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Creating and Managing Contracts

Introduction

Overview:

The State of Ohio's Department of Administrative Services (DAS) is responsible for the management of statewide Supplier contracts.
Agencies can create and manage contracts that apply only to their agency. The process of creating, negotiating, signing, and
maintaining contracts happens within OhioBuys and is complete once a contract is signed by the State and the Suppliers.

Contract Contract Add Price List Add Add Dealers
Requested Creation Negotiated Term Creation Documents & Subcontractors

(as needed) (as needed)
Key
Contract Legal Additional Contract )
Negotiation Review Approvals Signatures @ Contract Creation
(as needed) [} Contract Review

:] . Contract Maintenance
Supplier Change Contract Termination or
Requests Amendments Suspension

(as needed) (as needed) (as needed)

Processes Covered:

1. Contract Creation: When a recommendation for award is made after a solicitation or when the need arises, a contract record should be created.
This contract record contains important details related to the contract such as the Supplier's information, the start date of the contract, and the
expiration date.

2. Contract Review: During negotiations, the contract can be authored directly within OhioBuys or edited offline then uploaded into the system.
Contract teams allow users to manage security for each contract individually. Teams also pull in necessary subject matter experts to review and
approve. The contract workflow routes each contract to the approvers that have been selected.

3. Contract Maintenance: Different activities related to maintaining the contract record throughout its lifecycle can be conducted directly within
OhioBuys. Users can terminate, suspend, and amend a contract if the need arises.
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Creating a Contract Record

Topics
o Create a Contract Without an OhioBuys Solicitation
e Create a Contract from a Solicitation




Creating and Managing Contracts
Creating a Contract Without an OhioBuys Solicitation

o °
@ﬁlﬂ' OhioBuys (reating a Contract Without an OhioBuys Solicitation

Updated: 09/16/2025 06:50 PM Version: 19.0

O Purpose & Profiles

This job aid covers this section walks through the process of creating a contract record within OhioBuys that is not linked to a
solicitation.

Profiles: Contract Analyst, Procurement Manager, DOT Contract Analyst, Printing Contract Analyst, Real Estate Contract
Analyst, Agency Contract Analyst, Agency Procurement Manager

& Used When

Reference this when a contract record needs to be created.

Note

Contracts can be created from a solicitation or as a stand-alone record. Users cannot retroactively link a solicitation to a contract.
For instructions on how to create a contract from a solicitation or “flip a solicitation”, refer to the Create a Contract from a
Solicitation asset.

Click Contracts

et Apoouds  woicng  ReleaseiPormit  Asbyics  PublcRequest  Admin

1. Login to OhioBuys. From the Main Menu Navigation Bar, clic
Contracts.

lomepage

My pending validations

Contracts

My Recent Activity for Purchases
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Click Create

© Aol i Reese & Pernit Araltics Public Reauest Ay

2. Click Create from the drop-down menu.

Setrest Welcome

The slected content conting o text
5 Hstory

Contracts  Shop Pr

My Recent Activity for Purchases

Browse Contracts

Schedule

nt

Signatures
Browse Templates
Master Clauses

Clauses by Contract

Select Contract Type

s Publc Request Advin

3. Select a Contract Type, which indicates the type of agreement 420w 0

this will be. 9 % Contract: " eR8 o

Refer to the table at the end of the Enduser portion of this > a Canact s
training for more information on the varying types of contract - = el obe

and who can create them. \ e

o Oy Nesoration? Overide Cantact v Pl

Max. EndDate ® Min Renewal Interal i o) ©

Ao Blanct st Exenpt from CB Tveshold Check. Wi STSIMMA Quote Requiement?

Contract Header Contract Scope.

State Cantract Nuber Index Number Paricipting Oganizatons”

Name® ContactResporsitie Commoitis”

Contract Type™ ——

Note

Please consult the table of Contract Types at the end of this section for an
overview of the varying types and who can create each type of contract.
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Select Contract Sub-Type

4. Selecting a Contract Sub-Type field (e.g., Statewide Contract,
Master Services Agreement) based on the executed contract.

Contract:

Contract Dates.
Award Date ©
Orginal End Date

= = = Contact s> rf g CurrentEnd Date
Co n trac t S u b-Ty pe * o o Max. End Date © Min Renewa nteval in months) ©

Exempt from CB Thveshold Crec Wiive STS/MMA Quote Requiement?

Contract Header Contract Scope

Stae Contrsct umber

Name

Note

Please consult the table of Contract Sub-Types at the end of this
section for an overview of the varying types and who can create
each type of contract.

