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Contract Instructions

1. Creating a new contract in IMPACS if invoices are paid from contracts in 1/3 — First, complete the contract in
I/3. Next, using IMPACS select the Create New Contract function from the dashboard or menu, and follow the
instructions in this guide to create the contract. Use the I/3 contract number for the IMPACS contract number.

2. Creating a new contract in IMPACS without 1/3 input - If you do not use I/3 to pay contract invoices, please use
your own contract naming convention (or the number generated by IMPACS) and create the contract only in
IMPACS — either by the Create Contract from solicitation function (if applicable) or input the contract using the
Create New Contract function from the dashboard or menu. Follow this guide.

3. RENEWAL using I/3 - If the contract is in I/3, please renew the contract first in I/3. Next, create a NEW contract
for the renewal in IMPACS and use the I/3 contract number. Click the Contracts Action button in the current
contract and select Copy to create a new contract version for the renewal.

4. RENEWAL in IMPACS ONLY — Navigate to the Contracts Action button in the top right of the contract screen.
Select Renew. IMPACS changes the contract term automatically, plus changes the main document with the new
information. Submit for Approval. Once approved, the contract is renewed (Executed: Future) and the contract
number stays the same.



Sign into Okta and locate the Jaggaer stickers
Click on DAS Jaggaer PROD to enter the Production site.
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Main Menu

You may expand the Main Menu by clicking on the arrow at the bottom-left of the screen.

Dashboards -+ Shop Dashboard - LS
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Contracts Dashboard

Al Search (Aft+Q) Q  ooousD W @R L

Open the Contract A o
Dashboard or the o
Contracts tab on the B o -
Main Menu. From =
either selection, the e 2
Buyer may search for

Contracts, Vendors,
part numbers, etc. or
create a new Contract.

Dashboards + Contract Manager Dashboard a +

Search Contract Parties | Advanced Search
Import/Exports - Completed 2 Contracts to Approve

& souring

Searches

il Reporting Search Coniract Parties
Contract Summary Obligations Across Contracts

Administer

3 sew

Online Searchable Help

There are no Contracts to display.

Search By Keyword Q

Browse the Table of Contents Dashhoards

Home Dashboard

My Contracts Solicitations Dashboard

There are no Contracts to display.

My Contracts Expiring in 150 Days

There are no Contracts to display.

Q wenusearch

« Powered by JAGGAER | Privacy |
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Create Contract

From the Main Menu,
select Contracts, Contracts
(again), and Create New
Contract. There are several
ways to get here. Choose
the method that works
best for you.

Contracts

Sourcing
Reporting

Administer

€3 sewp

iy, 1w Management of Procersment and Cantracts Sysben

Dashboards * Contract Manager Dashboard

Contracts
Contracts
Approvals
Libraries
Reports
Requests

Contract Administration

Contract Manager Dashboard

Type to Search Contracts...

Contracts Home

Search Contracts

View Saved Searches

Search Contract Attachments

Create New Contract...

Create and Manage Export Templates

Contract Import/Export...

Search Contract Parties

Add Confract Party...

Contract Party Import/Export...

View Import/Export Results

External Contacts



Create New Contract

The Create Contract
pop-up opens.

Name the Contract.
Select the Contract type

by clicking the
magnifying glass icon.

Create Contract

About the Contract (Step 7 0f 7)

Contract Mame *

Contract Type ™ Q

™ Required Create Contract
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Create New Contract

Select the appropriate
contract template.

Master Agreement
Standard is the most
common Contract
Type. Use Master
Agreement
Cooperative (COOP) if
working with a Public
Entity COOP like
NASPO, OMNIA,
Sourcewell or the
Regents.

Single Agencies may
have their own
template.

Create Contract

About the Contract (step 7 0f 1)

Contract Name *

Contract Type *

* Required

Test Contract 074

Master Agreement - Standard -

Test
In: Master Agreement - Standard -

Test

Master Agreement COOP -

Test
In: Master Agreement COOP - Test

Create Contract

11



Create New Contract

Select the radio button for
the Contract Template you
want to use.

Select the Department
(Agency) that the
Contract Manager
belongs to.

Create Contract

About the Contract (Step 7 of 7)

Contract Name *

Contract Type *

Use Contract Template

Contract Template ™
Department *

Main Document Template

* Required

Test Contract 074

Master Agreement -

Standard - Test
In: Master Agreement -
Standard - Test

=l Q

@ Yes ) Mo

jol

Create Contract

Selected Value

Test

Select Values

@ Master Agreement - Standard Test

Master Agreement - Standard

Save Changes Close

12



Create New Contract

Select the Contract
Manager’s
Department
(Agency).

Select the small
arrow next to the
State of lowa to
expand the list of
all the
Departments.
Note: there are
Agencies listed
under the Parent
Agency.

Save Changes.

Departments

Create Contract

About the Contract

Contract Mame ™

Contract Type ™

(Step 7 of 1)
Test Contract 074

Master Agreement - = Q

Standard - Test

Use Contract Template

Contract Template ™

Im: Master Agreement -
Standard - Test

@ Yes ) No

Master Agreement - X Q

Standard Test

Department *

* Required

Create Contract

=)

Departmen

» ) _ State of lowa

Selected Value

Save Changes Close

A

4 () State of lowa
v Administrative Services
~) AEA Purchasing
* Agriculuture and Land Stewardship
O All State Agencies
_ Anamosa-Farm Accounts
_ Attorney General
* Auditor of State
_ Board of Parole
_ Board of Regents
_ Civil Rights Commission
_ College Aid
_ Commerce-Administration
_ Consumer Advocate
v Corrections-Central Office
_ Department for the Blind
_ Department For The Blind - Capitals
_ Department of Cultural Affairs
» () Department of Education
_ Department of Homeland Security & Emergency Mgmt
_ Department of Human Rights
» () Department of Human Services-Administration
_ Department of Inspection and Appeals
_ Department of Management

» O Department of Natural Resources
T Nanartmant af Duklic Nefanes

Selected Value

Close

13




Create New Contract

Create Contract

About the Contract (Step 7 0f 1) B ?
When done, click
k3
Create Contract. Contract Name Test Contract 074
Contract Type * Master Agreement - x  Q

Standard - Test

Im: Master Agreement -
Standard - Test

Use Contract Template @ Yes (O No

Contract Template * Master Agreement - *Q
Standard Test

Department ™ Administrative Services = |Q

* Required Create Contract
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Contract Wizard

Draft Once done authoring, reviewing, and negotiating this contract, submit it for approval e
This contract must be in a Fully Executed status before it can be made active for shopping
Th C t Both a Primary First Party and Primary Second Party need to be assigned to this contract before it can be made active for shopping.
e O n t ra C Both a Start and End Date are required to make this contract active for shopping.
— —
is Contract is currently checked out to You Itis locked and cannot be edited by others until you check it in.
. a This Contract i ntly checked out to Y locked and be edited by othe | heck
Navigate through [%0zs Contract Header o] ooy T8 7
Test Contract 074
t h e Ste ps O n th e Type Master Agreement - Contract Number * 40020 # Parent Contract Q
Standard - Test
H 2nd Party: v
Ieft SI d e Of th e Version:  Renewal 0, Amendmento  ComiractNeame Test Contract 074 Show on Vendor Portal @ Ef: o
» Lifetime Spend (USD) Inherit From General Contract Settings - Current
SC ree n . Contract Type * Master Agreement - ® o Q @ Setting: Yes
N Open Main Document | ¥ Standard - Test
ammary \ Department * Administrative Services x Q
State of lowa
Note the banner | e A
Summary * Enter informaticn about the contract's general purpose that will be displayed in specific places like the Contract
Commodity Codes A Information window. Several formatting options are available and you can include external web links. For informaticn about Edit Summary
at t h e to p W h e n formatting this field, click the *?" in the top-right corner of the page. The Summary help topic will provide you with formatting
° detail
Alternative Language O e
ret u r- n i n g to e d it Delete the above paragraph when entering the information.
Attachments [1]
t h e CO n t ra Ct afte r Obligations o Contract Parties Add First Party Add Second Party
|t has been Review Rounds o Name Currently Visible Type Contact Contract Address
d h Submit for Approval Department of Administrative Services Agency (Primary) - - s m
a p p rove 7 t e £ Your contract must have a Primary Second Party.
U t Ch k eProcurement Setup
ser mus ec Dates and Renewal
Budget and Spend ) * -
0 utt h e contract Time Zone CDT/CST - Central Standard Time (US/Cent ~  Renewals Remaining
* Applies To
Start Date * Renewal Term -
Be Sure tO Check Goods and Services
mm/dd/yyyy hhrmm a ~
| v ¥i N
it ba C k i n Wh e n PO Clauses (] Update Start Date Upon Execution @ Auto-Renew OYes  @MNo
End Date *
finished Comments [ 0]
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Contract Wizard

Draft Once done authoring, reviewing, and negotiating this contract, submit it for approval e
Th e Sta t u S Of t h e This contract must be in a Fully Executed status before it can be made active for shopping
Both a Primary First Party and Primary Second Party need to be assigned to this contract before it can be made active for shopping. Check In
Both a Start and End Date are required to make this contract active for shopping.

contract is located

t t h t It a8 This Contract is currently checked out to You It is locked and cannot be edited by others until you Terminate
: 40020 Contract Header Archive

provides useful Test Contract 074
. . Type Master Agreement - Contract Number * 40020 # Parent Contract Copy
information about| * s ’

2nd Party: x ) Ye Delete Contract

Contract Name Show on Vendor Portal @ O Yes
SO m e Of t h e Version:  Renewal 0, Amendment 0 Test Contract 074 O No
ifeti - Inherit From General Co
» Lifetime Spend (USD) N
) ! Contract Type * Master Agreement - X Q @ Setting: Yes Add Imternal Message
req U|rements Open Main Document | ¥ Standard - Test _
. Start External Communication
Summary Department * Administrative Services *oQ View/Reactivate Subscribers
State of lowa
T h C t t Header
e 0 n ra C Summary * Enter informaticn about the contract's general purpose that will be displayed in specific places like the Contract
Commodity Codes Information window. Several formatting options are available and you can include external web links. For informaticn about Edit Summary
ACtIOﬂS button at formatting this field, click the "?" in the top-right corner of the page. The Summary help topic will provide you with formatting
details

Alternative Language

the tOp-right |IStS Attachments

Delete the above paragraph when entering the information.

- -

some a d d it i ona I Obligations Contract Parties Add FirstParty | | Add Second Party
. f Review Rounds Name Currently Visible Type Contact Contract Address
a Ct I 0 n S : I yo u Department of Administrative Services Agency (Primary) - - Vi i

. Submit for Approval
m a ke a m |Sta ke £ Your contract must have a Primary Second Party.
7

eProcurement Setup

you can Delete Dates and Renewal
Budget and Spend Time Zone * 1 dard [t Renewals Remaining
CDT/CST - Central Standard Time (US/Cent
the contract and | sieste
Start Date ™ Renewal Term

sta rt ove r' (a S Goods and Services S

PO Clauses (] Update Start Date Upon Execution @
long as the

Ci it
contract has not e

been approved).

Auto-Renew O Yes @ No

* .
End Date

X Required < Previous Save Progress Next >
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Contract - Header

Start the Wizard with

i Draft Once done authoring, reviewing, and negotiating this contract, submit it for approval Contract Actions w
the H €a d er SeCtIO n. This contract must be in a Fully Executed status before it can be made active for shopping

Both a Primary First Party and Primary Second Party need to be assigned to this contract before it can be made active for shopping.

The screen Ope ns Both a Start and End Date are required to make this contract active for shopping.
a Uto m atlca I Iy tO th IS a8 This Contract is currently checked out to You It is locked and cannot be edited by others until you check it in m
screen.

40020 History | B | ?

Test Contract 074

Type Master Agreement - Contract Number * 40020 @ Parent Contract
Under Contract Master Agreern a

2nd Party: *

- Contract N Show on Vendor Portal €@
Header' the a Uto Version:  Renewal 0, Amendment 0 ontract Name Test Contract 074 8
ifati i Inherit From General Contract Settings - Current

# Lifetime Spend (USD) :

generated contract pend (USD) Contract Type ™ Vst e % Q @ setting ves

Open Main Document | Standard - Test

number may be

. * " .
Summar Department Administrative Services x Q
changed by selecting i dministrat
il i Header
the pe nci I icon. Summary * Enter informaticn about the contract's general purpose that will be displayed in specific places like the Contract
commodity Codes Information window. Several formatting options are available and you can include external web links. For informaticn about Edit Summary
’ formatting this field, click the "2 in the top-right corner of the page. The Summary help topic will provide you with formatting
details

Match the |/3 Alternative Language

Delete the above paragraph when entering the information.

