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WELCOME  

Object ives  

The purpose of this handbook is to familiarize contract administrators and standard requisitioners 

with the functionality available in the SciQuest Contract Manager module. We hope it will help 
you:  

• Understand the available functionality in the Contract Manager module. 

• Create and manage contracts for services and goods. 

• Associate contracts with requisitions and purchase orders. 

• Gather contract-related data required for reporting and financial analysis.   

  

Key Po ints  

• A basic understanding of SelectSite is required. 

• This handbook should be used as a supplemental guide to the Requisitioner and 

Administrative Handbooks provided with SelectSite/HigherMarkets. Many of the 
fundamental concepts discussed in this book are detailed in the additional handbooks. In 

addition, the Contract Import Guide and Contract Product Import Guide are available 
in the site. 

• This handbook will show you how to perform functions in the system. It is important to note 
that much of the how, when, and why the system is used is determined by your organization’s 
business practices. We suggest that you supplement this document with your organization’s 
business practices, goals, and policies.  

• Topics in this document range from setting up permissions and creating contracts to applying a 
contract to a requisition. Depending on your role in the organization, you may only have 
permissions to perform a subset of these functions. Typically, if you cannot perform a task, it is 
either not available in your site (based on site setup) or is reserved for a different role such as 
the Contract Administrator. 

• The term SelectSite may be used to describe the application in this handbook. For Higher 
Education customers, this term represents your HigherMarkets application. HigherMarkets and 

SelectSite can be used interchangeably from a product feature perspective. Contract 

Manager is a module within the SelectSite application.  

  

Understanding the Format  

A Lesson is created for each major functional area of the system. Within each lesson, there are 
three sections: 

1. An overview of the goals and functions in the lesson. 

2. Background and conceptual information about the lesson. The concepts will help you better 
understand why and when you perform tasks in the system and how they relate to other parts 
of the system. 

3. Step-by-step exercises detailing specific tasks in the system. Each exercise provides background 
information about the task, details about the typical user, step-by-step instructions, and in many 
cases, a results screen to compare your work. 
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What  you wi l l  learn…  

The document is organized by the following sections: 

• The Basics- includes an overview of the Contract Manager module, including introducing 
fundamental concepts for using the application and primary areas of navigation and use.   

• Creating and Managing Contracts- This section is primarily geared for contract managers 
and owners – the individuals responsible for creating and maintaining the contracts and their 
use. This section discusses how to create and edit contracts, how to set up visibility and 
ownership controls, and how to attach pricing to contracts.  

• Applying Contracts– This section details how to associate purchase requests and purchase 
orders with contracts, which allows for spend analysis and reporting.  
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Overview 

SciQuest’s Contract Manager Module is a centralized repository to store, search, and view 
organization-wide contracts. Contract Manager is fully integrated with the SelectSite/HigherMarkets 
suite of products (Spend Director, Requisition Manager, Order Manager, etc), allowing users to link 
purchases to supplier contracts. 

Additionally, Contract Manager provides automatic alerts on contract milestones and spending 
thresholds, helping organizations maximize the savings from negotiated contracts. 

Key features and Benefits of SciQuest Contract Manager: 

• Contracts are readily available for viewing and use by end-users and buyers – no more sending 
contracts via email or snail mail. 

• Contract Manager is seamlessly integrated with the SelectSite e-procurement and settlement 
process. 

• Optimizes use of contracts and improves overall contract compliance. 

• Reduces contract administration cost and improves contract analysis. 

• Alerts within Contract Manager are used to notify contract owners and stakeholders of renewals 
and spending thresholds. 

CONTRACT MANAGER – NAVIGATION AND ACCESS 
As you may know, the SelectSite / HigherMarkets interface is customized on a per-user basis. The 
tabs, screens, and ordering of information is based on 1) what modules an organization has enabled 
and 2) what parts of the system each user has access to, along with their personal preferences of 

presentation. Below are details around where you will find Contract Manager functions in the 
system.  

• Contracts screen. The Contracts screen displays for all contract managers or contracts 
owners and for standard requisitioners with access to view one or more contracts. This area of 
the application is used to search for, view, update, and manage your contracts. Note that when 
navigating to this screen, the initial view of contracts will depend if the user has Contract 
Administration permissions. If Contract Administration permissions are active the dashboard 
will display, otherwise the Contract Search page will display.   
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• The Contract field displays in the cart in the Supplier/Line Item Details area (accessed 
from the Review tab at the top of the screen). If a contract is not associated/assigned to an item, 
no value is displayed. If a contract is associated with the line item, the contract number is 
displayed.  

  

Take Note: The Contract field must be added to your Cart/Requisition and PO Configuration if you 
would like to associate contracts with purchases. This modification of the document configuration 
typically occurs during implementation. 

Contract  Management  

Contract Manager integrates a centralized repository of electronic contracts with the e-procurement 
process to improve contract visibility, tracking and analysis.  End users of SelectSite/HigherMarkets 
can search contracts and view key information about them, reference contract numbers on 
requisitions, purchase orders, and invoices, and can choose to apply special contract pricing to 
items in their shopping carts. Contract owners can be notified of key contract dates and financial 
milestones to more efficiently manage their contracts.  

Key details about Contract Management and the Contract Manager module: 

• Contract Manager is not designed to manage the contract negotiation process. It is assumed 
that this process is handled manually or through an external system (a link to which can be 
accessed via the Contract Dashboard). Only after a contract is finalized, should the contract be 
added to Contract Manager. 

• Contract Manager can be used as a standalone application, serving as a repository for electronic 
contracts, but it is HIGHLY recommended to integrate the use of contracts into your e-
procurement process.  

• Access and use of contracts is controlled through both permissions and settings at the contract 
level.  
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• A contract is associated with a specific supplier and suppliers can have multiple contracts. For 
example, you may have one contract with Staples for a “general” 5% discount on all office 
supplies and a specific contract for standard printing paper, which provides a 12% discount per 
box. Contracts can be created and saved without assigning a supplier (i.e. a “draft” contract); 

however, in order to activate a contract for use, a supplier must be selected.  NOTE: Once the 
supplier for a contract is selected, it cannot be changed.  

  

Roles  and Types of  Users in  Contract  Manager  

Within each organization, there are different individuals involved in the contract management 
process. In some cases, a separate Contract department exists and in other organizations, certain 
Purchasing buyers are assigned to contract management. Below is a list of the types of users that 
we anticipate will use the Contract Manager module.  

End User/Shopper 

• This user is responsible for shopping for services and products. They may – or may not – know 
the name of a contract that is associated with the item or service they need.  

Purchasing Manager 

• This user is interested in gaining a “bird’s eye” view of contract activity. This type of user will 
be most interested in Contract Reports and the spend analysis found on the Contracts 
Dashboard.  

Contract Administrator 

• This user is responsible for making sure that purchases are made according to signed contracts. 
This individual may also monitor contract renewal and expirations. He/She may provide reports 
for state requirements or for rebates. This user has full access to all contracts in the Contract 
Manage module, including creating, updating, and managing contracts and viewing contract 
reports and data. This type of user typically works in the Purchasing or Contracts department. 

Contract Owner / Buyer 

• This user typically has full rights to certain contracts – or types of contracts. This user is 
responsible for creating, managing, and updating the contracts for which they are assigned, 
including monitoring renewals and expirations. This individual may also be responsible for 
renegotiation. This type of user typically works in the Purchasing or Contracts department.  

Stakeholder 

• A contract stakeholder represents someone that has a SelectSite login, but typically works 
outside of the Purchasing or Contract department – YET – they are a vital part of the overall 
management process for one or more contracts. For example, there may be one individual in 
each department assigned to management of the departmental contracts and it is their 
responsibility to contact suppliers for negotiations, to make sure that spend is associated with 
the proper contracts, etc. Contract dates such as expirations are important to this type of user. 

Stakeholders are assigned on a per-contract basis. For more information refer to Defining 
Contract Owners, Stakeholders, and External Contacts. 

External Contacts 

• An external contact represents someone that does not have a login into SelectSite, but still 
holds an important role related to one or more contracts. For example, a supplier may be set up 
as an external contact or a contractor at your organization.  Although this type of individual 
cannot view or use contracts through the application, he/she may receive email notifications 
regarding the contract such as upcoming renewal or expiration and spending milestones. 
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Contract  Ownership,  Not i f icat ion,  and Usage  

When creating a contract, you must decide which individuals can specifically make changes/updates 
to the contract, which individuals should be notified about important events related to the contract, 
and who can use the contract for purchase requests.  

Who can make changes to a contract? 

There are only two ways that a user can have full read/write access to a contract:  

• They are set up as a Contract Administrator (a permission), or 

• They are assigned as a Contract Owner for the specific contract. (Note: Assigning the Contract 
Owner “permission” alone does not automatically grant read/write access to a contract.  For 

more information  see Defining Contract Owners, Stakeholders, and External Contacts on 

page 31. 

• If a contract is created through the Contract Director module, some fields of the contract may 
only be edited through Contract Director, and not in SelectSite. 

Who can receive email notifications about contract events and important budget info? 

Contract Owners and Contract Administrators can receive notifications. In addition, individuals that 

need to receive email notifications pertaining to a contract can be set up as a Stakeholder(if they 

are a SelectSite user) or as an External Contact. For more information, refer to Defining 

Contract Owners, Stakeholders, and External Contacts on page 1. 

Who can use a contract? 

In order to “link” a contract to a purchase requisition or a purchase order, one of the following must 
be true for the user:  

• The contract must be set up so that all users have access to use the contract. (This is the default 
setting for contracts).  

• The user must be assigned to use a contract (either by department, role, or specific-user 

assignment). For more information on setting up access for a contract, refer  see Defining who 
can Use a Contract  on page Error! Bookmark not defined.. 

  

Important: Contract usage is determined by the information set up on the Accessibility tab of the 
contract. From here, you determine if all users can use the contract or limit the usage to specific 
departments, roles, or individuals (users).  

Sample  Usage Scenar ios  for  V iewing,  Access ,  and Usage  

The table below provides a few scenarios of how visibility, ownership, and contract accessibility can 
be set up for various real-life scenarios. Additional “combinations” of settings may be used to meet 
your organization’s needs on a per-contract basis.  

Scenario Explanation and Results Settings 

I have a contract for Office Supplies that should be fully 
viewable by all users and all users should be able to “use 
it.” In addition, whenever someone orders from this 
supplier, it should automatically assign to this contract for 
all products purchased. 

• Ownership - No specific owners need to be named 
(the person who created the contract will 
automatically be listed as an owner) and only Contract 
Administrators can edit. The vendor contact is set up 
as an external contact to receive email notifications 
regarding renewals.  

• Applicability  - Accessibility criteria set to “Apply To 
All” for Department, Role and Fulfillment Center 
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• Visibility - Set to Full for End-Users and Other 
Owners.  Note: Visibility settings have no affect on 
accessibility of the contract. 

• Contract set to Apply Automatically and Available 

for all Products so that ALL purchases from this 
Supplier will be associated with this contract. 

  

I have a contract for Office Supplies that should be fully 
viewable by all users and all users should be able to “use 
it.”  In addition, whenever someone orders from this 
supplier, it should automatically assign to this contract for 
the specific products assigned in the contract. 

• Ownership - No specific owners need to be named 
(the person who created the contract will 
automatically be listed as an owner) and only Contract 
Administrators can edit. The vendor contact is set up 
as an external contact to receive email notifications 
regarding renewals.  

• Applicability - Accessibility criteria set to “Apply To 
All” for Department, Role and Fulfillment Center 

• Visibility - Set to Full for End-Users and Other 
Owners.  Note: Visibility settings have no effect on 
accessibility of the contract. 

• Contract set to Apply Automatically and Available 

for specific Products so that only specific 
purchases from this Supplier will be associated with 
this contract. 

  

My organization has an agreement with a company that 
provides Medical Supplies. The organization-wide 
discount is 5%, but an additional discount is provided for 
those individuals that work in the internal medical 
stockroom. 

In this case, two contracts would be created. Contract # 1 
is to document the “across the board” 5% discount and 
Contract # 2 for the 10% discount.  Two price files are 
sent in from the supplier indicating the different pricing 
per contract. 

Note:  Currently the Contracts Module does not have the 
capability to automatically assign discount percentages to 
orders based on the contract that is applied.  This is 
achieved using price files.  However, the Contracts 
Module can be used to assign accessibility and auto-
apply rules to the different contracts (and their contract-
related price files), which can achieve the same result. 

Contract # 1 (Org-wide, 5% discount) 

• Ownership - No specific owners need to be named 
(the person who created the contract will 
automatically be listed as an owner) – and only 
Contract Administrators can edit. The vendor contact 
is set up as an external contact to receive email 
notifications regarding renewals. 

• Applicability - Accessibility criteria set to “Apply To 
All” for Department, Role and Fulfillment Center, 
because the 5% discount applies to all users. 

• Visibility – Set to Partial for End-Users and Owners 
because end-users should not be able to view the 
proprietary details of the hard copy contract.  Note: 
Visibility settings have no effect on accessibility of the 
contract. 

• Contract set to Apply Automatically so that ALL 
purchases will be associated with this contract.  Note: 
This is true only if it is the lowest price available from 
this supplier for this item. 

• The 5% discounted price file for the supplier is linked 
to the contract. 

Contract # 2: 

• Ownership - No specific owners need to be named 
(the person who created the contract will 
automatically be listed as an owner) and only Contract 
Administrators can edit. The manager for the internal 
stockroom is set up as a stakeholder to receive emails 
regarding budget and renewals. The vendor contact is 
set up as an external contact to receive email 
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notifications regarding renewals. 

• Applicability - Accessibility criteria set to “Apply” to 
the specific Department or role associated with the 
Medical Stockroom department.  

• Visibility – None for End-Users because this contract 
is not applicable to these users. Partial for Owners 
because all individuals in the stockroom have been set 
up as Contract Owners and should be able to view 
limited info about the contract.  

• Contract set to Apply Automatically so that ALL 
purchases from the applicable role or department will 
be associated with this contract IF it is the lowest 
price. It should always be the lowest price for users in 
the correct department. 

• Price files for the specific contract should be linked to 
the contract. 

  

My organization requires that a specific vendor is used 
for catering requests. A form is created for catering and 
this is the pre-selected vendor on the form.  This form is 
set up as a “Featured Service” in the Purchasing 
showcase and when used, automatically “links” 
purchases to the contract.  

• Visibility – Full or Partial based on organization’s 
process for End-Users and Other Owners 

• Ownership - No specific owners named – only 
Contract Administrators can edit. The head of catering 
services is set up as a stakeholder to receive budget 
and renewal emails. The vendor contact is set up as 
an external contact to receive email notifications 
regarding renewals. 

• No additional criteria defined (departmental or by 
fulfillment center). 

• Contract set to Apply Automatically so that ALL 
purchases will be associated with this contract. 

My organization has an agreement with a vendor for a 
small set of products that is available to all users. This 
vendor does not provide a catalog, the available products 
are listed on the contract.  

• Ownership - No specific owners need to be named 
(the person who created the contract will 
automatically be listed as an owner) and only Contract 
Administrators can edit. The vendor contact is set up 
as an external contact to receive email notifications 
regarding renewals.  

• Applicability - Applicability criteria set to “Apply To 
All” for Department, Role and Fulfillment Center. No 
Catalog Numbers or Categories are defined under 
applicability since products are only available under 
the contract. 

• Visibility - Set to Full for End-Users and Other 
Owners.  Note: Visibility settings have no effect on 
accessibility of the contract. 

• Contract set to Apply Automatically and Available 

for All Supplier Products because this vendor 
does not provide products outside of this contract. 

• Products available under this contract are created 

under Non-Catalog Purchases >  Non-Catalog 

Items for purchase by shoppers. 

My organization has an agreement with a vendor for a 
service that is procured outside of SelectSite. This 
contract is available to all users. 

• Ownership - No specific owners need to be named 
(the person who created the contract will 
automatically be listed as an owner) and only Contract 



  

SciQuest, Inc. 9 www.SciQuest.com 

  

Administrators can edit. The vendor contact is set up 
as an external contact to receive email notifications 
regarding renewals.  

• Applicability - Applicability criteria set to “Apply To 
All” for Department, Role and Fulfillment Center. No 
Catalog Numbers or Categories are defined under 
applicability since products are only available under 
the contract. 

• Visibility - Set to Full for End-Users and Other 
Owners.  Note: Visibility settings have no affect on 
accessibility of the contract. 

• Contract set to Apply Automatically and Available 

for All Supplier Products because this vendor 
does not provide products outside of this contract. 

• Ordering instructions describing how to make a 

purchase using this contract are defined under Non-

Catalog Purchases > Ordering Instructions. 
These ordering instructions will be returned to 
shoppers in product search results.  

My organization has an agreement with a janitorial 
supplies vendor for light bulbs, but no other products. I 
also want to track the pricing of the top 10 light bulb 
purchases to audit this vendor’s catalog. This contract is 
available to a single department and is only applicable if 
purchased from a specific location. 

• Ownership - No specific owners need to be named 
(the person who created the contract will 
automatically be listed as an owner) and only Contract 
Administrators can edit. The vendor contact is set up 
as an external contact to receive email notifications 
regarding renewals.  

