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ICONTRACTS JOB AID
ADD AN EZ-IC CONTRACT TO AN EXISTING CONTRACT CONTAINER

Navigate to the existing contract container.
Review the information in the “Summary” tab to ensure it is still accurate—price, company

contact, etc. Some of this may change if you have a renewal contract (price, etc.). To edit
information, click the pencil icon. Be sure to enter the full budget account number.

Click the “Attachment(s)” tab.

Summary Dhﬁachment{s] || Notes ||_l

Click the Library box icon on the left side of the screen:

R
=

Locate the Library template you wish to use and select “Click to Fill Fields” next to the item.

LibraryTtemMame « FillandDownload

Clinical affiliation Agreement Click to fill Fields
Clinical Affiliation Agreement HCA Click to fill Fields
EMT Affiliation Agreement Click to fill Fields

EZ-IC Form ‘ Click to fill Fields

The system default selects “Add to Existing Container” and adds the contract name. Complete
the information below the black line.

Template Name: EZ-1C Form
Contract Type: EZ-1C Form

Description: For independent contractors

Create new Contract Container:
'®  Add to existing Contract Container:
Do not associate with any Contract Container

Contract Name: |

You will not be able to change the
contract name

Document Title: |

Document Category: | ——Select Category-—

Document State: | __Select State-—-

Primary Document?: || Complete th's
Document Description: info rmation

Document Folder:

F'Ieas& select Folder

®) Universal

ContractManager

CONTRACTS AND COMPUANCE - SIMPLIRIED



7. You will notice the “Contract Values” have already been filled in for you based on the
information already entered in the summary tab. You can edit the information as needed.
Then click “Preview/Save.”

Fill values
Enter Contract values

Todays Date

Initiator Email

Initiator Department

Initiator

Initiator Phone

Independent Contractor Business - Individual Name
Independent Contractor Contact Name

Independent Contractor Contact Phone

Independent Contractor Address

Independent Contractor Contact Email

Scope Of Service

Nature Of Service

Dates & Times Of Service To Be Provided

Location Of Service

Source Of Funds - University Budget Account Number [10-1010-10-10101-10101-10101-(

Does This Agreement Include An Exhibit A?
Compensation

55U Check At Conclusion Of Performance
Lodging te be reserved and paid for by 55U

10/21/2019
sbrown@shawnee.edu
Contracts

Sarah Brown

3460

Sally Smith

740-555-5555

123 Main Street
Portsmouth, OH 45662

sallysmith@yahoo.com

Weekend of Welcome
Entertainment.

Select All: ¢ Save/Update Data in Container
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Hold Cirl to Select Multiple ltems or CLICK HERE

ActorfGuest ArtistMusician
Entertainment/Performer
Photographer/Videographer
Speaker/Panalist

August 26, 281%, 6:88 p.m.

55U Facility or Property

MNo
600
Yes
MNo
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“ Create Document ¥ Upload Data