000>

Contract number (if (IR e
applicable) use your Obligations Contract Parties Add FirstParty | | Add Second Party
’
owh naming Review Rounds Name Currently Visible Type Contact Contract Address
Department of Administrative Services Agency (Primary) - - e m

convention or use the | submitforapproval
IMPACS-generated

/% Your contract must have a Primary Second Party.

eProcurement Setup

Dates and Renewal
number' Budget and Spend . * .
Time Zone CDT/CST - Central Standard Time (US/Cent ~  Renewals Remaining
Applies To
Start Date * = Renewal Term -
Check that the Goods and Services
mm/dd/yyyy hhrmm a
- v O Yes No
Contract Name, TVpe PO Clauses [] Update Start Date Upon Execution @ Auto-Renew ®
* =
and Department are End Date
Comments [ 0] )
-
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Contract - Header

H H Draft Once done authoring, reviewing, and negotiating this contract, submit it for approval st e
CI | C k t h e E d |t This contract must be in a Fully Executed status before it can be made active for shopping

Both a Primary First Party and Primary Second Party need to be assigned to this contract before it can be made active for shopping.
Both a Start and End Date are required to make this contract active for shopping.

Summary button.
The Contract

a8 This Contract is currently checked out to You It is locked and cannot be edited by others until you check it in m

: 40020 Contract Header ristory | B | 2
S u m | | |a ry Wl n d OW Test Contract 074
Type Master Agreement - Contract Number * 40020 @ Parent Contract Q
Opens. Standard - Test
2nd Party: ~
Contract Name ™ Show on Vendor Portal @ O Yes
Version: Renewal 0, Amendment 0 ontract Name Test Contract 074 O No
I . Inherit From General Contract Settings -
» Lifetime Spend (USD) N
' Contract Type * Master Agreement - ®oQ @ Setting: Yes
Delete the Open Main Document | v Standard . Test
i n St ru Ct | ons t h at Summary Department * Administrative Services x Q
. . Header
a r‘e I n t h e WI n d OW Summary * Enter informaticn about the contract's general purpose that will be displayed in specific places like the Contract
commodity Codes Information window. Several formatting options are available and you can include external web links. For informaticn about Edit Summary
’ formatting this field, click the "2 in the top-right corner of the page. The Summary help topic will provide you with formatting
details

a nd enter Alternative Language
Delete the above paragraph when entering the information.
information about | #eemens

y) Obligations Contract Parti - T
the ContraCt S Review Rounds Name Contract Summary / @
general purpose. Department of A v &

Submit for Approval

C“Ck Done When # Yourcontract nfl || pormat ¥ || (inherited font) ¥ || (inherited size) M B T U e

eProcurement Setup

finished . NOTE: Budget and Spend —— Al” i

il *
Time Zone Enter information about the contract's general purpose that will be displayed in specific places like
YO U ma y h ave tO Applies To . the Contract Information window. Several formatting options are available and you can include
AT Start Date external web links. For information about formatting this field, click the "?" in the top-right corner of

Clle Close as We” the page. The Summary help topic will provide you with formatting details,

PO Clauses

eoeo00>>

E o e X X

Delete the above paragraph when entering the information.
End Date *

* Required ﬁ Next >
= 2

Comments
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Contract — Header — Contract Parties

Draft Once done authoring, reviewing, and negotiating this contract, submit it for approval
This contract must be in a Fully Executed status before it can be made active for shopping
Both a Primary First Party and Primary Second Party need to be assigned to this contract before it can be made active for shopping.
Both a Start and End Date are required to make this contract active for shopping.

Contract Actions w

a8 This Contract is currently checked out to You It is locked and cannot be edited by others until you check it in m
40020 Contract Header Hisory | B 2
Test Contract 074
T h e F i rst Pa rt Type Master Agreement - Contract Number * 40020 & Parent Contract Q
y Standard - Test
2nd Party: ~
H Contract Name * Show on Vendor Portal @ O Yes
IS t h e Age n Cy Version:  Renewal 0, Amendment 0 Test Contract 074 No

» Lifetime Spend (USD) " Inherit From General Contract Settings - Current

. Contract Type * Master A nt- x @ Setting: Yes
creating the r—— e poreeme a

Standard - Test

co nt ra ct . TO Summary Department * Administrative Services xoQ

State of lowa
h h Header
C a n ge t e Summary * Enter informaticn about the contract's general purpose that will be displayed in specific places like the Contract
commodity Codes Information window. Several formatting options are available and you can include external web links. For informaticn about Edit Summiary
Agency delete ) formatting this field, click the "2 in the top-right corner of the page. The Summary help topic will provide you with formatting
details
’

Alternative Language

the Agency Afttachments
||Sted by Obligations
SE|ectlng the Review Rounds

Submit for Approval I Department of Administrative Services Agency (Primary) - - v (ﬁﬁ) l

t ra s h Ca n i Co n . £ Your contract must have a Primary Second Party.

eProcurement Setup

Delete the above paragraph when entering the information.

Contract Parties Add First Party Add Second Party

- -

Name Currently Visible Type Contact Contract Address

Dates and Renewal
Budget and Spend

Time Zone * CDT/CST - Central Standard Time (US/Cent ~  Renewals Remaining
Applies To

Start Date * Renewal Term -
Goods and Services

mm/dd/yyyy hbcmm a
dd/yyyy . N No

PO Clauses (] Update Start Date Upon Execution @ Auto-Renew ®

End Date *

Comments

X Required < Previous Save Progress Next >
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Contract — Header — Contract Parties

Draft Once done authoring, reviewing, and negotiating this contract, submit it for approval.
This contract must be in a Fully Execute gt ——
Both a Primary First Party and Primary Si
Both a Start and End Date are required t

Contract Actions W

Select Primary First Party

a This Contract is currently checked out to rs until you check it in Check In
Click Add First e ot e
Typ Master Agreement - Contract sear‘:h fﬂr Contract Pal'ty {S!‘ep 1 Of3) a
Party to change the . s
Version: - Renewal 0, Amendment 0 Contract Search n More Optl’ons
Agency- Select the » Lifetime Spend (USD) General Contract Settings -- Current

Contract §
Open Main Document | v

search icon, and

Summar Departmsg
select your Agency. . Select Contract P Close
. Summary e Contract
Then click Select Commodiy Codes

Information window. Several formatting options are available and you can include external web links. For information about Edit Summary
formatting this field, click the "?” in the top-right corner of the page. The Summary help topic will ide you with formatting
C t t P t Alternative Language
ontract rFarty.
Attachments

details.

Delete the above paragraph when entering the information.

Contract Parties Add First Party Add Second Party

Name Currently Visible Type Contact Contract Address

Obligations

Review Rounds

-l NN -

= Your contract must have a Primary First Party.

Submit for Approval ‘our contract must have a Primary Second Party.

eProcurement Setup Dates and Renewal

Budget and Spend Time Zone ™ CDT/CST - Central Standard Time (US/Cent | Renewals Remaining

Applies To Start Date * Renewal Term o
Goods and Services mm/dd/yyyy hh:mm a

- Yes No
() Update Start Date Upon Execution @ Auto-Renew o @
PO Clauses

* Required
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Contract Header
— Contract Parties

Once you select
your Agency, you
will be prompted
to add the
Contract
Manager’s contact
information. If you
are not listed,
create a new
contact by clicking
Add Contact and
filling in your
information. Click
Next and choose
your address or
create one.

Select Primary First Party
Draft Once done authering, reviewing, and negetiating this contract, s Contact Information (O'Ptlﬂl'lal) (Step 2 of 3)
This contract must be in a Fully Executed status before it can b
Both a Primary First Party and Primary Second Party need to bej o " & of Admiristiative Sami CP
Both a Start and End Date are required to make this contract ac ~ Confract Party Name epartment of Administrative services -
a This Contract is currently checked out to You Choose a Contact
:B(q%’?mm . Contract Header Kundid, David (Primary Corporate)
st Col 7
Shannon, Laura (Corporate)
Type: Master Agreement - Contract Number * 40
Standard - Test Add Contact
2nd .Parly: Contract Name * AT T > m—
Version: Renewal 0, Amendment 0 () No

» Lifetime Spend (USD)
Open Main Document | v
Summary
Header

Commodity Codes
Alternative Language
Attachments
Obligations
Review Rounds

Submit for Approval

eProcurement Setup
Budget and Spend
Applies To

Goods and Services

PO Clauses

-l NN -

Contract Actions W

b check it in

View XML

Q

Contract T

Departmen

Summary *}

Contract
Name

£ Your conf]
£ Your contf

Dates and

Time Zone

Start Date

* Require

Select Primary First Party /

Contact Information (Optional) (step 2z of3)

Contract Party Name Department of Administrative Services - CP

Choose a Contact [ Add Contact hd

This contact will be added to the Contract Party's profile immediately.
First Mame ™
Last Name *
Title
Email

Phone
Country Code, Area Code, Phone Number, Phone Extension
Mobile Phone Number

Country Code, Area Code, Phone Number

* Required

=) =

Settings - Current

on about Edit Summary
rmatting
st Party Add Second Party

History B 7

24



Contract Header — Contract Parties

Draft Once done authoring, reviewing, and negotiating this contract, submit it for approval
This contract must be in a Fully Executed status before it can be made active for shopping
Both a Primary First Party and Primary Second Party need to be assigned to this contract before it can be made active for shopping.
Both a Start and End Date are required to make this contract active for shopping.

Contract Actions w

a8 This Contract is currently checked out to You It is locked and cannot be edited by others until you check it in m

40020 Contract Header

Test Contract 074

Th e Second Type Master Agreement - Contract Number * 40020 & Parent Contract Q

Standard - Test

History | B | ?

. 2nd Party: x ) Yes
Pa rty is th e Version:  Renewal 0, Amendment 0 Contract Name Test Contract 074 Show on Vendor Portal € o
» Lifetime Spend (USD) . Inherrit From General Contract Settings - Current
Contract Type Master Agreement - ®oQ @ Setting: Yes
Vendor. To Open ain Documenc |

Standard - Test

se | ect th e Summary Department * Administrative Services x Q

State of lowa
V d I H k Header
e n O r, C I c Summary * Enter informaticn about the contract's general purpose that will be displayed in specific places like the Contract
commodity Codes Information window. Several formatting options are available and you can include external web links. For informaticn about Ed ry
t h e Ad d ) formatting this field, click the "2 in the top-right corner of the page. The Summary help topic will provide you with formatting
details

Alternative Language

Second Party ttachments

Delete the above paragraph when entering the information.

- -

b u tt O n Obligat\ows Contract Parties Add First Party Add Second Party
.
Review Rounds Name Currently Visible Type Contact Contract Address
Submit for Approval Department of Administrative Services Agency (Primary) - - v m
[ /% Your contract must have a Primary Second Party. ]
eProcurement Setup

Dates and Renewal
Budget and Spend

Time Zone * CDT/CST - Central Standard Time (US/Cent ~  Renewals Remaining
Applies To

Start Date * Renewal Term -
Goods and Services

mm/dd/yyyy hbcmm a
dd/yyyy . N No

PO Clauses (] Update Start Date Upon Execution @ Auto-Renew ®

End Date *

Comments

X Required < Previous Save Progress Next >
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Contract Header
— Contract Parties

You may search for the
Vendor in the search bar.
(If there are duplicates
for the Vendor, click the
information icon

and check to see that the
vendor is In-Network).

Select Primary Second Party

Search for Contract Party (step 71 0r3)

Search n More Options

< > Page | 1 of 112 1-10 of 1116 Results
Contract Party Name —~
O LLS vendor
O AVISystems Vendor
@] lowa Corn Prometion Bd Vendor
O SOIJAGGAERTESO vendor
) OneTime Vendor vendor
@] Laura Shannon Vendor
Q A-M Systems, Inc. 23 (DBA - AMS) Vendor
(@] Access For Special Kids Vendor
@] Wayne 23(DBA - Wayne Corp.) Vendor
@] Wayne 23(DBA - Wayne Corp.) WVendor
< > Page | 1 of 112 1-10 of 1116 Results

Contract Party Types

10 Per Page
Primary Address —

1305 W. Walnut DES MOINES, lowa, 50319 US
View Additional Addresses

1305 E. Walnut Des Moines, lowa, 50319 US
View Additional Addresses

123 Main Street Anytown, lowa, US

1305 East Walnut St. Level 3 Des Moines,
lowa, 50319 US
View Additional Addresses

161 ROSA L PARKS BLVD NASHVILLE,
Tennessee, 37203 US
View Additional Addresses

19071 Gotham Street Franklin Hall 2071 Suite
007 Gotham, lllinois, 60612 US
View Additional Addresses

1901 Gotham Street Franklin Hall 201 Suite
007 Gotham, lllinois, 60612 US
View Additional Addresses

10 Per Page «

Select Contract Party Close
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Contract Header —
Contract Parties

After clicking the information
icon

check to see that the vendor is
In-Network which is indicated
by this icon: &8

The Vendor may also have
their 1/3 vendor number listed
to indicate this is the correct
vendor to use. If in doubt,
reach out to
purchasing.mailbox@iowa.gov

Select Primary Second Party

Search for Contract Party (step 7 073)

HP n More Options
Caontract Party Name < Contract Party Types Primary Address ~
® HP Inc Vendor -
View Additional Addresses
O Hewlett Packard Financia Vendor —
Vendor Details o7
% InNetwork HP Inc
Legal Name HP Inc
Active
DBA HP Inc
D Non-Catalog @
Aliases -
Vendor No. 00002145540
3rd Party Ref No. -
Date of Last Order -
Diversity -
Registration Status MNane

27



Contract Header — Contract Parties

Once you have selected the
Vendor, choose the main
contact or create one. Best
practice is to have the Vendor
add the contact on their
Vendor Portal.

