Woodforest Portal

.WOODFOREST Contract Management Application Overview

Banking your way...EVERY DAY AND NIGHT!

The Contract Management Application is a tool used within the Woodforest Portal to
manage the contract process. This document provides an overview of the process. See the
Procedures document for step-by-step instructions.

Create a contract:

The screenshot below of the contract management application shows a view of the All
Contracts page. The page is grouped by Pending (yellow heading) and Executed (blue
heading) contracts. There is no filtering on this page so all contracts are visible. The Stage
column (far right column) shows the user where the contract is during the approval
workflow. The contracts with red font mean that their executed copy status has been in a
pending state for more than 30 days.

Follow these steps to create a contract:
1. Click the Actions button

2. Click the Create Contract option
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3. Fill in the contract form and click the OK button at the bottom of the form.

a. After clicking the OK button, the form will close and the user will be taken back
to the All Contracts view. The contract will then be visible under the Pending
group heading. A Contract Number is automatically generated and will also be
displayed in the view.

. Fle  Edit Wew Fa s Tooks  Help

| @ - © [ & @ P Feroon @ 2- % 5 - UL

address ] http: [[devweb02/purchasing deFault. aspx VB ks *

« CorasWorks Actions Form

Create Contract

upload Attachment \[ Browse..

Contract Title

Description

A ANB 7 U]

Contract Type

Yendor

Status

L&
[

Manager *

[ current user [Me]

Mgr Due Date
Date

= 12AM|i

Woodforest Bank 2



Submit a contract to the manager for approval:

After a contract has been created it will be displayed on the “All Contracts” page with the
Stage set to Requestor. To begin the contract approval workflow, follow these steps:

1. Click the checkbox for the contract you want to submit.

2. Click the Actions button
3. Click the Submit to Manager option
a. This action will send an email to the Manager specified in the form when the
contract was created and will also set the Stage to Manager (far right column on
the All Contracts screenshot below). The manager will receive an email with a
link to the Manager “view” of the contract management application. The

manager will only be able to see contracts for which they are assigned.
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Approval process:

Managers, Legal, and Officers will all follow the same process for reviewing and approving
contracts. Each user in the approval workflow will receive an email when it is their turn to
approve the contract. The process goes from Requestor -> Manager -> Legal -> Officer. This
is a sequential workflow.

Contract approval request email
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After you receive the email request to approve a contract, click the link in the email and

follow these steps to approve or reject a contract:

1. Click the checkbox for the contract you want to approve/reject.
2. Click the Actions button

3. Click the Approve (or Reject) option

a. If approved, then this action will capture the approval date, set the Stage to that

person’s role (Manager, Legal, or Officer), and send an email to the next person

in the workflow. The next person will receive an email with a link to their

“view” of the contract management application. They will only be able to see

contracts for which they are assigned.
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b. If rejected, then this action will capture the rejection date, give the user the
ability to add comments, and then an email is sent to the Requestor to notify
them of the rejected status and the Stage is set to Requestor.

_ He Edt Wew Favortes Took Help I
(@ - © [ B @] Lo Jerams @ -2 & -JEH O
s | ] hitps/fdevweb02/purchasing/Site™%20Pages{Manager. aspx v B ks ?
Appl= AppZ < App3 v Site Tools v Site Mavigation + | Welcome Brandon Basck v | My Site | My Links + |
m Purchasing This Site: Purchasing v 2]

Development Portal | This Site = ﬁ HR | Department1 | Department2 | Department3 = AreaS1 | Services = | DBA | Project Document Workflow

Development Portal = Purchasing = Site Pages > Manager

Navigation
© gl Purchasing All Contracts | Manager  Lsgal = Officer

@ [GELists 2
Pictures X Search @ Help

= Site Picture Approve - Manager | 3 Contract Number Contract Title ~ Description Stage

Documents Reject - Manager
= fictions Library Send Email Inauiry CH14 Contracts galore hi Manager

CH19 Test contract Manager

= Central Wiews

= Document Templates |Loaded 2 of 2| ¥4+ @

= Documents

= Site Pages

= Connections

= Datas Connections

= Data Providers

Lists

= Admin Mavigation
= Announcements
= Calendar

= Contacts

= Directary List

= [ssues

= Links

= Tasks

= Global Mavigation
= Menu Navigation
= Contracts
Discussions
Sites

People and Groups

18/ Recycle Bin

&] Done || | % Local intranet

Woodforest Bank 5



Send email inquiry:

This action will provide a method for the user to send an email regarding a specific contract
and/or multiple contracts. The action will allow the user to choose who to send the email to
and modify the subject and body of the email. The email will also include link(s) to the
contract(s).

