Ntracts — UAMS Reference Guide

0 Record Types: Contracts, Files, &
w External Parties

Workflow

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

2

@ Navigation, Searching, & Interacting
with Records



Accessing the Application

= CLM.Ntracts.net

= Preferred browser is Chrome,
but Edge is fine.

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

Welcome to

Ntracts

Enter your company email address below

| Email fo]
Email address is required

CTSE



> Contracts- a record with an agreement’s metadata organized
3 R d into contract information fields
eco r > Files- a record with file metadata, available versions, and ability

to download the actual file for viewing purposes
Ty pes > g purp

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

«
< 42: Sandra Young MD
Contracts
Files Party Record Number Type Specialties Status
T ra— 42 Physician Anesthesia Active
)
s USLILE Information Associations (0)
Notifications ~ Associated Contract Records (1)
Task Center E’;‘ 63: Sandra Young MD: Physician: Independent Contractor ~ Party Details iz
[l

Expires: 09/30/2026

Workflow Center

Party Record Number 42
esign Center v Associated File Records (1) Status Active
Employment Agreement Party Type Physician
5 Young, Sandra, MD - Independent Contractor Agreement

Expires: 09/30/2026 Prefix
First Name Sandra
Middle Initial
Last Name Young
Suffix

Degree(s) MD -




How will | know when | have a workflow activity?

Email Workflow Activity Notification

From: Ntracts, Inc. <noreply@ntracts.net>

Sent: Friday, February 3, 2023 1:15 PM

To: i.com>

Subject: Workflow Draft Upload activity has been assigned to you for 307: |- due 2/6/2023

Click the link below to access your activity in the Ntracts application.

Workflow Draft Upload activity has been assigned to you for 307: N due
21612023

Please do not reply to this email as this account is used to send email message only. If you
require assistance accessing your account or have questions conceming Ntracts, please contact

Home Page:
Dashboard Items Due in 30 Days

¢ Contracts  All Contracts Contracts By Type My Contracts  All Contracts Contracts By Statu

Conzulting Services
@ 3 Physician: Employment
I Fhysician Services Agreem
Eguipment: Purchase

tast Expiration

Other
us at support@ntracts.com or +1 688 994 7154, .
A
flows Items Due in 30 Days My Contract Tasks My Workflow Activities U
. 26: Fennell Parking - Construction Agreement
WL = u - (I} Complete
Notifications List :
« :
Filter By Clear All @D Include Proxy Workflow Activities 1-1 0f 1tasks < 11 »
Contracts Status I
59 Unread Notifications
. Unread
Files o
Read Notification Des
External Parties o e
Notification Type g Workflow Requestor activity has been assigned to you for 128: LMN
vy
Reports > Upcoming Auto-Renewals Professional Services Agreement: JMC General Workflow due 4/1/2023
X Upcoming Expirations
Notifications ss Bl Tasks Assigned .4 20: ABC Health, Inc.: Professional Services Agreement will Expire in 90 days
Task Center [ Tasks Completed
8 b4 21: XYZ Health_Inc.; Professional Services Aareement will Exnire in 90 davs |




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

023 : Legal Group, Inc. - Consulting Services Agreement : New Contract Request e ©@ Workflow Status: In Progress
<< Draft Upload > Comments
Due Daie: 10/20/2024
@ Rrequest
e Contract Request Instructions Madeleine 10/17/2024
Madeleine ) ) : . .
Use the document grid to add new documents to be reviewed. When finished, confirm all necessary documents have been provided and submit your response. .
Completed Please review.
Tagged: Robert
@ nitiate e 5 o

ave completed the necessa locument uploads
I'h pleted th ry d pload
Contract Details

Madeleine
(5
Obran 1 Workflow Record Number & Name

ety 2 Workflow Navigation Panel with phases & activities
3 Information Pane containing a form to complete

Draft Review

Robert 4 Documents grid
Orpproval 5 Comments pane

Contract Approval

Betty 6 Workflow Status

Osignature
Signature Preparation
Skylar
Signature Gatekeeper Documents 9 HH + New Document
Betty
OCompIete Name File Record = Purpose = Type = Added By = Date Added =
BT Group, Inc. Consulting Services Agree - Actionable Primary Agreement Madeleine 10/17/2024
Rcl?bert Download View Edit




What features are available on a workflow record?

Permanently cancel
Edit the name of the workflow

the workflow

75 : ABC Vendor - Equipment Lease Agreement : New Contract Reque

st o © [ cancel Workflow v | Workflow Status: In Progress
<< Draft Review / > Comments

o Reassign Cancel -
Due Date: 12/12/2025 .
@Request a “Follow” a workflow & have it

Contract Request

R M 12/09/2025
Jessica Adams Instructions appear on your dashboard aagan oss

Please review.
Completed Use the document grid to view, edit andfor upload any necessary documents for this review. When finishefi, click the cBeckbox below and submit your Tagged: Betty Jimenez
response.