Select Primary Second Party

Contact Information (Optional) (step 2 of 3)

Contract Party Name HFP Inc

Choose a Contact

Bennis, Aaron (Primary Sales)
* Required Bennis, Aaron (Sales)
Lee, Debra (Primary Corporate)

Add Contact

28



Contract Header — Contract Parties

If you need to edit the contact information select the pencil icon #
NOTE: Once the contract is approved you will not be able to change the Contract Parties or
Department, only the contact information. You may amend the contract to change the parties.

Contract Parties Ad First Party

Name Currently Visible Type Contact Contract Address

Department of Administrative Services - CP Agency (Primary) Betty Buyer 1305 East Walnut St. Level 3 rd [il]
Des Moines, lowa, 50319
us

HP Inc b Vendor (Primary) Aaron Bennis 14231 TANDEM BLVD ya o
AUSTIN, TX, 78728-6612
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Contract Header — Dates and Renewal

The next section of the
header page is Dates and
Renewal.

Enter the contract Start
Date and End Date.
Select the Renewals
Remaining and the
Renewal Term. Leave
Auto-Renew set to “No”.
Expand the Additional
Details Section and add
additional contract
details if needed.
Searchable Keywords
are very important.
Please identify the
appropriate keywords
for this contract.

CDT/CST - Central Standard Time (US/Cent v | Renewals Remaining

Renewal Term

Auto-Renew

Dates and Renewal

Time Zone *

Start Date *
mm/dd/yyyy hhomm a
[] Update Start Date Upon Execution @

* -

End Date

mm/dd/yyyy hhomm a
Additional Details

Details

Searchable Keywords

=

2000 characters remaining

2500 characters remaining

) Yes

@ No
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Contract Header — Contract Information

The next section is Contract information.
Depending if you are using a cooperative
contract template, standard contract template,
or single agency template you will see different
fields in this section.

In the contract Applies To selection box, choose
the Agency or Entities that the contract applies
to. If the contract applies to All State Agencies,
Governmental Entities & Political Subdivisions
then select that field.

Contract Applies To

Contract Information

Contract Applies To™ @ Q,

Contract Websites

£
2000 characters remaining

PunchOut or Hosted O Yes (2 No

Catalog Enabled * €

Renewals Remaining € -

Field Validation

< > Page | 1 of 11 1-10 of 103 Results

Name

AEA Purchasing

Administrative Services, Department of
Agriculuture and Land Stewardship

All state Agencies

[ All state Agencies, Governmental Entities & Political Subdivisions

Anamosa-Farm Accounts
Attorney General

Auditor of State

Board of Parole

Board of Regents
< > Page | 1 of 11 1-10 of 103 Results

Selected Value

- -
o o
0 0
] ]
el el
w w
=] =]
@ @
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Contract — Header — Contract Information

If there is a website — for instance,
a Cooperative website that
references contract information,

post the link here.

Indicate if the Vendor is
PunchOut or Hosted
Catalog Enabled. Most
likely the answer is “No”.

fEnter again the Renewals h
remaining so that the Master
Agreement document (main

Contract Information

Contract Applies To *

~A
Contract Websites

$Punch0ut or Hosted
Catalog Enabled ™ €

|}y Renewals Remaining €@

document) shows the correct

All State Agencies,
Governmental Entities &
Political Subdivisions

s
2000 characters remaining

) Yes () No

Field Validation

\information. )
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Contract Header — Terms and Conditions

Under the Terms & Conditions
Section, select the Primary
Terms and Conditions from the
drop-down menu.

If there are multiple Terms and
Conditions, click the dropdown
menus from the Additional
Terms and Conditions fields. I
there are no additional Terms
and Conditions, then select

“Intentionally Left Blank”. The
fields cannot be left unfilled.

Single Agency templates will be
structured differently.

Terms and Conditions

Primary Terms and
Conditions* @

Additional Terms and
conditions* €

Additional Terms and
Conditions™* €

Additional Terms and
Conditions™* €@

=

Terms and Conditions
Website(s) €

Payment Terms* €

Shipping Terms - Free
onBoard (FOB)* €

General Terms and Conditions for Goods

2nera dlno onarao 0 e
Terms and Conditions for Goods & Services
Design and Construction Resources - Consensus Doc 802
Design and Construction Resources - Consensus Doc 803
Other - See Aftached

J/

h =

Federal Terms and Conditions
Information Technology Terms and Conditions

lowa HSEMD Terms & Conditions
lowa DHHS Terms & Conditions

IT-as-a-Service (Saas, 1aas, Paas) Terms and Conditions

lowa Department of Transportation Terms and Conditions
Design and Construction Resources - Consensus Doc 802

Design and Construction Resources - Consensus Doc 803
2000 characters[intentionally Left Blank l
er - See Attache

W
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Contract Header - T&Cs

Reference the link for the
Terms and Conditions you
selected in the drop-down
menus. Use the most recent
updated link — for instance:

https://das.iowa.gov/sites/def
ault/files/procurement/pdf/05
0116%20terms%20goods.pdf

Many of the terms can be
found at:
https://das.iowa.gov/procurem

ent/terms-and-conditions

Terms and Conditions

Primary Terms and
Conditions* @

Additional Terms and
conditions* €3

Additional Terms and
conditions* €

Additional Terms and
Conditions™* €@

Terms and Conditions
Website(s) @

s
2000 characters remaining

Payment Terms* @

Shipping Terms - Free
onBoard (FOB)* €

W
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https://das.iowa.gov/sites/default/files/procurement/pdf/050116%20terms%20goods.pdf
https://das.iowa.gov/procurement/terms-and-conditions

Contract Header —
T&Cs

Select the appropriate
Payment Terms from the drop-
down box.

Select the appropriate
Shipping Terms from the
drop-down box.

FOB Destination, Freight Prepaid
FOB Origin

FOB - Other

Mot Applicable

Terms and Conditions

Primary Terms and
Conditions* @

Additional Terms and
Conditions™* €@

Additional Terms and
Conditions* €

Additional Terms and
conditions* €3

Terms and Conditions
Website(s) €@

i
2000 characters remaining

PaymentTerms* @

v >

Shipping Terms - Fres
onBoard (FOB)* @

0% 0, Net 10
% 0 Net 15
0% 0, Net 30
0% 0, Net 45
0% 0, Net 60
1% 10, Net 60
1% 15, Net 60
2% 30, Net 60

e ——




Contract Header — Goods and/or Services Summary

The Goods and/or Services
Summary is a field that lists
specifics about the items in
a contract. Typeina
summary of the Goods &
Services.

If you prefer a list in a table
format similar to the
example to the right, see
the section covering
Master Agreement
document editing.

Goods and/or Services Summary

Goods and/or Services
Summary ™ &

A

2000 characters remaining

]

Contract Goods and/or Services Summary

Catalog | Description Price Packaging
Number (UOM)

Long Description

1 | Glock G23 Gen 4 S 409.00 EA - Each
Compact Hand
Gun

Glock G23 Gen 4 Compact Hand Gun,
Magazine 13 rounds Includes 3
magazines Full size magazine can be
used in compact Striker fired Trigger
Pull 5.5 pounds Fixed front sites Night
Sights Free falling magazine Chamber
load indicator

2 | Glock G22 Gen 4 S 409.00 | EA - Each
Full-Size Hand
Gun

Glock G22 Gen 4 Full-Size Hand Gun
Magazine 15 rounds Includes 3
magazines Full size magazine can be
used in compact Striker fired Trigger
Pull 5.5 pounds Fixed front sites Night
Sights Free falling magazine Chamber
load indicator
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Contract Wizard - Commodity Codes

The next Section in the
Wizard is Commodity
Codes. Add one or more
Commodity Codes that
apply to the contract.

40020

Test Contract 074

Type: Master Agreement -

Standard - Test
2nd Party:  HF Inc

Commodity Codes

A commodity code is required.

Version: Renewal 0, Amendment 0 ~ B eCommadity codes associated with this contract.

*» Lifetime Spend (USD)

Open Main Document | w

Summary

Header

A
l Commodity Codes A l

Search by Code or Description

Selected Values

Commodity Code

Enter your search terms above to find matching values

Save Changes

Close

x
ldl Click on the search button and search

by code or description. Save Changes
when done.
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Contract Attachments

The next Section in the Wizard is Alternative Language. Skip that section and go to the next
section: Attachments. In this section, you may add the relevant and mandatory documents each
contract must have per State of lowa procurement rules. You may also add Internal Only

documents that can be seen only by Contract Managers and Administrators. Obligations will be
covered in another section.

40020 Attachments View XML | Hisory | B | 2
Test Contract 074
Type: Master Agreemeant -

Standard - Test General (1) | Internal Only (0)  Obligations (0)

2nd Party: HPInc
Version:  Renewal 0, Amendment 0

Add Anachmens |
% Lifetime Spend (USD) i

W Main Document

Open Main Document |+

Show on
Summary Print with Full ~ Vendor
- Print Order «  Attachment = Contract ~  Portal = Version =~  Size =~ Date Uploaded ~
eader
_ 1 W & Main Document v v 1 85KB  4/5/2023 Actions
Commodity Codes 2023-01-30 ContractTemplate-1675110990291- 3:44:50 PM

1853911 - Master Agreement Template -
Standard (version 1).docx

Alternative Language

QIO « >

Il Attachments
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Contract Attachments

IMPACS generates a populated Master Agreement (MA) document based on the information that
you entered in the Header. You may download this document, edit it as needed and send it for
signature. See Page 46

Any Terms and Conditions that are not listed in the Terms and Conditions website field on the
Header can be added to the MA Document by making sure “Print with Full Contract” is checked.

40020 Attachments View XML | Hisory | B | 2
Test Contract 074
Type: Master Agreemeant -

Standard - Test General (1) | Internal Only (0)  Obligations (0)

2nd Party: HPInc
Version:  Renewal 0, Amendment 0

Add Anachmens |
% Lifetime Spend (USD) i

W Main Document
Open Main Document |+

[ Show on \
Summary Print with Full ~ Vendor

Print Order «  Attachment = Contract ~  Portal = Version =~  Size =~ Date Uploaded ~
Header A .

_ 1w & Main Document @ v 1 B5KB  4/5/2023 Actions
Commodity Codes v ! T oM act Template-1675110990291- 3:44:50 PM
Alternative Language o 1853911 -Mas_terAgreement Template -
Standard (version 1).docx

Attachments

- J
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Contract Attachments

When inputting existing signed contracts for the first time, you should change the Main Document
to the signed version (I/3 MA for instance). IMPORTANT: do not delete the IMPACS-generated
document. You will need it for the contract renewal. Once you have uploaded the signed contract
you can “Assign as Main Document” The crown icon ¥ indicates that the document is the Main
Document. Always check Print with Full Contract for the signed contract.

Edit Properties

Download
40020 Attachments

View XML | History | B 2
Test Contract 074 Upload Mew Vergion

Type: Master Agreement - _ o Generate Mew Version

Standard - Test General (1) | Internal Only (0)  Obligations (0)
2nd Party:  HF Inc »{ Unassign &3 Main Document
Version:  Renewal 0, Amendment 0 " _
» Lifetime Spend (USD) s Delste W Main Document
Open Main Document |+

Show on
Summary Print with Full ~ Vendor
Print Order & Contract ~  Portal = Version =~  Size =~ Date Uploaded ~

Header A

_ ‘I@ 3. Main Document v v 1 85KB  4/5/2023 Actions ¥

Commodity Codes v 2023-01-30 ContractTemplate-1675110990291- 3:44:50 PM
Alternative Language o 1853911 - Master Agreement Template -
Standard (version 1).docx

Attachments (1]
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Contract Attachments

IMPACS generates a populated
Master Agreement (MA)
document based on the
information that was entered in
the Header. You may download
this document, edit it as needed
and send it for review or
signature. The example at the
right is page 1 of the master
agreement.

Contract &

State of lowa Master Agreement
Contract Declaration and Execution
20020

40020

Contract Name

Test Contract 074

Vendor/Contractor

Start Date A4f1/2023 12:00 AM
End Date 3/31/2024 11:59 PM
Renewal Term 1 Years

Renewals Remaining 3

SOUAGGAERTEST

Punchout or Hosted
Catalog Vendor

Mo

Contract Manager

SONAGGALRTLSTE gmailcam +1 515-330-7325%

Other Contact

Issuer

Department of Administrative Services - CP

Contract Manager

Authorized Departments

+1 515-745-2796

D Busnelil david kundid @iowagov

All 5tate Agencies, Governmental Entities & Political Subdivisions

Shipping Terms

FOB Destination, Freight Prepaid

Paymeant Terms

0% 0, Net 60

Single Agency main documents
may be different.

