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The purpose of this document is to provide guidance and instruction on the adherence to certain
requirements as set forth in the University Contract Policy. A copy of the policy can be
found under the policy section of the purchasing website at the following link: http:/
www.luc.edu/purchasing/contractpolicy/index.shtml. As a result of the Contract Policy, all
University Departments are required to centralize all of their relevant executed contracts,
agreements and other legally binding documentation in the University’s central repository
(DocFinity). While the Contract Policy requires all contracts in excess of $150,000 are added to
the central repository, Departments are encouraged to utilize this system to archive all of their
contracts, regardless of dollar amount. Certain exceptions do apply (Gifts and Sponsored
Programs).

It is the goal of this process to document all executed contracts and also ensure that, where
required, no disbursements are made by LUC without a final executed agreement on file. In
accordance with the University Contract Policy, the Accounts Payable Department will not
process any single payment in excess of $150,000 without the existence of the appropriate
documentation. Special considerations will be made by the Purchasing Department to review
account activities when the aggregate spend of a vendor exceeds $150,000. It will be the
responsibility of each department to make sure the requisite documentation is imported and
archived timely to ensure an uninterrupted flow of payment to vendors.

Throughout this document we will provide guidance on the following:

Test (Q&A) vs. Production Environments
Basic System Overview and Navigation
Importing Documentation

Creating Batches

Indexing Documentation

Contract Management BPM

Accounts Payable BPM

Searching and Retrieval

System Security
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Be advised that should a department require the additional document types or a change in
security or access they can contact the ECM team at ecmrequest@luc.edu or Purchasing
Department at purchasing@luc.edu.



http://www.luc.edu/purchasing/contractpolicy/index.shtml
mailto:ecmrequest@luc.edu
file:///C:/Users/casoka/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/Q7M7RJAA/purchasing@luc.edu

1. Test (Q&A) vs. Production Environments
Note: Both the Q&A and Production environments reside within the University firewall and
in order to access outside of the University network requires the requisite remote access

rights. (VPN, Global Connect, etc.).

Test (Q&A) Environment

The Test, or Q&A(Quality and Assurance), environment is a space where you can test the
application for different scenarios to ensure that the system is working the way it is intended
to with respect to expectation and established business processes. In most cases, this
environment will be used before official go-live dates to verify process integrity. Once a
department is live in Production, the Q&A environment can be used as a sand box to test
other issues that may arise during normal use. If there is a unique issue, it is recommended
you test this issue in the Q&A environment in order to ensure that it fits within the scope of
the live Production environment. Should the Production environment not satisfy the issue,
you will have to contact the help desk at extension 8-4487 or e-mail to helpdesk@luc.edu in
order to rectify the situation. The Q&A environment can be accessed at:
https://docfingall.luc.edu.

Production Environment

The Production environment is the live system where you will be able to scan, import, index
and retrieve your contracts, agreements and other legally binding documentation. Please
recall that each department is required to capture all of their relevant documentation in excess
of $150,000 and requiring a payment obligation on the behalf of the University. This
environment is only available to authorized users as defined by each department. We will
discuss the features of the Production environment in the following sections. The Production
environment can be accessed at: https://docfinity.luc.edu.

Important: The Q&A and Production environments appear to be very similar so please
use caution when accessing the intended workspace.


https://docfinqa11.luc.edu/
https://docfinity10.luc.edu/

2. Basic System Overview and Navigation

DocFinity as a resource can be used to house any type of document including but not limited
to the following: Pdf documents, Microsoft Office Files (Excel, Word, Power Point, Access,
Visio), .tiff, .jpg, e-mails.

Recall:
Q&A: https://docfingal I.luc.edu.
Production: https://docfinity.luc.edu.

To log in to either environment you will be required to use your regular network user id and
password as the credentials. Once entered, click on Submit.
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When you log in, you will be provided a dashboard for navigation. Be advised that your
navigation pane will only provide those workspaces that the user has security to access.


https://docfinqa11.luc.edu/
https://docfinity10.luc.edu/

The primary Workspaces that users of the Contracts repository will have access to are the
Indexing and Searching Workspace.
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In the Indexing Workspace:

/o

Panels: Each workspace is laid out in “panels”. The panels each represent a
specific function in the workspace. They can easily be modified in various ways.
They can be resized or rearrgaed like any other window. In addition, additional
panels can be added by clicking on the Panels option in the menu bar and clicking
the desired panel.