• Applicability - Applicability criteria set to “Apply To 
All” for Role. The Department with access to the 
contract is selected and the vendor’s Fulfillment 
Center that corresponds to the location under contract 
is defined. On the By UNSPSC tab, the UNSPSC 
corresponding to the light bulbs category is defined. 
On the By Catalog Number/SKU tab, the catalog 
numbers for the 10 light bulbs that you want to track 
pricing on are listed.   

• Visibility - Set to Full for End-Users and Other 
Owners.  Note: Visibility settings have no effect on 
accessibility of the contract. 

• Contract set to Apply Automatically and Available 

for Only Specified Product SKUs and 

USNSPCs because this vendor does not provide 
products outside of this contract. 

  

  

Contract  Management  Permiss ions  

The following permissions are related to use of Contract Manager: 

• Contract Administrator:  This permission should be granted to individuals whose primary 
job is to enter, track, and maintain contracts. Typically, there are only a few people in an 
organization with this permission because it allows full access to ALL contracts, including 
making changes to files, effective dates, and all other related information for the contract. With 
this permission, you can view all contracts, irrespective of their visibility setting. This 
permission also allows you to view the Contract Reports.  
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• Contract Owner:  Contract Owner is the lesser of the two Contract Management permissions. 
This permission is typically granted to users that are responsible for contracts within their 
department or group or Buyers within the Purchasing Department. Many times, contracts are 
set up so that more information can be viewed by contract owners versus the “standard 
requisitioner.” Additionally, if a contract is set up to allow this, contract owners have full 
read/write access to the contract(s) that apply to them or their department. Contract owners can 
view reports for those contracts in which they have full read/write access.  

• Manage Supplier Profiles: This permission is needed to access supplier information if you 
will be editing or updating supplier information, including associating a price file to a contract.  

• Edit Items/Catalogs: This permission is needed to associate a price file to a contract. 

• Apply any contract to invoices: This permission provides the ability for the user to select 
any contract that is effective at the time of the invoice date and apply to the invoice, regardless 
of the user’s accessibility. 

• Consortium Contract Administrator – This permission is assigned to consortium and 
member organization users who are responsible for the setup and use of contracts in 
association with a consortium or group purchasing organization.  

  
  

Contract  Restr ict ions  

Organizations can easily manage contract and budget restrictions both when the user is submitting 
a cart and through the approval workflow process. Contract owners can configure and enforce 
budget maximums for blanket orders. They may also manage document restrictions by contract 
including PR maximum spend, PR minimum spend and line quantity maximums. When using these 
settings, an organization can choose whether to warn the user in the cart when specified 
requirements are not met, or an error can prevent cart submission. In addition, organizations using 
PR workflow can choose to route documents to workflow for all contract restrictions as well as warn 
approvers or prohibit document approval in a workflow step. 

NOTE: This functionality is not enabled by default, and must be configured with the assistance of 
SciQuest (via workflow changes and document setup). Organizations utilizing workflow will be 
required to configure a new workflow step and configure the appropriate folder/approvers. (Contact 
Customer Support or your project team). 

The contract configuration options can be set up via the contract profile in the Budget/Spend tab.  

The requisition document may be configured to ignore, warn or error if the condition is not met. 
Also, workflow may be configured to route documents to approvers based on the specified values. 
End users can view defined contract restrictions in the More Info contract overlay in the cart or 
requisition. This information will allow them to make the appropriate changes if they receive 
warnings or errors. 

An example of a cart warning indicating a contract budget restriction is found below.  
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Contract  Administration 

The purpose of this lesson is to understand the various options within Contract Manager which can 
be configured by the contract administrator. 

  

Important  Concepts  for  an Administ rator  

Contract Types 

Contract Types are ways in which organizations group contracts. Examples of contract types include 
commodities, or types of products and services. When setting up contract types organizations have 
the ability to associate default forms that should be used for that type of contract. For example if 
your organization has a type called “Consulting Services Agreements”, you could attach a form 
specific to details needed when “ordering” consulting services. 

In addition, organizations have the ability to set up workflow steps for requisitions that apply 
against contract types. You would need to work with SciQuest Support or your Services team to 
enable workflow steps. 

Contract Director Integration 

If your organization has the Contract Director module, you may author contracts in Contract 
Director and export them to SelectSite. Contracts are exported to SelectSite upon contract approval 
or when an amendment to a previously exported contract is approved. Contracts that originated in 
Contract Director are displayed with , and when viewing the contract details, contain a message that 
some fields are only editable in Contract Director. Information that is managed in Contract Director 
includes: 

• Contract Number 

• Contract Name/Title 

•  Supplier 

• Contract State (Active/Inactive) 

• Description 

• Start and End dates 

• Budget 

• Consortium “published to” settings…… 

Contract Status 

Contract Status is a field which your organization can utilize to help communicate the current 
“status” of the contract. Examples of statuses include: signed -in file, awaiting final signature, 
awaiting price file, pending department approval. These statuses can provide management with the 
current state of contracts which are expiring or renewing.  

Contract Flex Fields 

Contract Flex fields can be used by organizations to track any additional information needed for 
contracts. Flex fields can be either text entry or selection from a predefined list of fields. Examples 
of what other organizations have used for flex fields include: originating department, insurance 
certificate required, revenue contract, and state contract.  
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Administrator Dashboard Link 

Administrators can enable a link from their dashboard which can provide quick access to a Contract 
Creation tool or a link to all soft copy contracts. 

  

One Contract per Purchase Order 

Administrators can configure SelectSite to allow only items from one contract per PO when a 
requisition contains items from multiple contracts. You have the option of splitting the Requisition 
into multiple POs or preventing the Requisition from being submitted. 

Consort ium Management  and Contracts  

Contracts can be used in association with the Consortium Management functionality provided by 
SciQuest. With consortium management there are two perspectives, each of which is explained 
below: 

Consortium / GPO perspective 

This perspective represents organizations that manage relationships with multiple suppliers and 
offers these negotiations to members of the consortium or group purchasing organization. A 
consortium will use its SelectSite site to set up the suppliers and apply the appropriate purchasing 
method (hosted catalog price file, non-catalog purchases, and contracts). From a consortium 
perspective, the following tasks can be accomplished through Contract Manager: 

• Administer consortium contracts from the Contract Dashboard. NOTE: The Consortium 

Contract Administrator permission is required to see this information. For more 

information, refer to Using the Contracts Dashboard. 

• Publish a contract to one or more members.  

• Use Contract Search to determine what contracts have been published, what contracts are 

available to individual members, and more. For more information, refer to Searching for 
Contracts . 

• View spend and budget information by member organization. For more information, refer to 

Defining and Managing Budget and Spend for a Contract . 

• Note: Contract information is included in the standard consortium reporting, which is available 
through catalog mgt � consortium mgt � reports. 

Member perspective  

Organizations that participate in a consortium or GPO are referred to as “members.” As a member, 
you can take advantage of negotiated supplier relationships offered by the consortium. This 
includes contracts and contract information.  If the member organization has purchased the 
Contract Manager module, additional information pertaining to the consortium contract will also be 
available. From a member perspective, the following tasks can be accomplished through Contract 
Manager.  

• Receive emails notifying the member organization when new contract is available from the 

consortium. Email preference set up through profile: Consortium contract published / 

unpublished. Note: This functionality is available regardless if the member organization is 
using the Contract Manager module.  

• Administer consortium contracts from the Contract Dashboard. NOTE: The Consortium 

Contract Administrator permission is required to see this information. For more 

information, refer to Using the Contracts Dashboard on page 52. 

• View information about consortium contracts published to the member organization and 

determine whether or not to subscribe to the contract. NOTE: The Consortium Contract 
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Administrator permission is required to see this information. For more information, refer to 
page 35. 

• View consortium contracts through the contracts search. These contracts are identified by the 

following icon: NOTE: If your organization does not use Contract Manager, a new contracts 
tab will display if you are part of a consortium using contracts.  

• Changes made to a contract at the consortium level, are automatically applied at the member 
level. 

• Once the member has selected to subscribe to the contract, orders can be placed using the 
contract number and summary spend will be reported by the contract number to the 
Consortium 

• Once a member subscribes to a contract, information about the contract can be updated 
specifically for the organization including: 

� Contract Types 

� Price Set Association 

� Notification Lead Times 

� Apply Automatically Option 

� Blanket PO Number  

� Budget, Spend and Tiers  

� Stakeholders, External Contacts  

� Accessibility (Dept, Role, User) 

� Fulfillment Centers 

� Form and Non-Catalog Item Configuration  

  

CONTRACT ADMINISTRATION EXERCISES 

Creat ing  a  New Contract  Type  

Contract Types will initially be created as part of your implementation. Contract Administrators 
have the ability to modify and add new types. 

Step-by-Step 

The goal of this exercise is to create a new contract.   

1. Login to the system. 

2. Select the contracts navigation tab. The Dashboard or Contract Search sub-tab displays 
by default.  

3. Select the contract type admin tab 
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4. Click the Create New Contract Type button. The following will display: 

 

5. Enter the internal name and display name for the contract type (this may the same). Internal 
name is typically used for workflow routing and cannot be changed, but is only used internally 
in the system.  

6. Select a default form for the type of contract if one exists 

7. If your organization wants the user to be able to order from these types of contracts using the 

Non-catalog item, check the box. 

8. Click Update and the type is saved and available for use. 

  

Creat ing  Contract  Statuses  

Contract statuses will be created initially during implementation, however contract administrators 
which also have field management permissions are able to update contract statuses. 

Step-by-Step 

The goal of this exercise is to create a contract status.   

1. Login to the system. 

2. Navigate to the Field Management. Tab. 

3. Through the tree expand down – Administration � Contracts � General. 

4. Select Contract Status. 

5. Select a list value to edit the display name. 

6. Select the New List Value to create a contract status value. Once you enter an internal name 
it cannot be changed. 

7. Add values that your organization uses for renewal status (pending department approval) 

8. Save your edits and close the window. 

  

Enabl ing  Contract  F lex  f ie lds  

Contract flex fields will be created initially during implementation, however contract administrators 
which also have field management permissions are able to update contract flex fields. 

Step-by-Step 

The goal of this exercise is to create and enable contract flex fields.   

1. Login to the system. 

2. Navigate to the Field Management. Tab as a user that has Administrative permissions. 

3. Through the tree expand down – Administration � Contracts � Details. 
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4. Select Flex field 1, Flex field 2 or Flex field 3. 

5. Override the visibility, update the display name and make the field Active. Save your changes. 

6. Enable as many of the flex fields and needed and they will be available for use. 

  

Enabl ing  Administ rator  Dashboard  L ink  

The administrator link will be created initially during implementation, however contract 
administrators which also have field management permissions are able to update this link. 

Step-by-Step 

The goal of this exercise is to create a link to a contract database for an administrator.   

1. Login to the system. 

2. Navigate to the Field Management. Tab.  

3. Through the tree expand down – Administration � Contracts Dashboard� Contract 
Administration. 

4. Select the Enter a link to an external system field, edit URL if applicable and make visible. 

5. Save your changes. 

  

Subscr ib ing  and Managing Consort ium Contracts  

Consortium member organizations must subscribe to a contract to take advantage of the 
relationship set up between the supplier and the consortium. After a contract is published by the 
consortium organization to the member organization, an email will be sent to the member 
organization. From there, the next step is for the member organization to determine whether or not 
to subscribe to the contract. Once the member has selected to subscribe to the contract, orders can 
be placed using the contract number and summary spend will be reported by the contract number 
to the consortium. 

This task is only relevant to member organizations where a consortium relationship is established 
and set up by SciQuest.  

The Consortium Contract Administrator permission is required to perform this task. 

Step-by-Step 

The goal of this exercise is to subscribe to a published consortium contract.   

1. Login to the system. 

2. Select the contracts navigation tab, then select the manage consortium contracts sub-
tab.  

3. Use the search filter to determine what published contracts to view/display. By default, all 
active and effective (dated) contracts display. Use any of the fields shown to view specific 

contracts or contract types. Click Search to view the contract search results.  

4. From the contract search results, you can: 

a. View all contracts that have been published by a consortium to the member. 

b. Sort the contracts by the following options: 
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c.  

d. Subscribe to a consortium contract or unsubscribe. By subscribing to a contract, it will 
immediately be available for use on your site. Edits can be made to the contract after 

subscribing. To subscribe to a contract, enable the select checkbox then choose Subscribe 

from the drop-down box, then click Go. To unsubscribe, choose End Subscription.  

e. Activate a supplier that is not active on the member site. A not available link displays in 
the Select checkbox for suppliers that are not enabled on the site. Click this link for more 
information, as shown below. From here, you can go to catalog management to enable and 
update the supplier information (Catalog Management permission required).  

f.  
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Creating Contracts 

The purpose of this lesson is to learn about creating contracts, along with setup information around 
contract management.  

Note: If your organization has the Contract Director module, the majority of contracts may be 
created in Contract Director and synched with contract management in SelectSite. 

  

Contract  Ident i f icat ion  

As contracts are created, it is important to consider how the contracts will be identified so that they 
can be easily located during contract searches.  The four principle contract identifiers are detailed 
below.  

• Contract Number: The contract number is the key identifier for a contract and is determined 
when the contract is first created. IMPORTANT: The Contract Number cannot be modified once 
the contract is saved. The Contract Number is important because it is used by administrators to 
search for contracts and displays on the screen with associated items from the contract, and in 
reporting. It also can be provided on the purchase order to the supplier if required. It is HIGHLY 
recommended to determine a naming/numbering schema prior to entering contracts. NOTE: 
The contract number may come from an external contract authoring system. Below are some 
best practices in assigning contract numbers: 

� If different groups within your organization will use Contract Manager, use a prefix to 
identify the different groupings of contracts. For example, if you have one group that 
handles Service Contracts and another for Goods, the first group could use Contract 
Numbers that start with S – 001, S -002, while the second group could use G-001, G-002, 
etc.  

� Numbers, Text, and punctuation are allowed in Contract Numbers. 

� A common practice is to use the Contract Number on the actual contract (i.e. – paper) 
for the contract in SelectSite.  

� Duplicate contract numbers can exist as long as the contracts are with different 
suppliers OR if a supplier has not been identified. 

• Contract Name: A short descriptor that identifies the contract.  The purpose of this field is to 
help you quickly “find” the contract you are looking for. Since a different field exists for the 
supplier name, it is recommended to use a descriptor that includes information other than the 

supplier name.  The contract name can be changed by the contract owner at any time. Note: If 
the contract originated in the Contract Director module, the name can only be edited in Contract 
Director. 

• Supplier Name: The name of the supplier with whom you have negotiated the contract.  The 
supplier name is selected from your list of active suppliers (hosted, punch-out, or non-catalog.)  
It is important to understand that once you have associated a contract with a supplier name, 
you cannot change the supplier. In order to make a contract active, a supplier must be selected.  

• Contract Types. Use contract types to differentiate between the types of contracts for 
searching, using, and reporting on contracts. For example, one buyer may be responsible for all 
Service (type) contracts and another buyer responsible for all Lease (type) contracts.  

 

Contract  Status  

When a contract is created in the system, the effective date and expiration dates are entered, 
and can be updated if needed. This date range is very important because it is used to indicate the 
status of the contract. Below is a description of each of the contract statuses: 
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• Effective Contract:  A contract is effective in the date range between the effective date and 
expiration date. The effective “period” can range from one day, one year, or span multiple 
years. The effective dates are typically listed specifically in the “paper” contract. From a system 
perspective, requisitions and purchase orders can only be “paid from” or associated with 
effective contracts. The contract must also be Active in order to use it.  

• Expired Contracts:  A contract is automatically marked as Expired once the expiration date 
passes. Requisitions cannot be associated with expired contracts.  

• Future:  a future effective contract indicates that the contract is not effective yet, but will be, 
eventually. For example, you might enter a contract in February that is not active until June. 
Assuming that the contract is active, the contract will be visible and available for use (i.e. – 
Effective) on the effective date. 

Contract Activation: 

The effective dates of a contract indicate when the contract is valid. In order to actually “use” a 

contract in the system, the contract must also be Active. Occasionally, you will not activate a 
contract because the contract is not finalized or the supplier has not been added to the system– 
although the effective date is current. When the term of a contract expires it will automatically 
inactivate the contract. 

In the graphic below, all of the contracts listed are active. A red X is used to indicate a non-active 
contract. The effective and expiration dates indicate the status (effective, expired, or future).  

 

  

Contract Events and Email Notifications 

There are three primary events in the lifecycle of a contract: 1) when a contract becomes effective, 
2) when a contract expires, and 3) when a contract renews (if applicable). With each of these events, 
email notifications can be sent to the appropriate parties to let them know about the events. 
Additional notifications can be sent when the contract budget has been exceeded or when certain 
budget tiers are reached. Email notifications can be sent to SelectSite Users (contract 
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administrators, owners, and stakeholders) and external contracts, such as suppliers. For more 

information, refer to Defining Contract Owners, Stakeholders, and External Contacts . 
Additionally, the Contract Dashboard contains key information about contract notifications such as 
“all contracts up for renewal in the next 30 days.”  

Below is a description of each of the three primary events for a contract: 

• Contract Taking Effect:  A contract becomes effective at 12:00:00 AM on the date set in the 
Effective Date field.  Once a contract is effective and Active (read concept above), it can be 
viewed and used by the requisitioners or departments granted access.  

• Contract Expiration:  A contract expires at 11:59:59 PM on the date set in the Expiration Date 
field.  To send an e-mail notification to contract owners prior to a contract’s expiration date, set 
a number of days in the Expiration Lead Time field.  For example, if contract owners wish to be 
notified three months before a contract expires, set the Expiration Lead Time to 90 days. 