Note

¢ The Bypass Negotiation checkbox is engaged by default. If you intend to engage in Supplier redlining and negotiations
through OhioBuys, you may uncheck it.

e Procurement Managers can engage the Waive STS/MMA Quote Requirement checkbox if there is only one Supplier that the
goods/and or services can be purchased from.

Note

¢ When selecting Competitive Selection, Competitive Selection - Two Phase, Waiver of Competitive Selection, or Requisite
Program a mandatory Revenue Share field will appear.

¢ If the Contract Type = 'Waiver of Competitive Selection' and the Contract Sub-Type = 'Master Cloud Services Agreement’,
'Master License Agreement', or 'Master Services Agreement', a Contract Analyst or Procurement Manger can select optional
Requires RTP, Requires Quotes, or Requires Quote or Justification Document checkboxes.

Requires RTP Requires Quotes Requires Quote or Justification Document

o Checking the Requires RTP box will require all associated requisitions that reference the contract to include an approved
RTP record in the Request to Purchase field of the item's More Item Information section.
o Checking the Requires Quotes box will require all requisitions over $5000 that reference the contract to include a
reference an awarded solicitation that included at least 2 suppliers in the Sourcing field of the line item.
o Checking the Requires Quote or Justification Document box will require all requisitions that reference the contract to
include a reference to an awarded solicitation in the Sourcing field of the line item or to include a justification document.
¢ [f the Contract Owner ='OIT' and the Contract Type = 'Competitive Selection - Two Phase' and the Contract Sub-Type =
'Statewide Contract quote', '‘Multi-Agency Contract Quote', or 'Single Agency Contract Quote', an optional SIA Review Required
checkbox will appear.

(o]

« SIA Review Required ®

Checking this box will route any quick quotes associated with the contract to IT review.
¢ If the Contract Owner ='OIT' and the Contract Type = 'Waiver of Competitive Selection' and the Contract Sub-Type = 'Master
Maintenance Agreement', or any State Term Schedule, an optional SIA Review Required checkbox will appear.
o

« SIA Review Required ®

Checking this box will route any quick quotes associated with the contract to IT review.
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Populate the General Information Section

W Contcs  Stwp  Procuement  Aoorvwls  Inwidng  RelmePerml  Awhiis b Request Adin

5. Indicate whether or not Revenue Share will apply to this e e ki

Contract: Q et "wERBE O

contract. Note that this field will only be visible on certain contract '

sub-types. . e

Comaetiies eizson

Max End D3t ®

& Bypass Negotation?

Revenue Share* i KB i ORUR—

N o ConractHeader
.
o Pom— —

Contract Resporsible

Contract Ouner

Note

If the contract is an override contract, click the Override Contract
checkbox. Vouchers that are associated with override contracts
are linked to the original contract the override was create for and
this contract can be selected in the Contract being Overridden
field.

Complete Contract Header Information

Swpers Souring

6. In the Contract Header section, populate the mandatory field Gl e s

Contract:

Contract Scope

Particpating Orarizatons
ContractResponsie Commarites”
Cantracting Eniy Contract Owner
Supplr BilTye’

< | DoNaten

Mininom Contrct Purchase Amount Catalog Enabled”

Market Type” Reauest o Purciase
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Contract Header Fields

Contract Header

State Contract Number Index Number
Name * Contract Responsible
Contracting Entity Contract Owner™
Supplier Bill Type*
- Do Not Bill [
Minimum Contract Purchase Amount Catalog Enabled”
Market Type * Request to Purchase

Sourcing Project

Public Comments

a. State Contract Number: The contract number that is assigned by the State. For contracts that interface to OAKS, this is the

number that will be sent to OAKS and associated with this contract record. Note that this field will automatically populate with
the Contract ID generated by OhioBuys (e.g., CTR002226), but can be modified as needed after saving.
1. Agency users will be prevented from listing an OPS contract as the master contract when creating an agency administered
contract. The ability to number a contract using an existing State Contract Number will also not be allowed.
2.To avoid integration issues with OAKS, users can no longer enter lowercase alphabetic characters in the State Contract ID
field.
b. Name: This will be the contract name. (Only the following special characters are allowed in the Contract Name field: 1#$&
05N+ @-)
Contracting Entity: The contracting entity should reflect the agency or group responsible for initiating the contract. For example,
contracts issued by the DAS office of Procurement Services should contain “DAS-Administrative Services” as the Contracting
Entity.
d. Market Type: This field indicates the type of Suppliers that are on the contract. (e.g. MBE, EDGE, CRP).
e. Sourcing Project: Contracts that are created from an OhioBuys solicitation will have a linked solicitation record (e.g.,
SRC0000019376 - Laboratory Equipment Maintenance, Supplies, and Licensing).