Batches: This section lists all of the batches that have been establised. Document
can be imported using “My Uploads” or thru e-mail importer. These processes
will be discussed later.

Indexing Panel: Area where you will assign index values for your document
Document Previewer: This is the area where you can view your document.
Thumbnails Space: If your document contains multiple pages you can view
thumbnails of the pages.

Document Navigation Arrows: You can advance through a given documents
pages or between the Document in a batch.

Document Actions Drop Down: You can access a panel to perform various
document actions suc as: email, open as PDF, Markup, etc.

Zoom in and Out
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In the Searching Workspace:

a. Panels: Each workspace is laid out in panels. The panels each represent a specific
function in the workspace. These panels can be modified in various ways. They can
be resized or rearrgaed linke any other window. In addition, additional panels can be
added by clicking on the Panels option in the menu bar and clicking the desired panel.

b. Search: This is the area where you can query for a document (or documents) you
would like to review. We have a number of different querries available for searching
for contracts:

e Contracts Metadata Query: With this query engine you can search for a
document by setting any of the estiblished criteria in the indexing list. The
more fileds you enter the more refined your search becomes.

e Contracts Full Text Search: With a full text search you can query by a work
or phrase and the results will provide you with any document that contains
that word or phrase. Be aware that the ability of DocFinity to provide for a
Full Text Search depends on the quality of the image as it is imported into the
systems. In order for this to work, the document must be a generation one,



native document or one that was scanned from a native document at a DPI of
greater than 300.

e Other Custom Queries: Each department has specific needs unique to their
own business operation. Custom queries can be created on an as needed basis
to meet those needs.

c. Search Results: Based on the criteria and querry performed, the Search Results
window will provide all of the documents that meet your search criteria.

d. Search Pane Action Items: These will be discussed in section 6. Searching.

e. Document Previewer: This is the area where you can view your document.

f. Thumbnails Space: If your document contains multiple pages you can view
thumbnails of the pages.

g. Document Navigation Arrows: You can advance through a given documents pages or
between the Document in a batch.

h. Document Actions Drop Down: You can access a panel to perform various document
actions suc as: email, open as PDF, Markup, etc.

i. Zoom in and Out
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3. Importing Documentation

There are two methods for importing documentation into DocFinity: E-mail Importer and
My-Uploads.

E-Mail Importer: E-mail Importer is a useful tool to import documents into DocFinity.
Through this process, you can e-mail items to DocFinity using a department specific and
unique e-mail address that will be assigned to you at the time your department is live with the
DocFinity System. When you have a document, you can forward those items (including
important e-mails or other attachments) to the Indexing Workspace. These documents will
automatically appear in the Batches list shortly after they have been sent. Each document
sent via this method will show in the list as an e-mail importer document and will include a
date and time stamp.
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“My Uploads:” “My Uploads” can be used to import documents that you have residing on
your local or network drives. This will be the most convenient process for importing
historical documents that currently exist. Once you have uploaded document you can
immediately index them or create a batch for indexing at a later time. The process for using
“My Uploads” is as follows:

e From the Indexing Workspace select the Upload Files button from the Batches Button
Bar. You will be prompted with a new Upload Files window.
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¢ In the Upload Files window, select the “Add file to upload queue” button 8.

Upload Files

Add files by browsing or dragging and dropping them, then upload to add theﬂ -, ploaded
re added to your My Uploads batch.

Files to upload: 0
. =

e Locate and select the file(s) that you would like to import into DocFinity.
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You can select multiple files by using the Shift or Ctrl + Click methodology or you
can select one at a time by going through these steps and then going back and clicking
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on the to go to additional locations for other files.

e Once you have selected the files for import, you can complete the import by clicking
on the Upload File button




Upload Files

Add files by browsing or dragging and dropping them, then upload to add them to DocFinity. Uploaded
fileg are added to your My Uploads batch.

Drop files here to upload

Farmer&#39;s Fridge Amendment 03.10.2019_pdf 500.7 KB

Files to upload: 1
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e Upon Uploading the files you will notice if the Upload was successful by Green Stars
in the Status field. Should there be an issue, you will be prompted to re-try the import
process. Upon a successful upload, you can click on the Close Button.