• Contract Renewal:  Contracts can be set to renew automatically, or they can be renewed 
manually.  When setting a contract to renew automatically, set an auto-renewal period in days, 
months, or years, as well as the number times the contract should auto-renew.  For example, a 
contract might be set to auto-renew every six months up to three times.  To send an e-mail 
notification to the appropriate parties, set a number of days in the Renewal Lead Time field.  For 
example, if a contract stakeholder wishes to be notified one month before a contract 

automatically renews, set the Renewal Lead Time to 30 days.  Note:  No contract renewal e-
mail notifications are available for contracts that are renewed manually rather than 
automatically. 

Note: If the contract originated in the Contract Director module, the effective/expiration 
dates and renewal options can only be edited in Contract Director. 

  

Enabl ing  Emai l  Not i f icat ions  

Contract Manager provides a flexible, comprehensive way to “alert” or notify parties of important 
events related to a contract, including when a contract is effective, expires, renews, and when 
budget tiers are reached. There are three main “steps” in setting up and managing email 
notifications – or alerts. 

Step 1: Determine initial renewal, budget, etc… settings for contract 

• If you would like to send/receive emails to prepare for contracts becoming effective, expired, or 

up for renewal, enter this information in the General Tab of the contracts profile. 
Additionally, use the Notification Lead Times to indicate “when” you want to send the emails 
(For example - 30 days before a contract is up for renewal).  

• If you would like to send/receive emails when an overall budget is reached, whether at the PR, 

PO, or invoice level, enter this information in the Budget/Spend tab. This tab also allows you 
to enter notification tiers to prepare for deductions or give you an idea when you are getting 
“close” to exceeding a budget.  

Step 2: Determine what emails are sent to which group 

• Emails can be sent to Contract Owners (buyers), Stakeholders, and External Contacts. To learn 

more about these roles,  see Roles and Types of Users in Contract Manager  on page 5. . 
Once a contract has been created, access the Owners and Stakeholders tab to determine “who” 
will receive “what.” For example, you may want to send stakeholders notifications about 
renewals and budget information, but not send this information to individuals in your 
Purchasing Department (owners). You may decide that external contacts may only be sent 
renewal notifications.  
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Step 3: SelectSite Users set up profile to allow for emails 

• SelectSite Users – Contract Manager, Owners, and Stakeholders, can receive email notifications 
for events and budget information. In order to receive these notifications, the options below 
must be enabled in the User’s Profile (Profile � User Settings � Email Preferences): 

• Contract Budget /Tier Exceeded – When the overall contract total budget is exceeded 
OR a tier notification is met, an email is sent. Note: The setting for when an e-mail is 

triggered is configured on the Budget/Spend tab of the contract. E-mails can be triggered 
based on PR, PO, and/or invoice spend. 

• Contract Date Notification - This e-mail is sent when a time-sensitive event occurs or 
is about to occur (lead-time of event) with a contract. E-mails are sent to all contract owners 

of the contract when one of these events occurs. Note: The settings for this e-mail are 

configured on the General tab of each contract. 

Note: When a contract is configured to send emails to external contacts, the emails are 
automatically sent to the email addresses specified. External contacts cannot opt out, but you can 
remove them from the list if they no longer need to receive the emails. There is no concept of 
enabling notifications for external contacts.  

 

CREATING CONTRACTS EXERCISES 

Creat ing  a  New Contract  

After negotiations are complete for a contract, it is recommended to enter the information into 
Contract Manager – even if the contract will not become effective for some time. Contracts are 
typically entered into the system by a small group of individuals at an organization, possibly only 
one or two. In some cases, contracts are created by multiple individuals in different “groups” at 

your organization. In any case, you must have the Contract Manager Permission enabled in 
order to create a brand new contract. 

In some cases, you may choose to copy an existing contract or renewing an “old” contract instead 
of creating a new contract. These options may save you time, so consider them before creating a 
new contract.  

This exercise demonstrates how to manually enter a new contract. Refer to Importing and 
Exporting Contract Data  to learn more about how to create contracts by importing data into the 
system.  

Step-by-Step 

The goal of this exercise is to create a new contract. This task is typically performed by someone in 
the Purchasing or Contract department at an organization.  

1. Login to the system. 

2. Select the contracts navigation tab. The Dashboard or Contract Search sub-tab displays 
by default.  

3. From the Dashboard, select the Create new contract link. A screen displays allowing you to 
enter general information about the contract. A sample populated form is shown below: 
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4. Enter the Contract Number, which is the number the organization and supplier use as the 
reference number for a particular contract. It is the number that the system will include on 
purchase orders.  
This value is required and cannot be changed once the contract is saved. NOTE: The Contract 
number is a searchable field using the Keyword search field. For recommendations on naming, 

refer to Contract Identification . 

5. Enter the Contract Name, which is the descriptive name that an organization gives to a 
particular contract. This field is required and can be up to 100 characters long. NOTE: The 
Contract name is a searchable field using the Keyword search field. For recommendations on 

naming, refer to Contract Identification. Note: If a contract originates from the Contract 
Director module, the Contract Name field must be edited in Contract Director. 
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6. Select the Contract Type from the drop-down list. The list of options is determined by an 
administrator through the contract type admin tab. The contract type is used to categorize or 
group different types of contracts.  

7. Select the Currency for the contract. By default, your site’s base currency is selected, and if 
you organization is only using one currency, this will be your only option. Otherwise, the list is 
derived from the currencies enabled by your organization and the supplier. Only one supplier 
can be assigned to a single contract. This selection does not limit spend to only one currency, 
but is the currency in which spend will be tracked against in the Budget tab (PR, PO, and Invoice 
spend, along with tier data).  

8. Click the  button to select the supplier associated with the contract. From the 
pop-up window, locate and select the appropriate supplier: 

a. Click Search to view all suppliers or enter all or part of the supplier name in the Supplier 

Namefield.  

b. Click the select button to choose the supplier for the contract.  

• IMPORTANT:  

• Selecting a Supplier is not required; however, in order to set the contract to “Active” a 
supplier must be selected. 

•  The list of suppliers is derived from the suppliers found in the Supplier 
Management� Suppliers sub-tab. This list may be managed directly via SelectSite or 
from a third-party system (Banner, supplier import, etc).  

• Once a supplier is selected, it cannot be changed. The only way to “change” 
a supplier is to copy a contract and create a new contract.  

� The Supplier name is a searchable field using the Keyword search field.  

9. Enable the Active checkbox to indicate the contract can be viewed and used once effective. 

The Active status is the contract's general status (as opposed to its Effective status). Only 
Active contracts will are available to add to line items. If it is necessary to "expire" a contract 

prior to its official Expiration Date, simply inactivate it. Note: If a contract originates from the 
Contract Director module, you may only enable/disable the Active status in Contract Director. 

10. Select the Availability for products. This contract may be available for all products 
purchased from the supplier or for a predefined set of products.  

11. Enable the Apply Automatically checkbox to make a contract automatically be associated 
with a line item in a cart if certain criteria is met. This option is HIGHLY recommended if there 
will only be one contract for the supplier AND all purchases are from this contract. For example, 
if your organization has a general contract for computers from Dell, you may choose to Apply 
Automatically. If this option is not selected, the user (requisitioner, approver, or buyer) must 
manually associate the line item(s) with the contract. In the event that there are multiple 
applicable contracts for a single line, there is a hierarchy in terms of which the system will 
apply: 

a. The User is a Contract Owner for the contract. 

b. The User is explicitly listed in the "By User" table for the contract. 

c. The User's Department is explicitly listed in Available Departments. 

d. The User's Role is explicitly listed in Available Roles. 

e. The contract with the oldest activation date 

f. Alphabetical by contract name. 

IMPORTANT: In the event that the system is unable to identify the single-most applicable 
contract, it will mark that line with a warning message that there are contracts from which to choose 
if the organization has included the contract number warning notification in the requisition 
configuration. 
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12. Select the Contract Status. This drop down list is configured by the contract administrator 
and can be used for any organizational process. Examples of contract status include: signed, in 
file, signed awaiting supplier signature, pending price file, in negotiation, etc… 

13. Enter the Description for the contract. The number of characters available for the field is 
displayed below the field. The description field is html enabled so organizations can add links, 

or provide emphasis on words by bolding or italicizing. Note: If a contract originates from the 
Contract Director module, you may only edit the Description field in Contract Director. 

14. Enter the following information to determine the effective date range for the contract.  

a. The Effective Date is the date on which the contract becomes in force. Contracts always 
become effective as of midnight (12:00 AM), but it is possible to define the time zone in 
which "midnight" occurs (see Time zone for more information). It is possible to change the 
Effective Date one the contract is saved, but if for some reason it is necessary to make a 
contract no longer be available, it may be more appropriate to inactivate it. Enter the 
effective date in month/day/year format, for example: 11/18/2008, or click on the calendar 

icon to select a date. Note: This is a require field. If a contract originates from the Contract 
Director module, you may only edit the Effective Date field in Contract Director.  

b. The Expiration Date is the date on which the contract will no longer be in force. Contracts 
always expire as of midnight (11:59:59 PM), but it is possible to define the time zone in 
which "midnight" occurs (see Time zone for more information). Enter the expiration date in 
month/day/year format, for example: 11/18/2008, or click on the calendar icon to select a 

date. Note: This is a require field. If a contract originates from the Contract Director 
module, you may only edit the Expiration Date field in Contract Director.  

c. The Time zone field allows the organization to define the appropriate time zone in which 
the contract's Effective and Expiration Dates actually occur. Presumably most contracts will 
start and end in the organization's default time zone, but it is possible that this could occur 
in a different time zone. Time zone is not required, and if not entered, the organization’s 
time zone will be used.  

15. The Pricing section of the contracts screen is used to indicate whether or not a price file is 
associated with the contract, and if so, the system will remind you if there is a contract that has 
not been associated with a price file. It is recommended that this is used only if the organization 
has multiple price files per supplier or if the price is not available to all users. 

a. Enable the Needs price file checkbox to indicate that the contract is associated with a 
hosted catalog (price file).  

b. Associated price set is a link that allows the administrator to select a price file – from 
the supplier – that is associated with the contract. When a new contract is being created, 
there will be no association; therefore this field will not display the name of the associated 
file. It is recommended to make the association as soon as the hosted file is available, as 

discussed on Assigning Contract Owners To Price Set Approvals .  

16. Enter renewal details about the contract, if applicable. This information is typically found within 

the actual contract. Note: If a contract originates from the Contract Director module, you may 
only edit the Renewal options in Contract Director. 

a. Enable the Auto-Renew checkbox to automatically renew a contract when it reaches its 
expiration date. With this, the original contract will expire and the renewal will become 
effective. It will take the Renewal Term and Max Renewals into consideration. A contract 

flagged for auto-renewal will also generate a Renewal Pending email as a reminder to 
the appropriate parties. If selecting auto-renew it is important to understand that the budget 
and spend is reset at renewal. Spend for the prior renewal is available – however it will be 
reset as it applies to the budget. 

b. Enable the Automatically Apply Price file with Renewal checkbox to associate the 
current price file for a supplier when the contract is renewed. We recommend this option 
except in cases where a new price file is typically expected at the same time a contract is 
renewed – for example, every year. If you are unsure of whether or not a renewed contract 
should use the active price file at time of renewal, you may want to disable this checkbox. 
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You will be alerted via the Dashboard with an indication of a “contract with a price file 
lacking.”  

c. Enter the number of days, months, or years for the automatic renewal. For example, once 
the contract expires, the renewal is good for 2 (more) years. When a contract renews 

automatically, the system uses the Renewal Term value to calculate the renewed 
contract's Expiration Date. Without a Renewal Term, the system will populate an 
automatically-renewed contract with the same expiration date as the original contract. For a 
manually-renewed contract, the system will leave the Expiration Date blank.  

d. The Max Renewals field governs the maximum number of times that a contract will 
automatically renew. The value decrements each time the contract renews, and once it 
reaches zero, the contract will no longer automatically renew. For example, your contract 
may allow for up to 5 one-year renewals at the same price. IMPORTANT: If the Max 
Renewals field is left empty, the system allows a contract to be renewed indefinitely. 

e. Select the Renewal Status from the drop-down box. This field, which can be defined by 
the administrator via field management, is used to indicate “where” in the process the 
renewal is currently. For example, an organization may have different status options to 
indicate the contract renewal is being approved by the department, by the supplier, that the 
pricing is being negotiated, or the renewal is complete.  

17. Enter Notification Lead Times to determine when emails will be sent for contract events. If 
no value is entered notifications will not be generated for the event. 

a. In the Effective Lead Time field, enter the number of days (if any) prior to a contract 
becoming effective that the system will notify contract owners, stakeholders, or external 
contacts of the pending date. 

b. In the Expiration Lead Time field, enter the number of days (if any) prior to a contract 
expiring that the system will notify contract owners, stakeholders, or external contacts of 
the pending date. The system will not generate a Pending Expiration Date email if the 
contract is configured to auto-renew. 

c. In the Renewal Lead Time field, enter the number of days (if any) prior to a contract 
automatically renewing that the system will notify contract owners, stakeholders, or 
external contacts of the pending date. The system will only distribute this email if the 
contract is configured to auto-renew, and it will use the Expiration Date to calculate when to 
send the email. 

18. Verify that all of the information for the contract is correct. Keep in mind, once the Contract 
Name and Contract Supplier is defined and saved, this information cannot be changed and 
contracts cannot be deleted. 

19. Click Create. The contract will be saved and additional details on the contract can now be 
added. Refer to the remaining exercises in this lesson to learn how to add additional 
information such as controlling visibility, adding budgeting information, linking a contract to a 
form, and more.  

  

Adding Deta i ls  to  a  Contract  

After a contract is initially created in the system, you will want to add details to the contract. This 

exercise specifically focuses on the information tracked on the Details tab when viewing a 
contract. Refer to additional exercises in this lesson to learn how to add other types of information 
for a contract. 

Step-by-Step 

The goal of this exercise is to add details about a contract including attaching the soft copy file, 
entering keywords for users to search on the contract, and more. This task is typically performed by 
someone in the Purchasing or Contract department at an organization.  

1. Login to the system. 
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2. Search for and open the appropriate contract. Click on the drop-down selection next to the 

Contract No. (Far left column) to select Edit/View Details. 

3. Click the Details tab. The screen will look similar to the one below: 

 
4. In the first box on the screen (Details), enter information about the contract reserved for 

contract owners for whatever they deem important for quick reference. Use this area to 
summarize important details of the contract such as milestones, key dates, payment amounts, 
etc. This information is not required but is recommended instead of having to open the hard 
copy file each time you want details about the contract. Additionally, it can be used by contract 
owners to verify they are viewing/updating the proper contract. Up to 2000 characters are 
allowed and end users cannot view this information. A field counter indicates number of 
characters available for the field.  

5. In the Searchable Keywords box, enter the words a user may use to find this contract. 
Entering several keywords increases the chances that the user can find the appropriate contract. 
For example, a contract with a taxi service company may include the keywords: taxi limo 
limousine, etc. The information entered in this box is searchable in the Keyword search field or 
when searching for contracts from the Product Search. This information is directly visible to 
end-user, but is used in their searches for the appropriate contract. For example, they may not 
know the vendor for food services, but they may enter “catering” when searching for a contract 
and it would match the request to the appropriate contract. Up to 1000 characters are allowed. 
A field counter indicates number of characters available for the field. 

6. The hard copy location field is a free-form field that allows an organization to enter a 
meaningful note about the storage location of the paper copy of a contract. This field is not 
required, but highly recommended.  

7. The Contract soft copy section is where you attach an electronic copy (or copies) of a contract, 
or to attach a link to the soft copy on the organization's network (URL). Once the contract is 
negotiated and signed, it is highly recommended to store the final copy here. Note: Only 
Contract Owners/Managers can view and access the files attached. Additionally, you must be 
set up as an owner for this specific contract in order to make changes to this field. By attaching 
a copy of the contract in this field, you can greatly reduce time spent emailing or “snail mailing” 
files to individuals in the department or AP for payment. Grant these people access to the file 
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and they can open and review the contract directly from SelectSite. If your organization does 
not give users full access to contracts; however, needs to provide access to contracts to all 
users, consider storing the soft copy URL in the contract description section. This would enable 
all users to have contract access. 

9. The Contract supporting documents section is where an organization may attach 
additional, supporting electronic documents that accompany a contract. Examples of this type 
of file include price files, special exhibits, appendices, and more. Note that this field is for 
contract owner-reference only; end users do not have access to this field. 

10. Flex fields and Flex lists can be used on the Details tab to track additional information for a 
contract. There are sixteen customizable fields – eight freeform entry fields and eight fields 
where the administrator can pre-define a list of values to select from. During implementation, 
consider what information is currently being tracked in your previous system and whether 
would like to carry any of this information over. The flex field data is available in the contract 
reports. Some sample usage of flex fields is shown below.  

• Department Contact is an example of a freeform flex field used to enter the originator’s 
name for reference purposes.  

• Originating Department is an example of a freeform flex field used to enter the 
originating department for reference purposes.  

• The final field – Insurance Certificate Required – is another example of a flex list used to 
identify if an insurance certificate is required for this contract.  

