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ContractInsight  
Colorado’s Contract Management System 

 
 

Performing Quick Searches 
 

Using the “Find/Search Contract” function 
 
 
Finding a single contract or many contracts: 
  
Often the need arises to search for a single contract or to obtain a list of all contracts entered into CMS by 
a particular Contract Administrator or to generate a list of all contracts in CMS for a certain vendor. 
These types of searches are easily accomplished using the “Find/Search Contracts” function as illustrated 
below. 
 
Searching by Contract Administrator: 
 

STEP 1: Go to: Contracts – Find/Search Contracts. 
 
 
 
 
 
 
 
 

STEP 2: In the “find where” field, select Contract Administrator . 
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STEP 3: In the “equals” field, select the name of the Contract Administrator.  

 Tip:  If the user types the first letter of the last name of the Contract Administrator, the system will 
automatically move the cursor to the last names starting with that letter. This only works for 
the entry of ONE letter of the last name. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

STEP 4: In the “order by” field, select CMS Identification # to create a list ordered by the contract 
record number, in either ascending or descending order.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

STEP 5: To run the search, click search. Note: Based upon the user’s screen resolution, the search 
link may be in a different location on the screen from what is shown the example below,. 
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STEP 6: The search results should now appear.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The results can now be sorted, exported or further defined as needed. 
 
Sorting results within CMS using the filters at the top of each column: 
 

STEP 6-1A: The user may filter the results of the above search to list contracts for a specific vendor 
by using the “Vendor” field and filtering by all or part of the vendor name. For example, 
to find contracts with the Governors Office of Information Technology, type the word 
“information” into the box in the “Vendor” column (Remember: Spelling counts, but the 
field is not case sensitive). 
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STEP 6-1B: Next, click the funnel to the right of the box and click Contains. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
STEP 6-1C: The filtered results should now appear.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Tip: To undo the filtered results and return to the original set of contract records, click the browser 

Back button. 
 
 
STEP 6-2A: The user may filter the results of the above search based upon dollar amount by using the 

“Maximum $ Amnt” field and the filters. For example, to find contracts with a maximum 
amount greater than or equal to $150,000.00, type “150000” into the box in the 
“Maximum $ Amnt” column (Note: The comma and the “$” are not required and the 
system will not accept these symbols in this field). 
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STEP 6-2B: Next, click the funnel to the right of the box and click GreaterThanOrEqualTo. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

STEP 6-2C: The filtered results should now appear.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Tips and Tricks: 
 

1. Use the arrows (“>”)in the far left column to find out if the contract record has attachments or 
linked records. Click “>” next to the contract record of interest to expand the entry and display 
attachments or linked records. To collapse the entry, click “�” next to the record that was 
expanded. Do not click the browser Back button or the filtered results will be undone. 
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2. Use the “Go” field to quickly display a record using a CMS ID # or to find all records with a 
certain vendor, word, etc. . .  Using the Go field is a quick and less defined means of finding 
records in CMS. The system will search through every field and generate a list of all records 
containing what is typed into the Go box. This means that, for example, if the CMS ID # is 
typed in and that number happens to appear in other fields beside the CMS ID # field, those 
records will also appear on the list. To tighten the list generated, be as specific as possible with 
names and other terms. 

 
 
 
 

o To search by CMS ID #, simply type in the number and click Go. 
 
 
 
 
 

The results should now appear.  
 
 
 
 
 
 

 
o To search by vendor, simply type in all or a portion of the vendor name (Remember: 

Spelling counts, but the field is not case sensitive) and click Go. 
 
 
 
 
 
 
 
The results should now appear.  

 
 
 
 
 
 
 
 
 
 
 
 
 