Ooverview

Enter information about the contract’s general purpase that will be displayed in specific places like the
Contract Information window. Several formatting options are available and you can include external
wreb links. For information abouwt formatting this field, click the *?" in the top-right corner of the pags.
The Summary help topic will provide you with formatting details.

Delete the above parsgraph when entering the information.
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Contract Obligations

The next section is Obligations. The IMPACS system sets up reoccurring reminders to the Contract
Manager and the Vendor for: Certificates of Insurance, Quarterly Sales Reports, Fees, Dues,
reports or anything that occurs on a regular basis.

40020

Test Contract 074

Type: Master Agreement -
Standard - Test

2nd Party:  SOIJAGGAERTEST

Dates: 4/1/2023-3/31/2024

Version:  Renewal 0, Amendment 0

» Lifetime Spend (USD)

Open Main Document | w
Summary
Header

Commodity Codes
Alternative Language

Attachments

Obligations @

Add Obligation w

0@ O < <«

Obligations

Show Recurring Obligations As Occurrences

Due Date Between

mmy/ad/yyyy hh:mm a

No results found

BO

mm/dd/yyyy hhcmm a

[C] More Options

View XML| History B | ?

G Occurrence in a Series
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Contract Obligations

Click Add Obligation and select Add Obligation from Library

Obligations @

I Add Obligation w

Show Recurring Obligations As Occurrences -

Due Date Between @

mm/dd/yyyy hhemm a mmy/dd/yyyy hiumm a

Add Obligation »

Add New Obligation

Add Obligation from Library

) More Options

Select Values lﬂ

Enter your search terms above to find matching values.
Selected Value

Close

Add Obligation from Library

Choose Obligation step 10f3

Obligation *

|

* Required Next

Ch

Close
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Contract Obligations

Select an Obligation to
add. If the Obligation is
not listed in the Library,
you may add your own
from the main
Obligation screen. For
this example, the COI
will be used. DAS-
Central Procurement
may set up additional
obligations in the library
upon request.

Select Values

Name

Quarterly Sales Report

Administration Fee

Insurance Certificate Renewal (COI)

i i
Ob G

Selected Value

Close
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Contract Obligations

After selecting the COI
Obligation, a pop-up
menu appears.

The description is self-
populated, but you may
edit it. Depending on the
Obligation, you may
choose if
Documentation is
required.

NOTE: Invoicing is not
processed in IMPACS.

44

Add Obligation from Library

Properties step2of3

Name *

Description *

Tags
Options
Frequency *

Repeats Every *

Start ™

End *

Insurance Certificate Renewal (COI)

Annual review of
Liability Insurance

Certificate (COI)
Pl
202 characters remaining

caoi X Q

Documentation Is Required
[J Prompt to Create Invoice When Marked as Complete

Recurring

a
1 v Years ~

in January -

on Day ~ 1 :

On Custom Date -

mm/dd/yyyy
By Custom Date -
mm/dd/yyyy

11:59 PM [C)]

hh:mm a

Same as Contract (CST)

Previous Next Close
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Contract Obligations

Determine the term of
the COIl and enter the
date (without the year)
that the COIl renews in
the “Repeats Every”
field.

The Start Date should be
the same date as the
“Repeats Every” date. If
the start date occurs
after the end of the
contract term (even if
the contract will be
renewed), DO NOT enter
the Obligation.

=
=

Add Obligation from Library

Properties step2of3

3
Name Insurance Certificate Renewal (COI)

*
Description Annual review of
Liability Insurance
Certificate (COI)

202 characters remaining

e

Tags coi % Q,
Options Documentation Is Required
[ Prompt to Create Invoice When Marked as Complete
Frequency ™ Recurring
Repeats Every ™ 1 4 Years w
n January A
on Day ~ 1 :
*
Start On Custom Date ~
mm/dd/yyyy
End * By Contract End Date ~
Due ™ 11:59 PM ©
hh:mm a

Same as Contract (CST)

Previous m Close

Time Zone ™

* Required
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Contract Obligations

The End Date — select
“By Contract End Date”.
There are multiple
selections in the drop-
down box that may be
used if you are crafting
your own Obligation. For
COl, Quarterly Sales
Reports and
Administration Fee
Obligations, please use
“By Contract End Date”
When done, click Next.

=

Add Obligation from Library

Properties step2of3

Name *

Description ™

Insurance Certificate Renewal (COI)

Annual review of
Liability Insurance
Certificate (COI)

202 characters remaining

e

Tags coi % Q,
Options Documentation Is Required
[ Prompt to Create Invoice When Marked as Complete
Frequency ™ Recurring
Repeats Every ™ 1 4 Years w
n January A
on Day ~ 1 :
*
Start On Custom Date ~
mm/dd/yyyy
End * By Contract End Date ~
Due ™ 11:59 PM ©
hh:mm a

Time Zone ™

* Required

Same as Contract (CST)

Previous m Close
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Contract Obligations

The next screen allows
you to add Owners and
Stakeholders to receive

Add Obligation from Library

Owners and Stakeholders stepzofa

email reminders that the

Add New

Obligation is coming

Role Person — Task/Motes  Send Notifications
d ue. First Party Owner Contract Manager Review COl  Advance Notice, Due Date, Past Due Notice, Actions &
Completed
The First Party Owner,
Advance Notice Settin
(the Contract Manager) o
. . Advance Notice #1 Advance Notice #2 Advance Notice #3
is automatically added. (in Deys) (in Deys) (in Days)

Click on the “Add New”
button to add the
Vendor contact to
receive the reminders.

+* o

»
»

45 30 15

Previous Save Changes Close
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Contract Obligations

=

The Add Owner or
Stakeholder pop-up
screen appears.

Change the Role to
Second Party
Stakeholder.

Click the search icon to
find the Vendor’s
contact name.

=

Add Owner or Stakeholder

-
Role First Party Owner ~

First Party Owner
Person * Eapcs Dot oo n b )

I Second art)r Stakeholder l

Task/Notes

P
1000 characters remaining
Advance Motice
Due Date
FPast Due MNotice
Completed

equired m Sawve and Add Another Close

Send Notifications

aoon

Add Owner or Stakeholder

*
Role Second Party Stakeholder -~

Second Party Contact * @

Task/Motes
e
1000 characters remaining
Send Motifications Adwvance Notice
Due Date
Past Due MNotice
Completed

m Save and Add Another Close
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Contract Obligations

The Second Party Search
pop-up screen appears.

Select the Second Party
Stakeholder contact
whom you would like to
receive the Obligation
notifications.

|

In this example - one of -
these contacts.

Second Party Search

JAGGAERTEST, SOI (Primary Corporate)
owner (Sales)

JAGGAERTEST, S80I (Sales)

Selected Value

Close
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Contract Obligations

Once you have selected
the Second Party
Stakeholder contact,
you are redirected back
to the Add Owner or
Stakeholder screen.

You may select which
notifications the
Vendor will receive
here.

Click Save or Save Add
Another.

Add Owner or Stakeholder

*
Role Second Party Stakeholder

Second Party Contact * JAGGAERTEST, S0I * |Q
(Primary Corporate)

Task/Notes
=
1000 characters remaining
Send Notifications Advance Notice
Due Date
Past Due MNotice
Completed

™ Required [m Save and Add Another ] Close

57



Contract Obligations

You are redirected back
to the Add Obligations
from Library Screen.
Here you may select the
number of days in
advance the Vendor will
receive the notifications.
Select the days that
work for best for you
then click Save Changes.

Add Obligation from Library

Owners and Stakeholders step 3 of 3

Add New

Role Person = Task/Notes

First Party Owner Contract Manager Review COI

Second Party Stakeholder  JAGGAERTEST, SOI (Primary Corporate) -

Advance Notice Settings
Advance Notice #1 Advance Notice #2 Advance Notice #3
(in Days) (in Days) (in Days)
45 . 30 . 15 .
* Required

Send Notifications

Advance Notice, Due Date, Past Due Notice,
Completed

Advance Notice, Due Date, Past Due Notice

Actions &

Actions &

Close

58



Contract Obligations

40020 Obligations [i] View XML | History | B 7

Test Contract 074

Type: Master Agreement -

Standard - Test

IndParty:  SOIJAGGAERTEST Show Recurring Obligations As

Dates: 4/1/2023 -3/31/2024 Occurrences v
YO u a re Version:  Renewal 0, Amendment 0
» Lifetime Spend (USD) P —
i ' & | More Options
redirected back | oo ~ 0o B0 p
mmy/dd/yyyy himm a mmy/dd/yyyy hhzmm a

to the Summary Clear

Obligations Header

||Sted_ |f the Obligations

Review Rounds

v

Main Screen. Commodity Codes v G Occurrence in a Series

. 2 200 o,
You will now see | tematie anguage o
Obligation Name — Obligationld —~  Status =  DueDate — Complete Date ~ First Party Owner
i i Attachments

th € O bl lgatlo n o Insurance Certificate Renewal (COI) & 248168 Future 1/1/2024 11:59 PM ST C - Actions ¥

L1

contract term
spans years,

Submit for Approval

then ther‘e W||| eProcurement Setup
be mU|t|p|e Budget and Spend
listings e

Goods and Services

PO Clauses

€ Previous
Comments (0] m
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Contract Obligations

| | | | -‘v'iew XML| History B | ?
A listing of all Obligations @

Obligations can
be found under

Show Recurring Obligations As
Series v
the drop-down
1-10f 1 Results 200 Per Page =
box here. Select ¥ ‘
H Obligation Complete First Pal

Series. , ¢ P &

Obligation Name = Id = Status = DueDate = Date = Owner

Insurance Certificate Renewal (COI) 248168 Future  Every 1 yearin January on the 1st of the - Actions »

@ month at 11:59 PM

Start on 4/30/2023 CDT (custom)
End on 3/31/2024 CDT (contract end) G
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Contract Obligations

You may view or
edit the
Properties,
“Cancel” or
“Mark as
Complete” by
clicking the
Actions button
on the
Occurrence. To
“Mark as
Complete”, click
itin the drop-
down box.

40020

Test Contract 074

Type: Master Agreement -
Standard - Test

2nd Party:  SOIJAGGAERTEST

Dates: 4/1/2023-3/31/2024

Version:  Renewal 0, Amendment 0

» Lifetime Spend (USD)
Open Main Document | w
Summary

Header

Commodity Codes

Alternative Language
Attachments
Obligations

Review Rounds

0000 < «

Submit for Approval

eProcurement Setup
Budget and Spend
Applies To

Goods and Services

PO Clauses

Comments

Obligations @

Add Obligation w

Show Recurring Obligations As

Occurrences hd

Due Date Between

BEC

mm/dd/yyyy hitmm a

1-1 of 1 Results

mm/dd/yyyy hhmm a

View XML | History B 72

8O

More Options

G Occurrence in a Series

£} 200 Per Page v

Obligation Name — Obligationld —~  Status =  DueDate — Complete Date ~ First Party Owner
Insurance Certificate Renewal (COI) & 248168 Future 17172024 11:59 PM cSTC - Actions ¥
Actions w
Properties
Mark as Complets
Cancel Occurrence
. ¢ Previous m
Series
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Contract Obligations

The Mark as Complete
pop-up box appears and
you may upload the COl in
the Attachments section
then select Mark as
Complete.

Mark as Complete o

Obligation Name
Status
Due Date

Completed Date *

Motes

Insurance Certificate Renewal (COI)
Future

1/1/202411:59 PM CS5T

04/13/2023 10:09 AM ©

mm/dd/yyyy hihvmm a

A
700 characters remaining

Attachments *

Select files... | Drop files to attach, or browse

Maximum upload file size: 50.0 MEB

* Required

Mark as Complete

Close
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Contract Obligations

Once you have “Marked
as Complete” the
Obligation, you will see
the status change to
Complete.

The document is located
in the Attachments tab in
the Wizard under
Obligations. See page 43.

Obligations @

Add Obligation w

' ) -
Show Recurring Obligations As Occurrences o

Due Date Between

BO

mm/dd/yyyy hhomm a

1-10f 1 Results
Obligation Name —= ObligationId ~= Status ~

Insurance Certificate Renewal (CON & 248168

BO

More Options

mm/dd/yyyy hhimm a

Due Date — Complete Date —

1/1/202411:59 PM CSTG  4/13/2023 10:09 AM COT

View XML | History B | 7

G Occurrence in a Series
£} 200 PerPage v

First Party Owner

- Actions ¥
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Contract Review Rounds

The next Section is
Review Rounds. You
may send out the
contract for review
both internally and also
externally for redlines
and comments.

The next tab in the
Wizard is

Submit for Approval.
Skip that tab for now,

it will be the last step in
the contract input
Wizard.

40020

Test Contract 074

Type: Master Agreement -
Standard - Tast

nd Party:  SOIJAGGAERTEST

Dates: 41/2023-3/3/2024

Version:  Renewal 0, Amendment 0

¥ Lifetime Spend (USD)

Open Main Document
Summary
Header
Commaodity Codes
Alternative Language
Attachments

Obligations

Review Rounds

This contract has 0 completed rounds of review.

