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About this Manual

This manual is intended to be used as a testing gi@ for Contract Insight, training

materials for Contract Insight, help materials for Contract Insight, and
demonstration purposes.

Please note that some screen shots shown in thidment may not match exactly to
the State of Colorado’s Contract Insight implement#éon.




Overview

A Message From CobbleStone Inc.

Contract Insight, Contract Management Software reffecontract managers,
administrators, and professionals the ability tsilgarack, renew, manage, and report on
their contracts and other committals. Oftentimeaganizations have to engage in many
contracts, such as, elevator maintenance, softli@ease, telephone service, or sub-
contractor contracts. Overtime it may be difficialtkeep track of the renewal, review, or
cancellation dates that make up the individual igmts. Moreover, a loss of productivity
and increase expenses may arise from an ineffi@entract administration process.
Contract administrators may find that they are sveimed with the number of contracts
they must track, report on, renew and cancel. Thay find that it is inefficient to use a
standard filing system via filing cabinets and spisheets. CobbleStone’s Contract
Management Software provides a simple solutioroleesthese problems.

CobbleStone Systems’ Contract Insight, contractagament software provides a web-
based, enterprise solution to the contract managepnecess. It is installed on a network
server and can be accessed by an Internet brolkseM(crosoft Internet Explorer), and
be used on a Local Area Network (LAN) and Wide Aretwork (WAN) in a multi-user
environment.

Contract Insight is a highly robust and scalabletaxt management tool developed to
industry standards utilizing advanced web and dealbechnologies. It is based on years
of market research, industry experts, and clieputinlt is an enterprise solution that
offers unprecedented flexibility and functionality.offers common functions such as;
user name and password security, the ability tcktk®y dates of contracts, notes, track
sub-tasks and milestones, it provides advancedication, and it enables scanned
images and files to be attached to each contractfdrs advanced functionality such as
the ability to add user-defined fields and a cussmi¥hoc query tool.

Contract Insight enables organizations to effetfiveanage contracts, reduce contract
management costs, and streamline workflow--all asesyou and your organization
money. Our proven system can save you thousand=s) ewmllions of dollars by
automating the contract management process. Alsmtrart Insight reduces your
computer costs by utilizing our state-of-the-arbwmased technologies.

Contract Insight is a complete tool for web-basendtact management. It is an Internet-
based software that enables users to access tmnacts via a web-browser with no
client PC installation. With anytime, anywhere as;eyou can work from the office,

home or on the road with easy access to contréminmation, your remote workforce can
access contract and diary information with theigbib enter new contracts, run reports,
perform text-based searches.

A Message From the Office of Contract Administratio

CobbleStone’s contract management system (CMS) ntr& Insight, was selected to
fulfill the requirements of Senate Bill 07-228 noadified as C.R.S. 88 24-102-205, 24-
102-206, 24-103.5-101, and 24-105-102. Contradglmswas also, however, selected




because of its functionality beyond that of a cacittracking tool. It is the hope of this
office that Colorado State Agencies and Institwiah Higher Education, will elect to

utilize some of the other contract management fanatity such as writing a contract

using model contracts developed by the Office ef $itate Controller (OSC) and loaded
into Contract Insight, running reports on departtrggrecific information, and tracking all

contractual agreements and not just those mandbatsthtute.

Regardless of each specific Department’s needs, anticipated that Contract Insight
will assist the State in improving current contracbnitoring and vendor oversight,
leading to better performance, dollar savings atizen confidence.




How to Use the System
Log In Screen

To log into Contract Insight open your web browsennect to the Internet, and go to the
URL web address site obtained from your system aidnator.

https://scms.state.co.us

The log in screen will appear as seen below. Bhieuuser name and password assigned
to you by the contract administrator.

File Edit  “iew

w | |00 contract insight

contract insight A CobbleStone

contract insightQ

User Name: |

Password: |

After logging on for the first time, you may warm thange your password. To do so,
select Employee List from the “Employees” menu.

