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Starting A Contract in Cobblestone

W = X

& Add New Contract Record X +

3 C' @ ucfcobblestonesystems.com/Core/ContractAdd0.aspx = % O '
e Search &) | H

s = g | DropFiles Here | @

Back to Top 4

= Add New Contract Record

Select a Type

Agreement

Continue




When Adding a new Contract, you will elick through a series of tabs.

Click next to proceed to the next tab.

*Ttems with a red asterisk are mandatory items.

University of Central Florida Search Q Dyo e @
Add New Contract Record Back to Top 4
Add New Agreement Record
Details
Details 4
G
Is this a Procurement Contract?  Select One | v
- Select One -
Yes
No Next

Important Related Definitions and Policies:
What is a procurement contract? A contract whereby the university, DSO, or other related entity is engaged in the acquisition of commodities,
services, or licenses whether by rent, lease, installment, or outright purchase or a contract associated with, preliminary to, or necessary for such

acquisitions.
What if the procurement contract is urgent? Please contact KkNEXT@ucf.edu for assistance in expediting the supplier approval process.

Why is this necessary? There have been several regulatory and compliance requirements directed by Florida Statute when contracting with non-

government entities. The requirements are built into the supplier registration process and is the most effective way to ensure compliance. (
@
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Contract Overview

Add New Contract Record

Add New Agreement Record

Details 1. Contract Ov... 2. Dates

Back to Top 4

1. Contract Overview

Contract ID

“Contract Title *Include the name of the vendor/supplier in your contract title*
*Contract Type < Agreement v

Status P Pending M
*Contract Purpose/Background Information

B B A& B|F | U| ae % x| = (k=B == Q-

*Add information regarding purpose of the contract being submitted*

Current Contract Reviewer Colon@1403952, Nicholas X

Previous Next
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Contract Dates

Search Q.

Add New Contract Record

Add New Agreement Record

et rooion AU

2. Dates

Effective Date

Expiration Date

Drop Files Here

Back to Top 4P

Previous Next




Legal Office

Search Q.

= Add New Contract Record Back to Top

Add New Agreement Record

Details 1. Contract Ov.. 2. Dates 3. Legal Ofice -

3. Legal Office

*Legal Office < .

-- Select One -

College of Medicine
Foundation Previous Next
General Counsel

Office of Research & Commercialization




Requestor Overview

Search

Add New Contract Record

Add New Agreement Record

Details 1. Contract Ov.. 2. Dates 3. Legal Office 4. Requestor O...

4. Requestor Overview

. L
College/Division < — Select One —

College of Medicine Department A

*Contract DepartmentDivision <>

~ Select One ~ *Provide the department the contract is for.*

Requestor Department/Division <r General Counsel

*Return to Legal Office NIA _ Leave as N/A

Secondary Requestor/Pl

Back to Top 4

Previous Next
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Financial & Supplier Overview

Search O | Drop Files Here @

Add New Contract Record Back to Top P

Add New Agreement Record

Details 1. Contract Ov.. 2. Dates 3. Legal Office 4. Requestor O... 5. Financial & ..

5. Financial & Supplier Overview

*Current Contract Amount
*Aggregate Amount

Supplier/Non UCF Party Name <r

Supplier/Non UCF Party ID
*Supplier/Non UCF Party Contact First Name
*Supplier/Non UCF Party Contact Last Name

*Supplier/Non UCF Party Contact Email

Previous Next

** The Supplier Name and Email should be the signer for the other party**
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Sections 6A - 6E

SEIEL Q | DropFiles Here ! @

= Add New Contract Record Back to Top 4

Add New Agreement Record

Details 1. Contract Ov 2. Dates 3. Legal Office 4. Requestor O... 5. Financial & ... 6a. President ...

Previous Next

**0Once you get to 6a you will click next all the way to 6e**




Record Info

| & 1
Search Q i Drop Files Here ‘ @

Add New Contract Record Back to Top 4

Add New Agreement Record

Details 1. Contract Ov. 2. Dates 3. Legal Office 4. Requestor O 5. Financial & Ba. President . 8b. Departmen.. 6c. Medical Aff. 6d. Office of R Ge. UCF Advan. 7. Record Info

7. Record Info

Entered By Colon@1403952, Nicholas

Date Entered 5/3/2023 10:15 AM

Previous Finish

**0Once you click "Finish" you will then review the record.**—'
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Reviewing Your Contract

- ot ®
Contract Details Back to Top 4
View Employee Permissions for this Record
0 days remaining; term days: 0; term months: 0
Details & a
Will a purchase order be issued or a supplier invoice No
be created in Workday?
1. Contract Overview & %
Contract ID 35043
Contract Title Test
Contract Type Agreement
Status Pending
Contract Purpose/Background Information Test
Current Contract Reviewer Colon@1403952, Nicholas
Submit Contract? (No to Save or Yes to Submit) No
2. Dates & %
Effective Date
Expiration Date
3. Legal Office &~ A