Upload file [Entr]

e Once you click on Close you will be routed to the Indexing Step in the DocFinity
process. At this stage you can either save these documents as a batch for later
indexing (section 4 Creating Batches) or you can index the documentation (section 5
Indexing Documentation).



4. Creating Batches

Any documentation sent to DocFinity using the e-mail importer will automatically create a
batch in the Indexing Workspace. When using “My Uploads” you will have the ability to
create a batch or batches of the documentation imported using the steps above. In order to
create a batch of items imported:
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e From the documents window, you can highlight one or more documents to include in
your custom batch. You can use the Shift or CTRL + <Click> method to make these
selections. Notice in the following example that we have selected 3 items for our custom
batch (see the blue highlighted items).
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Checked-out Batch: My Uploads

Index the documents in this batch. Check in the batch to return it and save progress.
Commit the batch so that fully indexed documents will be managed.

Indexing prog| Name Category Document Ty|| Date created | Created By

incomplete Aglient Life S¢ CONTRACTS  (unindexed) 11/08/2013 1 bslavin
incomplete Apple A259433 (unindexed] (unindexed) 11/08/2013 1 bslavin
incomplete | Illumina A284| (unindexed) | (unindexed) | 11/08/2013 1| bslavin
incomplete | 20131106132 (unindexed) | (unindexsd) | 11/08/2013 1| bslavin

incomplete  Mr David's Flo (unindexed) (unindexed) 11/08/2013 1 bslavin

e Now that we have selected the items for our batch, we can proceed with defining the

batch by clicking on the Create a new batch button from the Button Bar: S

Once you select your documents and click on the button, you will be prompted with the
Create Batch Window. From this window you can assign a Batch name and Access
Group (your group will be assigend to you during the implementation and training
process) and then Click Save.

Create Batch 2o

Create a new batch from uploaded documents; enter a batch name (if formatted with user-defined
text) and assign group access for indexing.

* Batch name: | Mew Batch Name _11/08/2013 11:00:42 AM_username

= Batch sccess: “ | Assign access| Group |

v CON_PUR_INDEX_SEC
| PURCH_INDEX_SEC
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¢ You will need to create new batches or index (see section 5 Indexing Documentation) all
of the documents imported. Once all have been addressed you will now notice that you
have a new batch (or batches) in your Batch listing.
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Batches contain captured documents that are not yet fully managed. Check out a batch to
index documents; a batch can only be checked out by one user at a time.

Total Batchas: 12 (¥ Filter
Name | Dncnmel| Date createc| Status

B | PURCH_HSD_PO Packet 0O 50 06/04/2013 + Checked in
E | PURCH_HSD_PO Packet_O| 35 07/12/2013 ! Checked in
& | PURCH_HSD_PO Packet_O| 51 08/27/2013 i| Checked in
E | PURCH_HSD_PO Packet_0O| 50 09/04/2013 {| Checked in
& | PURCH_HSD_PO Packet_O| 27 09/06/2013 i| Checked in
& | PURCH_HSD_PO Packet 0| 1 10/08/2013 | Checked in
& | PURCH_HSD_PO Packet_0O| 17 10/15/2013 i| Checked in
(=4 RS - BEVERAGE CONTRACL| 7 10/28/2013 ! Checked in
B | CON_PUR_Emaillmporter -| 2 11/08/2013 | Checked in
NSNS Y YT~y L Jopeyoery " ikl /2013 | Checked in
E & | New Batch Name_11/08/2(| 2 11/08/2013 | Checked in
e | New Bsrch Name sitoe 2 T1/06/2012 | Checked in

5. Indexing Documentation

For the Contracts repository in the DocFinity system, there are standard index values that
must be used with each repository. Departments currently have the ability to become more
granular in the indexing schema. Under the current structure, the following are all of the
used index fields across all Contract repositories. The standard index values are in bold.