ﬁl Welcome to ContractIMSIGHT - Windows Internet Explorer

@A - IE)https:,l’)’scms.state.co.us.l’WeIcome.aspx j % 1

File Edit Yiew Favaorites Tools Help

¢ 4 [ welcome to ContractINSIGHT
contract insight @
Home Contracts Tasks Employees Companies Reports Manage/Setup Help Log Out

Welcome, today is Mond. Add Employee JJ.

Employee List May 2009

Contracts:

_SAP Implementation
&057 : Pending

Signature;
3 4 ] & S 8 8
Tasks: Tasks: Tasks:
—Prograrmn Contract —Prograrn Contract —Encurnbrance

Feview (] ; ; Johnson, Feview (] ; ; Johnson, Docurnant Alert (1




Next, find your name and click on “View” next toyoname.

@ ﬂ - I@J https: fiscms, state, co,usEmploveelist, aspx

File Edit “iew Favorites Tools Help

{3 & @Employees | |

Lormbardi Cinchy clombardi@spike. dor.state.co.us Yigw True Falze False 203.866.5603
Lombardi Cinchy clombardi@dor, state.co.us Yigw True False False 303.860,5503
Lopez Felix felix. lopez@irinidadstate.edu Wiew True False Falze 719.846,5544
Lopez Elizabeth elizabeth. lopez@state.co.us Wigw True Falze Falze 203.866.6018
Lopez Melson nelson, lopez@state.co.us Yigw True False False 303.866,3029
Lopez Roberta roberta. lopez@state.co.us Wiew True False False 303.866.6114
Lorenzo, Jr. Joseph joseph. lorenzo@arapahoe. edu Yiew True False False 303.797 5711
Losier Michelle michelle. losier@state. co.us Wiew True Falze Falze 3203.866,2050
Losier Michelle michelle. losier@state.co.su Wiew True Falze Falze 303.866,2050
Lovato Jearna jeanna. lovato@state.co.us Yiew True False False 303.866.3852
Love Julie love_j@fortlewis.edu Wigw True False False 970,247, 7503
Lowe Susan susan. love@state.co.us Wiew True Falze Falze 303.866.4158
Lo Charla charla. low@state.co.us Yigw True False Falze 303.692.2423
Lowve-Yaughn Elise elise. lowe-vaughn@state.co.us Wigw True False False 203.212.8807
Lujan Brenda brenda. lujan@state co.us i True False 303.866.5703
Luna JosLe josue. lunai@state.co.us False False 203.866,3304
Lydick Charlene Charlene Lydick@cu.edu Falze Falze 203.215.2720
Lyng Jeft jeff.lyng@state.co.us False False 303.800.2204
Machado Lucia lucia. machado@state co.us Yigw True False Falze 303.652,3585

Upon selecting your name, the details form will eqp Click on the ellipses “. . .” next
to Password. Select Change Password. Once youenéed a new password, click
Save Password and then select “Home.”

fj' Employees - Windows Internet Explorer

@‘ 3 [ https: scms stake oo us/EmployeeDetals, aspPID=190 ist.asp:

File Edit View Favorites Tools  Help

v e [ Emplayess ‘ ‘

&

Employee 1D 490 Fie Ek biew o Tok Heb

First Name Brenda " n

Last Name Lufan . W P BB R e
Title Director, Office of Contract Administration ... onract insight &

Department Department of Personnel & Administration ... Home Contracts Tasks Employees Companies Reports Manage/Setup Help Log Out

Email Address brenda.lujan@state.co us .

Address oo

City . X CancelChange

State o B save changes
Zip . ’

Manager -
Conitract Unit Manager -
Home Phore s
Office Phone 303.866.5703 .
Office Fax s
User Mame lujarb .
DaSSWOrd FHORHOKHRHOK

ReadOnly False

Administrator True

Actlve User True

Comments oo
Entered By

Entered Cn Date 5/22/2009 12:00:00 AM

Updated By

Updated On Date 5/22/2009 12:00:00 AM

[z start |@Q @ TUSERGuide FINAL 526 2., | 45B226 ) CobbleStone -

Passwords can be changed at anytime by the Usersylltlem will not force changes at pre-set interval
is recommended, however, that User’s change tlasiswords at least once every 180 days.




