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Procurement Contracts

• Procurement Contract functionality allows you to enter basic contract 
information in to PeopleSoft, once the contract has been finalized, so 
that you can track spend against it.

• This functionality does NOT assist in the creation of or execution of a 
contract.



Procurement Contracts
• Institutions will use a shared SetID for procurement contracts –

‘POCON’.
• Institutions will add/maintain their agency contract information in the POCON 

SetID.
• Institutions will need a Contract Administrator.  This person will add/maintain 

the agency contract information.
• Contract Admins will have authority to view and edit any contract entered in the POCON 

SetID, even if it was entered by a different institution.  Admins will need to be careful to 
only update contracts that have been entered for their institution.

• USG & Statewide contracts will be added/maintained by the system 
office in the POCON SetID.



Procurement Contracts

• Institutions must use the SHARE SetID suppliers in order to use the 
procurement contract functionality.

• Procurement Contracts entered by the Institution will have a Contract ID that 
begins with the first 2 digits of their Business Unit.  The contract ID field 
allows for 25 characters.

• USG contracts that are available for all to use will begin with a different 
identifier.

• Statewide Contract ID’s will not be changed and will be entered into the 
system in the same format as they are received.



Procurement Contracts

Security Roles & User Preferences
• Roles:

• BOR_PO_CONTRACT_ADMIN – Contract Administrator
• BOR_PO_CONTRACT_INQUIRY – Those who need inquiry access for Procurement 

Contracts
• BOR_PO_CONTRACT_REPORTS – Those who need access to reports

• User Preferences:
• Procurement link > Contract Process link – here you will define default options as well as 

the type of action a Contract Admin can take
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Contract Status: When users create a contract, the status appears by default as Open. In order to modify a contract it must be in an Open Status. 

Only contracts with an Approved status are eligible to be referenced on procurement transactions. If users need to modify a contract after it was approved, users must change the status back to Open. 


Select a Supplier by entering the supplier name or Supplier ID in the Supplier or Supplier ID fields, or search for a supplier by clicking on the search icon. 	
Enter the contract Begin Date. 	
Enter the contract Expire Date, if applicable. This field may be left blank. 	
Enter the contract Renewal Date, if applicable. This field may be left blank. 	
Enter Contract ID into the Description field. Information entered into the Description field flows to the PO Reference field on the Purchase Order. 	
If a Master Contract exists, enter the ID into the Master Contract ID field. 	
If desired, enter the Tax Exempt ID into the field and select the Tax Exempt box. 	
the maximum amount of the contract in the Maximum Amount box. If there is no maximum amount defined on the contract, leave this amount as 0.00. 	

New Version button
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Enter comments & attachments by clicking on the Add Comments link. 
Note: If users have multiple attachments to add, click the Plus button (next to the Inactivate button) to add a new row for each attachment. 
Click on the Contract Activities link to add desired activities. Use this functionality to create a notation for a particular activity. The information on this page can be used as a tickler file. Users can organize activity comments by logging the due date and selecting the Done check box. 	
Leave the Contract Release section blank, as this functionality is not supported at this time. 	
Click the Activity Log link to view basic transaction activity information, including the date the log was entered, modified, and approved. 	
Click the Document Status link to view procurement documents associated with the contract. 	
Click on the Thresholds & Notifications link to define specific date and amount notification criteria. The information entered in this section routes notifications the defined users when the contract limits are met. 	
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Check the Send Date/Amount Notification box if notifications should be e-mailed. The criteria below specify types of notifications users can choose to send to recipients. 
• Date Notification: in this section, the Expire Date and Renewal Date fields will automatically populate if dates were entered in the contract header. Specify the desired number of days in the ‘Notify Days Before Expires/Renewal’ boxes. 

• Leave the Contract Approval field blank as this functionality is not currently supported. 

• Maximum Amount Notification: in this section, fill in the Amount Less than Maximum or the Percent Less than Maximum to be notified when the total contract released amount is within the defined maximum of the contract. 
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Notification Assignments: Use this section to define the user(s) to notify when a contract reaches the defined thresholds. Select the Notification Type (Expiration, Maximum Amount, or Renewal) and specify the User ID of the person who should be notified. Once the User ID is specified, the User Description and Email Address will also populate. 

Note: Before creating a notification, the system checks worklist and creates a new notification only if one does not already exist. Also, the user’s e-mail address must exist on their user profile in order for an e-mail notification to be sent to him/her. Contact a local security admin if the recipient’s email address does not auto populate. 	
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In the Order Contract Options section, select the Allow Open Item Reference check box if you want to be able to add lines on a Req/PO transaction and reference the contract id on that line. 
If you want the Contract ID to automatically populate on a transaction whenever the supplier defined on the contract is used on the transaction, select the Auto Default check box. Auto Default should be selected for Statewide contracts. 
Leave the Allow Multicurrency PO and Corporate Contract boxes as checked. 
The PO Defaults, Add Open Item Price Adjustments, and Price Adjustment Template links should not be used at this time. 	
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To add a Contract Item, enter the Description, UOM, and Category.  If needed, you can enter the Merchandise Amount as well. 
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Click on the Line Details icon (between the Line and Item columns).
Expand the Pricing Information section.
Put a checkmark in the Price Can Be Changed On Order box or you will NOT be able to change the price on the contract.
View the Use Contract Base Price to verify it is checked by default.  If not checked, put a check mark in box.  
Navigate to the Schedule Defaults section to enter a value into the Base Price field.  This price defaults onto the Purchase Order each time you copy the contract into a Purchase Order, and can be changed on the Purchase Order if necessary. 
 
Note:  You must enter a value into the Base Price field for the contract to appear in search results when copying a contract to create a Purchase Order.  
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If there are multiple contracts, they will all display here.
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If the Auto Default box is checked, the contract will default in.

If there are Contract Lines you can also select the contract line.  Be careful though to ensure the category id on the line should be the same as what you have on the contract or there may be issues when it comes time to source the req to a PO.
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If the Auto Default box is checked, the contract will default in.

If there are Contract Lines you can also select the contract line.  Be careful though to ensure the category id on the line should be the same as what you have on the contract or there may be issues when it comes time to source the req to a PO.



Procurement Contracts

• When can I start?!

• Institutions should plan to test in the FPLAY environment.

• Institutions to let ITS know when they are ready to begin testing.



Questions?
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