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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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Add New Contract Record
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Add New Personal Services (PS) Record
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 B Ao B 7 U @ X ox
= = E = -
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
Using Document Templates

In the contract record, scroll down to the Merged Document Templates section and click the
“Merge Standard Template” button:

4

Merged Document Templates

a
|.@ Merge Standard Template | | & Merge Extemal Template |

Drag a column header and drop it here to group by that column

Delete Manage Package Title Type Total Files Template Title Created By Date Cre

No records to display.



The Document Process Manager page will appear. In the “Select Template” drop-down box,
indicate whether you are creating a Contract Approval Form, Amendment, or initial Contract.

In the “Title” text box, indicate a title such as “Amendment 6.”

- rome w Ny Hequesis v LONIracis CMpIoYyees v LOnNraciors/ venaors

Document Process Manager: Create New Document Package

Record Information

Far: Contracts & Committals
Record:  District-wide bottled water - ID: 85263

PDCUH’IEI‘I'I Information

* T'_lrfDE:

* Select Template: Amendment -
Amendment

* Title: Contract Approval Form (CAF)

Services Contract

* Select Sub Table Items for Mergeable Clauses:

Amendment Humber

Select ltems for: Amendments

Drag a column header and drop it here to group by that column



For amendments, you must select the appropriate amendment in the Amendment and
Amendment Amounts subtables. So, if you are creating a new Amendment 6, be sure to click
the box next to Amendment 6 in the two amendment subtables. This will ensure that the correct
amendment information is pre-filled.

Select ltems for: Amendments
Drag a column header and drop it here to group by that column
m . MNew Total
Amendment - Effeclive - Amendment | Amendment
Select MNurmi Amendment Description Date Expiration Status Amount Contract
Rows Date Amount
O 1 Add £ to existing contract. 1M/1900 | 8162017 Expired 150,000.00 | 2,300,000.00
O 2 Provide District-wide water dispenser services. 1M1/1800 816205 Expired S00,000.00 2 300,000.00
O 3 Pruwde District wide water dispenser services. Extends BHTIEME | HRE018 Expired 000 2 300.000.00
service 3 months
O 4 Provide District wide water dispenser services. 1M1/1800 8162019 Expired 500,000.00 2 300,000.00
O 5 Provide disirict nndg.water dispenser services. Exiend BHTIME | 22020 Expired 000 2 300.000.00
contract for an additional year, only.
5 Provide District wide \.fuglel dispenser service; extend for BHTR020 BIE2021 Active .00 2300,000.00
Selected one year only, ne addifional costs.
Amendment Amount Table
Select ltems for: Amendments
Drag a column header and drop it here to group by that column
I . New Total
Amendment . Effective _— Amendment | Amendment
Select Numit Amendment Description Date Expiration Status e em— Contract
Rows Date Amount
O 1 Add S to existing contract. 111900 | 8162017 Expired 150,000.00 | 2,300,000.00
O 2 Provide District-wide water dispenser semvices. 111900 316208 Expired S00,000.00 2 300,000.00
0O 3 Prmde District wide water dizspenser services. Extends BHTIEME | H1R2018 Expired .00 2 300.000.00
service 3 months
O 4 Provide District wide water dispenser senvices. 1M1/1900 8162019 Expired 500,000.00 2 300,000.00
0O 5 Provide district \-.ndg_water dispenser services. Extend BATIZ0M0 | RME2020 Expired .00 2 300.000.00
contract for an additional year, only.
i Provide District wide \.fu.aIEI dispenser service; extend for BHTO030 BIE2021 Active .00 2300,000.00
Selected one year only, no additional costs.

Click “Save and Continue”

On the Document Process Manager page, click the arrow next to the template you created to
expand the menu.



Document Process Manager: Manage Files/Attachments
Record Information

For: contracts & Committals
Record:  District-wide bottled water - |D: 85263

Document Information

Document 1D: 110

Document Title: Amendment
Document Template: Amendment
Process Type: Document Package

& Add New Attachment

‘ Delete Actions D File Title/Notes Publizhed Versia
nL’ X
Delete Manage 110 | Amendment Ini:

i

The linked template will appear. Click the link to access the document.

Delete Actions 1D File Title/Notes Published Version

Delete Manage 110 Amendment Initial Version

[

File/Attachment Vers

Actions ‘ (1] | View File/Attachment '/ | Version Title
LJ Preview 111 .'3-.n"u3ndm&nt11181!‘3!.-:1-::1-:::(u Amendment 111819

Clicking on the linked document will download a template pre-filled with contractor name and
contact info, contract number, contract manager name and contact info, contract amounts, etc.



Click through to complete any fillable sections.

AMENDMENT 6
to the CONTRACT
between
SCHOOL DISTRICT NO. 1J, MULTNOMAH COUNTY, OREGON
(PORTLAND PUBLIC SCHOOLS)
and
EARTH 20

Contract No. $85263

This Amendment changes certain contract provisions during the contract term for the above-numbered contract between School
District No. 1J, Multnomah County, Oregon (“Portland Public Schools® or *District”) and EARTH 20 (“Contractor”). The parties
agree as follows:

1. This Amendment becomes on the date on which the Amendment is fully executed by both parties. No party shall perform
work under this Amendment before the effective date.