Legal Office General Counsel
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Reviewing Your Contract
(Continued)

Contract Details Back to Top P

4. Requestor Overview &

a

College/Division General Counsel
College of Medicine Department N/A
Contract DepartmentDivision ATHLETICS
Requestor Department/Division General Counsel
Requestor on Record Colon@ 1403952, Nicholas
Return to Legal Office N/A

Secondary Requestor/PI

5. Financial & Supplier Overview &

Current Contract Amount 0.00
Total Contract Amount 0.00
Supplier/Non UCF Party Name
Supplier/Non UCF Party ID
Supplier/Non UCF Party Contact First Name Test
Supplier/Non UCF Party Contact Last Name Test

Supplier/Non UCF Party Contact Email Test@Test




Files /Attachments

Search Q. @

= Contract Details Back to Top 4
e
@ Files / Attachments i
L Upload File(s) Info.
a File Category-
= File Notes -- Select Category - A
o Doc Type
Q * . Access Level
o YO U Wl I I d ra g a n d Internal v Single File Upload
o Browse

drop the contract for

. * <P AddWeb Document || 1 Import From Cloud |
legal review here
: -

File Browser | Explorer: Root Folder @

P & 18 Drag a column header and drop it here to group by that column
N i Collaborati
Show All Files Actions View File Notes Doc Type Category Entry Date Entered By T;p: oration Checked Out To LastViewed By LastView Date Ver.

T T T T BT T T T T 2R T

No records to display.




How to add a note in Files/Attachments

University of Central Florida

o X © Document Tools O x

Mears Addendum.pdf

File Browser | Explarer: Root Folder

.pdf  114KB

I 4 (2 » JAge. T2 JE
= s
Actions View File Notes Doc Type Category Entry Date Enterad E
S Manage ) . © % i
T o T T Y T
1 1
2.Select 'Manage .
Signatures & Approvals
_? Esign Document 4 IntelliSign Now

Manage
05 View Text/Compare
@ OCR T Combine PDFs
\ Security
[& Add Legal Hold &8 Lock/Unlock Access



ni916503
Highlight

ni916503
Highlight


How to add a note in Files/Attachments
(Continued)

University of Central Florida

iment Name

Actions View File Notes Doc Type Category Entry Date Entered B

b Y T T By Y

File Notes
i 3, Times New .+ B I Uizi= A~

Add a Note Regarding the attachment.

(For Example: For Legal Review)

Save your note before closing**

Save Changes Return To Toolbox



ni916503
Highlight


Notes & Comments

Drag a column header and drop it here to group by that column

e
@

Task Name Employee Start Date End/Due Date Notify Alert Date Status Date Approve F
, Days Completed
~
g T T T T T T Y
— View Initialization of Fields Upon Contract Creation Contract Declined@00000000 5/3/2023 5/3/2023 0 3/2023 Open Approve [
<}
View Contract Saved Successfully Nicholas Colon@ 1403952 5/3/2023 5/3/2023 0 3/2023 Open Approve |
e
&
»
| Emails/Alerts £
Notes & Comments .
Enter Notes Below and/or optionally enter a subject
Bexfomsa s [slsufEEa-m e *Add a note before
b Save Note (7 Refresh
Subject/Category Note(s) Collaboration Type Employee Date
Delete her Admi Internal Colon@1403952, Nicholas 5/3/2023 10:21:53 AM p

Note: when edifing the notes, the adited text will be displayed in the notes text aditor sbove.

&
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When ready to submit your contract,
Change “Submit Contract” to “YES”

% Contract Details x +

~ - X
&« c & ucf.cobblestonesystems.com/Cora/Col = Y 0O ’
o i T &
see Search o i : ‘
HH e =2 | DropFiles Here | @

Contract Details Back to Top 4

o) Actions
5 Record
) Files/Attachments i
oAttt = 0 days remaining; term days: 0; term months: 0

oz
>

Tasks & Emails a
a
— Update with Intellixtract  8F be issued or a supplier invoice No
= F be created in Workday?
&l Notes
fg &

Refresh
&

Contract ID 35043

View Company Info §
Contract Title Test

pienlisiony Contract Type Agreement
View Contract List Status Pending
Contract Purpose/Background Information Test