Navigation through the Interface

Navigating through the Interface

The top menu is the best way to navigate throughQbntract Management interface. It
features links (similar to a website) that correspto each topic and function of Contract
Management. For example, the Company link withalthe user to view the Company*
information.

*NOTE: Contract Insight uses the term “Company”aageneric reference to the entity
providing goods and/or services — in other worls,dntity a State Agency or Institution
of Higher Education is entering into a contracthwitlost familiar to State employees is
use of the terms: Vendor, Contractor, Consultadt@Customer.

contract insightQ

Home Contracts Tasks Employgf@ Companies

Welcome, today is Tuesday, May L5 RESUSERIARE:

May 2009

View Companies

To view or edit Company information select “Compduagt” from the “Companies”
Menu. Each Company entered in the system willipglalyed as follows.

contract insight@
Home Contracts Tasks Employees Companies Reports Manage/Setup Help Log Out [ @] colorado Employeet: 5/5/

17 & *Columns
N . m = Print
Streetl Street2 State Zip Export
11TH & ASH LLC ! e 1515 IR DENVER co 80202 6’. Search
ST #707
7305 S0UTH
18TH JUDICIAL DISTRICT iew POTOMAC ENGLEWOOD co 80112
STREET # 300
1628 14TH
N VI
2450 BBC LLC iew STREET #1 B DENVER co 80202
14 INVERNESS
2N CIVIL LOLC ERIC TUIN View 3940750544 DRIVE EAST STE ENGLEWOOQD co 80112
F1i20
8105 WEST 125
3-DB NETWORKS INC iew FRONTAGE ROAD FREDERICK CcOo 80516
UNIT 8
130 NORTH MAIN
360NETWORKS (USA) INC iews STREET 3RD BUTTE MT 59701
FLOOR
. _—— onn1o 8301 E PRENTICE GREENWOOD
5 STAR BANK 8665332313 AVE STE 210 VILLAGE co 80111

Included in this Company list is an entry for ev&tate Agency or Institution of Higher
Education. These entries are identical to thoselaled in the Department List
(discussed later in this Guide), and were includeate to allow for creation of




Interagency/Intergovernmental type agreements iiclwbne State Agency or Institution
of Higher Education is performing for another Staigency or Institution of Higher
Education — in effect, a pseudo vendor for purpagelsis CMS.

Upon selecting ‘view’ for a name from the list, tthetails form will appear.

Company Details

Vendor ID 4783
Company Name 18TH JUDICIAL DISTRICT
Streetl 7305 SOUTH POTOMAC STREET # 200
Street?

City ENGLEWOOD
State Cco

Zip 80112
Country

Phonel

Phone2

Fax

Contactl

Contact2

Web

Account Number

Email

Comments

FEIN 840616570
Active¥N True
VendorLogin¥N  False
UserfName 0

PassWord

Employee Contact
Trade Names
DUNS

Corp Type
Minority Status
Entered By

DISTRICT ATTORNEY'S OFFICE

Date Entered
Updated By
Date Updated

5/4/2009 12:00:00 AM
0
5/4/2009 12:00:00 AM

Credit Score
1099 Received
Services
Security Level
Entity Type

Only the primary address will appear in Contracsight. Remit addresses and/or
secondary addresses, used for making payment anglegecific contract with a vendor,
should remain part of the State’s COFRS systemngraher currently used financial
system. Changes to the primary address shoulddgghbt to the attention of the Office




of Contract Administration for modification withi@ontract Insight by the appropriate
system administrator.

My Diary and Calendaring

Contract Insight includes a web-based calendarrentéls diary features. The calendar
displays expiring contracts and contract tasks daseend-dates. The calendar can be
used to keep notes and track appointments.