  

 
11. In the Supplier Contact Info section you can track contact information for the contract 

and/or supplier. Use these fields to track the Name, Phone Number, and email address for 
the contact. 

12. Select the visibility of the contract for end users and contract owners. Details: 

a. Refer to the Contract Visibility and Access lessonto better understand the options 
available in these two fields.  

b. The End Users field is used to determine how much information a standard requisitioner 
will be able to see for the contract. End users will never be able to make changes to the 
contract, but this selection determines how much information they can see when pulling up 
supplier/contract information.  

c. The Other Contract Owners field is used to determine how much information contract 
owners who do not have FULL read/write access to the contract can see. Oftentimes, contract 
owners are allowed to view “more” information organization-wide, and this feature allows 
you to set this up.  

13. Click the Save button. The details for the contract have been saved. Continue adding 
information to the contract.   

 

Def in ing and Managing Budget  and Spend for  a  Contract  

After a contract is initially created in the system (refer to Creating a New Contract ), you will want 
to add budget information, determine what should trigger email notifications (PR, PO, or Invoice 
spend), determine any contract restrictions, and set up any notification tiers to help you prepare for 
important milestones in a contract, such as rebate triggers. 

Once this information is entered, you can visit the Budget/Spend tab to monitor how much 
spend is against the contract and update these amounts if needed. If the contract created is a 
consortium contract, you can see spend by organization. Also, if contract restrictions are enabled, 
warnings or error messages will be generated for shoppers or assigned approvers when applicable.  
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Step-by-Step 

The goal of this exercise is to set up budget information and monitor spend for a contract.  

1. Login to the system. 

2. Select the contracts navigation tab. The dashboard or search sub-tab displays by default.  

3. Search for and open the appropriate contract. Click on the drop-down selection next to the 

Contract No. (Far left column) to select View/Edit Details for the contract..  

4. Click the Budget/Spend tab.  

5. In the  Budget field, enter the total amount expected to spend under a particular contract for 
the current renewal period. Use this figure as a benchmark and compare to the actual spend 
figures as users associate line item spend with each contract. At the end of the contract's term, 
compare the budget to actual spend as part of the contract's analysis. Oftentimes this number 
can be derived from the hard copy contract. This budget is reset at contract renewal to the same 

budget amount. Note: If a contract originates from the Contract Director module, you may only 
edit the Budget field in Contract Director. 

6. Enable the Enforce Budget checkbox to indicate that the contract budget should be evaluated 
when users place orders for items associated with the contract. This setting is used with 
document setup validation rules in order to trigger warning or error messages to shoppers or 
assigned approvers, and with workflow process configuration to route the order to a specific 
approval folder if the contract budget is exceeded with the order. NOTE: Workflow and/or Cart 
changes are required to take advantage of this feature.  

7. If you would like to use a Blanket (Standing) Purchase Order number each time the contract is 
used, enter the number in Blanket PO Number field. Although this is allowed, using a blanket 
purchase order number is not recommended. Financial reporting can easily be achieved by 
looking at the requisitions/POs using the contract number. If Banner customers select to use the 
Blanket PO feature, they will need to work with your project implementation team to set up 
special workflow to stop the POs from going to Banner. Otherwise, Banner’s Purchase Order 
Number will override whatever number is set up in this field. 

8. Configure any contract restrictions. These restrictions will only be enforced by the system if 
the Enforce Budget checkbox is enabled AND workflow and/or cart configuration changes have 
been made. If these are not set up, this information can be entered for "informational purposes 
only."  

• Minimum Contract Spend per PR - Enter a value here (greater than 0) if you would like 
purchases against this contract to be a minimum dollar amount per purchase requisition. 
This setting is used with document setup validation rules in order to trigger warning or 
error messages to shoppers or assigned approvers, and with workflow process 
configuration to route the order to a specific approval folder if the cost of the items against 
this contract on the order do not meet the minimum listed amount. For example, if the 
value is $200.00, and a single order has items against the contract that are $100, the 
organization may configure that the shopper receive a warning or error before submitting 
the order, or that the order routes in workflow for approval. 

• Maximum Contract Spend per PR - Enter a value here (greater than 0) if you would 
like purchases against this contract to be limited to a specific dollar amount per purchase 
requisition. This setting is used with document setup validation rules in order to trigger 
warning or error messages to shoppers or assigned approvers, and with workflow process 
configuration to route the order to a specific approval folder if the cost of the items against 
this contract on the order exceed the listed amount. For example, if the value is $200.00, 
then if a single order has items against the contract that exceed $200, the organization may 
configure that the shopper receive a warning or error before submitting the order, or that 
the order routes in workflow for approval. 

• Maximum Line Item Quantity per PR - Enter a value here (greater than 1) if you would 
like purchases against this contract to be limited to a specific quantity per line item. This 
setting is used with document setup validation rules in order to trigger warning or error 
message to shoppers or assigned approvers, and with workflow process configuration to 
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route the order to a specific approval folder if the quantity of items exceed the listed 
amount. For example, if the value is 4, and a single order has an item with more than 4 as 
the quantity, the organization may configure that the shopper receive a warning or error 
before submitting the order, or that the order routes in workflow for approval. 

9. The Flex field and Flex list can be used on the Budget tab to track additional budget-related 
information for a contract. There are two customizable fields – one that allows freeform entry 
and one that allows selection from a predefined list of values (entered by the administrator). 
The flex field data is available in the contract reports. An example of flex field use on this tab is 
tracking of Contract Payment type. One field indicates if the contract is a revenue contract, 
meaning funds will not be deducted, but the organization will be paid by the supplier/vendor. 

The second field is used to determine the amount of the Revenue, if applicable. Note: It is 
possible to route workflow on the flex field list values; however, this requires assistance from 
SciQuest to enable. 

10. The Contract Actual section is used to indicate how much spend has gone against the 
contract. You can manually update (change) this number and determine when emails will be 
sent out for budget and tier notifications. 

• Viewing Actual PR/PO/Invoice Spend at a high-level:  

• The Actual PR Spend figure represents the total amount of spend on requisition lines 
that the organization has processed associated with a particular contract during the 
current renewal term. This figure represents spend for those line items that complete 
any necessary workflow (or that are returned to an ERP system). Note that this value 
does not include tax or shipping estimations.  

• The Actual PO Spend figure represents the total amount of spend that the 
organization has processed on purchase order lines. associated with a particular 
contract during the current renewal term This value is only tracked for organizations 
that have licensed the Order Manager module. The figure represents spend for PO line 
items that once the purchase order is finalized (with a Revision number of 0+). Note that 
this value does not include tax or shipping estimations; nor does it currently include 
changes made on PO Revisions.  

• The Actual Invoice Spend figure represents the total amount of invoice line spend 
that the organization has processed associated with a particular contract during the 
current renewal term, and is considered to be the most relevant of the Actual Spend 
values. This value only appears if the org has licensed the Settlement Manager module. 
Note that this value does not include tax or shipping estimations or invoices. 

• Viewing specific purchase requisitions, orders, and invoice: Click the view 
button to view the list of purchase requisitions, purchase order, and invoices that have been 
associated (linked) with the contract. Keep in mind, the totals for these documents may not 
match the total spend because you may have only certain line items associated with a 
contract. 

• Adjustingtotal spend: Click the adjust button to the right of the actual PR, PO, or 
Invoice amounts to make manual changes to the spend amounts. This allows you to 
account for purchases made outside of the system or made prior to the entry of the contract 
into Contract Manager. Once you click the update button, enter the amount to add or 
subtract, add a note for later reference, then click Save. 

• Determine “when” emails will be sent out. The three checkboxes: Send PR spend 
notifications, Send PO spend notifications, and Send Invoice spend notifications are used to 
determine how your organization wants to measure a contract’s budget. For example, do 
you want to receive an email when the total contract budget is reached for purchase 
requisitions – or do you want to know when it is reached for invoices? These checkboxes 
allow you to determine when emails are sent out for the notification tiers set up and total 
contract budget. 

• View consortium contract spend by organization. A Show Spend by Organization 
link is available to “parent” sites for consortium management. By selecting this link, the 
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contract administrator can view the PR, PO, and Invoice spend for the contract by member 
organization. NOTE: This option is only available to consortium sites. 

11. The Contracts Report section allows you to export data specific to the contract you are 
viewing. By clicking the export button, you can save the contract data, then view it in MS Excel. 
You might want to run these reports for several reasons including seeing the percentage of total 
spend that was shipping and handling, which could enable the buyer to renegotiate these fees. 
You might use these reports to see the Purchase Order transactions and quantity to determine if 
the contract should be based on number of line items versus dollar amount. 

• The Contract summary report displays all of the “spend” recorded in the system for the 
contract – including all renewals. It’s broken up by PR, PO and Invoice and the Invoice spend is 
split out by Shipping & Handling and Taxes. In addition, the report shows the number of PO 
transactions that took place against the contract and the summary of “Quantity” for the lines in 
the PO. 

• The Contract spend by member report is for Consortium organizations. This report breaks up 
the total contract spend “by Member”. Each member has a separate line in the report. Like the 
Summary report, the spend is broken up into PR, PO and Invoice (S&H and Taxes broken out, too). 

• The Contract spend by department report is specifically designed for organizations that use 
Departments. This report breaks up the total contract spend “by Department”. Each department 
has a separate line in the report and there are two additional lines: No Department (for spend that 
wasn’t associated to a department) and Manual Balance Adjustments (which is a summary of 
“manual” adjustment that was made to the contract spend via the user interface on the 
Budget/Spend tab). Like the Summary report, the spend is broken up into PR, PO and Invoice (S&H 
and Taxes broken out, too). An organization may want to use this report to identify certain 
departments that may benefit from special pricing or if there are discounts based on department 
spend. In addition, organizations may want to use this report to identify department vs. non-
department spend. 

• The Top 50 items report displays the top 50 items purchased for the selected contract 
based on total spend for each item. The report measures spend related to completed 
purchase requisitions only; pending or draft requisitions are not included. The report is run 
against the specific renewal term of the selected contract. 

12. The Notification Tier section allows an organization to break a contract down into stages, 
phases, tiers, etc., so that the organization is able to track the contract's progress based on 
more granular milestones. By setting up a notification tier, an email can be sent to the 
appropriate parties when the goal is reached. 

a. Click the Add Tier button to add a notification tier. The new tier displays at the bottom of 
the screen.  

b. The Tier Type is used to determine “what” different notifications should be generated. 
Your organization may choose to use notifications because of rebate programs. Or you may 
choose to use notifications based on blanket orders and the need to be notified when the 

spend has reached a limit. You can choose from amount (the default), or percentage. 
Select amount to be notified once spend reaches a set dollar amount. Select percentage to 
be notified based on reaching a % of the budget; for example a notification can be set based 
on achieving 90% of the budget.  

c. The Tier Amount column is used to indicate at what budget amount or percentage the 
notification should occur. For example, you may have a notification that occurs at 90% of 
budget to warn you that you are close to the max amount of spend.  

d. The Description field is used to describe the notification – its purpose, incentive, new 
discount, approaching budget, etc. This description will be provided in the email 
notification. 

e. Click the Remove Tier button to remove a tier from the notification list.  

13. After making changes on the Budget/Spend tab, click the Save button. The details for the 
contract have been saved. Continue adding information to the contract.  
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Def in ing Contract  Owners ,  Stakeholders ,  and External  
Contacts  

The purpose of this exercise is to: 

• Determine who has full read/write access to the contract – i.e. – the Contract Owners. 

• Determine what email notifications to send to contract owners. 

• Determine what SelectSite Users should be set up as contract stakeholders, and what email 
notifications to send to these individuals. 

• Determine if there are any external contacts that should be notified of key information 
pertaining to a contract, and if so, what emails should be sent to these individuals. 

Step-by-Step 

The goal of this exercise is to determine email notifications for contract owners, stakeholders, and 
external contracts. This task is typically performed by a contract manager or owner.  

1. Login to the system. 

2. Select the contracts navigation tab. The dashboard or search sub-tab displays by default.  

3. Search for and open the appropriate contract. Click on the drop-down selection next to the 

Contract No. (Far left column) to select View/Edit Details for the contract..  

4. Click the Owners and Stakeholders tab. This tab consists of three sub-tabs to identify the 
different parties involved in the contract.  

5. Define contract ownership. The Owners sub-tab allows you to determine “who” contract 
owners for the contract are. To be selected as a contract owner, a user must have the Contract 
Owner permission. By assigning contract ownership for a specific contract, the assignees have 
full read/write access to this contract, therefore be very careful when setting this up. Typically 
only individuals in the Purchasing or Contracts department have this permission. NOTE: Users 
with the Contract Administrator permission are automatically set up as contract owners for ALL 
contracts.  

a. Set up the list of contract owners: 

i. Click the Add Owner button to add a contract owner to the contract. The User 

Search popup window displays. 

ii. If you know information about the user, you can enter the criteria, then click Search. If 

no criteria are entered, click the Search button to see a full list of users. The Search 

Results only displays users with the Contract Owner or Contract Manager 
Permission. 

iii. Click the Select hyperlink for the appropriate user name. The user search closes and 
the new owner will be listed for the contract. 

iv. To remove an owner from the list, click the Remove Owner button. At least one 
owner must be listed for each contract. By default, the owner is the user that created the 
contract. 

b. Determine what emails will be sent to the contract owners. In the Notifications 
Subscriptions area of the screen, enable the appropriate checkboxes to determine what 

emails will be sent to the contract owners, then click the Update button to save the 
changes. The email options are detailed below: 

� Enable the Receive contract date notifications checkbox to send emails to 
contract owners to indicate contract effective date, expiration, and renewal. The Lead 
Time information defined on the General tab is used to determine when these emails 
are sent. NOTE: To receive the emails, the contract owner must have the Contract Date 
Notification email preference enabled in his/her profile. 

� Enable the Receive budget exceeded notification checkbox to send emails to 

contract owners to indicate that the spend has exceeded the total contract budget 
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defined on the Budget/Spend tab. Depending on how this is set up, the emails will be 
sent when the budget exceeds the PR, PO, or Invoice level. NOTE: To receive the emails, 
the contract owner must have the Contract Budget/Tier Notification email preference 
enabled in his/her profile. 

� Enable the Receive percentage tier notification checkbox to send emails to 
contract owners to indicate a specified milestone has been reached. For example, you 
may have tier notifications set up at 50% of budget, 70% of budget, and 90% of budget 
to prepare for possible overages. This information is set up on the Budget/Spend tab, 
and the emails will be sent when the percentage milestone is met for the PR, PO, or 
Invoice – depending on how the contract is set up. NOTE: To receive the emails, the 
contract owner must have the Contract Budget/Tier Notification email preference 
enabled in his/her profile. 

� Enable the Receive amount tier notification checkbox to send emails to contract 
owners to indicate a specified milestone has been reached. For example, you may have 
tier notifications set up at $10,000 and $20,000 to indicate rebates for every 10K spent. 
This information is set up on the Budget/Spend tab, and the emails will be sent when 
the amount milestone is met for the PR, PO, or Invoice – depending on how the contract 
is set up. NOTE: To receive the emails, the contract owner must have the Contract 
Budget/Tier Notification email preference enabled in his/her profile. 

6. Define stakeholders for the contract. The Stakeholders sub-tab allows you to assign 
individuals to receive notifications regarding a contract. Stakeholders must be SelectSite users, 
but do not have full read/write rights to the contract. For example, stakeholders are commonly 
the “person” in each department that manages the contracts for his/her department and is 
responsible for working with the supplier to determine renewals.  

a. Set up the list of contract stakeholders: 

i. Select the Stakeholders sub-tab. 

ii. Click the Add Stakeholder button to add a stakeholder to the contract. The User 

Search popup window displays. 

iii. If you know information about the user, you can enter the criteria, then click Search. If 

no criteria are entered, click the Search button to see a full list of users.  

iv. Click the Select hyperlink for the appropriate user name. The user search closes and 
the stakeholder will be listed for the contract. 

v. To remove a stakeholder from the list, click the Remove button. 

b. Determine what emails will be sent to the contract stakeholders. In the 
Notifications Subscriptions area of the screen, enable the appropriate checkboxes to 

determine what emails will be sent to the stakeholders, then click the Update button to 
save the changes. The email options are detailed below: 

� Enable the Receive contract date notifications checkbox to send emails to 
stakeholders to indicate contract effective date, expiration, and renewal. The Lead Time 
information defined on the General tab is used to determine when these emails are 
sent. NOTE: To receive the emails, the stakeholder must have the Contract Date 
Notification email preference enabled in his/her profile. 

� Enable the Receive budget exceeded notification checkbox to send emails to 

stakeholders to indicate that the spend has exceeded the total contract budget 
defined on the Budget/Spend tab. Depending on how this is set up, the emails will be 
sent when the budget exceeds the PR, PO, or Invoice level. NOTE: To receive the emails, 
the stakeholder must have the Contract Budget/Tier Notification email preference 
enabled in his/her profile. 

� Enable the Receive percentage tier notification checkbox to send emails to 
stakeholder to indicate a specified milestone has been reached. For example, you may 
have tier notifications set up at 50% of budget, 70% of budget, and 90% of budget to 
prepare for possible overages. This information is set up on the Budget/Spend tab, and 
the emails will be sent when the percentage milestone is met for the PR, PO, or Invoice 
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– depending on how the contract is set up. NOTE: To receive the emails, the stakeholder 
must have the Contract Budget/Tier Notification email preference enabled in his/her 
profile. 