Current Contract Reviewer Colon@ 1403952, Nicholas

Submit Contract? (No to Save or Yes to Submit) No

2. Dates &

Effective Date

Expiration Date

3. Legal Office &

Legal Office General Counsel




How to send a contract back

3. Legal Office #

Legal Office General Counsel
Attorney on Record
Attorney Approval Not Reviewed

Legal Review Days

Legal Administratly © Edit Record O o x

4, Requestor Overview # 4. Requestor Overview &

College/Divisic Return to Legal Office

N/A v
College/Division Approv  Select One
Yes
College/Division Approvi No
NIA

College of Medicine Departmel
Contract DepartmentDivisio
Requestor Department/Division Generarcounsel
Requestor on Record Colon@1403952, Nicholas

Return to Legal Office VA 4@ *Click the Pencil Icon and select "Yes" on the drop-down menu*

Secondary Requestor/Pl




Contracts Requiring My Action

x  +

C @ ucf.cobblestonesystems.com/Core/MyDashboard.aspx?Dashboardld=10

Search Q,
My Dashboards Back to Top 4
Select Dashboard: | Al Employees (System) -
Add Con
A
Contracts Requiring My Action (: e
EF: Export || 7 Update
Total Record Count: 6
W4 F kM Page size: |25 + 6 items in 1 pages
View Record Title Non-UCF Party Status Date Updated Contract ID
T T Gal T
View FCTL-Knowledge Experts 2023 (Dubai) Legal Administrative 5/3/2023 9:25:35 AM 34883
View WS.J HSI Donation Legal Administrative 5/3/2023 9:12:53 AM 34382
View Orenge CountyJCF Glabal Program Agreement- Legal Administrative 5732023 9:00:16 AM 35033
Addendum *Priority Request*
View Upgrade Of Services - Print Reach Print Reach Software LLC Legal Administrative 53/2023 8:09:34 AM 35041
View Daytonz State Colegs & Universiy of Central Daytona State College Pending 412872023 92411 AM 34055
Floridz Inter institutional Agreement
View BayCare and CAPS Single Cace Agreemert Legal Administrative 41182023 10:0851 AM 24264
Renewal
4
M 4 (1 k| M Pagesize:| 25 v

Bitemsin 1 pages

&
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My Contracts

My Contracts _ A

(i Export | (75 Update
Total Record Count: 9

i ‘E’ N, Pagesize: 5 v 9 tems in 1 pages
View Record Title Non-UCF Party Status Date Updated Contract 1D
— =
M M M Y M

Crowe LLP - Professional Services for UCF

View Crowe LLP A&F Vice President CFO Review 5/312023 9:06:34 AM 35002
Stadium Corp.

View el R CroveLLP Fuly Executed Signed 52023 84733 AM 4999
Convocation Corp.

Vew g;‘::e il T Fully Execuled Sgned 530023 8472 AN 35001

View Sl BLORLLL S Fully Execuled Sgned 522023 33159 PM 9%
Association, Inc.

View g::\”zse';w VAR, peno Fuly Executed Signed 522023 33158 PM 4995

Vew b R Crove LLP Fully Execuled Signed 522023 933:1 AM U007

Solutions, Inc

’ ITN #1234MCSA Wide Area Network Services: :
; o, i
View Spectum (Bight House Netvorks) Amendment Bright House Networks LLC Fully Executed Signed 42412023 11:31:50 AM 34498

View Nemours Affliation Agreement 4162023 10:04:49 AM 34649

Athletic Director Employment Contract Amendment

View 1

Fully Executed Signed 112312023 11:52:33 AM 33754

4

iiELﬂ Pagesize: 25 v 9items in 1 pages




My Executed Contracts

Iy Executed Contracts

o Export || (75 Update

Total Regord Coun_

0[] ] Paesze |5

Titems in 1 pages

View Record Title Non-UCF Party Status Date Updated Contract ID
Y Y Y BT Y
Ve Clowe LLP-Profssoel Seniss rUCE———— e 1 Fully Executed Siged 23 B4 AN 0%
Convocation Corp.
Ve mem'Pmess‘””alse”'ces WOUCFHNIEE v 1 Fully Executed Siged 23 B4 AN 3001
Ve Clowe LLP-AutRegor Senvices WrAMeLKs e 11 Fully Executed Siged S0 335 M 4%
Assaciation, Inc.
Ve Crowe LLP-ICF Ahelcs Assoction At 11 Fully Executed Siged S 33158 M 9%
Services
Ve Crove LLP-AutSences o Lot Crove LLP Fully Executed Siged SORIB 9T AN 39
Solutions, Inc
[TN#1234MCSA Wide Area Network Servicas: ) ! ;
i Y Il I Bk
View Spectum (gt Hotse Nebars) Amendmen Bright House Nefworks LLC Fully Executed Signed 42472023 11:31:50 AM 34408
View Athletic Director Employment Contract Amendment Fuly Exenied Sed B ST AN 1754

1

4

H <E} M Pagesize: 25 »

Titems in 1 pages
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