To navigate to various months you can use the affgwbuttons at the top of the
calendar or enter a date in the date input fielth@top.

To add notes or view the “day view" of the calendaalect the number of the day for a
particular month on the calendar.

g:? Welcome to ContractINSIGHT - Windows Internet Explorer

@@ + |2 https: ffsems. state. co.us fuielcome.aspx N

File Edit Wiew Favorites Tools Help

Uf SR (2 wWelcome to ContractINSIGHT

confract insight &

Home Contracts Tasks Employees Companies Reports Manage,/Setup Help Log Out

Contracts:
_SAP Implernentation

051 ; Pending
ignature; 3

S s ] z
Tasks: foles:
—Prograrn Contract rogram Contrack
Review i3 Jehnseon, sview ;1 Johnson,

%)
=]

ndy
evein sueiw

Johnsan, Andy

Your calendar is
displayed after
you log in.

You can add diary and
calendar notes by select the
link on the day.

Your calendar will display
your expiring contracts and
tasks by end date. You may

go to the contract by
selectina the contract lir

The day view will appear as seen below. Here, dhitemh to viewing, notes can be added
and saved.

p— _
@@v 55 hitps:fscms. state.co.us/CalendarDayiiew. asprsiDate=4/30/2009 =1 & [|#)| x| [uive search

File Edit Wew Favorites Tooks Help

S8 & [ wekcome to CantractINSIGHT Zo - B - o= - b Page - (0 Tooks

insight &
Home Contracts Tasks Employees Companies Reports Manage/Setup Help Log Out

\ Diary Notes

End Date Company add Contrg

Find Contract

Task Name Contract Title Start Date End Date Last Name First Name Status




To add a diary note, select the Diary Notes lirde(above) then click Save..

y Diary - Windows Internet Explorer

@Av |5 hetps:jfscms. state. co.usfCalendarbiary  aspxDate=4/30{2009 =l & [[#2|] | [ive searcH]
File Edt View Favortes Tooks  Help

8 4 (D My Diary -8 -
contr insight &

Home Contracts Tasks Employees Companies Reports Manage/Setup Help Log Out

| G2 Brenda Lt

bay View for

Spoke with Vendor; they will send sample agreement by June 25th.

The notes will be saved and displayed on the calemgtw. You may edit your notes

from the Calendar by selection the notes icon Hpgiears on the calendar day after
saving the note

Welcome to ContractINSIGHT - Windows Internet Explorer

(€]

- |@ https:ffscms.state, co.us/Welcame, aspx

= E[ENE2E
File: Edit Wiz Favarites Tools  Help

S 4B 5 welcome bo ConbractINSIGHT

f nsigh

Home Contracts Tasks Employees Companies Reports Manage /Setup Help Log Out |

May 2009

Contracts:
_54P Implementation
[205) ; Pending

Signature; :

| spoke with Vendar,
they will send sample

agreement by June
25th.

I

5 & 7 B

Tasks: Tasks: Tasks:
_Prograrn Contrack _Prograrn Contrack _Encurnbrance

Review 3 1 Johnson, Review 31 Johnson, Document Alert t

ndy Andy Johnson, Andy
—CIONCOO Reveiw & —CIOVCOO Reveiw & —Zompletensss
Signature L] Signature L Checklist EN
Johnzon, Andy Johnson, Andy Johnson, Andy
—Program Contract —Vendor Review &
Review i1 Johnzon,

Signature S
Andy Johnzon, Andy
_CIONC OO Reuveiw &




Adding a Contract
Contract Entry & Edit Form

To add contracts into the system select “Add Catitfaom the “Contracts” menu. The
contract entry form will appear.

contract insight<

y 05, 2009 o to: |00

racts May 2009

|
o
]
=]
=
=
g
o7}
0
=5
=
D
o
=
1]
A
=L
"
I~

(%]

IS
I
[
loo

Next, select the Type of contract you would likeetater from the drop down box and
select ‘Continue.”