2. This Amendment changes the contract as follows: Describe here any and all changes to the scope, costs, payment terms,
end date, or other terms, and list any new exhibits. Please DELETE these instructions before finalizing.

CONTRACT AMOUNTS
A Original Contract Amount $750,000.00
B. AMOUNT OF THIS AMENDMENT $0.00
C. New Total Contract Amount $2,300,000.00

3. All other terms and conditions of this Contract shall remain the same

CONTRACTOR DATA
Contractor Name: EARTH 20

Contact Name: Nick Seifert

Address: PO BOX 70

City, State, ZIP: CULVER, OR 97734
Telephone: 541-335-1297

Email: nseiferi@earth2o com

District Point of Contact: Emily Courtnage (ecourtnage@pps.net), Purchasing & Contracting (5552), Portland Public
Schools, P.O. Box 3107, Portland, Oregon 97208-3107

| HAVE READ THIS CONTRACT AND ITS ATTACHED EXHIBITS, IF ANY. | CERTIFY THAT | HAVE THE AUTHORITY

When you are done, save the document on your computer. To save the unsigned draft with the
contract record in Cobblestone, return to the contract record (click “Return to Record Details”

from the Document Process Manager page), scroll down to Files/Attachments, add a file note
(e.g., “Draft contract”) and drag and drop your saved document to the “Drop Files Here” section.



Upload Documents to Record
[ ]

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”)

w nuu W muuDun

Files / Attachments

Upload File(s) Info.
File Notes: File Category:
No Categories Available v
Access Level: Single File Upload:
Internal v

Browse

|2, Import From Cioud |

Drop Files Here

File Browser / Explorer: Root Folder e

Q| s i Drag a column header and drop it here to group by that column
[~ ShowAll Files Actions View File Notes Doc Type Category Entry Date Entered By
3 Root Folder
T T T

T T
No records to display.

These two areas show upload is successfully completed

Access Level: Single File Upload:

Internal v Browse
|2, import From Cloud |

Drop Files Here

Uploaded Successfully: 89260-PS contract.pdf

File Browser / Explorer: Root Folder o .
Q| s i Drag a col%n header and drop it here to group by that column
o
i~ Show All Files

Actions "View File Notes Doc Type
#3 Root Folder . @
~ r
o 89260-PS
@ et contract.pdf

Category Entry Date Entered By

T T

ALZ020 Kreger, Erica
4:26:46 PM <




mittin ntr. for Purchasin ntracting Review and Approval

Do not submit your contract for Purchasing & Contracting review until you have obtained the
Budget Holder’s signature on the Contract Approval Form and the contractor’s signature on the
Contract. Be sure to upload the signed copies to the Contract Record in Cobblestone.

When ready for submittal, 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 signed
documents are uploaded

[0  show Auto Complete Tasks

% 1 tasks remaining as of today

Drag a column header and drop it here to group by that column

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

Notes, Comments, Diary Log

Enter Notes Below and/or optionally enter a subject:

note subject
B~ "Times Ne-...v B 7 U &£ = A8 o
© save Note % Refresh

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

< 3

Tasks, E-mails, Workflow, Alerts a

© Add Task @ Bulk Delete

[@  show Auto Complete Tasks

Drag a column header and drop it here to group by that column

Noti Dat
Task Name Employee Start Date EndiDueDate oY Alert Date Status ate
<\ﬁ,£:> Days Complete
T T T T v T T

View Contract Submission Erica Kreger 9/11/2020 9/13/2020 2 9/11/2020 Task Complete 9/11/2020

View Contracts Team Intake Contracts Team 9/11/2020 9/16/2020 5 9/11/2020 Open

4 »
Notes, Comments, Diary Log B

Enter Notes Below and/or optionally enter a subject:

note subject
lrwroer—| hd




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

Contracts drop down

My Dashboard Manager
My Calendar

My Active Contracts: Total My Active Contracts: Total
Contract Amount Count

1,391,867.00 16

My Department's Active
Contracts: Total Count

1,346,264,456.00 1405

P&C Contract Forms Page Submit New Vendor Request Add New Contract Record Find/Search Contracts

l My Open Contract Tasks

| My Active Contracts (Assigned as Contract Manager or Department Contact)

My Pending Contracts (Assigned as Contract Manager or Department Contact)

i Export || 2 Update

Total Record Count: 1

(WA J0] Pegesize[25 -

Status Name Contract Number

Contract Title Contractor/Vendor Type Name Department

I | | [

| & | | ™ | | ® | | )

View Contract Contracts Team Review PS89285

Professional
Development

Purchasing &

DKS Associates Contracting (5552)

Personal Services (PS)

[eJC I pegesee: 25 ~
4

>

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.



