating contracts and facilitating over to Tammy, Buyers are responsible for completing ALL sections below which include a RED 

arrow.  Lindy’s example contract which includes notes is C2021-2513. 

 

Process of creating contract and facilitating to Tammy is as follows: 

 

 

 

Give the contract a name and select the 

contract type. 
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When choosing a contract type 

only choose the types listed under 

“Contract Admin (inactive)” 

- Click the arrow next to 

Contract Admin (inactive) 

to open all selections 

- ALWAYS choose 

Procurement Services 
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See instruction on next page 

for selecting Work Group. 
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When selecting your Work Group (Department) you will 

always choose from “CLM – Texas A&M University, CLM – 

TAMU – Galveston, or CLM – Health Science Center.”  

DO NOT CHOOSE a department from the “DO NOT USE!-tamu” 

list. 

Click the arrow next to your choice to expand your options. 

Drill ALL THE WAY down to the specific department.   
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Click “Create Contract” 
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 A few things that some are forgetting to 

complete on the HEADER page are: 

- Total Contract Value 

- Adding the Second Party 

Please be sure to complete these items. 
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These are the selections when you are 

entering a NEW contract and the vendor 

has provided the contract on their paper. 
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These are the selections when you are entering a 

NEW contract and the vendor HAS NOT provided the 

contract on their paper.  Instead you will use a Texas 

A&M template contract (i.e. General Services 

Agreement) 

Once you choose the award 

document then a new section will 

appear that is entitled with that 

award document name.  You will 

have additional questions to 

answer for the award document 

that are the “fill in the blanks” 

within that document.   

NOTE: you DO NOT need to draft 

the template.  By answering 

these questions, the system can 

draft the template for you.  Once 

we receive the contract from you, 

we can have the system draft the 

template and then we can send 

to the vendor for 

review/approval before 

signature. 
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NOTE: If the answer to this is 

YES be sure to enter ALL 

second parties under 

Contract Parties on the 

“HEADER” screen. 

DO NOT NEED TO COMPLETE – 

CA WILL COMPLETE 
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Dispute Resolution Officer answer will always be 

“University Contracts Officer” for Texas A&M and 

“Associate Vice President for Finance and 

Administration and CFO” for TAMHSC. 

The Destruction Date is 7 yrs after the END DATE of 

the contract.  If the contract has the potential to 

go 5 yrs then need to calculate the end date as 5 

years from the begin date and then add 7 years.    
If you know your end date could be changing just 
stick with the end date that you know at the time 
of entering the contract.

DO NOT NEED TO COMPLETE – CA WILL COMPLETE 
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DO NOT NEED TO COMPLETE – CA WILL COMPLETE 

 

If you have already obtained the 1295 Form please attach to the contract.  

DO NOT NEED TO COMPLETE  

Paul: Can you hide this question? 

DO NOT NEED TO COMPLETE ANYTHING ON THIS PAGE – 

CA WILL COMPLETE 
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Attach all applicable documents here. 
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Under GOODS AND SERVICES need to complete the 

commodity code.  The steps are as follows: 

1. Click on NON-CATALOG ITEMS 

2. Click “Add Contract Non-Catalog Item” 

3. Complete the information on the “Contract Non-

Catalog Item” page. 

 

Many are forgetting to complete the 

commodity code. 

Please be sure to complete this item. 

Step 1 

Step 2 
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Step 3 

Under USERS AND CONTACTS be sure that YOU are listed as the Contract Manager 

and the departmental contact(s) is/are listed as the Stakeholder.   

Add yourself as Contract Manager by clicking on EDIT USERS and adding your name 

as below. 

Add departmental contact(s) by clicking on EDIT USERS and adding them as below. 

 

If you have an “actual” commodity code: 

1. Put number in UNSPC box 

2. Click “assign category  from UNSPC and the “Commodity Code” 

and a description will auto populate. 

If you are using a “made up” commodity code (i.e. 999 code): 

1. Put number in UNSPC box 

2. Put same number in “Commodity Code” box and CLICK OVERRIDE 

3. Provide a description of the commodity code in the “Searchable 

Keywords” box 
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No need to complete any information in any of these 

sections unless you need to make comments of any 

kind in the comments section or send out internal or 

external communication. 
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Notifications 

 

If you would like to use any of these features and 

are not familiar with them let me know and I can 

help. 
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➢ Once you have completed all of the items above you will then facilitate the contract to Tammy for review by Contract Administration. 

To facilitate contract to Tammy: 

 

 

Steps for facilitating contract to Tammy: 

1. Click on CONTRACT ACTIONS and select “Assign Contract Facilitator” 

2. Click on ADD USER 

3. Type PRATER in the Search box and click SEARCH 

4. Tammy’s name will appear – click “Add User” 

5. Type comment and click “Assign Contract Facilitator” 

Step 1 

Step 2 
Step 3 

Step 4 
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Step 5 
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Process for creating/facilitating AMENDMENTS: 

 

 

 

Steps for creating an amendment to an EXISTING contract: 

1. Pull up existing contract 

2. Click on “Contract Actions” 

3. Click on Amend 

4. Select YES (if want to include original Word document) or NO to 

include the latest attachment versions then click “YES” 

NOTE: if you want to amend the original Word document and will not 

be using a new document then be sure to choose YES here. 

Step 1 

Step 2 

Step 3 

Step 4 
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Amendment is saved under the SAME contract number but it will say 

“Amendment Actions” at the top right.   Will also show “Amendment 1” in 

the VERSION section. 

 

Amendment will come over with all same 

information as original contract so will need to 

make ONLY changes that amendment is requesting 

(i.e. extending end date, adding money, etc.).  Also 

be sure to edit the summary to indicate what the 

amendment is changing (EX: This amendment adds 

additional service by vendor in the amount of $3K) 
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➢ Once you make all the necessary changes you will then facilitate to Tammy same way as explained above. 

 

Other changes that may need to be made to the 

Amendment are marked here with RED arrow. 
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Process for creating/facilitating RENEWALS: 

 

 

 

Steps for creating a renewal to an EXISTING contract: 

1. Pull up existing contract 

2. Click on “Contract Actions” 

3. Click on RENEW 

Step 1 
Step 2 

Step 3 
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Renewal is saved under the SAME contract number but it will say “Renewal Actions” at the 

top right.   Will also show “Renewal 1” in the VERSION section. 

 

Renewal will come over with almost 

all same information as original 

contract, WILL automatically 

change Start and End Date to the 

renewal year, and will automatically 

adjust the “Renewals Remaining.”  

ONLY changes that will need to be 

made are any changes requested 

through the renewal – there may 

be none (example of changes 

through renewal may be company 

contact info and value) 

 

Will need to update Value to whatever 

the value of the renewal is.  Possible that 

it will increase from the value of the 

original contract.  
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➢ Once you make all the necessary changes and IF there is a document that needs to be signed for the renewal you will need to attach 

that document to the renewal contract then facilitate to Tammy same way as explained above.  If NO signed document needed you 

will submit for approval and you are done. 

 

 

➢ A search of this contract C2021-2513 will now pull up the ORIGINAL contract, AMENDMENT, and RENEWAL since they all share the same 

contract number.  

 


