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• Ensure contract is filled out completely
• Select Header section
• Click on Open Main Document and Open
• If you can’t edit the contract make sure you have checked it out 

• Under Contract Actions

1

2

23 May 19



3

Update Main Document
Contract

• Download will be a Word Document
• If you can’t edit document

• Right click on document
• Select Remove Content Control

• Edit information as needed
• Save document

23 May 19



4

Update Main Document
Contract

1

2

3

• To upload edited version of the Main Document
• Go to the Attachments section
• Follow numbered sequence
• Upload new document
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• To compare Documents 
• Go to Attachments section
• Follow numbered sequence
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Compare Documents
• Select documents you want to compare
• Click on Compare

23 May 19



7

Update Main Document
Contract

Compare Documents

• This screen opens up to compare document
• Changes are highlighted in Yellow

• This can be done on any attachment on the contract
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Compare Documents

• When done with checkout document
• Check the Document back in

• Follow numbered sequence

1
2
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