9 ©
Request Gatekeeper

Betty Jimenez View history of a reassignment
C] | have completed the necessary review of documents

@ nitiate Can reassign the activity

Contract Details
Raegan Moss

Completed

O Draft

Add Reviewer

Draft Upload Delete documents

Raegan Moss

Add reviewers or

Documents approvers on the fl we

Dra;l gre'nrtieswr_th PP y If needed, make a

oDert smi Name File Record = Purpose = Type = Date Adde: = g

" " S __| comment. Ability to
ABC Vendgf- Equipment Lease Agreement Actionable Primary Agreement Raegan M Versions : taq a user is
Draft Gatekeeper View Edit Edit — g .
Jessica Adams . available.
Upload Version
Orpprova In app editing for Delee d
Add Approver red"nin Of .dOCX fi|es Send Via Email @
v |4 _ »

b

Additional permissions may be required



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 In App Notification of Created Proxy Assignment

Proxy Assignment
Ntracts - Proxy Assignment Created

TRACTS N

oo

«
: s >Js]-- i e
Ntracts, Inc. <noreply@ntract i — o roxy Pesignmen” mreste

NI

(] fo. ¥ Sarah B Tue 152 B contracts R . Assigned Proxy: Michelle Quinn
Files L2 = ¢ Timeframe: 06/04/2024 to 06/07/2024
Dear Ntracts User: Notification Owner. For questions or concerns, contact the other user or your internal Ntracts
External/Other Parties (] My Notifi ns administrator.

| MMIDD!YYYY| [ Y Principal User: Sarah Parent

A new proxy assignment affecting you has been Created. Here are the S (] Proxy Notifications
details: epaorts Proxy Assignment Updated

Notifications 15 Principal User: Sarah Parent
= Assigned Proxy: Eric Chreist

]

Principal User: Sarah P
Assigned Proxy: Michelle Quimm
Timeframe: 6/4/2024 to 6/7/2024

In App Notification of a Proxy’s Workflow Assignment

During this timeframe, the assigned proxy user will have the authority to
complete outstanding action items on behalf of the principal user. For L )
questions or concerns, contact the other user or your system administrator. Workflow Draft Upload activity has been assigned to Betty

(] = for 23: - Consulting Services Agreement: New 1017/2024

Thank you,
Contract Request due 10/20/2024

Ntracts

- . @ | Wworkflow ~ | Workflow Status: In Progress
Workflow Activity Showing Proxy Wﬁj J
<< Contract Request \ >> Comments

a Due Date: 04/24/2025 Completed Date: 04/21/2025 "’Completed By Josh Knoll (Proxy)

l Contract Request has been completed.




Start New Contract Workflow

N ew WO rkfl Ow Start Workflow — Only complete the required fields

Start Workflow
Start Workflow
Workflow-Name *
- ontracts
‘ Department_External Party_Service
;.’.'OIR:D'.'\' Hame is required
Primary Internal Contracting Entity * - e ve
| Revenue/Affiliation Contract - UAMS Contracts Administration Expense Contract-UAMS Supply Chain Siart New Lontract Workriow sad
Additional Internal Contracting Entities ired
|_ DO NOT USE THIS FIELD
Department *
|. Select department responsible for the services **P'ease nOte |f yOU SeleCt the
Primary Contract Type ” wrong “Internal Contracting
| Depends on service and type of contract e “ .
| Entity” or “Primary Contract
Additional Contract Types . .
| DO NOT USE THIS FIELD Type”, the workflow will be

stopped and new entry required

Justification of Services Needed

DO NOT USE THIS FIELD




D Document - +New Document: From Local

New Document Upload X

Name *

‘_ Will auto populate with name of file. Can be edited if needed ‘ ©

A name is required.

Purpose *

Actionable-needs review/signature Suppporting - |

A purpose is required.