Contractor's Agreement scb21
Grant Agreement COB - 03
Interagency Agreement COB - 02

‘Personal Senvices COB - 01
Real Property - Lease COB - 07




The Contract Entry screen will appear.

Add New Contract Record

Employee [Employeet, Colorada |
Vendor | 11TH& ASHLLC vl
FEIN

Fiscal Year

Department Agency Department of State v
Program Manager Anderson, Yvonne [«
Contract ID

DEPT Contract Number (Original CLIN #)

Contract Title

Contract Group [Unassigned v
Contract Type [Personal Senices COB - 01 [+]
Category -unassigned-

Goods Or Services Contract Goods &

Fiscal Rule Type OTHER v

If OTHER

Statutory Violation |No v|

Effective Date 5/5/2009

Expiration Date

Notify Days 60

Annual Review Date

Risk of Contract | Neither v

Fiscal Year Projected Spend Amount

Total Contract Value

Status -select one- ~
Occurrence -select one- =

Waived Contract |Ne v

Waiver Number

Entered By

EntryDate

Number of State Jobs Created 0

Duration of State Jobs Created 0

Contract Purpose
Periods of Performance

Renewal Terms

Conditions For Renewal

Vendor Selection Method nia ~|

Sole Source Emergency | Mo ||

Source En 2 ha
Sole Source Certified e v
Sole Source Bids
Approval Document Number

Performance Measures Included in
Contract

Non Compliance Resolution Methods [No I~

No )

Contractor work previously performed by o
State

Worked to be performed outside of CO  |nfa M
Worked to be performed outside of USA |n/a v

Number Of Pasitions Filled By Contractor
Were Previously State Employee

UpdatedBy
Date Updated
Total Contract Expenditures Paid 0.00
Actual Amount Paid $

écc)tual Percent Work Performed outside

0

0

Actual Percent Work Performed outside [
USA

Number Of Positions Eliminated 0
Length of Contractor work previously
performed by State

Cost Saving Result 0
Quality Improvement Result

Monitoring Process

Contractor Submitted Comments on
Performance Review

Final Contractor Rating
Final Rating of Contractor Sent On
Contractor Submitted Response to Final

Na [~

Not Yet Rated |

Evaluation il b
Contractor Disputed Evaluation Na [v
Construction Eval Performance Prepared

On

Contractor Disputed Construction Report | Na [v

Notes

Vendor Comments

" %) CONTINUE

Some of the information the user can enter inclubdedollowing

The Contract Title

Company (select from drop-down list of all vendoositained in COFRS as of
May 2009, as well as IHE supplied vendors and @teSAgencies and IHES)
Department (selection from drop-down list of Stagencies and IHES)
Vendor Selection Method (select from drop-down) list

The Contract Start and End Date (4 digit entry)

Contract Dollar amount

Program Manager (the State employee responsibleddking with the
contracted vendor. Nahe contract writer who completes the above Cahtra
Entry screen)

Notify Days*

*The “Notify Days” field informs the database of whi® notify you that the contract is expiring
based on the “Contract End Date.” For exampléhéf contract ends on 12/1/09 and the notify
days are set to 30 days, then you will be notifiadL1/1/09 that the contract is soon to expire.




To save your new contract record, select the ‘Qoti button at the bottom left of the

Contract Entry screen. The system will next displas detailed contract record screen.
On the contract details screen, you may performouar actions, such as adding
attachments, tasks/email alerts, templates andsnhabed/or printing and exporting

documents and information.