� Enable the Receive amount tier notification checkbox to send emails to 
stakeholders to indicate a specified milestone has been reached. For example, you may 
have tier notifications set up at $10,000 and $20,000 to indicate rebates for every 10K 
spent. This information is set up on the Budget/Spend tab, and the emails will be sent 
when the amount milestone is met for the PR, PO, or Invoice – depending on how the 
contract is set up. NOTE: To receive the emails, the stakeholder must have the Contract 
Budget/Tier Notification email preference enabled in his/her profile. 

7. Define external contacts for the contract. The External Contacts sub-tab allows you 
send contract-related notifications to individuals that are NOT SelectSite users. External 
Contacts have no access to view, edit, or access the contract in Contract Manager, but 
oftentimes are an important part of the process. For example, you can set up the supplier 
contact as an external contact. The external contact list is shared between ALL contracts. You 
can associated a contact with a supplier or with a specific contract. 

a. Add and Assign external contacts: 

i. Select the External Contacts sub-tab. 

ii. To create a new external contact or change information for an existing contact, click the 

Edit External Contacts button. A screen similar to the one below displays: 

 
1. Enter the information for the contact on the right side of the screen, then click the 

Save button. 

2. To add the contact to all contracts with a specific supplier, choose the Add a 

Supplier Link button and select the appropriate supplier.  

3. To edit a contact, select the contact name on the left side of the window and make 

the changes, then click Save. 

4. To delete a contact, select the contact name on the left side of the window, then 

click the Delete button. 

5. Click the Return to Contract button when you are finished adding/editing the 
external contact information. Keep in mind, this “list” is for all contracts – not only 
the one you are working with.  

iii. To assign a contact to a contract:  

1. Review the list of contacts in the External Contacts Assigned to Contract’s 

Supplier table. When a contact is created, you can assign the contact to ALL 
contracts for a supplier, and if this choice is made, the contact will be listed here. 

2. Click the Add Contact button to add an existing contact to the contract. The list of 

options displays. Click select to add a contact to the contract.  
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Note: There is no systematic way for external contacts to "opt out" of receiving emails. If a user no 
longer wants to receive emails, remove his/her name from the list of external contacts. 

8. Determine what emails will be sent to the external contacts. In the Notifications 
Subscriptions area of the screen, enable the appropriate checkboxes to determine what 

emails will be sent to the external contacts, then click the Update button to save the 
changes. The email options are detailed below: 

• Enable the Receive contract date notifications checkbox to send emails to 
external contacts to indicate contract effective date, expiration, and renewal. The Lead 
Time information defined on the General tab is used to determine when these emails 
are sent.  

• Enable the Receive budget exceeded notification checkbox to send emails to 

external contacts to indicate that the spend has exceeded the total contract 

budget defined on the Budget/Spend tab. Depending on how this is set up, the emails 
will be sent when the budget exceeds the PR, PO, or Invoice level.  

• Enable the Receive percentage tier notification checkbox to send emails to 
external contacts to indicate a specified milestone has been reached. For example, you 
may have tier notifications set up at 50% of budget, 70% of budget, and 90% of budget 
to prepare for possible overages. This information is set up on the Budget/Spend tab, 
and the emails will be sent when the percentage milestone is met for the PR, PO, or 
Invoice – depending on how the contract is set up. 

• Enable the Receive amount tier notification checkbox to send emails to external 
contacts to indicate a specified milestone has been reached. For example, you may 
have tier notifications set up at $10,000 and $20,000 to indicate rebates for every 10K 
spent. This information is set up on the Budget/Spend tab, and the emails will be sent 
when the amount milestone is met for the PR, PO, or Invoice – depending on how the 
contract is set up.  

  

Def in ing who can Use a  Contract   

The purpose of this exercise is to determine who is allowed to “use” a contract, meaning what 
users or groups can apply contracts to a line item on a purchase requisition or order. Contract 

usage is determined on the Applicability tab of the contract. Below are some key things to 
understand about determining who can use a contract: 

• Allowing Full Access. The default set up when creating a contract is for all users to be 

allowed to use a contract. When selecting the applicability tab the Grant access to this 

contract using Departments and Roles checkbox is enabled; however, all departments 
and all roles are set as the default. This means that all users including requisitioners, contract 
owners, and managers are all allowed to “buy off” of the contract. If the contract is set to 
automatically apply, it will do so for all users. 

• Controlling Access. Contract Manager allows you to control who can use a contract based 
on department, role, and specific user assignment. These criteria can be used in conjunction 
with one another. For example, you may set up a contract so that only members of a specific 
department AND one additional user can use the contract.  

• Departmental and Role-Based Access. Contract Manager allows you to assign specific 
departments and/or roles that are allowed to use a contract. For example, a contract with Dell 
computers may only be used by individuals in the IT department. Contract access can also be 
granted at the role-level. For example, some organizations use roles to identify different 
physical locations (City 1, City 2), so you can use the combination of role and department to 
indicate that only the Chemistry department at Campus B can use the contract. Keep in mind, 
the department selection is derived from the department selected in the User’s Profile. It is 
highly recommended that department is required in the Profile. Lastly, this setting is not related 
to Departmental Permissions in the profile, which determines history and reporting privileges.  
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If your organization selects to use both department and roles together only users that are in 
both the department and have the role will have access to the contract. 

Step-by-Step 

The goal of this exercise is to define contract usage for a specific contract. This task is typically 
performed by a contract manager or owner. 

1. Login to the system. 

2. Select the contracts navigation tab. The dashboard or search sub-tab displays by default.  

3. Search for and open the appropriate contract. Click on the drop-down selection next to the 

Contract No. (Far left column) to select View/Edit Details for the contract. 

4. Click the Applicability tab.  

5. Determine whether you would like all users to have access to this contract or limit access. Refer 
to the descriptions above for more information. 

a. To allow ALL users to use the contract, no action is required  

b. To allow users from one or more departments or roles to use the contract, enable the 

Grant access to this contract using Departments and Roles checkbox. The list 
of available departments and roles displays. From there, select the department(s) and/or 

roles from the left side of the window (Available Departments and Roles) and click the 
 button to move the department or role to the right side of the screen. The department(s) 

and roles with access are listed in the Departments/Roles with Access to this 

Contract section of the window.  NOTE: A user’s department and role assignment is found 
in the User Profile. 

c. To assign specific users to have access to a contract, select the ByUsers sub-tab. You can 
give access to any SelectSite user using this option. Click the Add User button to add a user 
to the list. Search for, locate, and select the appropriate user. Once selected, the user’s 
name displays in the User sub-tab. You can add as many users as needed.  

  

Limit ing Ful f i l lment  Centers (Suppl ier  Addresses)  for  a  
Contract  

In some cases, you may have a contract that is only applicable to one or more fulfillment centers for 
a supplier. For example, DoubleTree hotels might be listed as a single supplier in SelectSite with 
multiple locations throughout the country. You have a special $79/night agreement with DoubleTree 
for the hotel close to your organization. In this case, you would want to indicate on the contract 
which location the agreement is applicable to. 

It is assumed that supplier fulfillment centers have been created and are available for selection to 

perform this exercise. Please reference the Administrator Handbook: Day-to-Day Tasks for 
more information on working with suppliers. 

Step-by-Step 

The goal of this exercise is to associate a contract with a specific supplier fulfillment center.  

1. Login to the system. 

2. Select the contracts navigation tab. The dashboard or search sub-tab displays by default.  

3. Search for and open the appropriate contract. Click on the drop-down selection next to the 

Contract No(Far left column) to select View/Edit Details for the contract..  

4. Click the Applicability tab, select the By Fulfillment Center sub-tab. 

5. Select the fulfillment center(s) to include in the contract on the left side of the screen, then click 
the  button. The fulfillment center(s) should move to the right side of the screen.  

6. Repeat this process for any additional fulfillment centers to include in the contract. 
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7. Click the Save button. The contract will now only be applicable when the appropriate 
fulfillment center(s) are selected.  

  
  

Assoc iat ing  Spec i f ic  Suppl ier  Products  with  a  Contract  

Organizations can associate a contract with one or more specific products (using catalog numbers) 
from a supplier. Once a catalog number has been associated with a contract, any time the item is 
ordered, the contract number can be automatically assigned to the purchase and the spend tracked 
to the contract.  This functionality is important when contracts are associated with only a portion of 
the supplier catalog or when tracking spend for blanket orders. This functionality can be used for 
hosted, punch-out and non-catalog items. In addition, organizations can use this functionality to 
“Audit” pricing. 

  

Background on associating supplier products with a contract: 

For applicability rules, Contract Manager first looks to see if there is a product number match with 
the catalog number. If there is a match the application will then look to see if there is a supplier size 
designated for the product with a contract, if a supplier size is included in the contract the 
application will then apply that to the match criteria. Next it will look to the packaging size and 
finally the color. Organizations need to have an understanding of their suppliers catalog to 
determine which fields should be included to determine unique products. For example a supplier 
may use the same catalog number for 3 hole punch paper, but then designate one as a pack 
(150/pack), one as ream and then finally one as a case. Many suppliers will designate these with 
different catalog numbers, if so then the catalog number is the only field that should be needed in 
the Product Association. However, if the catalog number is not unique, there will be the need to 
apply catalog number plus supplier packaging to determine if the contract should apply. 

There are two main reasons why an organization may want to associate supplier products with a 
contract. The first reason is that the organization has a contract for only a portion of a suppliers 
products and spend should be tracked against the contract for only the products specified. The 
second reason an organization may want to associate products is to be able to “audit” their pricing 
and confirm that the punch-out or hosted catalog is providing the accurate contract price. 

Products can be associated manually through the user interface, described below or they can be 

imported. For more information on how to import products, please refer to the Contract Product 

Import Guide, which is available from the product import/export tab in the contract. 

If your organization is interested in taking advantage of the Audit Price Variance workflow step, you 
will need to contact Support to have it set up in your site. The variance will be available in the 
standard SelectSite History transaction exports for Post Auditing. 

Step-by-Step 

The goal of this exercise is to associate products with an existing contract.  

1. Login to the system. 

2. Select the contracts navigation tab. The dashboard or contract search sub-tab displays 
by default.  

3. Search for and open the appropriate contract. Click on the drop-down selection next to the 

Contract No(Far left column) to select View/Edit Details for the contract..  

4. Click the Applicability tab, select the By Product/SKU sub-tab. 

5. From the Manage Products tab Search to confirm that no products have been associated to 
this contract. 

6. Click the Add Products button. 
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7. If this contract applies to a hosted catalog enter the catalog number and then the click the 
search icon . If the product is not found or if this is a punch-out or non-catalog product 
complete the description as well as the remaining fields. Keep in mind the applicability rules 
provided in the Important Feature section above before completing supplier size, supplier 
packaging and color. 

8. Add and then the product will be displayed below in the Recently added products section. 

9. Once all products have been added, close the entry screen. 

Step-by-Step 

The goal of this exercise is export a list of products which have been associated with a contract. 
Please refer to the Product Import Guide for more details about importing and exporting product 
data, including recommendations n how to populate each field of the import. 

1. Login to the system. 

2. Select the contracts navigation tab. The dashboard or contract search sub-tab displays 
by default.  

3. Search for and open the appropriate contract. Click on the drop-down selection next to the 

Contract No(Far left column) to select View/Edit Details for the contract..  

4. In order to limit the contract to only apply to specific categories or products, go to the 

Contract Applicability for Products field on the general tab and select the value Only 

for Specified Product SKUs or UNSPSCs. 

5. Click the Applicability tab, select the By Product/SKU sub tab. 

6. From the Import/Export tab select Export from the Action drop-down box. 

7. Enter a description of the export in the Description box. For example, Supplier Name Contract 
Product List 

8. Click Submit.  

9. Tips: 

• Under Recent Activity on the right side of the screen, your file may display in a Pending 

state or may be Completed. TIP: You may need to click the Refresh button to update the file 
from a Pending to Completed state. The description of the file is shown in Bold. 

• To save and/or view the file, click the Click to download… link below the (internal) file 
name. The file name and link is only available once a file is completed. It is recommended to 
save, then open the file in MS Excel, ensure that the Part Number or Catalog number field 
has been set to text format so leading zeros are not removed. From there, you can make edits 
or review the data.  

• Select the Click to delete… option to the right of the file name if you no longer need the 
file export.  

Assoc iat ing  Spec i f ic  Categor ies  with  a  Contract  

Organizations can define a list of UNSPSCs that apply to the contract. When a USNSPC is 
associated to a contract, any time an item is ordered from the contract’s supplier that matches the 
UNSPSC on the contract, the contract number can be automatically assigned to the purchase and 
the spend tracked to the contract.  This functionality is important when contracts are associated 
with specific categories within the supplier’s catalog, especially if the products within those 
categories change frequently. This functionality can be used for hosted, punch-out and non-catalog 
items.  

Categories are defined by using the corresponding UNSPSC. UNSPSC is an acronym for the United 
Nations Standard Products and Services Code and is an international classification system. 
UNSPSC has a hierarchical structure where the most granular level is commodity, if a UNSPSC is 
defined at a higher level than commodity on the contract then all commodities under that UNSPSC 
apply. For example, if you want to apply a contract to all Office Equipment using the corresponding 
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UNSPSC 44-00-00-00, then any product offered by the supplier with a UNSPSC that begins with 44 
is applicable to the contract. 

All categories in SciQuest’s taxonomy map to a UNSPSC and punch-out products can be returned 
with a UNSPSC. It is important to note that a product’s UNSPSC depends on how the supplier 
categorizes the product. If you plan to use this feature, work with the contract’s supplier to ensure 
that your UNSPSC mappings are accurate to their catalog.  

Applicability by UNSPSC can be used in conjunction with applicability by Product/SKU. A contract 
will apply if the item matches a SKU in the Product/SKU list or if the item’s UNSPSC matches a 
UNSPSC in the category list.  

Contract Administrators may want to use these features together in order to track price compliance. 
For example, if a contract covers a broad category where the products change frequently you can 
define the UNSPSC so that the contract applies to all products within the UNSPSC but also define 

your top selling products on the Applicability > By Product/SKU tab.  

Contract Administrators may also want to use these features together in order to apply a contract to 
a specific category as well as a set of products belonging to another category. For example, if you 
have a contract with Dell Computers that covers all laptop purchases but a specific set of monitors 
then you can apply the contract to the entire laptop UNSPSC and include the catalog numbers for 

the applicable monitors on the By Product/SKU tab.  

Step-by-Step 

The goal of this exercise is to associate categories with an existing contract.  

1. Login to the system. 

2. Select the contracts navigation tab. The dashboard or contract search sub-tab displays 
by default.  

3. Search for and open the appropriate contract. Click on the drop-down selection next to the 

Contract No(Far left column) to select View/Edit Details for the contract..  

4. In order to limit the contract to only apply to specific categories or products, go to the 

Contract Applicability for Products field on the general tab and select the value Only 

for Specified Product SKUs or UNSPSCs. 

5. Click the Applicability tab, select the By UNSPSC sub tab. 

6. Enter the UNSPSC that this contract applies to, this field auto-completes as you enter the 
UNSPSC. 

7. Click the Add UNSPSC button. 

8. The USNPSC and its description are added to the list of categories below. There is no limit to 
how many UNSPSCs can be added. The UNSPSC does not need to match a UNSPSC defined in 
the system list, but it must be 8 digits. If it does not list a UNSPSC in the system list then there 
will be no description. 

9. UNSPSCs can be removed from the contract by clicking the remove link.  

  

Adding PO C lauses  to  a  Contract  

PO clauses can be used by an organization to place special verbiage on faxed and emailed purchase 
orders. PO Clauses are also referred to as PO Terms. These represent special conditions the supplier 
should reference regarding the order. An order may contain none, one, ore more PO Clauses. 
Clauses can be set up at the organization-wide level, at the supplier level, fulfillment-center level, or 
contract level. 

This exercise demonstrates how a contract owner can add PO clauses to a contract. With this, each 
time a purchase order is generated using the contract, the associated PO clauses will be displayed 
on the purchase order. For example, a contract for cleaning supplies from A&B cleaning services 
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may contain a PO clause that says, “Please reference the 123 Company / A&B cleaning services 
contract dated 12/31/2007 for standard 10% discounting of all items.”  

It is assumed that PO clauses have been created and are available for selection to perform this 

exercise. Please reference the Administrator Handbook: Advanced Topics for more 
information on setting up PO clauses. 

Step-by-Step 

The goal of this exercise is to associate existing PO clauses with a contract.  

1. Login to the system. 

2. Select the contracts navigation tab. The dashboard or search sub-tab displays by default.  

3. Search for and open the appropriate contract. Click on the drop-down selection next to the 

Contract No(Far left column) to select View/Edit Details for the contract..  

4. Click the PO Clauses sub-tab.  

5. The list of clauses for your organization is displayed. You can review the entire clause by 

selecting themore info... hyperlink next to the Clause Text.  

6. Click the checkbox in the Assigned column for clauses you want to associate with the contract. 
You may also select All clauses. Please refer to the SelectSite Administrator Guide for 
information about creating clauses. 

