CONTRACTS

Helpful Links:

Contract Training: https://procurement.tennessee.edu/contract-management-training-videos/

Creating a Vendor: https://acctspayable.tennessee.edu/creating-a-vendor/

Forms (standard contract template, NCJ and IT form): https://procurement.tennessee.edu/contracts/forms/

Contract Policy: https://policy.tennessee.edu/policy/fi0420-contracts/

Accounts Payable Contact (Payment Works): ap _paymentworks@tennessee.edu

Contract Staff:

Erin Young, Contract Manager
865-974-8576
eyoung4l@utk.edu

Jennifer Riley, Contract Specialist
865-974-1983
jriley26@utk.edu

Email: utkcontracts@utk.edu

Where to Start:

Does UT have a Master Agreement with the vendor?

YES: | DON’T KNOW: NO:

Does the Master Agreement cover

the services in the contract? https://procurement.tennessee.edu Proceed to the next section
YES: Click on the box “Purchasing
Submit a Framework Order-No Agreements” on the right side of the
contract needed page.
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Is the vendor in our system?
NO (ORI DON’T KNOW):

To check, log in to
https://irisweb.tennessee.edu,
click on the “IRIS” tab at the top
of the screen, click on the
hyperlink “Vendor Portal”

« > C
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Once you are in the Vendor
Portal, click on the box “Vendor
Master Updates”

VIDEOD B¢
TUTORIAL

VIDED ¢
TUTORIAL

Setup and Manage Supplier Portal

(l Vendor Master Updates

—J Messaging

VIDEO B¢
TUTORIAL

Here, you can search existing
vendors and use the “New
Vendors” tab to see requested
vendors that are in the process of
approval.

PaymentWarks

& Vendor Profiles

# Home

Connected Vendors with Company Profiles

(TCBOE) Covington High School

1 Stop Electronics Center Inc

1-Stop Translation USALLC,

Vendor Master Updates

@ New Vendors

alker, Help Account Logout

of Tennessee

Trouble Finding a Vendor? () m

Record Count: 24799

Vendor Number 1049440
Site Goder 2019142

Vendor Number: 1154963
Site Code ZCORP

Wendor Number: 1144829
Site Code: 2025161
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# Home & Vendor Profiles © New Vendors.

o8 BHOW: Onboarding Tracker v ~ Invite New Vendor
‘;'UD‘EUDR;; I Onboardings Company/individual Name:"
If your Vendor is nOt in this FRiLL:nrer:.““s e i This field is required.
Syste m, use the ”New Vendors” Vendor Name Sophie Bacq Contact E-Mail:"
. . . o £ G
tab and click the “Send Invitation” e s . iy Gontat Eak
button at the bottom of the fields = . R
th | ft fth t R t L Farragut West Knox Chamber of Commerce/
on elerto e screen to Invite it g O =
the vendor to complete the - o s g “Requiredeld
process. (Once this is done, you || e Peole
will see the requested vendor in = —

the right pane of this screen.)

nvitation

inifiator Southern Pipe and Supply

IAVItation Sent | All Dates - . .

. NVITATION IMITIATED 8
e 0813012023 3:07 AW

Patricia Ehrkamp

YES:
Do you have a contract from the vendor?
NO:

You can use the Standard Contract as a template if the vendor doesn’t supply one. This is found here:
https://procurement.tennessee.edu/contracts/forms/ and includes instructions.

YES:

Does the contract require an NCJ? (Is the contract over $10,000 with no formal bid process through the
Office of Procurement?)

YES:

The Non-Competitive Justification Form can be found here:
https://procurement.tennessee.edu/contracts/forms/ and includes detailed instructions. NOTES: 1. This form
should be signed by the requesting department’s approver. 2. Remember to enter “See attached NCJ” in the
appropriate field on the contract request.

NO:

You are ready to begin entering the contract into the system.

Or ¥IRIS\Web

Log into
https://irisweb.tennessee.edu,
click on the “Other” tab, then
click on the “Contract
Management” hyperlink.

i
1 15 O of Human Resouc33 510 endsy 305 3
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Created on 8/30/2023 by Rebecca Walker beckywalker@utk.edu



mailto:beckywalker@utk.edu
https://procurement.tennessee.edu/contracts/forms/
https://procurement.tennessee.edu/contracts/forms/
https://irisweb.tennessee.edu/

TH[UNIVERSITYOf pis User: rrussel7 | Logout
TENNESSEEUI

Home

The University of Tennessee
ContractManagement Portal

Search

In the Contract System, click on

) N Y i ’ : My Profile =  Submita ® conrracts O Google
the hyperllnk SmeIt a - Manage your user profile Contract
Contra ct" Submit a new contract