Employee Lujan,Brenda D
Vendor ADECCO USA INC s
FEIN

Fiscal Year 2010

Department Agency Department of Personnel & Administration < Print
Program Manager “; %
Confract ID 805 4 Finandials
EJ;I)EPT Contract Number (Original CLIN 12345DPA Company Info
Conftract Title SAP Implementation

Contract Group Personal Services

Contract Type Personal Services COB - 01

Category Building Maintenance Supplies & Equipment

Goods Or Services Contract Services

Fiscal Rule Type Expenditure

If OTHER

Statutory Violation

Effective Date 7/1/2009

Expiration Date 6/30/2010

Notify Days 60

Annual Review Date 4/15/2010

Risk of Contract

Fiscal Year Projected Spend Amount

Total Contract Value 1,000,000.00

Status Pending Signature

Occurrence

Waived Contract

Waiver Number

Entered By

EntryDate 4/15/2009

Adding a Contract Sub-Tasks or Milestones

Contract Insight supports the ability to add tasksilestones to a contract. The tasks are
displayed on the calendar as an alert and can gfenan email alerts as well. Alerts can
be used to track tasks or workflow for a contraud,athe task will be e-mailed to the
employee it is assigned to, based on the notiGoadiays entered before the end date.

To add a task, select the “Tasks” menu item.
Next, select “Add Task” from the contract screemgaen below).




- Add your task data such as name, dates, valuegsamgh it to an employee.
- Your tasks will appear on the Contract Details f@asmseen below.

CONTact INSIgNT 4

Home Contracts Tasks Employees Companies Reports Manage/Setup Help Log Out

Contract Details

Contract Det:
Confract Administrator *
Confract Title * SAP Implementation v
Price/Cost Schedul
Contractor Aendar * . [E Erice/Cost Schedule
< Alert Others

FEIN uk  Other Parties
Fiscal Year * .. £ Assign Departments

o .. Assign Locati
Agency/IHE (Department) MName * Department of Personnel & Admiristration . ;j o oA
Program Manager e @, Print
Contract MNumber 805 < Link Contracts
Denartment Contract bimber ar Cirininal ) 1] # el View History

Next, select the ‘Add Task’ link.

Cnid the Contractor submit Comments as to the State's performance
under the Confract? e

Final Contractor Rating Mot vet Rated
When was the Final Rating sent. to the Confractor?

Ciid the Contractor submit responses to its Final Evaluation?

Did the Confractor DISPUTE the Evaluation?

If the Contract is for Construction, when was an Evaluation
Performance Report prepared? -

Cid the Confractor DISPUTE the Construction Report?
MNotes Some fields need to be tweeked.
wendor Comments

Attached Files, Documents, Images [

——
Tasks, Alerts, Events, & Workflow Add Task [

ilestone and Checklists Add Che “fist

File Notes & Comments T8
j Save Mote
[Estart | (O & TUsERGuide_FINAL 5 26 2... ‘ C45EZZ8 | .3 CobbleStone - Microsaft ... ‘ & Contract Details - Win...  7|Documents - Microsoft W

enter note:

The task entry screen will appear.

Task MName [Check on License Agreement
Employee [dohnsen, Andy =]
Start Date |
End Date [n&720/2009
Motify Days 15
Hust receive this document before =|
renewing contract for additional
Dretails term.
El
E
MNotes
El
Arnount |

Task Complete False -
Status -select one- -
Escalate To Cuneo, Dave -

= (Y £k, L I




Be sure to enter a task name, description, stéet éad date, and notify days. Doing so
will ensure the system will display the task basedhe end date and the notify days.

Select the ‘Save’ button at the bottom left of Trask Entry screen.

The Task Details screen will appear.

T TaskDeaT
B Contracts Tasks Employees Companies Reports Manage/Setup Help Log Out
Task Narne Check on License Agresment
Employee Johnson,Andy
Start Date 61072009 12:00:00 AM
End Date 6,/20/2009 12:00:00 AM
Notify Days 15
Details Must receive this document before renewing contract for additional term. ..
Notes
Amaotnt 0.0000
Task Complete False
Status -select one-
Escalate To Cuneo,Dave
Escalate After (Days) 10
Role or Group
Alternate Email
Task Rating n/a
Type n/a
Tack ID 1662
Ertered By Lujan,Brenda
Entered On Date  5/25/2009 12:00:00 AM
Updated By Lujan Brenda
UUpdated OnDate  5/25/2009 12,00:00 AM
Contract [0 805

[

Where an “. . "
appears, information
can be edited.