Assoc iat ing  a  Form or non-Cata log Purchase with  Contracts  

Contract Manager allows you to associate forms and non-catalog item purchases to contracts. With 

this feature, you can associate a form with a contract type, create a 1:1 relationship where you have 
a single form associated with a single contract or multiple contracts, and pre-fill several different 
forms and associate all of them to a contract for shoppers to select. For example, you may associate 
your Service Form with the contract type “Services” so that all services contracts will inherit this 
form. Or if you have a unique services form for a specific supplier, you could do a 1:1 association on 
the contract in this case. Or if you have a supplier agreement for different services under the 
contract, you could create a form for each service and associate each of the forms to the contract.  

A common example of contract forms occurs when the form created is supplier-specific. For 
example, if your organization has a Catering Service form and the supplier is predefined, you will 
probably want to associate the form to the contract with the catering supplier. This way, each time a 
purchase is made using the form; it will be associated and deducted from a budgeting standpoint, 
from the contract.  

Background on Forms and Non-Catalog Item Entry: 

The Non-Catalog Item Entry screen is a quick way to enter non-catalog requests into SelectSite. If 
your organization uses this screen, you should consider enabling it on your contracts under the 

Non-Catalog Purchases tab (select to Display Non-Catalog Item in Browse Contracts). 
When enabled, users will see the non-catalog item entry screen when they browse contracts or in 
the Other Matches section of product search. The Non-Catalog Item entry option is not returned in 
product search results.  

Forms are a highly customizable component of SelectSite. In the traditional use, forms are used to 
track specific types of requests for items and services by an organization. For example, an 
organization could create a Lunch Request Form that a department fills out when an in-house lunch 
is being requested. Forms are also used to request change orders for existing orders, request new 
suppliers be added in the system, and more.  

For those organizations that choose to use forms, they can choose to set up a few forms or many 
forms depending on their preference and business needs. Forms can be associated with a specific 
contract and are visible in product search results.  
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It is assumed that forms have been created and are available for selection to perform this exercise. 

Please reference the Administrator Handbook: Advanced Topics for more information on 
setting up and using forms. 

There are two ways to add forms to a contract: using a single generic form type or organization 
forms. Use organization forms if you want to pre-populate the form with contract specific 
information or if you want associate multiple forms to the contract.   

Step-by-Step 

The goal of this exercise is to associate organizational forms with a contract. The form(s) will be 
displayed in search results with the contract when the search criteria matches the contract name, 
contract keywords, form name, or form keywords. 

1. Login to the system. 

2. Select the contracts navigation tab. The dashboard or contract search sub-tab displays 
by default. 

3. Search for and open the appropriate contract. Click on the drop-down selection next to the 

Contract No(Far left column) to select View/Edit Details for the contract..  

4. Click the Non-Catalog Purchases tab. 

5. Click the Formssub-tab. The Forms and Non-catalog Item Options display. 

6. Enable the Show Contract forms in Product Search Results to allow users to search for 
the form and locate it via product search. This option is typically enabled. 

7. Enable the Display Non-Catalog Item in Browse Contract checkbox if you would like a 
contract to show up when a user chooses to Browse Contracts. This setting does not prevent 
users from making non-catalog item purchases against a contract, but prevents the non-catalog 
option from displaying when the user is browsing through contracts. NOTE: If you have not 
enabled non-catalog entry, this field will not be visible. 

8. Click the Update button to save changes. 

  

Step-by-Step 

The goal of this exercise is to associate a generic form with a contract or contract type. The generic 
form will be displayed in search results with the contract when the search criteria matches the 
contract name, contract keywords, form name, or form keywords. 

1. Login to the system. 

2. Select the contracts navigation tab. The dashboard or contract search sub-tab displays 
by default.  

3. Search for and open the appropriate contract. Click on the drop-down selection next to the 

Contract No(Far left column) to select View/Edit Details for the contract..  

4. Click the Non-Catalog Purchases tab. 

5. Check to Override Default Values on the field Generic form for non-catalog requests and 
a select option will appear.  

6. Click select. 

7. In the pop-up window, a list of all available form types (forms that are activated under forms 
admin) is displayed. These are not the forms added to Organization Forms under favorites. 
Select the form that you would like to use as a generic form for this contract. 

8. Click the Close button. The form will be displayed on the contract. 
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Adding Order ing Instruct ions  to  a  Contract  

Contract Manager allows you to associate ordering instructions to a specific contract. This feature is 
intended for contracts where the item or service is procured outside of SelectSite. With ordering 
instructions, you can provide step by step instructions to users on how to purchase an item or 
service using the contract. For example, you can provide instructions on how to rent a car from a 
contracted car service. When a shopper with access to the contract enters search terms that match 
the contract, the ordering instructions will be returned in the search results. 

When ordering instructions appear in product search results, they do not have an Add to Cart 
button because these purchases typically happen outside of SelectSite. In order to apply the spend 
to your contract in SelectSite, make a manual adjustment on the contract’s spend when the order is 
invoiced.  

Step-by-Step 

The goal of this exercise is to associate ordering instructions with a contract.  

1. Login to the system. 

2. Select the contracts navigation tab. The dashboard or contract search sub-tab displays 
by default.  

3. Search for and open the appropriate contract. Click on the drop-down selection next to the 

Contract No(Far left column) to select View/Edit Details for the contract..  

4. Click the Non-Catalog Purchases tab, select the Ordering Instructions sub-tab. 

5. Check the Display this Contract in Product Search Results field if you want to allow contract-
specific ordering instructions to be displayed directly in Product Search Results when a user 
enters search terms that result in a match to the contract. Leave this field unchecked until the 
ordering instructions are ready to be viewed by shoppers.  

6. Enter a concise Product Description. This is the top line displayed in the product search results 
and is indexed for search. 

7. Decide if you want to display your ordering instructions to shoppers using a rich text pop-up 
window or by simply providing links and attachments. The rich text pop-up option provides a 
format editor and supports links, but not attachments.  

8. Choose if you want an image to display with the ordering instructions in your search results.  

9. In the top right corner there is a preview button, from here you can preview your ordering 
instructions before they are available in search results for shoppers.  

  

Adding Non-Cata log  Items to  a  Contract  

When a contract covers a set of products that are not provided in a catalog by the supplier, a 
contract administrator can add these products as non-catalog items to the contract. There are two 
main difference between contract non-catalog items and regular non-catalog items. First, the details 
of contract non-catalog items cannot be edited by shoppers. And second, contract non-catalog 
items can only be purchased under contract therefore they are never visible to customers without 
access to the contract and the contract is always automatically applied to the item on the cart. 

Contract non-catalog items are not used in place of a hosted catalog because they have a limited set 
of item attributes and they can only be administered by SelectSite users with access to the contract. 

Below are descriptions of some of the notable fields on the contract non-catalog item: 

• Promote in Product Search is a setting available on each item where you can choose to 
boost the item in product search results. This flag defaults to ON and will place the item higher 
in search results than similarly weighted items other than items promoted using custom catalog 
attributes. 

• Category Name is available for categorizing the item in the SciQuest taxonomy. Categorizing 
these items is recommended for a better search experience and especially if you are using the 
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commodity code mapping functionality. If you have a UNSPSC for the item, then you can click 

assign category from UNSPSC and the category corresponding to the item’s UNSPSC will 
be automatically populated.   

• An image can be provided with each item that will be visible in product search results.  

• Any changes to the item will be logged in the item’s history. If the item is deleted, this will be 
logged on the contract’s history.  

Contract Non-Catalog Items can be added manually through the user interface, described below or 
they can be imported. For more information on how to import products, please refer to the 

Contract Non-Catalog Item Import Guide, which is available on the non-catalog item 
import/export tab in the contract. 

Step-by-Step 

The goal of this exercise is to add contract non-catalog items to an existing contract.  

1. Login to the system. 

2. Select the contracts navigation tab. The dashboard or contract search sub-tab displays 
by default.  

3. Search for and open the appropriate contract. Click on the drop-down selection next to the 

Contract No(Far left column) to select View/Edit Details for the contract..  

4. Click the Non-Catalog Purchases tab, select the Non-Catalog Items sub-tab. 

5. Click the Add Contract Non-Catalog Item button. 

6. Enter details about the product in each of the fields. Keep in mind that you want to promote 
these contract items to shoppers so be as detailed as possible. 

7. Select Save to save the item details you entered. 

8. Click Add New if you are done creating items and the window will close. The item will be 

available in product search results shortly after it is created. Click Copy as New if you want to 
create another item that is similar to the item you just created. 

  

Publ ish ing  a  Consort ium Contract  to  Members  

When a contract is created designed to be used by consortium members, the consortium must 
publish the contract. By publishing a contract, it is available for use by the member organization(s) 
selected by the consortium organization. In addition to determining what organizations “have 
access” to a contract, this exercise also allows an administrator to automatically publish a contract 

to new members. Note: If the contract originated in the Contract Director module, publishing 
options must be made in Contract Director. 

Step-by-Step 

The goal of this exercise is to publish a contract to consortium members.  

1. Login to the system. 

2. Select the contracts navigation tab. The dashboard or contract search sub-tab displays by 
default.  

3. Search for and open the appropriate contract. Click on the drop-down selection next to the 

Contract No(Far left column) to select View/Edit Details for the contract..  

4. Click the Publish tab. NOTE: This tab is only available to users with the Consortium 

Contract Administrator permission.  

5. The member organizations associated with the consortium are listed. NOTE: Please contact 
SciQuest if a member organization is not listed here.  

6. Select what organizations can take advantage of the contract: 
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7. To allow all members – current and future – to take advantage of the contract, enable the 

Automatically publish to new members checkbox and select the All link.  

8. To allow select members to take advantage of the contract, enable the appropriate Publish 
checkboxes. 

9. To disallow a member from using a contract, disable the Publish checkbox. 

NOTE: The subscribed checkbox indicates whether or not the member organization has enabled the published 
contract.  

10. Click Save to save all changes.  

  

Import ing  and Export ing  Contract  Data  

Contract Manager allows you to import and export contract data. This feature is especially helpful if 
you are moving your contracts from one system to Contract Manager. You may want to update the 
contracts via the interface after creating them via import.  

NOTE: Please refer to the Contract Import/Export guide found in the application for more details 
about importing and exporting data, including how to populate each of the fields.  

Contract Manager currently does not allow you to make updates after exporting contract data, then 
re-import the updated data. The import feature is only designed to add NEW contracts and is 
typically used during the implementation process.  

Step-by-Step 

The goal of this exercise is to demonstrate importing and exporting multi-contract non-catalog 
items in SelectSite. This exercise is broken out into four tasks: 1) Exporting current data, 2) 
Populating the import/export template, 3) validating the spreadsheet, and 4) importing the 
spreadsheet.   

Task 1: Exporting the current list of contracts 

1. Login to the system. 

2. Select the contracts navigation tab. The dashboard or contract search sub-tab displays 
by default.  

3. Select the contract import/export tab.  

  

 
  

4. Select Export from the Action drop-down box. 

5. Enter a description of the export in the Description box. For example, Current list of contracts 
2008. 

6. Click Submit. Tips: 
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• Under Recent Activity on the right side of the screen, your file may display in a Pending 

state or may be Completed. TIP: You may need to click the Refresh button to update the file 
from a Pending to Completed state. The description of the file is shown in Bold. 

• To save and/or view the file, click the Click to download… link below the (internal) file name. 
The file name and link is only available once a file is completed. It is recommended to save, 
then open the file in MS Excel. From there, you can make edits or review the data. Refer to the 
next task to learn more about the data in the file.  

• Select the Click to delete… option to the right of the file name if you no longer need the file 
export.  

 Task 2: Populate the spreadsheet to add new contracts 

1. Open the custom field export file using MS Excel. The file is a .txt file, but you can open it in MS 
Excel and make updates from there.  

2. There are a number of columns in the system. You cannot move or delete any of these 
columns, but they can be hidden while you are working.    

3. After all values and approvers have been added, save the file in a .txt format. NOTE: You cannot 
make updates to exported contract data – the import is only designed for adding NEW 
contracts.  

Task 3: Validating the file 

1. Login to the system. 

2. Select the contracts navigation tab. The contracts sub-tab displays by default.  

3. Select the contract import/export tab.  

4. Select Validate from the Action drop-down box. 

5. Enter the Description of the import file. Make the description useful in understanding your 
purpose for the file.  

6. Browse and locate the file to be imported in the File Name field. The file must be in a .txt 
format.  

7. Click the Submit button. The import file displays on the right side of the screen 

8. If there are any issues, they will be listed on the right side of the screen. These issues should be 
corrected before importing the data. Details after you submit an export or import file:  

Task 4: Importing the updated contract data 

1. It is assumed that the file has been validated. After the file is validated and found to be without 

errors or warnings, click the Click to import… link under the file name in the Recent 

Activity table. 

2. A validation window displays. Click OK. The data will be updated and the import can be viewed 
in the application. 
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Managing Contracts  

Once contracts have been created and set up in the system, users will perform tasks such as 
copying contracts to create “new” contracts, renewing contracts, viewing contract reports, and 
using the Contracts Dashboard to manage day to day tasks. Each of these tasks is discussed in this 
lesson.  

  

The Contracts  Dashboard  

The Contracts Dashboard represents a screen in SelectSite designed specifically to help contract 
administrators better perform their jobs. This screen “rolls up” many of the important tasks 
performed by these employees so that contract personnel can quickly see a snapshot of the things 
that require attention, what contracts are up for renewal, and more.  

This dashboard looks and feels similar to the admin page currently available in SelectSite, but is 
specific to Contract Manager. The dashboard contains quick access to contracts by Contract Type, 
Supplier Class, and Owner. Additionally, the Contract Dashboard lets you quickly evaluate your 
organization’s overall spend see how much of that spend is “on contract.”  

Only users with the Contract Administrator permission will have access to the dashboard. An 
example of the dashboard is shown below. 

 

MANAGING CONTRACTS EXERCISES 

Searching  for  Contracts  

This exercise demonstrates how a user can search for contracts that they are able to view. Contract 
Manager allows you to filter by effective date, supplier, and other criteria.  

Step-by-Step 

The goal of this exercise is to search for contracts. This task can be performed by any user, but the 
results vary depending on permissions and visibility access.  

1. Login to the system. 
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2. Select the contracts navigation tab. The dashboard or contract search sub-tab displays 
by default.  

3. There are two ways to search: Quick Search and Advanced Search. The Quick search is 
similar to the simple search found on the Product Search page. This “Google-like” search 
searches all fields for the keywords entered. To enter specific criteria for a search, select the 

advanced search options link. 

4. Enter the appropriate criteria, then click the Search button to view your results. Descriptions of 
the fields provided below.  

 
a. Contract Number – The Contract Number field finds contracts based on their contract 

numbers. This is a starts with filter, which means that it will return only contracts whose 
contract numbers begin with the search string. 

b. Contract Name – The Contract Name search finds contracts based on their names. This is 
a starts with filter, which means that it will return only contracts whose names begin with 
the search string. 

c. Contract Type – The Contract type field finds contracts based on the assigned type. For 
example, you may only want to see the contracts with the Service type.  

d. Contract Keyword – Enter one or more keywords to find the desired contract. A partial or 
whole word can be entered. The following fields are used in the search against this field: 

� Contract Name  

� Contract Number  

� Contract Description  

� Contract Type 

� Supplier Name 

� Contract Searchable Keywords  

� Blanket PO Number 

e. Supplier – Catalog Name – This field finds contracts based on their supplier or catalog 
name values. This is a starts with filter, which means that it will return only contracts whose 
suppliers' names begin with the search string. 

f. The Select Supplier button offers the option to search first for an exact supplier name 
before searching for contracts. Click on the button, search for the supplier by name, select 
the radio button for the appropriate supplier, and then return to complete the contract 
search. 
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f. Supplier Class – This field finds contracts based on assigned supplier class, for example, 
all contracts for suppliers that are minority owned. 

g. Active - The general Status filter can limit a contract search based on whether a contract is 
active or not. The default value is Active.  

� Select Active in order to include only those contracts whose general status is Active. 

� Select Inactive in order to include only those contracts whose general status is 
Inactive 

� Select All in order to include both Active and Inactive contracts. 

h. ContractStatus/Dates - The status filter can limit a contract search along general 
"effective" lines relative to the current date (e.g. as of today the contract is effective, is 
expired, or will be effective in the future). The default setting is Effective. In order to choose 
ALL status options, select the BLANK value. The other options are listed below: 

� Selecting Effective limits search results to only those contracts that are currently 

effective. 

� Selecting Expired limits search results to only those contracts that have expired. 

� Selecting Future limits search results to only those contracts that have not yet become 
effective. 

� Selecting Custom enables a date range setting to select a range for either effective or 
expiration of contracts. 

i. EffectiveDateRange - If you have selected Custom for Contract Status/Dates use the 
Effective Date range settings in order to select a range of dates during which a contract 
became effective. Tips:  

� Defining just a start date will search for contracts that became effective on or after that 
date.  

� Defining just an end date will search for contracts that become effective on or before 
that date. 

i. Enter a value for Effective Start Date to serve as the starting half of the Effective 
Date range. E.g. to search for contracts that become effective in January, select January 
1 as the Effective Start Date and January 31 as the Effective End Date. 

ii. To search for all contracts that become effective on or after a specific date, simply 
populate the Effective Start date (and not the End date). 

iii. Enter a value for Effective End Date to serve as the ending half of the Effective Date 
range. E.g. to search for contracts that become effective in January, select January 1 as 
the Effective Start Date and January 31 as the Effective End Date. To search for all 
contracts that become effective on or before a specific date, simply populate the 
Effective End date (and not the Start date). 

j. Expiration Date Range - If you have selected Custom for Contract Status/Dates use the 
Expiration Date range settings in order to select a range of dates during which a contract 
expired. Tips:  

� Defining just a start date will search for contracts that expired on or after that date.  