e]

1. Sourcing Project

SRC0000019376 - Laboratory
Equipment Maintenance, Supplies
and Licensing (D)

)

f. Contract Owner: Agency Competitive Selection (ACS) contracts that involve IT and non-IT components should be set up as
Contract Owner = NIT. For Non-ACS purchases combining IT and Non-IT components, the agency-administered contract should
be set up without the IT flag checked. In these cases, any necessary IT R&Ps should be obtained via the requisition
workflow. ACS contracts established by the Ohio Facilities Construction Commission should have business unit = 'SFC01' and
contract owner = 'CNS".

g. Bill Type: Designates who should be billed to pay for costs associated with administering the contract. (e.g., the agencies using
the contract, the supplier holding the contract, both, neither, etc.)

h. Catalog Enabled: Indicates what type of catalog is setup for this contract. (e.g. hosted or punchout).



Select Participating Organizations

7. In the Contract Scope box, choose the mandatory
Participating Organizations. This field determines which agencies

and/or divisions can order from the contract.

—_

Zl~Check all

. To most effectively choose the Organization, click
the Selector ( + )icon and then select See All. A pop up wil
appear with the organizational hierarchy.

. Under Organizational Hierarchy, click the Expand ( )ico
next to OHIO. If you are creating an agency contract, click
the Expand ( ) icon next to State Agencies.

.Click the Hand (&3 )icon to select all values beneath th
listed organization or click the Checkbox (
each organization to select an individual or a few
organizations.

4. Click the X ( 2 )icon once you have selected your

organizations to move on.

@ Organizational hierarchy

8 &35 OHIO

(O @ State Agencies

2~ CSW-Counselor & Social Workers Bd

DAS-Administrative Services
5 DAS101000 -
DAS103000 -

Administrative Support Divisn

Office of Collective Bargning

DAS104000 -
DAS105000 -
(O DAS301000 -
(D DAS305000 - STOP

- DAS500000 - Office of Information Technlgy
DAS700000 -
O DAS700100 -

Equal Opportunity Division
General Services Division

Human Resources Division

DAS Governor's Office Staff
DAS GOV InnovateOhio

(OXDA - DAS - INACTIVATED DEPARTMENTS

® O
® 0Oz

DEN-Dental Board

DEV-Dept of Development
DMH-OH DEPT OF MH & ADDICTION SVCS
!> DMR-DEVELOPMENTAL DISABILITIES
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o Public Requst Advin

A H Querne - @

Contract: — - w8 0

Alows ers? Exemot from CB Thveshold Creck Wive STS/MMA Quote Requiement?

Contract Header

Stae Contract Number Index Number

Contract Responsible
o12ssgaRTest

Contracting Eniy” Contract Owner”
DAS-Admistrarive Srvces - oms

Suppier BT

- DoNotml
Miimum Contact Purchase Amocrnt Catlog Emabled
Hosted

Market Type Reauest o Purchase

MBE: Misriy Busines Entrpise o-



Select Commodities

8.
contract based on the scope of the contract by typing in the code
description of the code(s) you would like to add.

1. To select the Commodities, type the code or description int
the Commodities field and select the applicable commodity
from the results displayed beneath the field.

2. If you are selecting more than one commodity code, repeat
step 1.

Commodities *

53102300 - Undergarments %
46180000 -
socks|

Personal safety and protec... %

42131507 - Patient slippers or socks

42242004 - Prosthesis stump socks or covers
46181535 - Protective socks or hosiery
47131904 - Absorbent socks

53102402 - Socks

Note

If you are having trouble finding the correct commodity
in OhioBuys, you can also visit the UNSPSC website

In the Commodities field, indicate the commodities tied to the
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Contract:

Alow Blanker Orers? Exemot from CB Thveshold Creck Wive STS/MMA Quote Requiement?
Contract Header
Stae Contract Number Index Number
Name:
o12ssgaRTest

Contract Responsible

Contract Ouner”
- oms
BT
- DoNotml
Miimum Contact Purchase Amocrnt Catlog Emabled

Hosted
Market Type Reauest o Purchase
MBE: Misriy Busines Entrpise o-

Sourcing Proect

(https://www.unspsc.org/search-code) to search for a commodity.