My Contracts All Contracts

View your previously submitted View all contracts
contracts

Powered by ESM Solutions Corporation

NOTE: You have the option to
"Save aS Dl'aft" USIng the Ol‘a nge THEUNNERS[TYOf User: rrussel? | Logout
ar
button at the top of this screen. TENNESSEE‘*‘*JW .
lome
This is very helpful if you find
you are missing something Submit a Contract
necessary to complete the =T ey . B :
process (this happens often).
ID: 181791
For the “Company Name” field, T B
. . . *Contract Title:
use the magnifying glass icon to
sea rCh for the Vendor- [Contmct [nfn} DccumentTApprovalslDccuSlgn Enve\opes]
Collapse All
Look Up Company D )(
| @ Show All  Advanced Search Create new -- Select - «
> Search Options
f -
Status: More than 100 record(s) found Click for details....
Once you have located the Page: [Page 1] Next lost Gotopage| | (ED
Vendor] use the red arrow at the Edit 1D} ﬁznr;gi::y Company Name Telephone Main Email Address Street Address 1
ront of the listing to import it to =\ e ,
S| Le Bonheur Children's - Wood@lebonheur.or ]
f g p -\ 180393 500876 Le Bonheur Children's (901) 287-5083 Billie. Wood@lebonheur.org 50 N. Dunlap St
Medical Ctr 462R
the contract.
- D 180391 1168170 Hannah Zechman 865-712-3265 hdzechman@gmail.com 383 Peach QOrche
- a 180389 Gwinnett County Public  678-301-7100 kathryn.hanson@gcpsk12.org 437 0ld Peachtr:
Schoeols
- \D 180388 Anchor Family (423) 458-1870 heather.carver@anchorfamily 2990 Westside L
Counseling counseling.com
- D 180387 After Hours Pediatrics of 865-293-5379 julianna deyo@teamhealth.com 265 Brookview (
Tennessee, P.C. Way
D D 180385 1168169 Robert Zeid 505-715-1239 rzeid1@gsu.edu 1615 Sugar Hill
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TH[UNIVERS[TYOf User: rrussel7 | Logeut
TENNESSEE

Home

Submit a Contract
Give your contract a title- a very

brief description of the purpose. Saved) Cancel) (1) &) Contract B

1D: 181791

*Company Name: lo

*Contract Title:

[Contract Info| Document | Approvals| DocuSign Envelopes|

Submit a Contract

Save~) Cancelw) _} ) &7 Contract @

ID: 181791
*Company Name: ,o
#Contract Title:
Use the magnifying glass icon to
search for the Account and

A Collapse All
Budget Entlty. *Record Type: New Contract «

+ Fund & Budget Entity Information

*Account: *Account Name:

Funds Center Name: Account Department Code:

*Budget Entity: *Budget Entity Name:

~ Contract Information

[CO“tI’BEt Infn] DﬂcumentTAppruvals] DocuSign Envelopes}

Contract Description:

Look Up Fund D X

E010149 m Show All  Advanced Search Create new |- Select - =

> Search Options

When you find the account you
need, use the red arrow at the
front of the listing to import it to

16770 | E010149  Associate VC Finance & U013849049 Assoc VC Finance
the contract. Administration & Admin

Status: 1 record(s) found, 1 page(s) Click for details....

Department

Edit ID 4 Fund Fund Name oo

Department Name
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Give a detailed description of
the contract terms and purpose.
Choose the “Contract Category”,
the “Contract Type”, the
“Contract Start and End Dates”
using the drop-down menus.

Submit a Contract

Saver) Cancely) i & Contract E )

[Eontract infe) Document| Approvals| DocuSign Envelopes|

*Budget Entity: [T *Budget Entity Name: Knoxville 22
[~ Contract Information
Contract Description:
P

*Contract Category: ‘Consulting v Contract Type: Payable Contract -
Vendor requires purchase | choose one v *Foreign Contract?: No v
order/department wants
encumbrance:
#Contract Start Date: 08/30/2023 #Contract End Date: 09/29/2023 [
Notification Name(s): o Add Requester Info to Notification List,

%
~ Financial Information
*Payable Amount: $
*Competitive Type: N Bid -

Use the magnifying glass icon for
the “Notification Name(s) field
to add the requestor to the
notification alerts for the
contract approval process.

Click the orange “Add
Requester...” button to have
notifications of approval sent to
you.

Submit a Contract

Savev) Cancely) % ) & Contract @
'Ccnlm:t 1nfn|DocumentTAppmuals}Dacusxgn Ewelnpes]
*Budget Entity: [P *Budget Entity Name: Knoxville 2
|+ Contract Information
Contract Description
%
*Contract Category: Consulting v Contract Type: Payable Contract -

Vendor requires purchase  choose one +
order/department wants
encumbrance:

*Foreign Contract?: No ¥

*“Contract Start Date 08/30/2023 “Contract End Date 09/29/2023

Notification Name(s): f% Add Requester Info to Notification List

« Financial Information

*FOR PAYABLE AND ZERO
DOLLAR CONTRACTS:

Enter the total amount of the
contract in the “Payable
Amount” field (SO for “Zero
Dollar Contract” Type)

Choose the “Competitive Type”
from the drop-down menu.

