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Starting A Contract in Cobblestone



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

Click next to proceed to the next tab.

*Items with a red asterisk are mandatory items.

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 kNEXT@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.



Contract Overview

*Add information regarding purpose of the contract being submitted*

*Include the name of the vendor/supplier in your contract title*



Contract Dates



Legal Office



Requestor Overview

Leave as N/A

*Provide the department the contract is for.*



Financial & Supplier Overview

** The Supplier Name and Email should be the signer for the other party**



Sections 6A - 6E

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



Record Info

**Once you click "Finish" you will then review the record.**



Reviewing Your Contract



Reviewing Your Contract 
(Continued)



Files /Attachments

*You will drag and 
drop the contract for 
legal review here*



How to add a note in Files/Attachments

*1. Select the briefcase icon

2.Select 'Manage'
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How to add a note in Files/Attachments 
(Continued)

**Save your note before closing**
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Notes & Comments

*Add a note before 
sending the contract back 
to the Legal Office*



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



How to send a contract back

*Click the Pencil Icon and select "Yes" on the drop-down menu*



Contracts Requiring My Action



My Contracts



My Executed Contracts
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