You can also follow the same steps used to complete the
Organizations field to complete the Commodities field. However,

when browsing the commodities list, either click the Hand ( W
) icon to select all values beneath the listed commodity or click

the Checkbox ( ) icon next to each commodity to select an
individual or a few commodities.

Complete the Expiration dates

9. The Notification Date field is automatically populated by
subtracting the specified number of months in the Notification
Period in Months field from the Current End Date (if populated) o
Original End Date field.

The Expiration Notification section contains information about
when an expiration notification will notify the contract team to

review the contract for potential renewal, which usually requires

an amendment. Users can enter a digit into the Notification
Period field to represent the number of months before

Swplers  Soucirg  Contacts  Shop  Proaroment  Aoprowa  Inokcng  Release & Fermit

Anates
ot ntegraton  Settings

Contract:

OnderSupples

Expiration Notification

Netiscaron Date ©

the Current End Date (and if the Current End Date isn't populated;
then before the Original End Date), that an e-mail notification will
be sent.



Creating and Managing Contracts
Creating a Contract Without an OhioBuys Solicitation

Click Save

Swmiers  Sourcns Conracts  Shoy s eme s Pl Ao, P Requesl Adin

10. Click the Save button. R e

Contract: " w8 0

A O Quenne © @

General information Contract Dates
Contract D Suward Date © Efective Date
Contract Type: . we Share" OrfinalEndDate  Current End Date
B ve Compet e Selecton -+ Coterorise Gonvact o] N =
Max.End Date ® Min Renewal Interal i o) ©
v Oypass Nesatation? Override Cotoct v Pl

Ao Bl Orcre? Exenpt from CB Tveshold Check. Wi STSIMMA Quote Requiement?

Contract Header Contract Scope.

Once you click Save, the following tabs on the left side of the pag - — R
become visible: Overview, Contract tree view, Contacts, - S .
Documents, Price List, Orders, Workflow, Evaluation, Dealers, v - , -
Subcontractors, Supplier Change Request, Exceptions, Usage

Report, Payment, and Confidential Documents.

Complete Contract Dates

Swpers Sourcng  Contiacts Shop Py € Approws lnwing Releasc & Permit Aitics

11. Enter the Effective Date which indicates the contract start T o i

date. < 9% Contract:

e e
o - o
e
et e i e
Effective Date e it e
1/1/2024 ContractHeader Crrictseope

Stae Cantract Nurber Index Number Participting Organizatons”
RS Adiistrtie Serces

e ContactResporsitle
on2ssaATe Commeties”

Contracting Eniy e R —

Complete Contract Dates

s PulcRequest  Adnin

12. Enter the Original End Date field with the original or initial 400w @

contract end date.

< 9w Contract: & " eaxk8 @

General information Contract Dates

Contract D states Award Date © Efectve Date
ot

..
Original End Date* T
12/31/2024 ot P

Stoe Contract Number Index Number Pariipating Organizaions
(OAS Admiistraie Services
- Contact Responsitie
1255 Tt Commeties”
4320000 - St

Contracting Eniy Contact Owner




Complete Contract Dates

13. Click the Save button.

8 Save

Contract Types and Sub-Types

Contract Type

Competitive Selection

Competitive Selection - Two
Phase

Waiver of Competitive
Selection

Agency Administered

Requisite Program

Comparison

Real Estate

Direct Purchase

Do N T ® O -H~MD®AAN T WO O N T o

-~ 0O O Nn T L

N =

N o v b w

< 9w

General information

v o

Ao Bl Orcre?

Contract Header

Stote Contract Number

Name
o1

Contract Sub-Type

. Statewide Contract

. Multi-Agency Contract
. Single Agency Contract
. Printing

. Statewide Contract Pre-Quals

. Multi-Agency Contract Pre-Quals
. Single Agency Contract Pre-Quals
. Statewide Contract Quote

. Multi-Agency Contract Quote

. Single Agency Contract Quote

. DOT Multiple Awards

. Master Cloud Services Agreement
. Master License Agreement

Master Maintenance Agreement

. Master Services Agreement
. State Term Schedule S&LG, GSA, DOD, or VA

. Personal Services Agreement

. General Services Agreement

. General goods Agreement

. Professional Services Agreement
. Grant Agreement

. Memorandum of Understanding

. DRC - Ohio Penal Industries (OPI)

DAS - Community Rehabilitation Program
(CRP)

. OOD - Business Enterprise Program

. DAS - Office of Information Technology (OIT)
. DAS - State Printing and Mail Services

. DMH - Ohio Pharmacy Services

. Ohio Facilities Construction Commission

(OFCC)
OFCC Local Agency Administered Agreement

. Comparison

. Commercial Lease Agreement

. Direct Purchase
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i RelemeS Pl Al Pubic Requesl Adin

Contract:

Contract Dates

Suard Date ©

Revenue Share*

v Pl

Exenpt from CB Thveshold Check Wi STSIMMA Quote Requiement?