Type *

Depends on type of document uploading - |

New Workflow

Associate to contract record *

@Yes
Always select "Yes"
() No
External/Other Party(s)
‘ Select externaliother parties -
Effective Date _
| MMDDYYYY |

Expiration Date

‘_ MM/DDIYYYY |

File Owner

‘ Select a file owner Initiator's name

File Description

Words or phrases to aid in document searches

A
0! 4000 characters W




D Contract Initiator (Requester)

N ew WO rkfl Ow 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)

« |DC Exempt Reason (revenue related

Justification of Services Needed * Auto Renewal Provision *
' () No
Why should UAMS provide the service or why should UAMS purchase a goods/service © VYes|f Yes, 3 additional fields are required

Auto Renewal Type =

() Evergreen

External Party(s) * N
| © Limited Always select Limited

Contracting party: Customer or Supplier

Auto Renewal Times *

Contract Description * [How many times allowed to renew before a new
' contract is needed

Brief description of the service providing or goods/service purchasing Auto Renewal Term (in months) *

}—Iow many months are in each renewal period




Am e n d WO rkfl Ow D Used to start an Amendment and Renewal workflow

From Contract Record

Amend
Contract Initiator
Due Date: 02/09/2026
Contract Details
Is this for an amendment or renewal? *
Amend Contract X () Amend Change terms, conditions, services during the current term
(O Renewal Extending terms dates beyond the current terms dates
Primary Internal Contracting Entity *
‘ Will auto populate X - ‘
This will initiate the Supply Chain_Amendment workflow. » Complete all unpopulated required fields

Workflow Name *

Department_External Party_Service FY* Amendment  *enter the FY #

‘ » Complete / Update other fields (as needed)
(i.e. FY27)

» Upload Amendment or Renewal document (Word preferred)

Reason for Amendment *

Brief description why the contract needs to be amended during the
current contract terms




D From Contract Record

Amend Workflow |~ . amen

Modify

New Document Upload X
Contract Initiator (Requester) .
Due Date: 02/08/2026 Name *
" | Will auto populate with name of file. Can be edited if needed ‘ ©
Revenue A name ig required.
Purpose *
Justification of Services Needed * lActionab\e-needs review/signature Suppporting - l
A purpose is required
Why need to amendment services Type
l Depends on type of document uploading - l
A file type is required.
_Extemal Pa"‘y {S] N Associate to contract record *
Y
x AR DEPT OF VETERAN AFFAIRS @ es Aways select "Yes”
() No
Contract Description * External/Other Party(s)
[ | Select externaliother parties -
Contract Name: ICE Musculoskeletal and ADVA-Arkansas Veteran's Home at Fayetteville 4600046264; Contract Description: UAMS Northwe: Eﬁe ctive Date
the Arkansas Veteran's Home at Fayetteville. | MDD YY |
Expiration Date
Effective Date * i | MM/DDYYYY |
‘_ 10/01/2014 ‘ If dates need to be amended; change the dates. File Oumer
“*if amendment is a future date, the contract record will | Select a file owner ialor - |
Expiration Date * _ display an Upcoming Modification banner in the . Infiator's name J
‘ 06/30/2026 ‘ contract record. File Description
Waords or phrases to aid in document searches
Ve
- - - 0 7 4000 chararters w
Upcoming Modifications (1)
. When contract record is created, there will be a

[ Amendment effective 10/01/2014 - Scheduled

purple banner to alert of upcoming modifications



Te rm i n ate WO rkfl ow D From Contract Record

Terminate Contract X D Modify— Terminate

Terminate
Primary Internal Contracting Entity * _ New Document Upload X
UAMS Contracts Administration X - | .
- . Name * )
| Will auto populate with name of file. Can be edited if needed | O
TI'IIS W”l initiate the Revenue_Terminate WO[I{“OW_ A name is required
p .
Workflow Name * HP2E
r IAct\onabIe-needs review/signature Suppporting - l
A purpose is required.
Department_External Party_Service Type®
> Total co ntract Value: SO Depends on type of document uploading - I
Peason for Termination * | Afile type is required.
Associate to contract record *
Q) Yes -
| » Complete all other O pays soectves
1 1 E IOther P
unpopulated required fields [op——
elect external/other parties v
Reason for Termination is reguired ‘
Effective Date _
| MWDDYYYY ‘

» Upload Termination document

Expiration Date

Contract Initiator (Requester) (Word preferred) [mwoorrver E
Due Date: 02/09/2026 |”ZEZ":§|E o n
Te rm in a t iﬂ n D Eta i IS Words or phrases to aid in document searches

£
0/ 4000 chararters W

Proposed Termination Date *

| MM/DD/YYYY |




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

< 18247: Arkansas Department of Health: Building/Space Leases

Contract Record Number Effective Date Expiration Date Status Primary Contract Type

18247 12/01/2025 12/31/2026 Active Building/Space Leases

Upcoming Modifications (1) Information History | Associations (1) | Tasks (0) Workflows (2)

[1 Amendment effective 03/01/2026 - Scheduled

2 1119: Party Undefined: Clinical Programs - Ctr for HC Enhancement and Dev: Revenue

+ Associated Party Records (2) & Expires on December 31, 2025




NTRACT

Questions? Concerns?
Please email
ContractsAdministrationDepartment@uams.edu



mailto:ContractsAdministrationDepartment@uams.edu
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