� Defining just an end date will search for contracts that expired on or before that date. 

i. Enter a value for Expiration Start Date to serve as the starting half of the Expiration 
Date range. E.g. to search for contracts that expire in January, select January 1 as the 
Expiration Start Date and January 31 as the Expiration End Date. 

ii. To search for all contracts that expire on or after a specific date, simply populate the 
Expiration Start date (and not the End date). 

iii. Enter a value for Expiration End Date to serve as the ending half of the Expiration 
Date range. E.g. to search for contracts that expire in January, select January 1 as the 
Expiration Start Date and January 31 as the Expiration End Date. To search for all 
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contracts that expire on or before a specific date, simply populate the Expiration End 
date (and not the Start date). 

k. Contract Owner -Use this field to find only those contracts that a specific person owns. 
This feature only supports searching by one owner at a time (it is not possible to search 
using multiple names). 

5. Departments – The Department search allows you to find contracts for a specific department or 
departments. It is an OR filter, which means that it will find contracts with any one of the 
departments selected (as opposed to finding only those contracts that have all the contracts 
selected). The default value is All Departments, which will return all department-specific 
contracts as well as those that are not associated with any particular departments (i.e.- 
Organization contracts). 

i. Available Contract Departments -If an organization uses departments, the 
Available Contract Departments list displays a list of those departments whose 
contracts a user may view. Select one or more departments from this list and use the 
right-arrow to move it to the list on the right (the department filter list). 
 
A user with permission to view all of the organization's departments (e.g. has View 
Organization Orders or Edit Organization Orders permissions) will see a complete list; 
otherwise a user with permission to see only a portion of the organization's 
departments will see only those respective departments. Note that users' departments 
are visible in User Profile: 

ii. Find Contracts For These Departments -This list displays the contracts that the 
user has selected to use to filter the search results. The default value is All Departments, 
which means that the system will not consider departments in its query. 
 
Note that this list is an OR filter: it will look for contracts that have any of the 
departments listed ("look for contracts with this department OR this department"); it 
does not look only for contracts that have all of the contracts listed, which would be an 
AND filter ("look for contracts with this department AND this department"). 

b. Auto-Renew - Use Auto-Renew to filter based on whether or not the system will 
automatically renew a contract when it reaches its expiration date. Its default value is 
[blank], which means that default searches do not take it into consideration. 
 
It is important to review regularly those contracts that will auto-renew in order to have 
sufficient time to evaluate whether or not the contracts' terms are favorable for the 
organization and worth allowing to renew. 

• Select Yes in order to include only those contracts that are configured for the system to 
renew automatically. 

• Select No in order to include only those contracts that are NOT configured for the system 
to renew automatically. 

c. Automatically Apply – Use this filter to view contracts that have been set up to apply 
automatically or to be manually applied. If you do not care how the contract is applied, 
leave this value BLANK.  

• Select Yes to include only those contracts that are configured to apply automatically in 
the shopping cart. 

• Select No to include only those contracts that are configured NOT to apply automatically 
in the shopping cart. 

d. Budget Status - Use the Budget Status field to search for contracts that match a specific 
budget status based on the recorded PR spend.  

• Approaching PR Budget - This will return all contracts where the PR Spend amount is 
between 90% and 100% of the contract budget. 

• Exceeding PR Budget - - This will return all contracts where the PR Spend is greater 
than the contract budget. 
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e. UsesNotification Tiers - The Use Multiple Tiers filter evaluates whether the Multiple Tier 
flag is set in each individual contract. Its default value is [blank], which means that default 
searches do not take it into consideration. 

• Select No to include only those contracts that are NOT configured to support multiple 
tiers. 

• Select Yes to include only those contracts that are configured to support multiple tiers. 

f. Approaching PR Tier Notification - Use Approaching PR Tier Notification to search for 
contracts where the PR Spend amount is between 90% and 100% of any tier set up for the 
contract. 

g. Has Price Set – Use this field to filter contracts on whether or not the contract has an 
associated hosted price file.  

h. Requires Price Set – Use this field to filter contracts on whether or not the contract 
requires a hosted price file.  

i. Is Expiring/Has Expired – Use this field to filter so that only contracts without renewals 
are included in the search results. 

j. Published to member – This option, which is only available to consortium organizations, 
allows the user to search by published contracts, non-published contracts, or by specific 
member organization.  

6. After the search criteria are entered (if any) and Search is selected, the contract search results 
display.  

7. From the contract search results, click the drop-down selection next to the Contract No. You 

may select View Contract Summary view the contract "at a glance". This overlay window 
provides a quick look at the contract, as shown in the example below. Click the appropriate edit 
button to make changes to current contract information.  
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Copying a  Contract  

It is recommended to copy an existing contract if you have two contracts that are very similar. 
Copying helps you save time by reducing data entry. Make sure to change any differences – 
especially supplier and Contract Name before saving the new contract because these fields cannot 
be changed. 

Step-by-Step 

The goal of this exercise is to create a new contract by copying an existing contract. This exercise is 
typically performed by a Contract Manager. 

1. Login to the system. 

2. Select the contracts navigation tab. The dashboard or product search sub-tab displays 
by default.  

3. Search for and open the appropriate contract. Click on the drop-down selection next to the 

Contract No(Far left column) to select View/Edit Details for the contract..  

4. Once the contract is open, select Copy from the drop-down list in the upper right-hand corner, 

then click the Go button.  

 
5. The new contract will be named Copy of <old contract name>. All other information will 

remain the same, but can be changed. For information on populating the fields, refer to 

Creating a New Contract 21. 

  

Renewing a  Contract  

Contracts can be renewed – or updated – if they are set up to allow this. By renewing a contract, you 
extend the expiration time. The system also tracks the renewals themselves so that you only allow 
the correct number of renewals. When creating a contract, you select whether or not you would like 
the option to renew the contract, the terms, and maximum number of renewals. This information is 
typically captured in the legal contract also. Additionally, as a contract manager/owner, you can set 
the Renewal Lead Time, which allows you to receive an email to review the contract and determine 
whether or not you would like to renew the contract. 

  

 

Step-by-Step 

The goal of this exercise is to renew a contract. 
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1. Login to the system. 

2. Select the contracts navigation tab. The dashboard or product search sub-tab displays 
by default.  

3. Search for and open the appropriate contract. Click on the drop-down selection next to the 

Contract No(Far left column) to select View/Edit Details for the contract. 

4. Once the contract is open, select Renew from the drop-down list in the upper right-hand 

corner, then click the Go button.  

5. Enter an Expiration Date and adjust any other information as desired. 

6. Click the Create button. 

7. Note that the contract now has a renewal number associated with it. 

8. IMPORTANT: If the Automatically Apply Price file at renewal checkbox is not enabled, 
you will need to manually associate a price file with the contract. Otherwise, the contract will 
not be associated with items in the product search.  

  

Viewing History  for  a  Contract  

SelectSite provides an audit trail for contracts as a way to track changes and modifications to the 
contract. This information can be viewed on the screen or exported if desired.  

Step-by-Step 

The goal of this exercise is to view the history for a contract. This task is typically performed by a 
contract manager or owner. 

1. Login to the system. 

2. Select the contracts navigation tab. The dashboard or contract search sub-tab displays 
by default.  

3. Search for and open the appropriate contract. Click on the drop-down selection next to the 

Contract No(Far left column) to select View/Edit Details for the contract..  

4. Select the History sub-tab, which is the last tab on the Contracts tab. By default, all activity is 
listed, including when the contract was created and when changes occurred, and by whom.  
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5. Click the +Click to filter history to search for specific types of activities. Click the Export 

CSV button on the right-hand side of the window to export the data and view it in MS Excel or 
another tool. 

  

Using the Contracts Dashboard  

The contracts dashboard provides a single location to access key tasks and activities related to 
administration of contracts. This dashboard looks and feels similar to the admin page currently 
available in SelectSite, but is specific to Contract Manager. The dashboard contains action items, 
contracts up for renewal, and more.  

The dashboard is informational, as well as, provides shortcuts to common tasks. 

Step-by-Step 

The goal of this exercise is to access the dashboard for viewing and links to perform common tasks 
in the system.  

1. Select the home/shop navigation tab, if not already selected. 

2. Select the contracts sub-tab. Once this is selected, the system will ‘remember” this setting 
and it will open in the same manner next time you open SelectSite / Contract Manager. The 
screen appears similar to the one below: 

 
3. The dashboard shows information in the following sections: The Contracts Information, 

Contract Statistics, Contract Filters and Search and Contract Administration. 
Each of these sections is detailed below: 

4. Contract Filters and Search is used to search for contracts by keyword or by owners, 
types, and supplier class. 

a. Quick Search – This tool works the same as the quick search in the upper right-hand 
corner of the screen. Use this tool to quickly find a contract by keyword. This search looks 
as a number of fields including: contract name, contract number, contract description, 
contract keywords, contract type, supplier name, and Blanket PO Number. 

b. View contracts by Owner. Use this option to see list of individuals that are assigned to 
one or more contracts. For example, if someone changes positions, you can see all of the 
contracts they are assigned to so that reassignment is quick.  
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c. View contracts by Type. Use this option to see list of contracts by the Contract Types 

set up in your organization. For example, you may have a Service type, a Lease type, and a 
Catering type.  Contracts can be quickly viewed by type.  

 
d. View contracts by Supplier Class. Use this option to see list of contracts by the 

Supplier Classes set up in your organization that are used in a contract. For example, want 
to run spend through minority vendors, also trying to create contracts with minority 
vendors. Only the supplier classes are listed that have a contract associated.  

 
e. Published Contracts. This option is only available to consortium organizations and 

allows consortium contract administrators to view what contracts have been published, 
what contracts have been published to one or more members, and what contracts are 
available “per” member.  

 
  

5. The Contract Administration section provides many quick links required for daily contract 
administration functions.  
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6. TheConsortium Administration section is only visible if the user has the Consortium 
Catalog Administrator permission enabled. This section looks quite different depending on 
whether the organization is a consortium organization OR a member organization. For 
consortium organizations, quick links are provided to publish pricing, manage supplier 
relationships, set up members, and view reports. For member organizations, this section allows 
you to manage consortium contracts, enable a supplier for use in association with the 
consortium, and subscribe to pricing for a supplier.  

7. The Contracts Information table provides a listing of different types of contracts. To view 

the contracts by Contract Number, click the view button. To export the contract data, click 

export.  

a. Information around active contracts, including: 

i. The total number of active contracts. This is the number of contracts that are all 
marked with the active flag. 

ii. Lacking price file indicates the contracts that are set to be used with a hosted 
catalog price file, but no price file is currently associated with the contract. This is a 
warning message.  

iii. Approaching PR tier notification indicates how many contracts are approaching 
at least 90% of the criteria set up in the contract. For example, you may set up a 
notification that is sent out when a contract reaches $10,000. When the contract reaches 
$9,000 it will show up in this list. 

iv. Approaching PR budget indicates what contracts have reached at least 90% of the 
total contract budget set up. 

v. Exceeding PR budget is a listing of all contracts where the spend is greater than the 
total contract budget.  

b. Contracts renewing in… identifies contracts up for renewal over the next month, two 

months, and three months. To view the contracts by Contract Number, click the view 

button. To export the contract data, click export. 

c. Contracts expiring in… identifies contracts that will expire in the next month, two 

months, and three months. To view the contracts by Contract Number, click the view 

button. To export the contract data, click export. 

8. The Contract Statistics section includes a graph which identifies the percentage of spend 
that has been associated against contracts vs. the total percentage of spend for the 
organization. Spend information will be available based on which modules your organization 
has licensed.  
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Setting Up Contract  Pr ic ing for  

Hosted Catalogs 

If a contract is associated with a certain set of items and prices from a supplier, you will want to 

associate the price file with the contract. This process is only valid for hosted catalog price files.  

  

Contract  Pr ic ing  

The contracts tracked through Contract Manager can represent both goods and services. If the 

contract is for a large number of goods, it is highly recommended to create and/or use a hosted 
catalog for the items. By using a hosted catalog, users can quickly search for and find items – at the 
“right” price. Suppliers can submit multiple price files, each geared for a different group of users.  

IMPORTANT: Please work with your Supplier Enablement Project Manager when working 
on contract pricing so that the naming of price files can be addressed 

For examples, your organization might have two contracts for an office supply vendor. Contract # 1 
represents a 5% “across the board” discount on all items for all employees of the organization. 
Contract # 2 represents an 8% discount for all software/hardware equipment ordered from the IT 
department only. In this case, two contracts and two price files would exist.  

Assigning  Contract  Owners To  Pr ice Set  Approvals  

  

Functionality is available that allows an organization to define that a contract owner can approve 
individual price sets associated with the contract. The setting is found in the following location: 

organization setup>system>configuration>misc settings > Price files can be 

approved by Contract Owners. 

Additional details: 

•  An icon ( ) displays in the supplier profile if the user is a Contract Owner for a Contract price 
set associated with the supplier. 

• On the contract owners tab, users who are assigned to approve price files based on contract 
ownership and permissions are indicated by a green check ( ) in the new Price Approval 
Column. If the user is not assigned to approve price files then no value will appear in this 
column. Note: The “remove” button and column on the 
contract>owners&stakeholders>owners tab have been updated to “remove owners”. 

A contract owner must have “Approve Assigned Supplier Price Files” or “Approve All Supplier 
Price Files” permission in order to enable price file approval. Therefore, not all contract owners will 
have access to price file approvals. 

The contract owner must have access to the currency for the price set to approve the pricing for that 
price set. 

No specific assignment is needed via the contract, and the supplier associated with the contract 
does not need to be individually associated to the user. To enable a contract owner to have price file 
approval the administrator must: 

• Enable the option “Price files can be approved by Contract Owners” in organization setup; 

• Assign the contract owner the “Approve Assigned Supplier Price Files” or “Approve All 
Supplier Price Files” permission; and 
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• Ensure a price set is associated with the contract, and that the contract owner has access to 
the price set currency. 

The “Pending price file link” on the homepage and admin dashboard displays the number of price 
files pending for the user. This number is determined by: 

•  Contract ownership 

•  Supplier assignment (assigned to specific supplier or assigned to approve all supplier price 
files) 

•  Access to the price set currency 

The price sets page, upon initial display, shows the price sets assigned to the User by contract 
ownership or through assignment to the supplier. 

• The contract price set to which the contract owner is assigned includes action links for the 
contract owner (approve, reject, change effective date, etc.). 

• The contract owner does not see approve, reject or change effective date links for price sets 
associated with the supplier that are not part of the contract to which the contract owner is 
assigned. 

The contract owner receives email notifications for the specific price set associated with the contract 
when a price file is uploaded for review (the user must have this email preference enabled in their 
profile).  

  

SETTING UP CONTRACT PRICING FOR HOSTED 

CATALOGS EXERCISE 

Assigning  Hosted  Cata log Pric ing  to  a  Contract  

If your organization has only a single price set for a supplier it is NOT necessary to link the price set 
to the contract unless your organization wishes to control who sees the pricing. 

If your organization has multiple price sets, after a contract is created in the system and the supplier 
submits the “matching” price file, you will want to let the system know the two entities are related. 
By assigning a hosted price file to a contract, organizations can make pricing available only to users 
which have access to the contract.  

SelectSite allows you to link a hosted catalog price file with a contract. You can also easily unlink a 
contract or select a different price file. Once a contract is linked to a price file, the associated price 
file is displayed on the Summary tab when viewing a contract (via the Contracts navigation tab). An 
example is shown below. If there is no associated price file for a contract, this field is not visible. 

IMPORTANT: Unless the automatically apply price file at renewal option is enabled for a 
contract, when a contract is renewed, the price file association will be lost.  
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NOTE: A contract can only be linked to a single hosted price file.  

Step-by-Step 

The goal of this exercise is to link a price file to a contract.  

1. Login to the system. 

2. Access the price files for the supplier: 

a. Go to supplier management  � suppliers. 

b. Search for, locate, and open the supplier profile for the price sets you are trying to “match.”  

c. Go to the Item/Price tab, Price Sets sub-tab.  

3. You will see all price sets for the supplier listed. If a contract has already been linked to the price 
file, it will be indicated in the Contract column. 

  

NOTE: Price Sets can also be added to a contract directly from the General Tab of the Contract profile. Once a 
contract is opened, the Available Price Sets can be viewed in a pop-up window, and selected.  
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4. To link a contract to a price file, click the edit… link on the right side of the screen. The 
available contracts to link are displayed. NOTE: If a contract is already linked with a price file, it 
will not display – only the available contracts display in this list.  

 
5. Select the appropriate contract from the Select Contract drop-down box, then click Save. 

The association will display on the main screen. NOTE: If you are working with a contract with 
multiple renewals, you will need to select the appropriate renewal for the price set. The contract 
name is now appended with a revision number. For example: 

� Office Supplies Agreement: Contract-R00 (indicating the original contract for 
2007) 

� Office Supplies Agreement: Contract-R01 (indicating the first renewal of the 
contract in 2008) 

� Office Supplies Agreement: Contract-R02 (indicating the second renewal of the 
contract in 2009) 

Changes to contract/hosted catalog associations can be made at any time by accessing the price file 
and modifying the “link.” Approved and unapproved price files can both be linked to a contract. 