Index Number

ContactResporsivle

49290000 Sl

Contact Ouer

Who Can Create This Contract Type?

e DAS Office of Procurement Services

o DAS Office of State Printing and
Mail Services

e Department of Transportation

o DAS Office of Procurement Services
e Department of Transportation

e DAS Office of Procurement Services
(for all contract sub-types except
for Commercial Lease Agreements)

o All State Agencies (excluding DAS
Office of Procurement Services)

e Applicable Requisite Program
(i.e. OPI, CRP, OOD-Business
Enterprise Program, OIT, DAS-State
Printing and Mail Services, DMH-
Ohio Pharmacy Services, OFCC)

e The purpose of this is to allow DAS
to input items offered on punchout
catalogs so price audits can be
conducted to ensure pricing
offered on punchout catalogs is
consistent with contracted price.

e Real Estate Analysts

e Catalog Analysts

A O Quenne © @

" axke o
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If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.



mailto:OBM.ContactCenter@obm.ohio.gov
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(ﬁﬁw’ OhioBuys (reating a Contract from a Solicitation
e

Updated: 11/03/2025 06:14 PM Version: 17.0

© Purpose & Profiles

This job aid covers the process of creating a contract record within OhioBuys from an existing solicitation.

Profiles: Contract Analyst, DOT Contract Analyst, Printing Contract Analyst, Real Estate Contract Analyst, Agency Contract Analyst,
Procurement Manager

& Used When

Reference this when a solicitation award has been made and a contract linked to the solicitation needs to be created.

Note

Contracts can be created from a solicitation or as a stand-alone record. For instructions on how to create a stand-alone contract,
please refer to the training materials linked below.

Reference the Following Document(s):

Creating a Contract Without an OhioBuys Solicitation

Note: For users creating a multi-award scenario that includes 10 or more Bidders and/or Suppliers, please create a Helpdesk

ticket including the SRC number associated with the sourcing project. The OhioBuys team will provide guidance on how to mass
upload contract records for each of the awarded Suppliers.


https://ohio.opuseps.com/app/content/tasks/140835
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Navigate to Sourcing Projects

G ononer su;w«)-m procue nabics —— A O Quan . @
1. Log into OhioBuys. From the Main Menu Navigation bar, click < a mm,mMa"agma @ o "

Sourcing and then select Sourcing Projects from the drop-down

My Open Scheduled Task List

menu.

Sourcing Contracts Shop

Sourcing Projects

Create Sourcing Project

Price Management

Create

Open Solicitation

© Ambes  Publchequest  Admin  Conte

2. Search for the solicitation you would like to open using the
Keywords Search, or the available filters. When you have located
the project you want to award, click the Pencil icon.

S soltafonType ¢ WorkllowStatis  Contracting En

SHDNRFRA

»
Pencil icon: 4

cammm .1

ORI 1 Oictors
SDNRERA

Do 13
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Review Award Results

3. Navigate to the Review Award Results tab on the left-hand sig

Sallcaton 10
SRC0O00001183
Lave

DNRFY21.02 Cour Reporte Snices

Setup Project

Last odifcaton = At

wson @

°

Setup Team

Inquiry

Project Schedule

Requirements
Gathering

Setup Documents
Add Suppliers
Prepare Solicitation

View Solicitation
activity

Analyze & Award

Review Award Results

Create/Update a Contract

4. Click the Create/Update a contract button. This button is

located on the Review Award Results tab in the Contract column o
the Take Actions section.

Create/Update a contract
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New or Existing Contract

5. The default option is to create a new contract. If you are
updating an existing agreement, select the radio button for

Existing Contract and then select the contract that requires
updating.