1. Click the checkbox for the contract you want to send an email

2. Click the Actions button

3. Click the Send Email Inquiry option

-2 http://devweb02/purchasing/Site Pages/AliContracts.aspx - Microsoft Internet Explorer

Fle Edt Wew Favortes Took Help I

Qe - © |ﬂ @ ;‘, /_‘:SEafEh \‘-.ft(Favurltes | 2 \7 & -[J# 8

Address ‘:Bj http:/devweb02z/purchasing/Site%.20Pages/AllContracts, aspx v B ks

Appl~ App2~ App3 v Sike Took - Site: Mavigation v | Welcome Brandon Boeck v | My Sike | My Links * | @

m Purchasing

Development Portal | This Ste + |Purchasingyl HR Department1 Department2 | Department3 | AreaSl  Services » | DBA | Project Document Workfiow

[ This Site: Purchasing ]| 18]

Site Actions ~

Dewelopment Portal > Purchasing > Sits Pages » AllContracts

Navigation
2 @liPurchasing all Contracts Officer
@ [ Lists

Pictur: actions=] 2, J Search @ Help
» Site Picture Create Contract Contract Number Contract Title = Description Stage
T Submit to Manager
S 3. cns Ancther test help Officer
= Central Yisws [— CH1D Biggern Bet?er Officer
» Document Templates 1. N1l Brandon Login Test Requestor
= Documents ] 1 chiz CK Test TR
Sy O El cnz Contract 1 Test contract AP
e O [@ CNE contract 3 AP
 Dita Connections O ] Chid4 Contracts galare hi Manager
R O [@ (si'k} Cookoff contract test Officer

0o @ cuis Coraswarks POC Legal
i 0 B cHi3 End to snd testing process 4P
= Admin Navigation O el cne Matt Demo Contract 1 Demanstration Contract for Test £1 P
RO 0 @ cn? Matt Demo Contract 2 Demonstration Cantract for Test #2 Legal
= Calendar 0 B cHis New Contract tasting Officer
& Contacts O @ cha Simple Test officer
et viLEE 0 @ ch1g Test contract Manager
CHEET ] @ CN16 Test Contract for Bruce  tast Requestar
= Links O el chzo Test executed copy Requestar
oS pending date
Elalobalviastion [&] 1 CNL7 & big contract testing Completed
= Menu Navigation O ] CHNS contract 4 Completed
= Contracts O @ CHzl Final test 1 test Completed
Dlscusslons Ready. Loaded 20 of 20| %3 @
Sites
People and Groups
5] Recycle Bin

&

% Local intranet

4. Fill in the email inquiry form
a. The email subject is pre-filled with “Contract Inquiry for <%Contract Title%>".
The <%Contract Title%> syntax will automatically be replaced with the actual
contract title selected in step 1.
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Contract Management Workflow

| =
o
_
w
fit] Create Confract
g and submit to
& rranager
o
Fy
[§[5)
o ¥
@
g Review Contract &
% Approve? attach any -+
revislons
=
Mo
% Review Contract &
@ s attach any Approve?
- revisions
Yes Mo
¥
L =
3 Review Contract &
= attach any Approve?
o revisions
Yes
S ¥
'E:' Assistant receives
= 2 hardcopies given countersigned Qnginal cogy
A o Assistant for ariginal, upload » given to Legal
= malling exacuted copy & Dept for filing
E mark as received
2 3
¥
— Vendor receives 2
_g hardcopies,
C countersigns, &
@ refurns 1 copy lo
= Assistant

Woodforest Bank




