
Completing an Amendment for a DOP held Legacy Contract 

1. From your home screen, in the left navigation hover over ‘Contracts’ > ‘Requests’ > ‘Request Contract’ 
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2. You will get the pop-up window ‘Create Contract Request’ 
a. Enter a name. Contract name/number and amendment number. 
b. Click ‘Submit’ 
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3. Complete all the sections in the Contract Request form. After each section you may either select ‘Save Progress’ if you need more 
details or ‘Next’ to move to the next section. 

a. Details will auto populate. 
b. Add any attachments to provide details or confirm amendment needs. 
c. Complete all required questions. 
d. Review and Complete the Request. 

4. Click the ‘Complete Request’ button 
5. The ‘Discussion’ section will be used if the Division of Purchasing staff have questions or for you to communicate with DOP. 
6. Contract Request Workflow shows the status of the Contract Request Workflow. 

 


