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Agenda

• Navigation
• Procurement WorkCenter
• Contract Style
• Contract Header Changes
• Contract Change Tracking
• Supplier Contract Workbench
• Questions
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Log on with your current user 
id/password combination
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Homepage
Click on the Procurement tile
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The Procurement WorkCenter
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Procurement WorkCenter
• Procurement 

WorkCenter menu 
is based on your 
security profile.  

• You will see the 
options that are 
set up for your 
profile.  

• To scroll through 
the options, put 
your cursor on 
the gray scroll 
bar.
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Procurement WorkCenter

• To go into 
Supplier 
Contracts, click 
on Contract 
Entry on the 
Supplier 
Contracts 
menu
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New Field – Contract Style

• Group similar contracts together
• Mandatory field
• Field values

▪ Agency – Goods
▪ Agency – Services
▪ General Contract
▪ SWC – Goods
▪ SWC - Services
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New Field – Contract Style

• Select a 
Style ID 
when 
creating a 
contract 
manually

• Click on the 
magnifying 
glass for 
options
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New Field – Contract Style



Department of Administrative Services

For Internal Use Only - 2008

Payment Terms ID - Moved
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PO Defaults – Enter Business Unit for 
Agency Contracts
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Contract Change Tracking – NEW!
• Ability to track changes made to selected fields
• Reason Code selection required
• Comments required
• Reporting available

▪ What field was changed
▪ Date field was changed
▪ Original/New value of changed field
▪ ID of user who changed field
▪ Reason Code selected
▪ Comments

• Currently tracking:  Admin/Buyer, Begin Date, Expire Date, 
Maximum Amount
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Contract Change Tracking – NEW!
When a field being tracked is changed and the contract is saved, 
the user is prompted to select a reason code.
Original Value

New Value
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Contract Change Tracking – NEW!

When the user clicks Save, the system prompts for a reason 
code for the change.  Click on the magnifying glass to select a 
reason.
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Contract Change Tracking – NEW!
Select the reason appropriate for the change
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Contract Change Tracking – NEW!
Enter additional comment, if needed.  Click OK.



Department of Administrative Services

For Internal Use Only - 2008

Contract Change Tracking – NEW!
When changes are made and the contract is saved, two new 
links are available on the Contract Header  - View Changes and 
Current Change Reason.
Before changes are saved

After changes are saved
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Contract Change Tracking – NEW!
View Changes link – provides a list of all changes 
made to the fields being tracked.  Check Contract 
Header and click Search.
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Contract Change Tracking – NEW!
A list of all changes made to the fields being tracked is displayed. 
A sequence of 0 is the original value.  A sequence of 1 indicates 
the first change.  The ID that changed the value, the date and 
time it was changed, and the reason code selected is displayed.
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Contract Change Tracking – NEW!

Current Change Reason link – displays the last 
Reason Code selected
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Supplier Contract Workbench – NEW!
The Supplier Contract Workbench provides a view of the entire 
lifecycle of a contract.  Access it from the Supplier Contract menu 
on the Procurement WorkCenter.
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Supplier Contract Workbench – NEW!
A search can be performed using several attributes, the most 
common will be by Contract ID.  In this example, enter the 
Contract ID and click Search.
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Supplier Contract Workbench – NEW!

Under the Search Results, click on the chevron next to 
the contract.
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Supplier Contract Workbench – NEW!

The Contract Lifecycle will display.  A gray link means there has 
been no activity for this contract under that process.  A blue link 
means there has been activity for this process. 
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Supplier Contract Workbench – NEW! 
Clicking on the blue Contract link will open a new tab and take 
you to the Contract Header.  This is the same as going through 
the Contract Entry menu option.
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Supplier Contract Workbench – NEW!

Clicking on the blue Document Management link will open a new 
tab and take you to the  Document Management page.  This is 
the same as clicking Maintain Document on the Contract Header.
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Supplier Contract Workbench – NEW!
From the Workbench, you can also go to:

▪ Contract Change History
▪ Comments
▪ Released Amounts
▪ Thresholds/Notifications

Using these links is the same as using the links on the 
Contract Header.  The Workbench links always open 
a new tab allowing the user to go back to the 
Workbench and use other links.
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Questions?

If you have questions, please be sure you have 
provided your first name, last name, agency name, 

and email address.  This is to ensure DOAS can 
provide you with the answer you are seeing in a 

timely manner.
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