INDEX VALUES

Accounting Unit Contract Unique ID Grant Administrator Required Total

Accounting Unit Description Department Name HSD Subtype Status
Activity Description Department Number ITS Subtype Subtype
Activity Number Description Lease Vendor Number
A d Effective Start Date LUC Payment Obligation Vendor or C
Approx Contract Value Event Date Notes Voluntary or Mandatory

AU Description

Exhibit or Attachment

Payment Frequency

VP Deans Name

Board Approval Received

Expiration Date

QSB Subtype

VP Deans Number

Campus

Federal or Non Federal

Reference Unique ID

Workflow Indicator

Cancellation Date

Fiscal Year

Reporting Period Beginning

Cloud Based Service

Fully Executed

Reporting Period Ending

It 1s important to note that when indexing documents in DocFinity, you cannot have multiple
batches open at a given time. If you have a batch open (i.e., checked out), you must
complete that batch. If you have a problem that requires follow up and you would like to put
a batch “to the side for later,” you must check the batch back in. For example, to open a
batch, first verify if it is available for review. The status field will indicate if a batch is
available (see image below).
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Batches contain captured documents that are not yet fully managed. Check out 2 batch to
index documents; a batch can only be checked out by one user at a time.

Total Batches: 132 (#] Filter

Name Documer| Date createc| Status
& | My Uploads ] Checked in o
% PURCH HSD PO Packet Obj| 50 06/04/2013 4:| Checked out
B | PURCH HSD PO Packet 0| 35 07/12/2013 | Checked in

e If you have a batch open and you would like to return it to the un-indexed queue, you can

simply click on the “Check In Batch” button from the button bar @7 . This will return
the bacth and allow you to access a different batch for indexing.
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Important Note: The indexing of documentation is meant to cover 3 areas of documentation:
The original Contract or Agreement, any Amendment or Extension, and Attachments, Exhibits
or supporting documentation.

Each document that is indexed will be given a system generated unique identification number
(Contract ID Number). This number will be used to reference and link the subsidiary documents
(amendments and attachments) to the original agreement. For the sake of an example we will
index three documents to show how we can link the documentation together.

When you begin indexing, please take note of common index fields:

e Contract Unique ID: This is a system generated number that will be used to help identify
and track the document in the system. We recommend that you keep track of these ID’s
in your records.

e Reference Unique ID Number: This field will be used to link the Amendments and
Attachments to the Original document.

e Department and VP/Dean Information: This information defaults based upon the creator
of the document. It is tied to the User ID. This information will help analyze contracts
on a department and division wide basis.

e Vendor Information: The Vendor information requested is the vendor information that
would be used when requesting payments through the Accounts Payable Departments. If
you are familiar with the Vendor Number you may populate it in the Vendor # filed. If
you do this the Vendor Name will automatically populate. If you do not know the vendor



number, please leave the defaulting ‘XXXXXX’ and indicate the vendor name manually
in the field provided.

e Activity: This is the capital project number assigned to construction and other high dollar
capital projects. If your contract pertains to an Activity, it should be provided.

e Approximate Contract Value: It is understood that it is difficult to estimate a contracts
value. Please provide a best approximation for indexing purposes.

e LUC Payment Obligation: Does the contract or agreement in question require a payment
obligation on behalf of the University. In other words do you anticipate completing a
Check Request for this vendor at some point in the future?

Example 1: Indexing the Original Contract, Agreement, or Legally Binding Document:

The first step is to import your document and create the relative batch. To index the document,
select the desired batch from the Indexing Workspace Batches pane listing. Once you open the
batch, the Batches Pane will now list the documents that are within your batch. Locate the
document you would like to index and double click on that item.

When this is done, the document will display in the Document Previewer Window. You can also
view the pages by navigating through the thumbnails that can be displayed at the bottom of the
Document Previewer pane.

In the Index pane, you will need to populate the index values as necessary. Be advised that any
index value designated with a “*’ is a required field.



‘ DocFinity  Workspace Panels Halp B bstevin Logout |

LW

* Category: CONTRACTS | »
* Document Type: BEVERAGE | =

* Contract Unique ID:

* d +
Amendment: | No -] BEVERAGE VENDING MACHINE LICENSE AND

BEVERAGE SUPPLY PROGRAM AGREEMENT - COCA-COLA

* Exhibit or Attachment: | wo | =]

Reference Unique 1D:

This Beverage Vending Maching License and Beverage Supply Program Agreement (the
“Agreement™) is eniered inio as of August 1, 2008, by and between Loyola University of
Chieago, an [linois not for profit corporation (“UNIVERSITY ). and Coca-Cola Enterprises Inc.
d/ba The Coca-Cols Bottling Company of Chicago, an Indiana corparation (referred to herein 45
“BOTTLER” ar “COKE™);