Cregte Manual Intemal Round

Create Extemal Round

Q| © O <« «

Review Rounds

ViewXmL] History B 7
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Contract eProcurement

The next Section of
the Wizard is
eProcurement
Setup.

If the Vendor has
only one contract in
the IMPACS system,
then change the
Automatically Apply
Purchases from this
Vendor to this
Contract to “Yes”.
Otherwise, leave
this field “No”
(Default).

40020

Test Contract 074

Type: Master Agreement -
Standard - Test

2nd Party: SOIJAGGAERTEST

Dates: 4/1/2023-3/31/2024

Version:  Renewal 0, Amendment 0

» Lifetime Spend (USD)

Open Main Document v
Summary
Header

Commaodity Codes
Alternative Language
Attachments

Obligations

(> I - I - B - AR NN

Review Rounds

Submit for Approval

eProcurement Setup '

Budget and Spend
Applies To
Goods and Services

PO Clauses

eProcurement Setup

Automatically Apply OYes @ MNo
Purchases from this
Vendor to this Contract

Blanket PO Number

Allow Portal Invoice (O Yes @ No
Enabled Vendors to Edit
Contract ltem Price

Payment Terms ©
Early Payment Terms [0 Qerride Discount Terms
Standard Payment Terms
Discount
Days
Type
Days After
Pricing ©
This vendor is not configured for catalog pricing
Vendor Visible Custom Fields @

Do you want portal O Yes @ No
invoicing enabled Vendors

to complete the selected

Custom Field on Invoices

daalcd om bla Conizac)
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Contract eProcurement

If the Vendor has
negotiated special
Payment Terms, you
may enter those
terms in this section.
This is in addition to
selecting the correct
Payment Terms on
the Header page.

It is typically left
blank.

40020

Test Contract 074

Type: Master Agreement -
Standard - Test

2nd Party: SOIJAGGAERTEST

Dates: 4/1/2023-3/31/2024

Version:

Renewal 0, Amendment 0

eProcurement Setup

Automatically Apply
Purchases from this
Vendor to this Contract

) Yes @ No

» Lifetime Spend (USD)
Open Main Document v
Summary
Header

Commaodity Codes
Alternative Language
Attachments
Obligations
Review Rounds

Submit for Approval

Budget and Spend
Applies To
Goods and Services

PO Clauses

eProcurement Setup '

(> I - I - B - AR NN

Blanket PO Number

Allow Portal Invoice (O Yes @ No
Enabled Vendors to Edit
Contract ltem Price

(aymem Terms ©

Early Payment Terms [0 Qerride Discount Terms
Standard Payment Terms

Discount
Days
Type
Days After

\_

Pricing ©

This vendor is not configured for catalog pricing

Vendor Visible Custom Fields &

Do you want portal O Yes @ No
invoicing enabled Vendors

to complete the selected

Custom Field on Invoices

daalcd om bla Conizac)

History

B
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Contract eProcurement

The Vendor Visible
Custom Fields and
the Code Defaults
on Invoice sections
are not used, as the
Invoice functionality
is not active in
IMPACS.

Leave the Display
Options in Browse
Contracts set to the
default (“Yes”).

NOTE: It is likely that
you may skip the
eProcurement
section altogether
when entering your
contract.

Vendor Visible Custom Fields ©

Do you want portal O Yes @ No
invoicing enabled Vendors

to complete the selected

Custom Field on Invoices

created from this Contract?

Available Custom Field There is no vendor visible custom field configured

Code Defaults on Invoice ©

These code defaults are applied to invoice line items from this contract.

Accounting Codes
Department Fund
no value no value

Display Options in Browse Contracts ©

Show Generic Non-Catalog  © :95
O No

ltem in Browse Conlracls @ nherit From Contract Type — Current Setfing: Yes

Appropriation

no value

Add

Unit

no value

Save Changes
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Contract eProcurement

The Budget and
Spend section of
the Wizard is a
reporting page that
you may use to
find spending
information about
this contract.

If there are budget
limitations for the
contract, you may
enter the total
budget on the
Budget line. You
may also limit
purchase
requisition spend
on the Limits Per
Requisition lines.

40020

Test Contract 074

Type: Master Agreement -
Standard - Test

2nd Party: SOIJAGGAERTEST

Dates: 4/1/2023 -3/31/2024

Version: Renewal 0, Amendment 0

» Lifetime Spend (USD)

Open Main Document v
Summary
Header

Commaodity Codes
Alternative Language
Attachments
Obligations

Review Rounds

0000 <«

Submit for Approval

eProcurement Setup

Budget and Spend

Applies To

Goods and Services

PO Clauses
Comments (0]
Communication Center (0]

Users and Contacts

Nofifications
—

Budget and Spend
For This Version
Budget 0.00
Contract 0.00
Spend @ (0% of 0.00)
Enforce O Yes @No
Budget

Lifetime Summary
1

Actual Spend by Version (USD)

0

View xmL| | History | B | 7

Contract PR PO Invoice
Actual Spend by Version (USD)
Version Numbers + Status Contract Spend — PR Spend — PO Spend = Invoice Spend =
Renewal 0, Amendment 0 Draft 0.00 0.00 0.00 0.00
(0% of 0.00) (0% of 0.00) (0% of 0.00) (0% of 0.00)

Limits Per Requisition

Minimum Allowed Maximum Allowed
Cantract Spend

Line ltem Quantity

Renewal 0,
‘Amendment 0
(This Version)

Adjust
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Contract Applies To

The Applies To 40020

Apphes'ro View XML | History | B | 7
sectlon a | IOWS you Test Contract 074
. Type: Master Agreement -
to ChOOSE Wh |Ch Standard - Test Department or Role | Additional Users  Product/SKU  UNSPSC  Fulfillment Center
A . h . 2nd Party: SOIJAGGAERTEST
genC|es t IS Dates: 4/1/2023-3/31/2024 )
) Version:  Renewal 0 Amendment 0 Grant access to this confract using Departments and Roles
contract applies to. |75 0 i vepimens a1 Departments with acoessto this Contract X
If the CO ntra Ct Open Main Document | ¥ AEA Purchasing (267) —Apply to All-- "
. Agriculture and Land Stewardship (009)
a pp||es to A” Al State Agencies (ALL)
) Summary Anamosa-Farm Accounts (251) [Ap
AgenC|e5 then Attorney General (112)
! Header v Auditor of State (126)
Ieave the Sect|on Board of Parole (547)
“Appl Commodity Codes v Board of Regents (615)
Set at to CBC a!|dISU’ICTS (2_21-_228)
p p y Afternative Language o Civil Rights Commission (167)

All” \ College Aid (284) - /

Attachments (1]

Available Roles a? Roles with access to this Contract B?
Obligations o Agency Buyer —Apply to All-
Review Round o Central Procurement Buyer
EVIEW Rounds Agency Administrator
Leave the Polisub Buyer AN
. Submit for Approval User
Available Roles set v i
System Administrator
tO Apply to A" eProcurement Setup Approver
Requester
Budget and Spend

Applies To
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Contract Goods and Services

The Goods and 40020 Goods and Services VewiL | tisoy | B |2
. . Test Contract 074
Services section
Type: Master Agreement -
H Standard - Test Forms  Ordering Instructions
d I | ows a d d I ng 2nd Party: SOIJAGGAERTEST
items to the Dates:  4/1/2023-3/31/2024
Version:  Renewal 0, Amendment 0 You can make Contract Forms appear in product search results in two ways
o p 1. Turn on the "Show Contract Forms in Product Search Results” below.
co nt ra Ct . Ca I | e d » Lifetime Spend (U3D) 2. Add the contract forms to Faverites (which also appear in product search results).
H'Y H Open Main D
CO mm Od |t 1es in eibelboeinoetd You must set up at least one of the two options mentioned above for this contract’s forms to appear in the search results.
|/3, this is where Summary
he C Options
the Contract Header v ]
Show Contract Forms in Product Search Results @VYes  OMNo
prOdUCtS and Commodity Codes v
H H Contract Fol
services are listed. Alternative Language (0] -t
Non-Catalog Form Item List by Laura Shannon (From ContractType) Add to Favarites | v
Attachments o view form availability
T h . Description: Non-Catalog Form Item List
o enter the item S, Obligations (1] Form Type Non-Catalog ltems Form
SEIGCt the Non' Review Rounds o
Catalog |tem5 tab Submit for Approval
at the top of the
page eProcurement Setup
Budget and Spend
Applies To
Goods and Services
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Contract Goods and Services

Click on the Add
Contract Non-
Catalog Item
button.

(Goods and Services

Forms  Ordering Instructions

Manage Non-Catalog Hems

Non-Catalog Items

View Import/Export Results

No non-catalog items on this contract.

View XML Hsoy B 7

Add Contract Non-Catalog ltem
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Contract Goods and Services

The Contract Non-Catalog
Item pop-up screen
appears.

The top line with the bold
type is mandatory.

Describe the product or
service in the Description
field.

If a Catalog Number does
not exist for the product
or service, enter 01 for
the first item. Enter 02 for
the next item and so on.

If there are more than 100
items to enter, start with
001 as the catalog
number.

Contract Non-Catalog ftem B?
(. .
Description Catalog Number Size Price Packaging (UOM)
p For example: 1/g, 1L, 1 cm For example: 1/EA, 1CS
254 characters remaining expand | clear System size. none System packaging. none
\L
Promote in product search Product Flags [ & controlled substance
Color O #¥Recycled
) O # Hazardous material

Delivery Lead Time (Days) O SRadioactie

Minimum Quantity on PR line [ & Rad Minor

Maximum Quantity on PR line O & select Agent

0 &Toxin
UNSPSC [ B Energy star
0 Aocreen

Contracted Quantity [JEnforce Contracted Quantity

Total Purchased Quantity 0 Upload new image Choose File | No file chosen

Category Name no value Image URL

select category
assign category from UNSPSC Attribute Value
Commodity Code novalve [ Override Emergency Supplies

Searchable Keywards

700 characters remaining

Long Description

4000 characters remaining
Manufacturer Name
Manufacturer Part Number

Item Master Id

A
expand | clear

4
expand | clear

m s
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Contract Goods and Services

. . Contract Non-Catalog ftem
Enter the Size or if not
a p p I | ca b I e e nte r rI:lasu:rirath:m Catalog Number Size Price Packaging (UOM)
’
" 14 For example: 1/g, 1L, 1 cm For example: 1/EA, 1 CS
none . 254 characters remaining _expand cle:' System size. none System packaging. none
\L
Enter the Price Of the Promote in product search Froduct Flags [ € controlled substance
Color O #¥Recycled
. . . . Py .
item in the Price field. | ieyiasmime s D & Hecous el
Minimum Quantity on PR line 0 @ Rad Minor
Maximum Quantity on PRline % gse\em Agent
o Toxin
Enter the Packaging UNsPsc 0 Benergy st
i ) . 0 Aocreen
18] fo rma t IoNn Oor U n |ts Contracted Quantity [JEnforce Contracted Quantity
Total Purchased Quantity 0 Upload new image No file chosen
Of Measu re (UOM) Category Name: no value Image URL
select category
H H assign category from UNSPSC Attribute Value
In fo rma t ion. | f n Ot Commodity Code novalue  [JJOverride Emergency Supplies o
a pplicable enter Searchable Keywards
’
«“« ” 5 . -
none 700 characters remaining expand | clear
.
Long Description
4
4000 characters remaining expand | clea
Manufacturer Name
Manufacturer Part Number
Item Master Id
m Close




Contract Goods and Services

You may fill out the
rest of the fields to
better define the item
or service.

It is best practice to
enter Additional
Searchable Keywords
and/or Commodity
Code for each item.

If the item qualifies
for Product Flags, then
check the appropriate
boxes.

If the item has a
picture, you may
upload it to help
identify the item on
the SHOP module.