Selct Cont

§ General nformation Scope of Application

Proposal
DNR FY24 Q2 Court Reporter Services(Copy of Proposal # 1

0D

Existing contract

®  New contract

Select Contract

General Information
In the General Information section, populate the mandatory fields:

General Information

Name*

Contract Type*

Supplier Sourcing Project

ASSETWORKS LLC & SRC0000019376 - Laboratory
Status State Contract Number

Draft
Amendment #

a. Name: The name of the agreement (Only the following special characters are allowed in the Name field: 1#$&(),:;./\"+*@-.)

b. Contract Type: Indicates the type of agreement

Note

Please consult the table of Contract Types and Contract Sub-Types at the end of this document for an overview of the varying types
and who can create each type of contract
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Scope of Application

In the Scope of Application section, populate the Contracting Entity. The contracting entity should reflect the agency or group
responsible for initiating the contract. (For example, contracts issued by the DAS Office of Procurement Services should contain
“DAS-Administrative Services” as the Contracting Entity)

Scope of Application

Contracting Entity *
DNR-Dept of Natural Resources -

Participating Organizations
DNR100110 Director's Staff DNRFRA -
DNR100000 - DNR-Department Administration
DNR-Dept of Natural Resources

Primary Commodity
82111603 - Court reporting services Q-

Commodities

The organizations and commodities will default from the solicitation into the Scope of Application section.

Select Organizations

Keywords
Q Search Reset

3 value(s) selected

?[mUncheck all
@ Organizational hierarchy
@ O&k OHIo
@ (O3~ State Agencies
B8 (V2 DNR-Dept of Natural Resources
(@ 2, DNR100000 - DNR-Department Administration

a. Participating Organizations: Select the organization that the contract is for, which determines the agencies and/or divisions that
can order from the contract.

1. To most effectively choose the Organization, click the Selector ( ~ ) icon and then select See All. A pop up (pictured above) will
appear with the organizational hierarchy.

2. Under Organizational Hierarchy, click the Expand ( ) icon next to OHIO. If you are creating an agency contract, click the
Expand ( ) icon next to State Agencies.

3. Select the Checkbox ( (J ) icon next to OHIO for a state-wide contract. For agency contracts, select the Checkbox ( (J )icon
next to the agency name.

4. Click the X ( 3 ) icon once you have selected your organizations to move on.
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Commodities
80120000 - Legal services 80121600 - Business law services [

8019

80121610 - Debt collection law services
80121611 - Healthcare claim law services
80121700 - Civil liability services

80121701 - Malpractice or negligence law services

80121702 - Personal injury law services

See All

b. Commodities: Indicate the commodities tied to the contract based on the scope of the contract. To select commodities, type the
code or description into the Commodities field and select the applicable commodity from the results displayed beneath the field.
Repeat this process to add additional commodities.

¢ If you are having trouble finding the correct commodity in OhioBuys, you can also visit the UNSPSC website
(https://www.unspsc.org/search-code) to search for a commodity.

e You can also follow the same steps used to complete the Organizations field to complete the Commodities field. However,
when browsing the commodities list, either click the Hand ( & ) icon to select all values beneath the listed commodity or click
the Checkbox ( (J )icon next to each commodity to select an individual or a few commodities.

o Allitems flipped from a solicitation will need to have commodities codes added on the Price List.

Adding Solicitation Documents

If there are any documents that were created for the solicitation, they can be carried over into the contract. Users should click

the Checkbox ( ¥ ) icon next to solicitation documents that should be included on the contract record.

Proposal documents to add

Keywords
[ad 1 Selected
v Title Type Att Contact Last Modification (UTC-4)
v  Proposal # 1 Supplier Documents (Apg @ EHL Melissa

1 Record(s

Note

For DOT solicitations that leveraged an Excel-based price sheet rather than using an OhioBuys solicitation grid, users should have
compiled the Supplier response into a bid tabulation Excel and uploaded it to the Setup Documents tab of the solicitation as a
Public Evaluation Document. This document should be attached to any contract created from that response.

Note

If the early contract authoring feature has been utilized, the Supplier's document will appear within the Proposal documents to
add section. When using early contract authoring, contract documents can be created in the Solicitations module using Native or
MS Word Authoring. The Supplier will then be able to download the document, add comments and/or edits and attach a copy of
the file as an attachment when submitting the proposal. Comments and edits submitted by the Supplier will be visible on the
document when it is imported into the contract record.


https://www.unspsc.org/search-code
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Team Members to Add

The contract's team members will default with the team members from the solicitation. To remove team members uncheck the box
next to the user's name.

Team members to add

v Sender Contact Email Profiles at start on Sourcing Projects Profiles on arrival at Contracts
Responsible (Contract) -
v BR{"R&‘% ariannabradley@kpmg.com  ari y@kpmg.com ible (Sourcing Project) x

To change or add a role to a user, select a value in the Profiles on arrival at Contracts column.

