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Workflow Approval
At A Glance
The Approval Workflow starts with the Contract Initiator creating a new contract record through the “New Contract Workflow (v2.2) in Ntracts.  Once the new contract record is submitted, the Contracts Office receives it and puts through to compliance and legal.  After all edits/reviews have been made, the contract record will be sent to the Department and Division for their approval.  The approvers will receive an email notifying them that they have actions in their Ntracts Nbox.  Once the approver signs into Ntracts and locates the action message, they are able to review the contract record and the documents associated with it.  Below is the action message where the approval process takes place.
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Approval Action Message:
1. Contract Record Number(searchable) 
2. Contract Name:  Department/Division Name (searchable) 
3. Contract Description:  Description of the Contract (searchable)
4. Owner Organization:  University of Arkansas for Medical Sciences
5. Reviewer’s Name
6. Stage (Flight = Workflow Type)
7. Contract Record Link will take you to the full Contract Record
8. Attachments are available from the Nbox in order to stay in the Nbox
9. Special Instructions for the Approver would appear in this section
10. Decision:  Continue (Approver) or STOP (returns to Contract Office)
11. Documents:  Upload any missing or necessary documents related to the contract
12. Comments:  Leave a comment if something needs to be addressed, noted, or etc., which will be attached to the contract record
13. Finish (mark complete) or Save Changes (finish later)
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Action Details Date of Action: 07/11/2017 Date Due: 0
Workflow: Record Maintenance Workflow

Tile: Amendment 1 (Test) Department of Health CR 1231 (Test)

Contract Record Number: 1231
Contract Record Name: Test

Owner Organization: University of Arkansas for Medical Science (UAMS)
Reviewer Jacqueline Mosier

Stage: Contributor Flight 1

You have been identified as a Contributor for this record maintenance process.
The list of participants and special instructions are provided below.

Click the link for access to the contract record which may provide additional information

Comments and documents provided to complete this action will be added to the contract record and be included in the message provided to subsequent participants in this fight
Contract Record Contract Record 1231

Attachments: « DOCO51517-05152017132033SecondDoc

uestions (fields marked with * are required. )
+ Contributor Flight Details

EOIIT I Order Contributor Special Instructions
1 Jacqueline Mosier
+ Decision
The contract maintenance process shouid: = ® Continue © STOP (return to Jacqueline Mosier)

* Documents

Upload Document(s)

File Size

File name.

Document Type

+ Comments
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Fischbach, Lori A

RE: Mofan’s contract Renewal for FY 2018
To MGrant, Uindak

e MMoser, Jacqueine M N

What s the Revenue Analysis From? Can you send that to me?
Thanks,

Lori

From: Grant, Linda K
Sent: Tuesday, July 11, 2017 1:23PM

o Fischbach, Lori A <LAFischbach@uams.edu>
osier, Jacqueline M <JMMosier@uams.edu>
Subject: RE: Mofan's contract Renewal for FY 2018

Hello Dr. Fischbach,

1am following up on the documents for Mofan Gu's contract renewal. Did you send the Revenue Analysis form that we need or are you working on it. the contracts
office will need it to complete the approval of the renewal and I need itfirst to upload it into the CMTS system. We are still trying to reach Tiffany Vance for some of
the final documents they will have to provide.

Please let me know if you need assistance with the Revenue Analysis form we should get it completed as soon as possible.

Thank you,

Linda K. Grant, AGS
University of Arkansas for Medical Sciences
Fay W. Boozman College of Public Health
4301 West Markham Street, #820

Little Rock, AR 722057199

(501) 526-6639

(501) 526-6650 Fax

grantlindak@uams.edu
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