Contract Non-Catalog tem B?
Description Catalog Number Size Price Packaging (UOM)
y For example: 1/g, 1L, 1cm For example: 1/EA, 1CS
254 characters remaining  expand | clear System size: none System packaging: none
Promote in product search \ Product Flags [ & contralled substance
Color 8 ?Recyc\ed
X Hazardous material
Delivery Lead Time (Days) 0 @Radioactive
Minimum Quantity on PR line O @ RadMinor
Maximum Quantity on PR line O Aselect Agent
) & Toxin
UNSPSC [ EREnergy star
[0 4 Green
Contracted Quantity [Enforce Contracted Quantity
Tatal Purchased Quantity 0 Upload new image Choose File | No file chosen
Category Name no valie Image URL
select category
assign category from UNSPSC "RAnBute alte
Commodity Code novalue  [J)Overide Emergency Supplies
Searchable Keywords
v
700 characters remaining expand | clear
Long Description
A
4000 characters remaining expand | clear
Manufacturer Name
Manufacturer Part Number
[tem Master Id /
w Close




Contract Goods and Services

Once you Save

the item, you
Contract Non-Catalog Item  History
may Copy as a2
N EW . Th |S reta | n S Description Catalog Number Size Price Packaging (UOM)
. . Test descripti 01 none 100.00 EA
th e I nfO rm atlo n =st sescriptien p For example: 1/g, 1L, 1cm For example: 1/EA, 1CS
f t h | t 238 characters remaining  expand | clear System size: none System packging: EA
rom tne las
Ite m e nte red . Promote in product search Product Flags O ® controlled substance
Color [ #¥Recycled
) O # Hazard terial
C h a n ge t h e Delivery Lead Time (Days) O ? R:;?C:a;'ijjema era
Minimum Quantity on PR line O & Rad Minor
Catalog n u m ber Maximum Quantity on PR line g ’Q‘Selec’lAgent
O Toxin
a nd Other UNSPSC O EEnergy Star
[ 4 Green
1 1 Contracted Quantity O Enforce Contracted Quantity
information that e s Uplosd new mage [Chaoss Fil | o fie chosen
Category Name no value Image URL
may nOt a pply to aery select category
. assign category from UNSPSC Attribute Value
the new Item . Commodity Code 10001 £ Eovenide Emergency Supplies ]
Searchable Keywords Tast keywords
£
Y I 687 characters remaining expand | clear
Ou may a So Long Description
Add New, which )
. 4000 characters remaining expand | clear
d oesn Ot reta N Manufacturer Name
th . f t . Manufacturer Part Number
€ inrormation Item Master Id
from the last ‘
ose
item entered.
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Contract Goods and Services

After all the items
have been entered,

you will see the list in Goods and Services View ML Hstoy | B 7
the Non-Catalog tab of

the Goods and Forms  Ordering Instructions | Non-Catalog Items

Services section. You

may edit the line by Manage Non-Catalog ltems  View Import/Export Results

selecting the Catalog

N um be r. ¥ Search Contract Non-Catalog ltems Add Contract Non-Catalog ftem

Remove Selected

You may search for the

Contract item by 'Gatalog Category Manufacturer Packaging Contracted Total Purchased

. Number & Description = Name Name = (uom) Size Quantity Quantity Price 0
clicking on Search .
Contract Non-Catalog B ::?cr'\ption “ - ’ 10
Items. Once out of the

. 02 Testitem 2 EA non 0 w000 O

contract Wizard there |\ .
are other ways to

search for items.




Contract Goods and Services

If you have a long list
of items to enter, you
might prefer to add
them via spreadsheet.

Download the

template here. \

It is a text file, but
once you save the
template to your
computer, you can
open the .txt file with
Microsoft Excel.

The instructions for
filling out the template
can be downloaded

View XML | History B 7

-Catalog ltems

40020 Goods and Services
Test Contract 074
Type: Master Agreement -
Standard - Test Forms  Ordering Instructionsf| | Non
2nd Party. SOIJAGGAERTEST
Dates: 4/1/2023-3/31/2024
Version:  Renewal 0, Amendment 0 Manage Non-Catalog Items

+ Lifetime Spend (USD)

Open Main Document | v

View Import/Export Results

Contract Non-Catalog Items Import / Export Request

For imports, find a template and instructions below.

Summary
Action

Header

Description *

Alternative Language

Export

Refresh this Page

s submitted, click Refresh. If the submitted request is not visible, view all submitted requests by clicking the "Click here for additional requests..”
, click the file name or the “Click to download...” link so the file can be viewed or saved.

Attachments (1]
Obligations (1] w
Review Rounds O oo Non-Catalog Items Import/Export Click to download..
) Template
Submit for Approval
3 Detailed Contract Non-Catalog tems Import Instructions
eProcurement Setup { 3
Recent Activity
Budget and Spend
9 p To see the |atest status of the last five (5) requeg
_ link. To view the output file for a completed requ
Applies To
Goods and Services 0 no matching records found.
PO Clauses

here.

e Tere ToT somena e
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Contract Goods and Services

Once you have filled
out the spreadsheet,
make sure you save it
as a .txt file.

Then select Validate
from the drop-down
menu, choose the
saved file then click
Submit. The system
will make sure that
there are not any
errors with the data in
the template.

If there are no errors,
then select Import
from the drop-down
menu, select the saved
file and Submit.

Goods and Services

Forms Ordering Instructions MNon-Catalog Items

Manage Non-Catalog Items Wiew Import/Export Results

Contract Non-Catalog Items Import / Export Request

For imports, find & template and instructions below.

Action ™

Walidate

Description * import (Update/Add)
Validate

File Name ™ Choose File o file chosen
Submit

Contract Non-Cataleg Items Import/Export Click to download. .

Template

[:'1‘]‘ Detailed Contract Mon-Catalog Items Import Instructions
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Contract Goods and Services

After importing the
Non-Catalog items,
they will be listed
under the Non-Catalog
tab. There is no limit
on how many total
items can be
imported, but only 100
items can be imported
at atime. It is advised
to adjust the Catalog
Number to 001 if there
are more than 100
items, and 0001 if
there are more than
1000 items.

Goods and Services

Forms  Ordering Instructions || Non-Catalag ftems

Manage Non-Catalog ftems | View Import/xport Results

¥ Search Contract Non-Catalog ems

\ 4

Catalog Category  Manufacturer
Number & Description = Name Name =
0N Test
description
02 Test item 2

Packaging
(Uow)

EA

EA

Cantracted
Size  Quantity

non
g

nen
g

Add Contract Non-Catalog ftem

Remove Selected

Total Purchased
Quantity

0

View XML | Histoy | B 7

Prica

0
1000 U

oo O
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Contract Goods and Services

Adding the actual
items to the Goods
and Services Section is
the best practice,
some contracts will
have SO dollar items
due to fluctuating
pricing. In this case,
the Buyer on the SHOP
module may fill out a
Non-Catalog Form to
create a purchase
requisition from the
Contract.

There is no need to
populate the form
when inputting a
contract.

Goods and Services

Forms || Ordering Instructions ~ Non-Catalog Items

You can make Contract Forms appear in product search results in two ways:
1. Turn on the "Show Cantract Forms in Product Search Results” below.
2. Add the contract forms to Favorites (which also appear in product search results).

You must set up at least one of the two options mentioned abaove for this contract’s forms to appear in the search resufts

Options

Show Contract Forms in Product Search Resuls @ Yes O No

Contract Forms

Non-Catalog Form Item List by Laura Shannon (From ContractType)
view form availability

Description: Non-Catalog Form Item List

Form Type Non-Catalog ltems Form

Add Form

ViewXML  Hstory B 7

Add to Favorites v
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Contract Goods and Services

(Optional) You may
select from multiple
forms by clicking the
Add Form button. The
form will then be
searchable for this
Contract and Vendor
on the SHOP page.
Once the form is
located on the SHOP
page, the Buyer will
find the pricing for the
item(s) on their own,
populate the form and
then submit the form
as a purchase
requisition.

Goods and Services

Forms || Ordering Instructions ~ Non-Catalog Items

You can make Contract Forms appear in product search results in two ways:
1. Turn on the "Show Cantract Forms in Product Search Results” below.
2. Add the contract forms to Favorites (which also appear in product search results).

You must set up at least one of the two options mentioned abaove for this contract’s forms to appear in the search resufts

Options
Show Coniract Forms in Product Search Results ~ @ Yes O No
Contract Forms
l Non-Catalog Form Item List by Laura Shannon (From ContractType)
VIEW TRTTIT avalld bty
Description: Non-Catalog Form Item List
Form Type Non-Catalog ltems Form

Add Form

ViewXML  Hstory B 7

Add to Favorites v
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Contract Goods and Services

(Optional) You may
preview the form by
clicking on the name
of the form. Once the
contract is approved,
the form will populate
with the correct
Vendor and Contract
Number.

[Form Preview [t ] Gosc |
Vendor Information ?
Vendor Example Slobsl Megacorp, Inc
P sy
o
Contract
Capital E0
ftem List-mutiple
Desciption Price Quanitty Ext Price
000
000
000
000
000
000
000
000
000
000
Total L)

& Justification d
& coogle
Extemal Attachments

Example Value

Additional Documents

Recalculate st tofa

Size Date
1040KB  4/14/2023
0.0Bytes  4/14/2023

Size Date
1040K8  4/14/2023
00Bytes  4/14/2023
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Contract PO Clauses

The PO Clauses tab on
the Contract Wizard
lists the various terms
and conditions that
can be added to the
Purchase Order (PO).
Scroll down the page
to find terms that may
apply to the contract.
Check the box for all
that apply.

40020
Test Cont 74
Type: Master Agreement -

Standard - Test
2nd Party:  SOIJAGGAERTEST
Dates: 4/1/2023 - 3/31/2024
Version Renewal 0, Amendment 0
» Lifetime Spend (USD)

Open Main Document | w
Summary
Header
Commodity Codes
Alternative Language
Attachments

Obligations

0000 <=«

Review Rounds

Submit for Approval

eProcurement Setup
Budget and Spend
Applies To

Goods and Services

PO Clauses

PO Clauses

Clause No.

CONSENSUS_802

CONSENSUS_803

FEDERAL_TERMS

lowa DHHS Terms & Conditions

lowa DOT Terms

lowa HSEMD Terms & Conditions

IT as a Service Terms

IT Terms & Conditions

Clause Name

Design & Construction Consensus Docs 802

Design & Construction Consensus Docs 803

Federal Terms & Conditions

lowa DHHS Terms & Conditions

lowa Department of Transportation Terms and

Conditions.

lowa HSEMD Terms & Conditions

IT -as-a-Service (Saa$, Iaas, Paas) Terms and

Conditions:

Information Technology Terms and Conditions

Select Al

Clause Text

The parties agree to comply with the terms and
conditions on the following web site which are by ...
more info

The parties agree to comply with the terms and
conditions en the following web site which are by ...
more info

The parties agree to comply with the terms and
conditions cn the following web site which are by
more info

The parties agree to comply with the terms and
conditions on the following attachment which are b.
more info

The parties agree to cemply with the terms and

conditions on the following attachment which are b...

more info

The parties agree to comply with the terms and

conditions on the following attachment which are b...

more info

The parties agree to comply with the terms and
conditions en the following web site which are by ...
more info

The parties agree to comply with the terms and
conditions cn the following web site which are by

History B 7

Deselect Al

Assigned

O

REFERENCED_TERMS Referenced Terms

The parties agree to comply with the terms and O
conditions pursuant to the bid process which are b..

more info
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Contract Comments

The Comments section of the
Contract Wizard is for the
Contract Manager to start a
discussion thread about the
contract with Users of the
IMPACS system. The User
will receive an email that will
have a link to view the
comments within the
contract. The User can then
respond to the comment
thread.

40020

Test Contract 074

Type: Master Agreement -
Standard - Test

2nd Party: SOIJAGGAERTEST

Dates: 4/1/2023-3/31/2024

Version: Renewal 0, Amendment 0

¥ Lifetime Spend (USD)
Open Main Document |
Summary
Header

Commodity Codes
Alternative Language
Attachments

Obligations

0000 <«

Review Rounds

Submit for Approval

eProcurement Setup
Budget and Spend
Applies To

Goods and Services

PO Clauses

Comments

Start New Thread

There are no dgmments for this contract.

Edit Comment

Subject *

Message *

Send Notification To

™ Required

test

test

4996 characters remaining

#
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Contract Communication Center

The Communication Center
section of the Contract
Wizard is where to manage
correspondence about a
contract from one central
location.

The messages and their
replies are saved and can be
accessed from the contract's
Communication Center.

When recipients reply, all
recipients will receive the
response, and the entire
conversation thread can be
viewed in the
Communication Center.