Recurring Contract Tasks

Steps to make a Contract Task recur (recurringsjask

Add a Contract Task (refer to the Contract Tasksi@e of this manual for more

information)

Change the ‘Recur every’ entry box to a numbernticate how often the task
should recur) in the box next to the ‘Recur eveext located at the bottom of the

Task & Event Details screen..

Select the recurring interval in Months, Days, Weealnd Years.

Enter the number of intervals the task should recur

Select the ‘Add’ button.

Contract Tasks: Alerting others

A task can be assigned to other users and thelgecanpied on the task alert.
To set an alert, select ‘alert others’ on a tagkitlscreen (located above the Recur box).

Alert Others (to this task alert)

Recurr (make this task recurr from the end date)

RECUT every: ID IDEB"(S) vIﬁ:n’ ID times _#dd |




Next, select the names of additional employeeswant to have an alert sent to from the
“Available Employees” list, and then clicking thkié arrow button to assign user (or the
red arrow to remove users).

Task: Assign Additional Employees

Assigned Employees

Brennaked, Jim
Bricklayer, Mason

Burns, Scott

Bux, Cindy

Captureyd, Vidionce

Carrollo, Michael

Chander, Pradeep

Chesner, Harald

Contonuo, Filipi hd

Select the ‘Back’ menu item to return to the tastads screen. This will save your
selections and place them in the box on the Tas&iBescreen.

Alert Others (to this task alert)

Bux, Cindy

To return to the contract details page, selectBaek’ menu item once more.

Task & Event Details v
- <, Print

B =

Task Name Quarter 1 Review - ~ Others

Employee Employeel,Colorado . e

Start Date 7/14/2009 12:00:00 AM ...

End Date 7/14/2009 12:00:00 AM ... :

Motify Days 0 e * Delete

Details

hlntac




To edit a task, select the ‘View’ link on the apprate contract details screen for the
specific task you want to edit.

View of bottom of Contract Details screen.

To edit a task field value, select the *..." link nea the appropriate field.

Task & Event Details - A
Task Name Quarter 1 Review
Employee Employeel,Colorad
Start Date 7/14/2009 12:00:00 -
End Date 7/14/2009 12:00:00 AM _.. :
Notify Days 0 s ¥ Delete
Details _—
Notes I




Using Contract Templates

Contract Insight supports the ability to use Cattrdemplates in association with

contracts entered into the system. Templates aaamn and maintained by the Office of
Contract Administration using model contracts pded by the Office of the State

Controller. Agencies and Institutions of Higher Edtion are not required to use
Contract Insight to write their contracts, howewesing the Templates loaded into the
system is strongly recommended. To ensure consigteatween the contracts written

using the Model’s posted on the OSC website, aasetthoaded into Contract Insight, the
OSC and the Office of Contract Administration witbrk to coordinate updates. Any

updates/changes made to Model contracts, will beenia Contract Insight at the same
time. This will allow State employees to be confitlthat whichever method they use (a
Model or Template) the same document is being wleand reflects the most current
document.

To use a template, select ‘Templates’ on the mganu.

The system will copy the template, merge it withadentered into the contract record and
display the document on your screen.

Now the document selected can be tailored for pleeific project.

-
O




To save your changés Contract Insight, select the save icon (top left). The system
will track the various versions of the contracttire Versions menu at the top of the
screen. This will assist in the drafting processalipwing the writer to go back to a
previous version for comparison purposes.

To view the finalized contract, select the printam (top left) or export to MS Word

by selecting the MS Word icon (top right) .

O
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Selecting the  icon will open a Word document on you desktoputsideof Contract
Insight. This document can then be modified, saated. . just like any other document
created outside of Contract Insight.

Link Contracts

Contract Insight supports the ability to link or@tract to another for improved tracking.