W R @

WHEREAS, UNIVERSI 'Y desires to provide a teasonable and consistent selection of
beverages at o teasonable cost for the convenience of i1s students, faculty and staff at its Chicago
campuses, and desires that a portion of these beverages will be provided by COKE and a portion

* Department Humber: 4510

= Departmant Hams: | PURCHASING of these beverages will be provided by another vendor or vendors; and
P Deane Humb WHEREAS, COKE desies (o provide sufficient COKE product to meet the needs of
eans Humber:  [a00 UNIVERSITY's students, foeulty and stafT us identified by UNIVERSITY,

* VP Deans Name: FINANCE NOW THEREFORE, the pariies agree us [ollows;

= Effactive Start Data: | no/ni/2008 [ Capitalized terms used in this Agreement have the following meanings:

“Beverages” means all new-aleoholic beverages ol any kind or form, and all beverage
||| bascs from which they can be prepared, including without limitation, carbonated . |||
beverages, fruif juice products, hottled welcrs, isotonic beverages, and iced tea: provided

= Expiration Date: | 07/31/2013 [

= vender Numbsr: 500000 M

however, that the deflnition of “Beverages™ dogs not include milk, Havored milk, branded i <
Il or unbranded hat coffee and tea fresh brewed on Campus, branded or unbranded juices i i
* wendor or Company: fresh squeczed on Campus, and unpackaged tap water. I
Activity Number: “Campus™ means all buildings and grounds owned or operated by UNIVERSITY on o

after the boginning of the Term (as defined herein) of this Ageeement, whether existing or
built or aequited during the Term of this Agreement, comprising UNIVERSITY s Lake
Activity Description: Shore and Water Tower campuses, and including UNIVERSITY food service onticts,
vending locations, suditoriums, theatres and dormitory housing on such cempuses;
provided however, that the definition of “Campus” does not include: (i) UNIVERSITY s

* Approx Contract Value:

|_s00,000 - 595,999 I~ filities st the Loyela Univarsity Medieal Center campus: (if) UNIVERSITY s Rome,
* Board Approval Recaivad: Mualy d propert lal properties space owned or
| e [ opesated by UNIVERSITY primarily for investment or incone gencreting purposes,
Lessa: including, without limitation, any such property leased to third partics (¢.z.. the
¢ | wo I~ convenience store leased to Aramark Educational Services, Ine, foated on the firs floor
+ hmtus: of the UNTVERSITY s Lewis Towers building); and (iv) any property owned by
‘| CYRRENT | - | UNTVERSITY that is located autside Chicago. Hlinois.
* LUC Payment Cbligation: | no -] “Company Reverages” means any beverages fumished or supplied by BOTTLER w0 the |
UNIVERSITY, its Food Service Operawr, or the Campus,
Batches > B0

CocaColaVending 2008.dra2.doc
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Checked-out Batch: BRS - BEVERAGE
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Index the documents in this batch. Check in the batch to return it and save progress.
Commit the batch so that fully indexed documents will be managed.

Name Category ~ | Documen *.
Caca Cola Extension Letter signed W| (unindexad) (unindas:
Baverage Vending Machine License & CONTRACTS EEVERAGH

Exhibit A - Vending- Floor Space. Col| CONTRACTS {unindexs

#100% -

Once you have finished populating all of the relevant index information, you can either
continuing indexing any other documents in the batch or you can complete the indexing process

by clicking on the Commit Batch Button from the toolbar &

3 Scan |7 Check Out Batch gl Check In Batch Spcamaitsich B Delete Bafch | 52 View 3 Start a Process 5 Print
[ Delete | 52 View Thumbnails [ff] View Details | et

[ Upload Er Mew ©
[§ Create Pointer (I Edit || Cancel ed

Resume Refresh | /] —

When committed, the system will indicate what portion of the current batch can be completed
based upon the number of documents and the completion of all required index fields. If there are
some completed documents, the system will allow those to complete and will remove those from
your list. Any incomplete documents can be addressed or returned to queue (checked back in)
for later action.
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Checked-out Batch: BRS - BEVERAGE
CONTRACTS_10/28/2013 9:32:24 AM_bslavin

Indewx the docurments in this batch. Chack in the batch to return it and save progress.
Commit the batch so that fully indexed documents will be managed.