40020

Test Contract 074

Type: Master Agreement -
Standard - Test

2nd Party: SOIJAGGAERTEST

Dates: 4/1/2023 - 3/31/2024

Wersion:

Renewal 0, Amendment 0

Communication Center @

Internal (0) External {0)

# Lifetime Spend (USD)
Open Main Document | w
Summary

Header

Commodity Codes

Alternative Language
Attachments
Obligations

Review Rounds

Submit for Approval

eProcurement Setup
Budget and Spend
Applies To

Goods and Services

PO Clauses

Comments

0000 <«

Communication Center

Add Intermnal Message

There are no communications on this contract yet
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Contract Communication Center

The Add Internal Message 40020 Communication Center ©
contract action is used to send |+ype: Master Agreement -
. . Standard - Test Internal {0) External (0)
Commun|cat|0ns from a 2nd Party: SOIJAGGAERTEST
Dates: 4/1/2023 - 3/31/2024
Contract' The messages and Version: Renswal 0, Amendment 0 9
. . % Lifetime Spend (USD) munications on this contract yet
their replies are saved and IS
can be accessed from the cummary
Contract's Communication Header v — -
Internal Communication
Center. Commodity Codes v -
Alternative Language ("0 ] Subject *
In the Attachments seCtlonl Attachments (1] Bogy ¥ Fomat 7 || (inherited fon) ™ | (inerited size) B 1| U -
upload an attachment from a | obiigations © =[z[a[=][=[E][<[<][a["][o]"] [»
your computer by clicking Review Rounds o
the Add Attachments Submit for Approval
button. Select the files you ebrocurement Setup
. Characters remaining: 50000
want to attach and click Budget and Spend =
Done. Click the Create Applies To Recipients (Optional)
button. The message is sent Foods and services
P lauses
to the recipient(s) and the e —
conversation is added to the Comments o
Communication Center Communication Center o

page. (See next page). 92




Contract Communication Center

40020 Communication Center ©
Test Contract 074

Type: Master Agreement -

Standard - Test Internal {0) External (0)
2nd Party: SOIJAGGAERTEST
Dates: 4/1/2023 - 3/31/2024

Version: Renswal 0, Amendment 0

. . .\
% Lifetime Spend (USD) There are no communications on this contract yet

Open Main Document | w
In one of the Internal |
Messages, an Attachment Summary

Subszribers Laura Shannor; Julie Janssen; Jennifer Zepeds | Grange Subscrbers

was added. From the Actions Header =
b u tto n yo u m a y CDI‘I‘IF‘I‘IOdIt‘," CDdES ¢ From: LauraShanion  SentOn:  4/24/2023 2:00 PM
’ fo: Julie Janssen; Jennifer Zepeda
. Alternative Language o e ——
Add/Update Main
Attachments (1] ‘Add/Update Main Document
Document (Contract MA , r—
Obligations © P
o

document) or Add/Update T
AttaCh ment' Submit for Approval Add/update Attachment

eProcurement Setup select Email Attachment @ BlueAlly COI 123022 pdf
Elida=tanHispend Select Contract Attachment @ New Attachment

Applies To

Comments Update|
Goods and Services

PO Clauses

Comments ("1 ] m Close
o

Communication Center




Contract Communication Center

40020 Communication Center
Test Contract 074
Type: Master Agreement -
The EXternaI Standard - Test Internal (0) External (0)
. . . 2nd Party: SOIJAGGAERTEST
Communication tab is Dates:  4/1/2023-3/31/2024
. Version: Renewal 0, Amendment 0
naVIgated the same Way as » Lifetime Spend (USD) There are ne communications on this contract yet

Open Main Document v

Internal Communication.

Summary
Header

Commodity Codes
Alternative Language
Attachments
Obligations

Review Rounds

0000 <«

Submit for Approval

eProcurement Setup
Budget and Spend
Applies To

Goods and Services

PO Clauses

Comments

Communication Center
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Contract Users and Contacts

Navigating to the Users and
Contacts Section of the
Wizard, you will find the
people who have access to
the contract and their roles.
You may add or edit the
Users.

40020

Test Contract 074

Type: Master Agreement -
Standard - Test
2nd Party:  SOIJAGGAERTEST

Dates: 4/1/2023-3/31/2024
Version:  Renewal 0, Amendment 0

» Lifetime Spend (USD)
View Contract |
Summary
Header

Commodity Codes
Altemnative Language
Attachments
Obligations
Review Rounds

Approvals

eProcurement Setup
Budget and Spend
Applies To

Goods and Services

PO Clauses

Comments

Communication Center

v
o
(2]
(1]
o

(sers and Contacts \

Contract Managers * Full control over this confract | g Edit Users

Shannon, Laura

Invoice Approvers Approve associated invoices | & Fdit Users
None
Stakeholders View this contract and receive 2 EditUsers
nofifications

AN J

Users and Contacts

Notifications

Contract Family

Users from Department (15)

Visibility Controls

External Contacts

You can use External Contacts to document contact information and send other parties email

External Contacts Added directly to this contract: | § Add Contacts
None

Inherited on all contracts for this
vendor

Shannon, Laura

* Required

View XML | Hsory | B | 2

Make Confidential

. To manage th

itacts, go to Edit External Contacts.

Save Changes
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Contract Users and Contacts

Expand the Users from Department section to see the Contract Administrators and
Contract Managers that can edit and view the contract. You may make these contacts

confidential (optional).

DUsers from Department (15)

Contract Administrators Administrators have full control aver
this contract.

Role: Admin
Role: Procurement
Role: System Administrator

Wendt, Kar

Contract Managers Contract Managers from the
department can view this contract, but
cannot make changes.

Role: Central Procurement Buyer

Make Confidential

Make Confidential

This will limit visibility and access to enly those users who are added directly to this contract.

Are you sure you want to make this contract confidential?
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Contract Users and Contacts

Expand the Visibility Controls section to assign who can view the full Contract or who has a
Partial or Limited view. It is recommended to set Users Who May Manage Other Contracts
to “Full” and All Other Users to “Limited”.

D\flslhility Controls

When a user who is not a Contract Manager on this contract views the "Contract Summary” for this contract, what view do you want them to see?

Users Who May Manage Rl v
Other Contracts

Freview

All Other Users Limited v |preview




Contract Users and Contacts

Expand the External Contacts section to add External Contacts (optional)

DExternal Contacts

External Contacts Added directly to this contract: 3 Add Contacts

None

Inherited on all contracts for this
vendor

Shannon, Laura

You can use External Contacts to document contact information and send other parties email notifications. To manage these contacts, go to Edit External Contacts.
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Contract Notifications

In the Notifications
section of the Wizard,
you may select the
types of events that
you will receive
(optional).

Advance Notice
Settings may be set
for Start Date, End
Date and Renewal
Date.

Your Department,
Stakeholders and
External Contacts
may be notified if
you check the
corresponding
box(es).

[~ 40020

Test Contract 074

Type: Master Agreement -
Standard - Test

2nd Party: SOIJAGGAERTEST

Dates: 4/1/2023 - 3/31/2024
Version: Renewal 0, Amendment 0

» Lifetime Spend (USD)
View Contract | w
Summary
Header

Commodity Codes
Alternative Language
Attachments
Obligations
Review Rounds

Approvals

eProcurement Setup
Budget and Spend
Applies To

Goods and Services

PO Clauses

Comments
Communication Center

Users and Contacts

0000 <«

Notifications

Who should receive each notification type?

Notification Type Contract Managers

Cantract Department Contract

Stakeholders

Department

Budget Exceeded
Percentage Tiers

Amount Tiers

Start Date - Advance Natice
Start Date Passed

End Date - Advance Notices
End Date Passed

Renewal Date - Advance Notices

& RIR K

Renewal Date Passed

Review Date Passed

lExlemaI Cantads'

Advance Notice Settings

Leave a field blank to turn off that advance notice. «

Advance Notice #1 Advance Notice #2
Advance Notice For... (in Days) (in Days)

Start Date

ar

>

End Date 120 90

“

Renewal Date o0 = 60

Advance Notice #3
(in Days)

60

30

~

Notifications

l Spend Tier Notification Settings

View XML | History | B | 7

101



Contract Notifications

In the Spend Tier

Notifications
Settings section, Epend Tier Notification Settings
you may select to Send Spend Tier Notification For (] PRspend (] PO spend (] Invoice spend

be notified for PR
spend, PO spend
(invoice spend is

This contract has no notification tiers

Add Notification Tier «

not used) or add —

your own amount ‘

or percentage tier

(optional). Be sure AdiNotfczion Ter |

to check the Notification Tiers

corresponding box Tier Type Tier Amount Description

in the Notification  w | | Remore Ter

Type section at the
top of the page.

Save Changes.
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Contract Family

) ) 23128. e Contract Family
The Contract Family screen displays | &iies e

M Type: Master Agreement - ol el m
a list of all contracts connected .to CH I l:mmmmm
contract, grouped by parent/child Dates - 1/222023- 1212028

Version:  Renewal 0, Amendment 0 Primary Total Contract View Contract
relationships, and

|View XML| History | 9

» Lifetime Spend (USD) Contract No. Contract Type Second Party Versions Versions

View Contract ¥ v 23128 m Master Agreement - Cooperative Hon Company The 1 Shown Below

a m e n d m e nts/re n eWa Is . Re | ated ST 23149 Master Agreement - Cooperative Al Makes Office Interiors 1 View Details | ¥
contracts are grouped into two Header v " Child (reseller)|

S e Ct I O n S : s v Afo:?hae z‘;::::?:‘::t::«i;::rg: Central Standard Time.
Alternative Language o Status Version Type Version Numbers ¥ Primary Second Party ‘Start Date End Date Create Date =
Attachments [ 5] original Renewal 0, Amendment 0 Hon Company The 1222023 /2172028 2/8/2023
Parent/Child Contracts lists all Oblgatns o
contracts that are either a parent e s o
. rovals
or child of the selected contract. v There are no renewals or amendments.

eProcurement Setup

Budget and Spend

Contract Versions lists all -
amendments and renewals of the GoodsandSerces

contract selected gLl 1o o s
in the Parent/Child section above. Commens o
Communication Center o

Users and Contacts

Notifications

Contract Family
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Contract Family

The Contract Family screen also
allows you to create a child
contract (in the dropdown
menu) or link a child contract to
your contract

Click the info icon

to open the Contract
Summary, and from there
you may open the contract
by clicking Go to Contract

23128

Type

2nd Party. Hon Company The
Dates: 1/22/2023 - 1/21/2028
Version:  Renewal 0, Amendment 0
¥ Lifetime Spend (USD

View Corsact v

Summary

000 <« <

Contract Family

Primary
Conftract No. Contract Type Second Party
REEIFL] This Contract | Master Agresrnent - Cooperative Hen Company The
23149 Master Agreement - Conpesative All Makes Office Interioes

23128 Contract Versions (1)
All of the following contracts are in Central Standand Time.

Status Version Type Version Numbers Primary Second Party

Expcuted: in Effect Original Renewal 0, Amendment 0 Hon Company The

Start Date [End Date

Total Contract View Contract
Versions Versions

1 Shown Below

1 wDetsis | w

Create Date =

122023 Ve 2/8/2023

Summary of Contract # 23128

Open Main Document

Header
Contract Name * Start Date
EndDate
to-Ren
Contract M
3 G
ndor
Summ:
‘Additional Details

Contract Information

Terms and Conditions

Goods and/or Services Summary

Attachments

eProcurement, Budget, and Spend

Applies To

Visibility

Dates And Renewal

lanagers

q

1/22/202312:00 AM CST
1/21/2028 11:59 PM CST

x

GotoContract il Close
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Contract — Submit for Approval

The next step is to
Submit for Approval.

If you have skipped a
required step when
creating the contract,
you will see the
Progress as
Incomplete.

You may navigate to
the item needing
attention by clicking
on the item hyperlink.

Test Contract 032

Type: Master Agreement -
Standard - Test

2nd Party:

Version Renewal 0, Amendment 0

» Lifetime Spend (USD)
Open Main Document  w
Summary
Header

Commeodity Codes
Alternative Language
Attachments
Obligations

Review Rounds

000>

Submit for Approval

eProcurement Setup
Budget and Spend
Applies To

Goods and Services

PO Clauses

Comments O
[ 0]

Communication Center
Users and Contacts
Notifications

Contract Family

Submit for Approval

Q) Please complete all required sections to submit this contract

Section Progress

Header

Review Rounds o Required Fields Complete

(An‘llun Needed on the Following \

@ Punchoutor Hosted Catalog Enabled
@ addiional Terms and Conditions

@ additonal Terms and Conditions

@ additional Terms and Condtions

[] Primary Terms and Conditions

Ban pping Terms - Free on Board (FOB)
[x] Payment Terms

@ toods andjor Services Summary

@ end Date

0 st Date

@ vendor

@ contract Applies To

View XML | History | B | 7

\Q Acommodty code s required )
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Contract — Submit for Approval

When all required fields
are completed, then you
will see a green
checkmark in the
Progress column.

To view the Approval
Steps and to view the
approvers for this
contract, expand the View
Approval Steps field.

Click Submit for Approval

If you self-approve your
own contracts, navigate
back to the contract, click
Approvals in the Wizard,
and click Expedite.

Submit for Approval

Al sections are complete. You may submit your contract for approval

Section Progress
Header «  Required Fields Complete
Review Rounds o Required Fields Complete

View Approval Steps

Show skipped steps ]
Orientation Horizontal
s Compile Robot Contract Approval /%.2"
Submitted—— Future ™=+ I Future™* I
Future Finish

View approvers

€ Previous

View XML | History | B | 7

Submit for Approval
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Contract — Renewals for Contracts that are also in 1/3

Renewals will startin 1/3.
Follow the 1/3 steps to renew.

Take the new contract number in 1/3 (usually the same number
with a trailing letter) and create a NEW contract in IMPACS. Do
not use the IMPACS renew function. Select “copy” from the
Contracts Action button (upper right corner) to create a new
renewal contract from the current expiring contract. Change the
contract term dates and “renewals remaining” fields. Update
other information as needed.
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Contract — Renewals only in IMPACS - not present in I/3

Renewals will start in IMPACS.

Use the IMPACS renew function. Navigate to the Contracts Action
button in the top right of the contract screen. Select Renew.
IMPACS changes the contract term dates and one of the “renewals
remaining” fields automatically. It also populates the main
document with the new information (with the exception of the
second renewals remaining field that must be changed manually).
Submit for Approval. Once approved, the contract is renewed
(Executed: Future) and the contract number stays the same.
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Contract — End Early and Termination

To End the Contract
Early or Terminate a
contract in IMPACS,
Click on Contract
Actions and select the
action from the
dropdown menu.