To link one contract to another, choose the fissttact you want to link by selecting
“Find/Search Contracts” from the Contracts menu.




Select the contract name from the drop down ligtthen select ‘Link Contracts’ from
the Contract Details Form.

Search for the second contract you want to linth&ofirst, and click on the link button.

The linked contract will now be listed as an “asateccontract” and can be viewed by
selecting ‘View.’ Linked contracts can be removgusblecting ‘Remove.’




Uploading Images and Attaching Files and Scanned lages

Contract Insight supports the ability to attach aptbad files of any file type, including
scanned images.

To upload files to a Contract Record

Open a Contract Record and select the 'Attachmdntgon from the Contract Details
screen — on the right hand menu.

Select ‘Browse’ to locate the files or scanned iesagn your computer (similar to a
standard web upload process). Select ‘Save File.’

Additionally, you have the option to add notes @antract Record which will appear in
the “Description” column next to the added file.

Uploaded images and files will appear at the bottdtime Contract Details screen.
Added files can be opened by clicking on the filaea




Adding and Tracking Financial Information

Contract Insight supports the ability to track fic&l information about your contracts.
For example, you can track income, expenses, aymqras for your contracts.

To add financial transactions to your contract

Open a Contract Record and select the ‘Financlalgton from the Contract Details
screen — on the right hand menu.

Enter in the transaction details in the displayedd$. Click Save in the bottom left
corner. After saving, your transactions will beglayed in a “spreadsheet” format.




Adding Notes

Contract Insight supports the ability to add untadi notes to individual contracts. This
can be used to document events or other relatedmation.

To add Notes

Open a Contract Record and select the ‘Notes’ huttam the Contract Details screen —
on the right hand menu.

Enter your notes in the ‘enter note’ box and saleet Save Note’ button. The notes will
be displayed below the ‘entry notes’ box in the t&{s)” column. To delete a note, select
the ‘Delete’ link next to the note line you wantreamove.
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Finding Contracts

You can find contracts in the system in many wdys easiest way to find a contract is
via the “Quick Search” option on the top menu.

Type in your search criteria and select ‘go.” Thestem will display any contract
matching the text you entered based on the infooma@bntained in the contract fields.

To obtain more control over your search, select‘Ewed/Search Contracts’ from the
Contracts menu.

Next, select the field and the criteria to be deadcin the ‘Contract Find’ screen and
click search

Your search results will be displayed as seen below




To view or edit a particular contract, select thget’ link from the listed results. The
results list can also be exported to your desktopraExcel file by selecting the ‘Export
menu item on the right menu.

S

Custom Report Writer — A Brief Overview
Users can create custom reports or conduct an edirery resulting in a report.
Steps to create a custom report:

1. Select “create Custom Report” from the “Reports’hone

2. Select the table you would like to report on.

3. Then select the fields you are interested in répgpn by clicking on them in the
Available Fields table and clicking on the bluecarito add them to the Selected
Fields box.




The Selected Fields will then appear with Condgiand Criteria to help you build a
table.

When finished, select “Continue” button at the bwtt This will allow you to preview
the results of your report. To save, enter a nangdur report and click “Save Report.”

The report will now appear in a list when the “Mystom Reports” option is selected
from the Reports menu.

Note: Additional Report Builder training will be availabthrough the Office of Contract
Administration following initial End User TrainingAt that time, an additional User

Manual for use in creating reports, will be proddéntil then, report building questions
can be directed as specified on the next page.

Logging Out

To log out of the system select ‘Logout’ from tleét Imenu.




Where to find Additional Information / Assistance
Websites:

CobbleStone Systems, Inc:
http://www.cobblestonesystems.com/

The Office of the State Controller:
http://www.colorado.gov/dpa/dfp/sco/contracts.htm

State Personnel:

Andy Johnson, IT Technical Lead:
andrew.johnson@state.co.803.764.7873

Brenda Lujan, Director of the Office of ContractrAuhistration:
brenda.lujan@state.co.us 303.866.5703




