
Create a Contract 

124 May 2019



• Open awarded Sourcing Event
• Click evaluations >Suppliers Responses (left side of page)

• Click Scenario Breakdown
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• This popup will appear after clicking the Create Contract
• Fill out all fields

How to Create a Contract
• Click on Create Contract located far right of page
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• Sourcing event moving from Award to Contract has no DPA workflow
• DPA workflow will happen once you submit the draft contract for approval
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• Click on the contract number highlighted in blue
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• This a summary page
• Click Go to Contract
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• Fill out all mandatory items
• Fill out all items on Request Data – This is how you will populate the 

printout with the proper information
• Make sure you add the contract value under Value

• Cont.

• Enter this contract amount
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How to Create a Contract
• Update Line item if needed

24 May 2019



8

• Not Used
How to Create a Contract
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How to Create a Contract
• Delete attachments not need
• Upload documents our update attachments
• Uses Version control
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• Add obligations
• Can include reviewing document

• Click Add Obligation
• Fill out information on popup
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• Can perform a contract review with multiple 
rounds of internal and external review and comments. 
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• Comments/replies 
• Must add an email address every time you reply
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1
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Popup1

How to Create a Contract• Used to monitor email correspondence 
about a contract from one central location

• Internal
• Users with Jaggaer profiles

• External
• Users outside of Jaggaer

NOTE:  Any email correspondence about this contract 
will be conducted using this tool 

24 May 2019



15

How to Create a Contract

1

24 May 2019



16

• Select the type of notifications each user will receive 
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• This section shows the contract family
• Click on the         symbol to view the contract and attachments 



Helps

• If you see this world icon-suppler responded to a public request
• If file is too big, try to zip it
• System Timeout – 15 min warning, 1 hour logout
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