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External Parties
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Ntracts – UAMS Reference Guide

Navigation, Searching, & Interacting 
with Records

What is it and how will it make your job easier?



 CLM.Ntracts.net

 Preferred browser is Chrome, 
but Edge is fine.

 For questions following the 
training, please reach out to 
Contract Administration.

Accessing the Application



3 Record 
Types

Contracts- a record with an agreement’s metadata organized 
into contract information fields

Files- a record with file metadata, available versions, and ability 
to download the actual file for viewing purposes

External/Other Parties- a record containing information about a 
vendor that UAMS is contracting with



How will I know when I have a workflow activity?
Email Workflow Activity Notification

Notifications List

Home Page: 
Dashboard Items Due in 30 Days



Where can I see a request’s activities, data, & documents?
The Workflow Record

1 Workflow Record Number & Name
2 Workflow Navigation Panel with phases & activities
3 Information Pane containing a form to complete
4 Documents grid
5 Comments pane
6 Workflow Status



What features are available on a workflow record?

Additional permissions may be required

If needed, make a 
comment. Ability to 
tag a user is 
available.

“Follow” a workflow & have it 
appear on your dashboard

View history of a reassignment

Can reassign the activity

Permanently cancel 
the workflow

Add reviewers or 
approvers on the fly

In app editing for 
redlining of .docx files

Edit the name of the workflow

Delete documents



Can another user respond to a workflow activity on my behalf?

Yes, if a proxy is set up through your system administrator.
Email Notification of Created 
Proxy Assignment

In App Notification of Created Proxy Assignment

In App Notification of a Proxy’s Workflow Assignment

Workflow Activity Showing Proxy Completion



New Workflow
Start New Contract Workflow

Start Workflow – Only complete the required fields

DO NOT USE THIS FIELD

DO NOT USE THIS FIELD

DO NOT USE THIS FIELD

**Please note if you select the 
wrong “Internal Contracting 
Entity” or “Primary Contract 
Type”, the workflow will be 
stopped and new entry required



New Workflow

Document - +New Document: From Local



New Workflow
Contract Initiator (Requester)

 Fill in all required fields along with the following:

• Contractor’s Contract Number (if applicable)

• Force Majeure

• Israel Boycott Restriction Certificate

• IDC% (revenue related)

• IDC Explanation (revenue related)

• IDC Exempt Reason (revenue related



Amend Workflow
From Contract Record

Used to start an Amendment and Renewal workflow

 Complete all unpopulated required fields

 Complete / Update other fields (as needed)

 Upload Amendment or Renewal document (Word preferred)



Amend Workflow
From Contract Record

Modify– Amend

When contract record is created, there will be a 
purple banner to alert of upcoming modifications



Terminate Workflow From Contract Record

Modify– Terminate

 Total Contract Value: $0

 Complete all other 
unpopulated required fields

 Upload Termination document 
(Word preferred)



Need to restart a service for a Closed record?

Initiator:

 Note the Closed contract record number
 Start a New Workflow
 Before clicking Submit in the Initiate Phase, enter a comment and note the contract record the 

new contract should be related 
 The Contracting offices will associate the records at the end of the workflow.

**To see the related contract records, see the Associations tab in the contract record



Questions? Concerns?
Please email 

ContractsAdministrationDepartment@uams.edu 

mailto:ContractsAdministrationDepartment@uams.edu
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