New Amendmen n

To create an amendment in Cobblestone go to the Contract record
e Select the View link next to the appropriate contract
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Once in the contract record, scroll down the Contract Details page to the Amendments section
e Click the Add button

Amendments

¢5 Add <> AddBulk

Board Approval



Amendment Details

e Enter the information for all the red asterisk fields

e Click save and Continue (the page will not move forward if all required fields are not

completed)

Details

*Amendment Number
Start typing.

New Expiration Date

*Amendment Description

Amendment Status

*Effective Date

*Property or Equipment Lease?

Pending No v
Financial/Budgetary
*Amendment Amount Contract Amount (Before Amendment) *Amendment Contains Grant Funds?
0 Start typing v
*Amendment is Federally Funded? Grant Number Fund
Start typing. v
Contract Contains Grant Funds? Contract is Federally Funded? *Financial Impact
No v No Zero Dollar v
Record Info
Date Entered Entered By Updated By
1/24/2025 10:09 AM @ O Kreger, Erica A Kreger, Erica
AmendmentsID Contract_ID ContractTypelD
96117 100

e Upload the Contract Approval Form (“CAF”), Amendment, and any other documents
needing review from Purchasing & Contracting
o Please ensure the file naming convention is simple (for example, “CAF” or
“Amendment 1” or “Email approval”)
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These two areas show upload is successfully completed
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Scroll down the page until you see the Tasks, E-mails, Workflow, Alerts section
e Scroll to the right to and select Approve if all the information looks correct and all
documents are uploaded
[m} Show Auto Complete Tasks -
1 tasks remaining as of today
[
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Task Name Employee Start Date End/Due Date ::;':y Alert Date Status Date Completed Approve Reject
v v T T v h g v T
View Contract Submission Erica Kreger 9/11/2020 9/13/2020 2 9/11/2020 Open Approve | Reject
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Once you have approved the task, you will see that it has been submitted to the Contracts Team

in Purchasing & Contracting to start the intake process
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O  show Auto Complete Tasks
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@ Task Name Employee Start Date End/Due Date Days Alert Date Status

T T T T T T T
View Contract Submission Erica Kreger 9/11/2020 9/13/2020 2 9/11/2020 Task Complete
View Contracts Team Intake Contracts Team 9/11/2020 9/16/2020 5 9/11/2020 Open

1 task

Date
Complete

9/11/2020

You can check the status of your contracts on your dashboard under the My Pending

Contracts drop down
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If you forget to include information or attach your signed CAF or Contract before submittal, the

Contracts Team will reject your new contract submittal. You will receive an email notification

and a new task (“Contracts Team Rejected”) on your dashboard. Click on “View Contract” from
your dashboard and complete the record as requested. When finished, “Approve” your task in
the Tasks, E-mails, Workflow, Alerts section to submit the contract record back to the

Contracts Team.
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