|Preview Only| |Preview / Save| |:I




8. You can review and make changes from within the review screen. Once you are satisfied your
document is correct, click Save and Close and you will return to the previous screen.
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UNIVERSITY
'_ This Agreement may be used for common services that:
- EZ EXternaI Independent — Are listed under "Nature of Service,” below, AND
N —Have no ambiguity regarding performance criteria, AND
: COI’ltl'a CtOI’ Agreement —Have a single service or defined deliverable, AND
n FOR EXTERNAL (NON-EMPLOYEE) INDEPENDENT CONTRACTORS ONLY — Are compensatad in one PEYMENT upon
This agreement MAY INCLUDE AN EXHIBIT A, detailing the scope of services and completion of service, AND
) to be provided. A bl include a of Work, a — Do not exceed competitive bid requirements.
- quote, or a document prepared by SSU or the independent contractor. havmee adu/] AP 400-2Rpcf
™ Form is to be completed by Shawnee State University. See instructions =t bottam
- TODAY'S DATE INITIATOR EMAIL INITIATOR DEPARTMENT
10/21/2019 sbrown@shawnee.edu Contracts
- NAME OF PERSON WHO COMPLETED FORM INITIATOR PHONE
Sarah Brown 3460
INDEPENDENT CONTRACTOR BUSINESS/INDIVIDUAL NAME INDEPENDENT CONTRACTOR CONTACT NAME | INDEPENDENT CONTRACTOR CONTACT PHONE
Sally Smith 740-555-5555
INDEPENDENT CONTRACTOR ADDRESS
123 Main Street
Portsmouth, OH 45662
SCOPE OF SERVICE NATURE OF SERVICE
Weekend of Welcome Entertainment. Entertainment/Performer
- DATE(S) & TIME(S) OF SERVICE TO BE PROVIDED LOCATION OF SERVICE
E August 26, 2019, 6:00 p.m. -
g ! : P SSU Facility or Property
. SOURCE OF FUNDS—UNIVERSITY BUDGET ACCOUNT NUMBER DOES THIS AGREEMENT INCLUDE AN EXHIBIT A7
- 10-1010-10-10101-10101-10101-00000 No
COMPENSATION (lump sum payment to include afl expenses, including travel and meals, if provided by S5U)
n $600
- 53U check at conclusion of performance? Yes
Lodging to be reserved and paid for by SSU?  No
n Shawmee State University's payment terms are Net 30 from receipt of invoice.
. | have reviewed this contract 2nd am sstisfied with its description of the goods and/or services to be provided to the University. | scknowledgs and accept the
- University's obligations 25 described in this agreement. | cartify that neither | nar any department employes involved with the selaction of this vendor or review of this
- contract has @ persanal, fzmily, or business relationship with the vendor. [if thers is  business or family relotionship, contact General Counsel ot Ext. 3046 to discuss.)

9. From here, click the document icon at the bottom, left-hand side of the screen.
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|Preview Only| Preview / Save|




10. Unless you have additional documents or files to attach, click Cancel.

Contract ID: T28287

Document State: [-—Select State— v

Default Document Folder: Documents
1. File: Mo file chosen Category:
2. File: Mao file chesen Category:
3. File: Mo file chosen Category:
4, File: Mo file chosen Category:
5. File: Mao file chesen Category:
6. File: Mo file chosen Category:
7. File: Mo file chosen Category:
8. File: Mo file chosen Category:
9. File: Mo file chosen Category:
10. File: Mo file chesen Category:

Save Cancel

1

11. You will be returned to the “Summary” tab. You should see the number in blue on the “Attachment(s)”
tab increase. This means your document is in the system.

1

Summary “_oAtta{:hment(s] || Notes || Related Contract || Email || Collaboration || Milestones || Activities || History
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12. Scroll back to the top right of the screen and select “Preliminary Review” from the dropdown menu.

~ X

Current 5tage/Change Stage

OQ % Contract Hequest v

Contract Heguest

System emails wil
Chut for Electronic Signature s notify you each time

Active your contract

CA I_.egacyr advances through the
Archive Agreement workflow




That's it—you are done! The Contracts team will be alerted to your contract and will coordinate the review
process from beginning to end, including obtaining signatures, W-9 and OPERS forms. You will be updated
throughout the process via system emails that notify when your contract has moved in the workflow.

In the end, you will received a fully signed contract through DocuSign. In addition, your signed contract is
always available for viewing or downloading in the contract container on the “Summary” tab under “Primary
Document.”

Summary || Oﬂuachment[s} || ) Notes || Related Coni
Show Confract Attributes L Expand All L

Contract Name: et Down Productions

Related Contract: —

MNotify on Stage Sarah Brown
Update:

Responsible Parties: = = =

Primary Document: SAMPLE CONTRACT.docx  Edit im Cloud

! PLEASE NOTE: ICONTRACTS DOES NOT INTEGRATE WITH BEARTRAX. AFTER COMPLETING A
CONTRACT IN ICONTRACTS, YOU WILL STILL NEED TO SUBMIT A PURCHASE ORDER THROUGH
BEARTRAX TO INITIATE PAYMENT.

! PLEASE ALLOW SUFFICIENT TIME FOR CONTRACT REVIEW TO AVOID ANY DISRUPTION IN SERVICES.
A REQUEST TO EXPEDITE A CONTRACT REVIEW SHOULD BE A RARE OCCURRENCE RESERVED FOR
UNUSUAL CIRCUMSTANCES.



