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To create a contract in Cobblestone go to the Contracts drop down at the top of the screen.

Select Add Contract Record
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Select the type of contract you want to create.
e Click continue
Some frequently used templates are highlighted in the screenshot below.
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Construction (C)

Construction Manager General Contractor (CMGC)
Cooperative Agreement (COA)

Design Build (DB)

Digital Resource or Software (DR)

Fasement (F)

Energy Savings Performance Contract (ESPC)
Engineering Services (ENG)

Tlexible Services Contractor Pool (TSCP)

Heallh Services Agreerment (HA)

Hotel, Catering, ana Space Kental (HCS)
Indefinite Delivery Indefinite Quantity (IDIQ)
greement (IGA)
Intergovernmental Agreement - Revenue (IGARR)
Lease Agreement (LA)

Lease Agreement - Revenue (LARR)

Legal Services (LS)

License (L)

Master Contract (MSTR)

Material Requirements (MR)

All confidential data held in this system shall be the &: | purposes.
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Memorandum of Understanding (MOU)
Nondisciosure Agreerent (NDA)

Operating Agreement (OF)

Permit - Site Access or Donated Improvement (P)
Personal Services (PS)

Real Property/Development Agreement (RP)
Related Services (RS)

Revenue (R)

Services (S)

Setilement Agreement (SA)

Student Teaching Agreement (STA)

Utility Agreement (UT)



On the Add New Contract Record page, complete all fields with the red asterisks.
e Click ‘save and continue’
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Details
*Contractor Name + *Contract Title *Contract Type +
Start typing. Personal Services (PS)
*Originating Department or School 4 *Contract Manager *Contract Manager Email
Purchasing & Contracting (5552) v Kreger. Erica
*Department Contact *Department Contact Email *Contract Description

Start typing. B E-Avo- B I U & X x

Status + Unsupervised Contact with Students Legacy Contract Number
Pending v Start typing.
Legacy Contract Manager Legacy Department Contact

Contractor/Vendor Contact

Contracts Details
e Check all information for correctness
e Upload the Contract Approval Form (“CAF”), Contract template and any other
documents needing review from Purchasing & Contracting
o Please ensure the file naming convention is simple (for example, “CAF” or
“Contract” 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
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

L

Drag a column header and drop it here to group by that column
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Note: when editing the notes, the edited text wil be displayed in the notes text editor above.




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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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.