Indexing progress Name Category

incomplete Exhibit & - Vending- Floor Space. Col (unindexed
incomplete Coca Cola Extension Letter signed W| (unindexed
.| [ ] [ v

Notice only 1 of 3 was committed and the other 2 remain on the list.

Example 2: Indexing an Amendment or Extension

The steps to take for this type of document are the same as the example above. There are only
two elements that change. When an Original Contract or Agreement already exists in the
DocFinity system, it will have an associated Unique Contract ID Number. For Example 1, the
assigned Unique Contract ID was C10088. We will use this reference for this example.



As we complete the routine steps for importing a document, we will have to address two index
fields differently: The Amendment (or Extension) field and the Reference Unique ID field. All
other fields are consistent with normal considerations. For this Extension the index values will
be as evidenced in the below screen shot.

Please notice:
e Amendment field is now set to Y for ‘yes’ as this document n Amendment.

e Reference Unique ID field now references The Unique ID from the Original Document
(C10088). This will link this new document to the original document. The importance of

this feature will be further evidenced during Section 6 Searching.

= Categary:

| * Document Type:
= Contract Unique 10+

| { = Amendment:
Exhibit or Attachment:

Reference Unique 10

* Department Humber:

* Effective Start Date:
= Expiration Date:

* Vendor Humber

* Vender or Company:
Activity Number:

Activity Description:

* Approx Contract Value:

* Baard Approval Received:
Lease

* Status:

* LUC Payment Obligation:

CE IR 1)

conTRACTS [+
BEVERAGE ‘ v

| ves

| no
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e |a00
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0s/01/2008 |
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000K

cocaA-coLA

Batches
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Index the documents in thi
Commit the batch so that

ARBleoma|Eme a2
Checked-out Batch: BRS - BEVERAGE
CONTRACTS_10/28/2013 9:32:24 AM_bslavin

= batch. Check in the batch to el
fully indexed documents vill be managed.

it and save progress.

Indexing progress

Category

incompleta

=l required

Exchibit A - Vending- Floor Space. Col

Coca Cola Extension Letter signed W

CONTRACTY

CONTRACTS

<l

>

Wl ®

Sincerely,

LOYOLA UNIVERSITY OF CHICAGO

COCA-COLA ENTERPRIS
The Caca-Cola Bottling Cos
By: By

T Name.
Tidle: , Title

#100% v

Once you have finished populating all of the relevant index information, you can
continuing indexing any other documents in the batch or you can complete the indexing process

by clicking on the Commit Batch Button from the toolbar &

either
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When committed, the system will indicate what portion of the current batch can be completed
based upon the number of documents and the completion of all required index fields. If there are
some completed documents, the system will allow those to complete and will remove those from
your list. Any incomplete documents can be addressed or returned to queue (checked back in)
for later action.

Example 3: Indexing an Exhibit or Attachment

Often times, exhibits or attachments are part of the formal contract or agreement. In those cases
these items can be captured as part of that “document.” In other instances, the exhibit or
attachment can be included separately such as an Excel or Visio file. In these cases we can
import these files and index them in the same way as above. There are only two elements that
require additional considerations.

Remember, when an Original Contract or Agreement already exists in the DocFinity system, it
will have an associated Unique Contract ID Number. For Example 1, the assigned Unique
Contract ID was C10088. We will again use this reference number for this example.

As we complete the routine steps for importing a document, we will have to address two index
fields differently: The Exhibit or Attachment field and the Reference Unique ID field. All other
fields are consistent with normal considerations. For this exhibit index values will be as
evidenced in the below screen shot.

Please notice:

e Exhibit or Attachment field is now set to Y for ‘yes’ as this document is an Exhibit.

e Reference Unique ID field now references The Unique ID from the Original Document
(C10088). This will link this new document to the original document. The importance of
this feature will be further evidenced during Section 6 Searching.

o Additionally we could also include the Contract Unique ID from Example 2. This
will allow us to link this Exhibit to both the Original Contract and the
Amendment.