  

  

Assigning  a  Contract  Pr ice  Markup to  Hosted  Contract  
I tems  

You can assign a price markup percentage to hosted catalog items within a specified contract. 
When this markup is applied, the percentage will be added to all hosted catalog items. The contract 
price plus the markup percentage will display in search results, be applied to items in the cart and 
distributed to the contracted supplier. The shopper will not see the markup amount per item. 

Note: The percentage does not apply to Forms and Non-Catalog Items defined on the contract. 

The markup percentage can be applied to the entire organization or by business unit. You can only 
apply the markup on one level, ie. if you apply it on the business unit level it can not be applied at 
the organization level and vice versa. The focus of this exercise is to apply the markup at the 
organization level. For more information about setting applying a contract markup percentage at the 

business unit level, please see the exercise Assigning Contract Price Markup Percentage 

by Business Unit in the Multiple Business Unit section of the Administrator's 

Handbook: Advanced Topics. 

  

Step-by-Step 

The goal of this exercise is to assign an organization contract price markup.  
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1. Login to the system. 

2. Go to the contracts tab and locate and select to Edit/View details from the dropdown options 
next to the Contract Number. 

3. Select the Administrative Fee tab. 

4. Enter the markup percentage in the Organization Fee field. Note: Only a positive percentage 
can be applied. Discounts are not available. 

 
6. Select Save 

Assigning  Contract  Pr ice  Markup Percentage by Business  
Unit  

Organizations that use both Multiple Business Unit and the Contract Manager module can assign a 
contract markup percentage for hosted catalog items by business unit. This allows you to apply a 
different percentage markup to each business unit. Note that if you apply the markup at the 
business unit level it can not be applied at the organization level. 

The focus of this exercise is to apply a contract markup percentage at the business unit level. For 
additional information about contract markup on hosted catalog items and how to apply it at the 

organization level, please see the exercise Assigning a Contract Price Markup to Hosted 

Contract Items in the Setting Up Contract Pricing for Hosted Catalogs in the Contract 

Manager Handbook. 

Step-by-Step 

The goal of this exercise is to apply a contract markup by business unit. 

1. Go to the Catalogs and Contracts > View Contracts > Contract Administrator's 

Dashboard. tab and locate and select the contract to which you would like to apply the 
markup. 

2. From the Contract Summary screen select the Edit/View Details link in the top right 
corner. 

3. Select the Administrative Fee tab. 

4. Select the Apply Business Unit Fees only checkbox. 

5. Business units that are applicable to the contract will appear. Assign a markup percentage to 
the appropriate business units. The percentage can vary by business unit and you are not 

required to apply a markup to all units. Note: Only a positive percentage can be applied. 
Discounts are not available. 

 
6. Select Save. 
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Searching and Viewing Contract  

Information 

This lesson focuses on how Contract Manager is integrated with the E-procurement process. This 
includes contracts displaying in the product search, as well as, associating line items on a PR or PO 
with a contract. The tasks in this lesson are performed by end users and buyers with the appropriate 
contract viewing and usage access.  

Contract  V iewing and Ownership  

In Contract Manager, the concepts of contract visibility, contract ownership, and contract 

accessibility work together to determine who can “do what” in relation to the contract.  

• Visibility determines whether or not a user can view a contract, and specifically, how much of 
the contract they can view. Depending on the type of user you are, you may be able to view 
none, some, or all of the details of the contract.  

• Contract Ownership indicates that a user has FULL access to one or more contracts, including 
making changes to attachments, effective dates, and more. Typically, contract ownership is 
given to individuals in the Purchasing or Contracts department, but not departmental or 
“standard” users.  

• Lastly, contract applicability refers to the individuals who are allowed to actually apply the 
contracts to purchase requisitions and purchase orders. For some contracts, you may want to 
allow all users to use the contract, and for others, select departments.   

It is very important to consider the combination of visibility and accessibility to fully understand 
who has access to what.  

Finding  a  Contract  

Contract Manager is designed to allow all types of users to have the appropriate access to contracts. 
You can set up a contract so that all users can see the details of the contract or on the flip side, set a 
contract up so that there is no visibility to standard end-users.  

How do I find a contract? 

Users can view contracts four different ways: 

1. Through Product Search. When a shopper or requisitioner performs a search for an item or 
service that “matches” a contract, a link to the contract displays in Search results. The user 
does not necessarily know they are “looking for” a contract, but you are able to guide them to 

select the correct supplier/item. For more information, refer to Viewing Contracts through 
Product Search .  

2. Through the Browse by option on the shopping page. You will be taken to the Contracts 
navigation tab where you can search for, review, and update contracts (if you are a contract 
mgr/owner).   

 
3. Select the contracts navigation tab. This selection will take you directly to a listing of 

current contracts. From there, you can search for, review, and update contracts (if you are a 
contract mgr/owner).   

4. Through the Supplier Info popup window. This window can be accessed from many places in 
the application by clicking on the highlighted/bold Supplier Name. From the pop-up, click on the 
Contracts tab to view the contracts for the supplier. Only the contracts that you (the user) have 



  

SciQuest, Inc. 61 www.SciQuest.com 

  

access to display. The Supplier pop-up can be accessed from the cart, from the product search 
results, by Browsing by Supplier, and a number of other locations in the system.  

  

 
  

Controlling Visibility 

Visibility is determined at the contract-level. For example, you may want allow full viewing access 
for your catering agreement to all users; however, a professional service agreement should not be 
visible by standard requisitioners.  

Visibility options are set for two different types of users: 1) standard requisitioners and 2) other 

users with the Contract Owner permission. This differentiation allows you to give Contract 
Owners additional viewing privileges if needed. The visibility options for a contract are set up at the 

bottom of the Details tab, shown below.   

 
There are three options when determining visibility for End users and Other Contract owners: Full, 

Partial, and None. Below is a description of each of the levels of visibility in the default state. 
NOTE: The fields available at each of these levels can be configured by an administrator via the 

summary configuration tab when editing a contract.  

• Full: Full visibility displays all details about a contract to ends users or other contract owners, 
including links to the actual contract files. This option should be selected for “full access” 
contracts. For example, state contracts that should be accessible to all users. An example of full 
visibility is shown below. 
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• Partial: Partial visibility displays only certain details about a contract to end users or other 
contract owners. This option is typically selected if you want a user to “know” there is a 
contract, but the information is confidential. An example of partial visibility is shown below. 
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• None: A visibility setting of None prevents specific details about a contract from being 
displayed to end users or other contract owners, however the results will vary depending if the 
user has access to buy against the contract. If a user has access to buy against a contract (set 
through accessibility) they will see the contract description, as displayed below. 

 
•  When a user has no visibility or accessibility they will receive a message that there are no 

contracts to display. 

 

SEARCHING AND VIEWING CONTRACT 

INFORMATION EXERCISES 

Viewing Contracts  through Product  Search  

Shoppers and requisitioners oftentimes do not know which contract they should use when 
purchasing goods or services, they simply know what they want to order. By allowing contracts to 
display in the Product Search results, the user is quickly and easily directed to what contract they 
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should use with his/her purchase. Additionally, the contract spend is automatically tracked when the 
item is requested. 

Important: In order for a contract to display in Product Search results or via the Purchasing 
Showcase, the contract or contract type must be associated with a form, keywords entered for the 
contract/supplier, or the contract must provide ordering information. 

This exercise demonstrates how a user can select a contract through the Product Search results.  

Step-by-Step 

The goal of this exercise is to perform a product search where a contract displays in the search 
results with associated ordering instructions. From there, the user will be instructed how to order 
using the contract. Typically, this good or service would be ordered outside of SelectSite.  

1. Login to the system. 

2. Go to the Home/Shop�shop tab (if it isn’t already displaying).  

3. Enter your criteria in the keyword field (or whatever field you prefer), then click Search. 

4. If a contract matches the criteria entered, the contract “link” displays, similar to the example 
below:  

 
5. From here, the shopper is given instructions on how to order using this contract. Click the 

More Info button for additional details on the contract. 

6. If forms are associated with a contract, the form or forms will display below the contract name. 

7. If the purchase happens outside of SelectSite, a manual adjustment can be made during the 
settlement process. 

  

Viewing Contracts  Assoc iated with a  Form  

If a contract is associated with a form, the contract/form can display in search results. This exercises 
demonstrates how a user can select a contract that is associated with a form through the Product 
Search results.  

Important: In order for a contract to display in Product Search results or via the Purchasing 
Showcase, the contract or contract type must be associated with a form, keywords entered for the 
contract/supplier, or the contract must provide ordering information. 

Step-by-Step 

The goal of this exercise is to perform a product search where a contract displays in the search 
results by using an associated form. From there, the user will select the contract and populate the 
form.  Any user could perform this task. The results are dependent on your visibility access to 
contracts AND how the contracts have been set up.  

1. Login to the system. 

2. Go to the Home/Shop�shop tab (if it isn’t already displaying).  
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3. Enter your criteria in the keyword field (or whatever field you prefer), then click Search. 

4. If a contract matches the criteria entered, the contract “link” displays, similar to the example 
below: 

 
5. From a contract line item, you have a few options:  

a. Select the Form Name to go directly to the form. If the supplier is not pre-defined in the 
form, it will be populated once selected so that the correct supplier and contract is used. 
Complete the form and add it to your cart. An example is shown below: 

 
b. Click more info… for background information about the contract. Based on your visibility 

permissions, you may see more or less information than shown here: 
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6. After adding a line item from a form to your cart, the associated contract will be listed, as 

shown below: 

 
  

Browsing Contracts  

This exercise demonstrates how a user can browse contracts to see what contracts are available. 
This task is oftentimes performed to find out whether or not the user should be using a specific 
contract/vendor for a type of purchase. For example, although the end user might not know the 
name of the contract or vendor for catering services, he could do a search for a catering contract 
and locate the appropriate contract.  

Step-by-Step 

The goal of this exercise is to browse contracts. Any users could perform this task. The results are 
dependent on your visibility access to contracts.  

1. Login to the system. 

2. Go to the Home/Shop�shop tab (if it isn’t already displaying).  

3. Under the simple search, click Browse: contracts.  

4. The application takes you to the contracts navigation tab.  The default contract search settings 

include Active and Effective contracts. Additionally, you can enter keyword information such 

as the contract name, purpose (such as catering), or click advanced search options for 
additional search options.   

5. After searching, click on any of the contract numbers to view more details about the contract. 
Depending on your visibility privileges you may have full or partial viewing access. If you are a 
contract owner assigned to the contract, you will be able to edit the contract. 

  

NOTE: To learn more about searching for contracts, including using the filter, refer to Searching 
for Contracts45.  
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Applying Contracts 

This lesson focuses on how Contract Manager is integrated with the E-procurement process. The 
primary way in which this happens is by associating item or items from a purchase requisition or 
purchase order with an existing contract. The tasks in this lesson are performed by end users and 
buyers with the appropriate contract viewing and usage access.  

  

Integrat ion  with  the E-Procurement  Process  

Although some organizations use Contract Manager as an electronic repository only of contracts, it 
is highly recommended to take the next step and “use” the information tracked via contracts for 
with their SelectSite/HigherMarkets e-procurement process.  Contract Manager can be integrated to 
the e-procurement process in the following ways: 

• Contract Number:  Organizations can display the contract number in the shopping cart, on 
the purchase requisition, on the purchase order, and on the invoice (if the Settlement Manager 

module is also in use.)  The contract number can also be included in data exports.  Note: If 
your organization is already “live” with data exports such as a PO Export, contact SciQuest 
Support to learn more about adding contract number to the export file. 

• Blanket PO Number:  Blanket purchase orders can be used in association with purchases for 
a specific contract.  The Blanket – or Standing PO number - overrides any other PO number in 
the system.  For example, if you have set up a PO number wheel, this blanket PO number will 
override the number generated by the PO number wheel.   

• It is not possible in Contract Manager to associate more than one blanket PO number with a 
contract.  If your organization associates multiple blanket PO numbers with a contract, ask your 
implementation project manager or Customer Support how best to handle this requirement. 

• Keep in mind, SciQuest does not recommend using Blanket POs when they are not required. 
The contract number serves as the reference to the contract and can be used in the same 
manner for reporting and analysis as blankets. Additionally, by having different PO numbers 
with contract usage, tracking of purchasing activity is more detailed and easier to manage.  

• For more information, refer to Adding Details to a Contract. 

• Contract Pricing:  Negotiated pricing is typically characteristic of a contract.  The discounted 
pricing must be handled manually for non-catalog items – meaning the user/buyer must 
determine the appropriate pricing and enter that amount for the line item. Hosted catalog data 
from a supplier can be associated with a contract. Additionally, suppliers can provide multiple 
price files, containing different item sets and pricing. This allows different contracts to be used 
by different users in an organization. For example, if the Chemistry Lab has contract pricing 
with your fine chemicals supplier, and this pricing is offered only to the Chemistry Lab, you can 
request that the supplier submit a separate, special pricing file to SciQuest to represent this 
contract.  You would create a contract for fine chemicals, specifying the supplier and limiting 
use of the contract to the Chemistry Lab.  Once the pricing file has been received by SciQuest, 
you can associate the fine chemicals pricing file to the fine chemicals contract.  Only members 
of the Chemistry Lab will be able to see this pricing during product searches, and only they will 

be able to select this contract in the shopping cart. For more information, refer to Assigning 
Contract Owners To Price Set Approvals . 

• Associating a Form to a Contract:  Forms can be associated with a contract and when the 
form is used, the items added to the users cart are automatically associated with the contract. 
For more information, refer to important:The following three sections are exercises to make 
contracts more visible in product search results. These features are for goods or services under 
contract that are not hosted catalog or punch-out items but are promoted to users and 
associated with a contract. Contract administrators have several options for promoting non-

catalog items, forms, or instructions on how to order under a specific contract.    Associating a 
Form or non-Catalog Purchase with a Contract  
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APPLYING CONTRACTS EXERCISES 

Automat ica l ly  Apply ing  a  Contract  to  a  Purchase Request   

This exercise demonstrates how Contract Manager applies a contract set up to “Apply 
Automatically” to a line item in a cart/requisition.   

This scenario assumes that the contract is set up to Apply Automatically, indicating there is only 
one contract for the supplier which should apply to the user OR a form is used that is associated 

with a contract. For more information, refer to Creating a New Contract . 

Step-by-Step 

The goal of this exercise is to apply a contract automatically to a shopping cart item. 

1. Login to the system. 

2. Add an item to your cart from a supplier that is set to Apply Automatically. You may have to 
“set up” this exercise by creating a contract and selecting to Apply Automatically. You can enter 
a non-catalog item to the cart.  

3. From the shopping cart (Edit Cart), the Contract Number is typically displayed in the 

Supplier / Line Item Details area of the screen. In the example below, the contract has been 
assigned to the line item automatically – no human intervention is required. 

 
4. To view more details about the contract, choose one of the following options: 

a. To see high-level details, including the contract name and effective and expiration dates, 

click the more info… link to the right of the Contract Number. An example is shown 
below: 

 
b. To view additional details about the contract, click the supplier name on the left side of the 

window in the cart. From the supplier info popup, click the Contracts tab. Depending on 
how visibility is set up for the contract, you may be able to view no information, partial 
details, or all details of the contract.  An example is shown below where Partial Details are 
shown. 
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Apply ing  the Appropr iate  Contract  to  a  L ine Item (when 
mult ip le  contracts  exist )   

In some cases, a user will have access to multiple contracts and can select the appropriate contract. 
This exercise demonstrates how a user can select the appropriate contract for a line item from the 
shopping cart. Multiple contract options can occur when multiple price files/contracts exist, or 
simply, when multiple contracts exist for non-catalog items. By default, for hosted catalog items, 
the least expensive option is selected, but this can be overridden. 

This scenario assumes that the user is allowed to use the contracts displayed (Defining who can 
Use a Contract 34).  

Step-by-Step 

The goal of this exercise is to apply a contract manually to a shopping cart item. 

1. Login to the system. 

2. Add an item to your cart from a supplier that has more than one contract set up – and you have 
access to each of the contracts. You may have to “set up” this exercise by creating contracts 
and entering a non-catalog item for the supplier.  

3. From the shopping cart (Edit Cart), scroll down to the Contract Number field, which is 

typically displayed in the Supplier / Line Item Details area of the screen.  

• If there are no price files associated with the contracts AND none of the contracts are set to 
Apply Automatically, the contract will not be populated, but you can select the appropriate 
option.  

• If one or more of the contracts is associated with a price file, the least expensive option will be 
selected. In the example below, the contract has been assigned to the line item automatically 
because it is the least expensive.  

• If a Blanket PO Number is used in association with a contract, the number will display after the 
contract is selected.  
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4. To view the contract options and/or select a different contract, click the Select price or 

contract… link. A screen similar to the one below displays. The selected option is indicated by 
the enabled radio button. To change the selection, click the appropriate radio button, then click 

OK.  

 
5. To view more details about the contract from the shopping cart, choose one of the following 

options: 

a. To see high-level details, including the contract name and effective and expiration dates, 

click the more info… link to the right of the Contract Number.  

b. To view additional details about the contract, click the supplier name on the left side of the 
window in the cart. From the supplier info popup, click the Contracts tab. Depending on 
how visibility is set up for the contract, you may be able to view no information, partial 
details, or all details of the contract.   

  