You may reverse the
End Early action by
clicking Contract
Actions and selecting
Return to Executed.

When selecting
Terminate Contract, a
popup window opens.
Note: Terminating the
contract cannot be
undone.

3005 =l This contract is in effect through the end date of 1/31/2024 3t 11:59 PM CST. Renewal Underway

40009
Test Items List Goods and Service
Summary

Type Master Agreement -
Standard - Test

nd Party: SOIJAGGAERTEST

Dates:  2/1/2023-1/31/2024
Version:  Renewal 0, Amendment 0

¥ Lifefime Spend (USD)

View Contract | v

Summary
Header

Commodity Codes
Alternative Language
Attachments
Obligations
Review Rounds

Approvals

© 00 0 <« |«

If you would like to edit this contract please check it out.

Contract Actions ¥

Check Out for Intemal Edit

End Contract Early

View XM
Contract Header '
* -
Contract Number 40009 Parent Contract Dowrlosd Full Contractas PO
Contract Name * Test tems List Goods and Servica Summary  Show on Vendor Portal @ InheritFrom General Coniract
Setting: Yes Amend

Contract Type Master Agreement - Standard - Test Copy
Department* . Add Intemal Message

Terminate Contract

Start External Communication
Summary *
View/l otivat i
Terminating the contract cannot be undone. View/Reactvate Subscibers

Contract Parties The scheduled termination was disabled because the Contract has a Renewal Underway
Name Is the termination effective @ Yes O No dress

immediately?
Department of Administrative ut Street

Why are you terminating this contract? *

| lowa, 50319

S01JAGRAERTEST & it

1000 characters remaining

Terminate Contract Close

| Indiana, 50319
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Purchasing from Contracts

The process is similar for purchasing off of contracts. Instead of selecting a Vendor PunchOut
sticker, you may use a simple or advanced search to find the good, service or task to purchase.
You may have saved Favorites, and you will find your favorites in the Go to line.

Dashboards + Home Dashboard

Accounts Payable Dashboard Admin Dashboard Admin Dashboard - LS Contract Manager Dashboard Contract Manager Dashboard - LS Home Dashboard Lauras Dashboard - Shop Dashboard - LS
Shop
Simple Advanced Goto: Favorites | Forms | Non-Catalog ltem | Service ltem | Quick Order  Browse: Vendors | Categories | Confracts

Search for products, vendors, forms, part number, etc.
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Purchasing from Contracts

In this example, “Cog” is typed into the search line. The following products displayed from the
search. You may narrow down your search by using the left menu and search by vendor,

category, etc. The green ribbon icon in the upper-left corner of the item box means that the
item has a contract in place. You may view the contract by clicking on the icon.

7

simple Advanced

(=]
\

Search Results ﬂ

é By Vendor

O staples (13)

O SOIJAGGAERTEST (3)

External Marketplace Results 0

N

[ chicago Bulls - Error Testing (2}

O craybar Electric company (1)

Select Multiple Filters £3

By Category i
O Ball point pens (10)

O inkrefills (3)

[ Flexible head gear wrench (1)

Select Multiple Filters (3

By Packaging UOM ~
O ea(ra

O exe@)

O unez

Select Multiple Filters (3

By Result Type ~

Products (19)

By Manufacturer ~

O rilet(12)

M rocsrus @

.

to: Non-Catalog Item | Service ltem | Favorites | Forms | Shop | Quick Order

> <
) w

coG 1"
from Chicago Bulls - Error Testing

Part Number
0069-2022 - COG1
25.00 USD

(Il Add To Cart -

<
551

DR.GRIP COG BALLPT MED ORANGE
from Staples

Part Number
560515
10.00 USD

Il ~od To cart -

<
(S

€06 5™
from Chicago Bulls - Error Testing

Part Number
0069-2022-COGS
50.00 USD

Rl Add To Cart -

<
(%]

DR.GRIP COG BALLPT MED CHARC
from Staples

Part Number
PIL36180
10.00 USD

Rl Ao To Cart -

<@
)

cog1
from SOILJAGGAERTEST

10.00 USD
1 MchCarI

<
(%31

DR.GRIP COG BALLPT MED BLUE
from Staples
Part Number
PIL36181
10.00 USD

il Ada To Cart -

<
&

Browse: Vendors | Categories | Contracts

Xn

Compare
] <o
[N}
Cog 2
from SOIJAGGAERTEST
None
20.00 usD
1 Add To Cart -
<
[S]

DR.GRIP COG BALLPT MED ORANGE
from Staples

Number
PIL36183
10.00 USD

3 Add To Cart -
» o

/ &

BEST MATCH ~ Y L =
Q <
&)
Cog 3
from SOIJAGGAERTEST
Part Numbe:
1
30.00 USD
gl Add To Cart -
<
v

ALL ANGLE COG WRENCH
from Graybar Electric Company

Call For Price



Purchasing from Contracts

Select the quantity and Add to Cart. By selecting the arrow next to the Add to Cart button,
other actions may be selected.

e (VIR - VIR - o @ o 8 @
N N N 1 N
coG 1 COGS5" Cog1 Cog2 Cog3
from Chicago Bulls - Error Testing from Chicago Bulls - Error Testing from SOIJAGGAERTEST from SOIJAGGAERTEST from SOIJAGGAERTEST
Part Numbe Part Number Part Mumber Part Number Part Numbe
0069-2022 - COG1 0069-2022-COGS5 0 None il
25.00 USD 50.00 USD 10.00 USD 30.00 USD
Ex=n g | 1 CxEE
dd and checkout
< < <
/ " " " Add to Draft Cart or Pending PR/PO
Add to PO Revision
DR.GRIP COG BALLPT MED ORANGE DR.GRIP COG BALLPT MED CHARC DR.GRIP COG BALLPT MED BLUE DR.GRIP COG BALLPT MED ORANGE ALL ANGLE COG WRENCH
from Staples from Staples from Staples from Staples from Graybar Electric Company
1 nbe Part Number Part Number Part Number Part Number
560515 PIL36180 PIL36181 PIL36183 88056738
10.00 USD 10.00 USD 10.00 USD 10.00 USD

Ol 2dd To cart - Ul 7ddTocart - Rl AdaTo cart - Wl 2cdTo cart - ST
o Y © o S o f, o

@ ® ® / ¥ / N




Purchasing from Contracts

Once you have added the item(s) to the cart, a SUCCESS popup appears and you may select to
view the cart or Checkout from here. Or you may select the cart icon and have the same option
with the additional function of deleting the items in your cart, by clicking the trashcan icon.

All + Search (Alt+Q) 2000USD W o O O3

dors | Categories | Confracts
& SUCCESSs View Cart
b4 n 1 item has been added to your cart

Checkout

Al + Search (Ait+Q) l 2000UsD W l %
My Cart (2023-01-31 laura.shannon@iowa.gov 01)
irder

Cog 2
Quantity: 1 View My Cart
Price: 20.00 USD

20.00 UsD
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Purchasing from Contracts

The Shopping Cart opens and the process is the same as with the PunchOut purchase
requisition creation. Note the contract has self-populated and the blue and silver ribbon
indicates that this is a Contract Non-catalog Item. Change the PR name (if needed) and
populate the commodity code. Proceed to Checkout.

= = ... Assign Cart Proceed To Checkout

Shopping Cart + 3699228 =

< I

Simple Advanced Details
Search for products, vendors, forms, part number, etc. n For
Laura Shannon
1 ltem Ojis2
Name
SOIJAGGAERTEST - 1Item - 20.00 USD |
2023-01-31 laura.shannon@iowa.gov 01
VENDOR DETAILS
Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price Total (2000 USD) h
1 Cog 2 None None EA 2000 1EA 2000 D
Total: 20.00
A [TEM DETAIL@
Contract 01132023 ¥

Test Contract 019

Commeodity Code

10512 Q
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w o @O O3

Purchase Orders
= o = 0 - 1 of 146 Results = 5

Total (20.00 USD) ~
The Purchase Requisition enters the
approval workflow. The steps and status are
outlined on the right side of the screen. e

@nex‘l? \
Workflow [N . ]
M Show skipped steps
;N \/ ?I;b;t_':::dSA’ PM

Laura Shannon

Dept Approval Catch All
Approved

" Laura Shannon

= Y e Create PO
Active

Finish
Future
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Purchase Orders

The Purchase Requisition is sent to the
approver(s) by email. The approver can
open the email and see the Purchase
Requisition details. They may Approve,
Reject or assign the document to
themselves. If the document is rejected, it

becomes locked and edits cannot be made.

You must start over with a new Purchase
Requisition.

Department Approval Catch All Approval Request for

Requisition# 3699228
Dear Laura Shannon,

The requisition listed below has been submitted for your approval

Folder: Department Approval Catch All
Prepared by Laura Shannon

Cart Name: 2023-01-31 laura shannon@iowa.gov 01
Requisition No 3699228

Priority MNormal

No. of line items 1

TOTAL: 20.00 USD

SOIJAGGAERTEST

Item 1

Description: Cog 2
Catalog Number: None
Quantity 1

Unit Price: 20.00 USD
Ext. Price: 20.00 USD
Contract 0113-2023 (Test Confract 018)
Size/Packaging: None EA
Taxable No
Commodity Code: 10512
TOTAL: 20.00 USD

Accounting Codes

Accounting Codes

Department: 005 : Department of Administrative Services
Fund: -

Appropriation: —

Unit: -

Ready to approve, reject or assign this document to yourself?

Take Action

Additional Information

Summary Details
Comments: (0)

Other Possible Approvers
Karl Wendt

Shipping Address
PROCUREMENT SERVICES
ADMIMISTRATIVE SERVICES DEFT OF
1305 E WALNUT 3rd Floor

HOOVER STATE OFFICE BLDG

DES MCINES, |1A50319-0105

United States
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Purchase Orders T oo ]

nd Tax charg are calculated an

d charg

Subtotal 20.00
. . . . 20‘00

Once the Purchase Requisition is approved,
the status will indicate Completed and the Related Documents =
purchase order number will display. Click on Purchase Order: JAGOOSFY23-102 -
the Purchase Order hyperlink. e — =
workflow L7 =

W Show skipped steps

Submitted
1/31/2023 3:47 PM
Laura Shannon

v

Dept Approval Catch All
Approved
 Laura Shannon

Create PO

Completed

Completed
1/31/2023 3:47 PM
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Purchase Orders
The Status of the Purchase Order is displayed.

Purchase Order - SOIJAGGAERTEST + JAGO05FY23-102 Revision 0 = = @
Status Summ: Revisions 1 Confirm Shipments uests History
Geneat formatin Document Staus 4 TR
Daiail
PO/Reference No. JAGOO5FY23-102 A/P status Cpen
Vendor Status
Revision No. Q Workflow ~ Completed
B 345 E Sent To Vendor
Vendor Name SOIJAGGAERTEST
The system distributed the purchase order using the method(s) indicated below the last time it was Vendor
Purchase Order Date 1/31/2023 distributed: view
SOIJAGGAERTEST
Total 20.00 Manua
et Name Laurs Shamnon Distribution Date/Time 1/31/2023 3:48 PM Total (20.00 USD) v
Owner Phone +1 515-330-7325 Vendor Sent To Vendor
Owner Email laura.shannon@iowa.gov
Requisition Number 3699228 view | print
20.00
Line Details
Related Documents v
Status  Item Catalog No Size/Packaging Unit Price Quantity Ext. Price Requisition: 3699228 -
1 v Cog 2 None None EA 20.00 TEA 20.00 T -
- Workflow Status ® Completed
/~ DETAILS
, A
Vendor Invoicing Workflow (B
Sent To Vendor none I show skipped steps

Submitted
v 1/31/2023 3:47 PM
Laura Shannen

Create Vendor Documents




Purchase Orders

How the PO is sent to the Vendor is specified in their Vendor Profile. The preferred method is
to send the Vendor an email with the PO attached as a PDF (this is the default). The Vendor
may opt for a fax, in which they should provide the phone # in their profile. You may also
print and manually send the PO — this is discouraged. On the Purchase Requisition, the Buyer
may also select the PO distribution method.

Document Status - e~

Details ~
A/P status Open

Vendor Status
Workflow ~ Completed
3172023 3:48 PM) Sent To Vendor

The system distributed the purchase order using the method(s) indicated below the last time it was

Vend
distributed: view endor

SO0IJAGGAERTEST

Manua

Distribution Date/Time 1/31/2023 3:48 PM Total (20.00 USD) ~
WVendor Sent To Vendor
20.00
Related Documents ~
Size/Packaging Unit Price Quantity Ext. Price Requisition: 3699228 =,
MNone EA 20.00 1TEA 20.00 What's next? A
Workflow Status ® completed
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Invoice Payment

The Vendor invoice will be sent to the Buyer Bill To address on the
purchase requisition.

Enter the basic purchase information into 1/3. Use the PRC, GAX or
P-Card method to pay the invoice. If a State Agency has a different
way to pay the Vendor, then continue using that method.

Non-State Agency entities will pay the Vendor in the way they
always have.
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Questions?

Contact:
Laura Shannon

laura.shannon@iowa.gov

515-330-7325
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