P (R 3BED #* nttps://docfinityl0.luc.edu/docfinity/application/index. htmi#module=main O ~ @ B & X || #® DocFinity
| DacFinity Workspace Panels Help B bslavin Logout
Document Previewer - Exhibit A - Vending- Floor Space. Coke.xls - page 1 [ read onl...=> B
B W[ R 7 e e (3] 2 Iwicolala
=
* Category: CONTRACTS | » 9
* Document Type: BEVERAGE ‘ - -
* Contract Unique 1D: u Exhibit A
- ‘Vending - Floor Space - Fountain Service
x Coca Cola
I * Amendment: l NO | * I T
-
* Exhibit or Attachment: | ves -] T
¥ Coca Cola Vending Machine Placements
T Lsc Coke Owned
Reference Unique ID: | C10088 = Academic Building Location Vending Machines
cioosz o CFSU (Student Union) Loyola Avenue Entrance 1
1125 W Loyola
Chicago IL 60626 Lower Level Across from stairs. 1
‘Cudahy Library
6515 N Kenmare In entryway to right of Front Doors 1
Chicago IL 60626
= Department Number: 4510
Coffey Hall Lower level 1
= Department Name: 1000 W. Sheridan
epartment Name: | PURCHASING Chicago IL. 60626
= VP Deans Number:  |400 Sullivan -Student Services)  Side entrance - Northeast stairs across from 1
6339 N Sheridan launge and Campus Card Office
Chicago IL 60660
= VP Deans Name: | FINANCE
Dumbach Hall Basement Middie of Hallway by Main elevator 1
) 6474 N Kenmore
= Effective Start Date: | 0g/01/2008 | [ Chicago IL 60626 5
* Expiration Date: 12/z1/2012 [ ‘Crown Center Lower Level to right of Frant Doars 1
Il 1001-25 W Loyola Il
* Vendor Humber: | 0000% < Chicago IL 60626 -
Il Life Science 3rd- 41h Floors across from Back Elevators 2 i
* Vender or Company: | COCA-COLA 1050 W Sheridan
Chicago IL. 60626
Activity Humber:
Flanner First floor - entrance Lo Life Science 1
Activity Description: 1068 W. Sheridan
Chicago IL. 60626
* Approx Contract Value: l 500,000 - 999,999 | v I Halas Fitness Canter
6458 N Winthrop Lower level hallway - south end 2
* Board Approval Recsived: [ wra [ v | Chicago IL 60626
Campus Safety Staff lounge at back of buikding right side off of 1
Lease: l NO | » ] 5427 N Sheridan hallway
Chicago IL 60626
* Status: | current [~
* LUC Payment Obligation: | o I+
atches
Batch > B0 +
PR L EEEE R
Checked-out Batch: BRS - BEVERAGE |
CONTRACTS_10/28/2013 9:32:24 AM_bslavin [
Indes the documents in this batch. Check in the batch to raturn it and save progress. = Thumbnails GRE=a C e v v
Commit the batch sa that fully indexed documents vill be managed.
Indexing progress | Name | Category
e | Exchibit A - Vending- Floor Space. Cu|| CONTRACTS
. n ] D
E100%
4

Once you have finished populating all of the relevant index information, you can either
continuing indexing any other documents in the batch or you can complete the indexing process

by clicking on the Commit Batch Button from the toolbar &

Check Out Batch g1 Check In Batc™g@efimit Baich B3 Delete Bafch | 52 View <) Start a Process =4 Print

[ upload Mew balch Ja Scan |

:‘; Create Pointer [ Edit Cancel edit &Dﬂeie | & View Thumbnails E View Details | Refresh Resume Refresh | /] =

When committed, the system will indicate what portion of the current batch can be completed
based upon the number of documents and the completion of all required index fields. If there are
some completed documents, the system will allow those to complete and will remove those from
your list. Any incomplete documents can be addressed or returned to queue (checked back in)
for later action.



6. Contract Management BPM

Once users have indexed and released their Executed Agreements in DocFinity, Procurement
Services Contract Management will begin a detailed review through the DocFinity Business
Process Management routine. This process will ensure that the document indexed are executed
in accordance with the University Contract Policy. The process for this review is as follows:

The designated Contract Management personnel will log into the DocFintiy Contract Review
BPM to review each document. The individual will review each document for the following
criteria:

Contract Completeness: are all of the pages included and legible?

Exhibits or Attachments: are the necessary exhibits or attachments provided per the
terms of the agreement?

Amendment: confirm that the document is appropriately marked as an amendment.
Reference Unique IDs: ensure that all other related documents are referenced
appropriately.

Contract Execution: is the contract executed by an authorized designee of the University?
Index Accuracy: are the indices accurate?

