Quick Start Guide for New Contract Module

1. Begin on the Strategic Sourcing webpage at
http://www.creighton.edu/finance/strategicsourcing/.

2. Click on “Enter a Ticket”.

3. Single sign on with your NETID@creighton.edu and Blue password.

New contract requests are submitted at the Strategic Sourcing webpage by
clicking “ENTERATICKET”.
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Next, single sign-on.

4. Click on “I NEED SOMETHING”.

Click on “I NEED SOMETHING”.
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5. Click on “Strategic Sourcing” on the left-hand side.

Click on “STRATEGIC SOURCING”
on the left hand side.
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6. Click on “Request a New Contract” and then “Submit a Ticket”.

Click on “REQUEST NEW CONTRACT”
then “Submit a Ticket”.
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7. Fillin all required fields, upload contract documents and click “OK”.

Fill in all required fields, upload documents and click “OK”’.

Strategic Sourcing New Contract Fo

Timeline for Contracts

module cannol accommodate RUSH reguests

Speclal Instructions:
® For 3rd party contracts, governing law language must specify the State of Nebraska.

* No auto-renewals,

Contracts of a confidential nature initiate in the Office of General Counsel. Contact Lannetto Chavez at LannetteChavez@creighton.edu or x5689 for mstructions

8 this an afiation/artxculation agreement?

s this 2 reveruse agroemant?

Do you already have the contract document? *

15 this 3 new agreement o a renewal?

Supplier Information: Any supplier not registered in CUBuyplus will need to register before recelving payment.

Official business name: *

Product / Service Description

8. If you do not know your BSC Specialist, Financial Liaison or department level approvers, consult
the chart below.

Troublesome Fields in the New Contract Ticket

If you do not know your...

» BSC Specialist: Ask Jeff Klein, Director, Business
Service Center

» Financial Liaison: Ask Laura Mann, Office of the
VP Finance

» Department level approvers: Ask your dean or
vice president/provost
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9. After submitting a ticket, a “Confirmation of Your Request” email will be sent. The email will
contain the information entered into the contract request ticket.

Once submitted,a Recipient Request Confirmation email
will be received. The emails contains the information entered
into the new contract request ticket.

Confirmation of your request SR036417
| @ vou torwarseat 0 272272018 30

ll Recipient Request Confirmation

Your request has been received

Reference #:SR036417

Create Date: 2/22/2018 2:57:31 pm (UTC - 6)
Recipient: Mann, Laura L

Requester: Mann, Laura |

Item Requested: Request New Contract

Additional Info.