Proposal Items to Add

If needed, users can de-select the items that should not be in the price list of this contract. An example of when this would be used is
if the contract will not have a price list or if certain items should only be accessible to certain organizations and, therefore, be
separated into multiple contracts originating from one solicitation.

Proposal items to add

Propose sub-items of awarded items

v Order Code Type Label Qty Deliv. date Unit Unitprice  Amount Deliv. date Contract
v 11.1 Required Item Couch 20.00000 9/30/2020 Each 180.00 3,600.00
1 Result(s) o

Save & Close

6. After reviewing all of the information to be carried into the
contract, click Save & Close.

Save & Close

LR




Browse Contracts

7. Navigate to the Contracts header in the Main Menu Navigatio
Bar and select Browse Contracts from the drop-down menu.

Open Contract

Contracts Shop Procure

Browse Contracts

Create

Signatures
Browse Contract Documents
Browse Clauses

Browse Templates
Master Clauses

Clauses by Contract

8. Click the Pencil icon next to the contract you just created to

open it.

N
Pencil icon: 4
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T —— )
Q2 Court Reporter Services - Review Award Results earch " 8
=3

Review Award Results and Take Action

Suppller
~ Lot 1~ DNRFY24(02 Cour Reportr Sorvics - Found 13 <

Suopler S+ lot/Round o proporsl Contsct

CTROO1SH] ONR Coue R

ASSETWORKS LiC Loti1/Round:s CopyolProposal#1 Selecied s Usy  secte
G

CAREWORKSTECHNOLOGIS  Lot:1/Raund:3  CopyolPropessl#1  Notselectes

2Recorad

v ltems synthesis

55 Rowds s tems S Suppler ¢ Refamount s Togetamount s BldAmounc s Toulrpetsaings ¢ GrndTodl s OAKSID ¢ enifed savings /T

Suppliers Sourcng = [T —

A L Queanme - @

Q serch n

Browse Contracts

Supplers
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Header Tab

-

9. NaVigate to the Header tab. Contract: CTR001378 - DNR Court Reporter Services (Draft)
O T T

Overview

Contract tree view

Header

Negotiated Terms

Contacts

Documents

Price list

Orders

Amendment Orders

General Information

10. Select a Contract Sub-Type from the drop-down menu.

Contract Sub-Type*

General Services Agreement Q-

Al B Orers?

General Goods Agreement

Contract

st

Grant Agreement [

Memorandum of Understanding

Personal Service Agreement

Professional Service Agreement

e e e

Note

Please consult the table of Contract Types and Contract Sub-Types at the end of this document for an overview of the varying types
and who can create each type of contract.



Creating and Managing Contracts
Creating a Contract from a Solicitation

Note
e If the Contract Type is Competitive Selection, Competitive Selection - Two Phase, Waiver of Competitive Selection, or Requisite
Program then the mandatory Revenue Share field will appear.

General information

Contract ID Status

CTR001378 Draft
Contract Type Contract Sub-Type*
Agency Administered General Services Agreement @ ~

« Bypass Negotiation? Override Contract Public?

Sole Source Single Source T

Allow Blanket Orders? Exempt from CB Threshold Check I Waive STS/MMA Quote Requirement?

e By default, the Bypass Negotiations checkbox will be engaged. If you intend to engage in negotiations involving redlining with
the Supplier, you may disengage this checkbox.

e Procurement Managers can engage the Waive STS/MMA Quote Requirement checkbox if there is only one Supplier that the
goods/and or services can be purchased from.

v Agency Competitive Selection

The Agency Competitive Selection checkbox can be used to signify that an agency-administered contract meets competitive
selection requirements, and contracts with this box checked will interface to OAKS and allow POs referencing them to be
exempt from Direct Purchase Authority and Controlling Board thresholds.
o The Contract Not to Exceed field on the Payment and Negotiated Terms tab is required for all Agency Competitive
Selection contracts.
o Agency Competitive Selection contracts cannot be longer than two years in duration, unless the contract is being
established by the Ohio Facilities Construction Commission, business unit = 'SFC01', and contract owner = 'CNS".
If the Contract Type = 'Waiver of Competitive Selection' and the Contract Sub-Type = 'Master Cloud Services Agreement’,
'Master License Agreement', or 'Master Services Agreement', a Contract Analyst or Procurement Manger can select optional
Requires RTP, Requires Quotes, or Requires Quote or Justification Document checkboxes.