Vendor Assignment: has the document been assigned to a Vendor?

Contract Vendor: is the vendor assigned a currently designated Contract Vendor with the
University?

Notification or Reminder: did the department provide a reasonable notification or
reminder date?

Auto-Renewal: does the contract automatically renew itself at the end of the primary
term?

Approximate Contract Value: Confirm that the document has been appropriately valued.

As exceptions to the above are identified, the Contract Management personnel should re-index

the information as necessary by making a change in the index panel and saving their changesH .
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tal number of entries: 3

300,000 - 999,509

Jobs: Common Queue for Contracts BPM - Purchasing -0

AT B Once the indexes are confirmed, the individual must initiate the
e " workflow by clicking on the “Contract Review BPM Status” from
- the task description panel.
2
i Upon selection, the user will be prompted with a number of
- selections:
The user will select:
e Hold if it is determined that
| == something is missing and the
i department i “we contacted.
e Review Complete if there is no further action required.

e Review Complete — Send to AP (with or without comment) if

the contract Vendor needs to be designated as a Contract Vendor

Once the selection for BPM routing has been completed, the user will select “Commit
ORI Bt

Job? ' Mucemeietetct WoRewmice | g0 the tool bar to execute the BPM. The user can then

move to the next document in the workflow.




7. Accounts Payable BPM

In the process of the Contract Management BPM, if a document is deemed to require Accounts
Payable Review, the selected BPM will send the document to AP through the predefined
workflow. It is the responsibility of Accounts Payable to access this BPM queue to find those
vendors that need to be designated as Contract Vendors in the Lawson System. Once this
designation has been made, the AP representative will release the document from the BPM
queue.



8. Searching and Retrieval

Documentation will be ready for Searching and Retrieval once all of the appropriate indexing
fields have been populated and the relative batches have been committed. Batches that are not
properly committed will not appear in the search workspace.

There are various types of searches that can be done in order to find a document you are looking
for. The most common is the Metadata Query which gives you the ability to search for a
document using any one of the index values that were assigned to a document. Additionally, we
have the ability to perform a Full Text Search which is a highly advanced feature for searching
for a word or phrase within a given document. Be aware that the ability of DocFinity to provide
for a Full Text Search depends on the quality of the image as it is imported into the system. In
order for this to work, the document must be a first generation native document or one that was
scanned from a native document at a DPI of greater than 300. Finally, custom queries can be
created for each department upon request. This can be done in order to specifically identify
unique needs for each department. For the sake of our manual, we will only be discussing the
Metadata query.

By opening the Search Workspace you can select the query method you would like to use by
clicking on the Search drop down:

Search: | Contracts (CON) Metadata Query |~ |

Contracts (CON) Full Text Search -
Contracts (CON) Metadata Query

Contracts (CON) Search By Contract Unique ID and Vendor Name
PCA Metadata Query

Purchase Order Summary

Purchasing (PURCH) Metadata Query

It is recommended that in Search Workspace that you activate the Diary Entry Panel by clicking
on the Panel option in the menu bar and then selecting Diary Entry from the drop down. Users
can enter and review diary entries that are entered by users to give important information about
the documents in question.

Panels

Batches
« Diary
Document Information
« Docurment Previewsr
Indax
Jobs
Job Views
My Desktop
Scan
 Search

w Search Results



Contracts Metadata Query

By using this query, you can search by any index value. The more index values you enter, the
Once you indicate your search criteria you can hit
<Enter> or click on Search. Your results will appear in the Search Results pane. You can scroll
down or sort by each column by clicking on the column headers to find your desired document.
Once identified, you can double click on the item to open the document in the Document Viewer

more streamlined your search will be.

panel.

Searchi | Contracts (CON) Metadata Query
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Total number of entries: 1
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Once you have your documet in the Previewer pane you can decide to take certain actions via the

document tool bar. Actions that are available include the following:

e ™ E-mail the Document: You have the option to e-mail the document to a recipient. An
e-mail box will open within the DocFinity Application and you can send a message and
attach a copy of the document in a .pdf format.

e B print the Document: Users can also select to print the document if necessary. In order
to use this feature, the printers would need to be set up within the DocFinity Application.

This is done by the ECM staff.

o ¥ Download the Document: This will allow you to save the document in it’s native

Application. For example, an Excel File would download as an .xIsx file.