Submit a Contract

Save~) Cancel)  : ) %] Contract i
{Cmmacg Infn}Document]Appmva\s} DocuSign Enverupes}

Vendor requires purchase  Choose one *Foreign Contract? No
order/department wants

encumbrance:

*Contract Start Date: 08/30/2023 [ *Contract End Date: 09/25/2023
Notification Name(s): o D Add Requester Info to Notification List,

“

~ Financial Information

“Payable Amount: $

*Competitive Type: No Bid - e——

Bid

No-Bid Explanation: Reg
Once you ]

| to or greater than $10,000 and the contract wasn't bid, Please attach a completed NCJ form.
; If State of TN Contract n d petitive Justifi z
/Ct

fication (NC1) Form”.

yipe P
~ The NCJ form is I {/procurement.tenne: edu/contracts/forms/

In the text box below, please type "See attached NCJ"

No-Bid Explanation / Non-Competitive Justification (NCJ):
No-Bid Explanation: Required if amount is equal to or greater than $10,000 and the contract wasn't bid. Please attach a completed NCJ form. Once you complete the
Justification (NCJ) Form". The NCJ form is available at this website: https://procurement.tennessee.edu/contracts/forms/

In the text box below, please type "See attached NCJ"
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Use the magnifying glass icon to
search for a current vendor
contact.

If you need to add a new
contact, use the fields to add
their information and click the
orange “Save Company Contact”
button to save the new contact.

Submit a Contract

Save~) Cancels) i ) &7 Contract

[Cnnnact lnfu} DammentTAppmva\s} DocuSign EnvEIupEs]

Payee Named in Grant: Mo -

~ Purchase Order Info — To be completed by purchasing

PO Number:

Date for PO

~ Vendor Information

Company Number: 1168154

*Vendor Contact(s):
No records.

MViews~ = -

~ New Vendor Contact
———

New Contact First Name:

New Contact Email:

New Contact Telephone:

<—

New Contact Last Name:
New Contact Role:

New Contact Fax:

When everything is entered on
this page, click the orange “Save
and Go to Next Tab” button.

Powered by ESM Solutions Corporation
Submit a Contract
Savew) (Cancels) _§ ) %] Contract \E
[Contract Tafi] Document| Approvals| DocuSign Envelopes)
Payee Named in Grant: No -
[+ Purchase Order Info - To be completed by purchasing
PO Number: Date for PO:

[ Vendor Infermation

Company Number: 1168154

*Vendor Contact(s):
No records.

o Unlink | &® Views~ | f= ~

~ New Vendor Contact
New Contact First Name:
New Contact Email:

New Contact Telephone:

Save Company Contact,

Save and Go to Next Tab

New Contact Last Name:

New Contact Role:

New Contact Fax:

M Solutions Corporation

On the next page, click the
orange “Add New Document”
button to attach the contract,
NCJ and/or IT Questionnaire (if
required), and any other
supporting documentation.

Submit a Contract

save~) Cancels) i ) & Contract
ID: 181791
Summit Consulting Services Tnc O

*Company Name:

*Contract Title Consulting for Kim McCullack

[€ontract Tnfo|Becument| Approvals | Diocusign Envelopes|

Collapse All

~ Contract Documents

Contract Documents:

No records.

| —

Add Insurance Certificate

Add Tax Exemption

|+ Inbound Files from Email
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Submit a Contract

Save~) Cancely) ) & Contract \E i
1D: 181791
*Company Name: Summit Consulting Services Inc O
*Contract Title: Consulting for Kim McCullock
Contract Info|Dacument| Approvals | DocuSign Envelopes)
When all documents have been ;WJ
attached, click the orange “Save ~ Contract Document

Contract Documents:

and Go to Next Tab” button.

No records. YNew | B Views~ @ ~

Submit a Contract

celw) i ) &7 Contract \E

You can add a note for approvers i0: 181794
h ere *Company Name: 0

Contract Infa| Document|Approvals| DocuSign Envelopes|

To submit the contract, click the
orange “Submit for Review”
button.

HTML @ plain text

AMENDING A CONTRACT
When amending a contract, remember to:

e Change the “Record Type” field to “Amendment”

e Use the current date as the “Contract Start Date”

e [fa “Payable Contract”, only enter the difference between the original contract amount
and the increased amount for the amendment in the “Payable Amount” field. (i.e. the
original contract was for $1,000 and the amendment is to increase it to $1,500 total, the
new “Payable Amount” is $500 on the amendment).

SPECIFIC TO SOFTWARE
Software requires additional information in the “Contract Description” field:

e Are there terms posted on their website that you must accept? Please download and
attach these with the contract entry.

e Will the vendor invoice the university?
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You also need to complete the IT Questionnaire here:
https://procurement.tennessee.edu/contracts/forms/ and attach the approved document to
the contract entry. NOTE: this form should be signed by the requesting department’s approver.

SPECIFIC TO HOTEL/CATERING EVENTS

Hotel/Catering Contracts require additional information in the “Contract Description” field:

¢ Include date of event in the “Contract Title” field
¢ Include quote cut-off date (if applicable) in the “Contract Description" field
¢ Include deposit due date (if applicable) in the “Contract Description” field
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