Requires RTP Requires Quotes Requires Quote or Justification Document

o Checking the Requires RTP box will require all associated requisitions that reference the contract to include an approved
RTP record in the Request to Purchase field of the item's More Item Information section.
o Checking the Requires Quotes box will require all requisitions over $5000 that reference the contract to include a
reference an awarded solicitation that included at least 2 suppliers in the Sourcing field of the line item.
o Checking the Requires Quote or Justification Document box will require all requisitions that reference the contract to
include a reference to an awarded solicitation in the Sourcing field of the line item or to include a justification document.
¢ If the Contract Owner ='OIT' and the Contract Type = 'Competitive Selection - Two Phase' and the Contract Sub-Type =
'Statewide Contract quote', 'Multi-Agency Contract Quote', or 'Single Agency Contract Quote', an optional SIA Review Required
checkbox will appear.

o

« SIA Review Required ®

Checking this box will route any quick quotes associated with the contract to IT review.
¢ [f the Contract Owner ='OIT' and the Contract Type = 'Waiver of Competitive Selection' and the Contract Sub-Type = 'Master
Maintenance Agreement', or any State Term Schedule, an optional SIA Review Required checkbox will appear.

o

« SIA Review Required ®

Checking this box will route any quick quotes associated with the contract to IT review.
¢ Back-dating is allowed on an Agency Administered contract where the Agency Competitive Selection checkbox is not selected.
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Additional Contract Header Fields

Contract Header

State Contract Number Index Number
Name* Contract Responsible
Contracting Entity * Contract Owner @~
Supplier Bill Type ™
Minimum Contract Purchase Amount Catalog Enabled”
Market Type* Request to Purchase
Sourcing Project Release and Permit
Public Comments Contract Group

Yz s

Internal Contract Notes
O Pre Governance Contract
Vz

O On Hold
O Staff Aug Contract

Order Supplier ®

In the Contract Header section, populate the remaining mandatory fields:

State Contract Number: The contract number that is assigned by the State. For contracts that interface to OAKS, this is the
number that will be sent to OAKS and associated with this contract record. Note that this field will automatically populate with
the Contract ID generated by OhioBuys (e.g., CTR002226), but can be modified as needed after saving. Agency users will be
prevented from listing a DAS Office of Procurement Services (OPS) contract as the master contract when creating an agency
administered contract. The ability to number a contract using an existing State Contract Number will also not be allowed
(although contract amendments can continue to re-use the same State Contract Number). To avoid integration issues with
OAKS, users can no longer enter lowercase alphabetic characters in the State Contract ID field.

Name: This will be the contract name. Only the following special characters are allowed in the Contract Name field: !#$&

0,5 N\'+*@-.

Contract Owner: OIT contracts will affect the direction of the purchase requisition workflow for IT commodities.

o Agency Competitive Selection contracts must list either 'AIT' (i.e., Agency IT Contract) or 'NIT' (i.e., Agency Non-IT
Contract). ACS contracts established by the Ohio Facilities Construction Commission should have business unit = 'SFC01'
and contract owner ='CNS

Bill Type: Designates who should be billed to pay for costs associated with administering the contract. (e.g., the agencies using
the contract, the supplier holding the contract, both, neither, etc.) - note that this field is not required for all contract types and
sub-types.

Catalog Enabled: Indicates what type of catalog is setup for this contract (e.g. hosted or punchout).

Market Type: This field indicates the type of Suppliers that are on the contract. (e.g. MBE, EDGE, CRP)

Additionally, the following non-mandatory fields can be populated in the Contract Header. These fields are listed in order from top-
to-bottom going left-to-right across rows:

Index Number: If the contract will be part of a group that is tracked with index numbers, users should enter that here.
Supplier: This field will populated automatically with the Supplier awarded from the solicitation.

Minimum Contract Purchase Amount: Users can indicate here whether or not there is a minimum dollar amount required to
make an order referencing this contract.

Request to Purchase: If an RTP was created that led to the creation of this contract, users can select it here in the drop-down
menu. Note that the RTP must be available in OhioBuys for users to select it.
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Sourcing Project Description: Will populate automatically with a description of the solicitation if one was entered on the
sourcing project (e.g., SRC0000019376 - Laboratory Equipment Maintenance, Supplies, and Licensing)
o
Sourcing Project
SRC0000019376 - Laboratory

Equipment Maintenance, Supplies
and Licensing (D)

)

Business Unit: If there is a specific business unit that is associated with the contract, users can select it from the drop-down
menu. (e.g., DASO1)

Public Comments: Users can enter comments about the nature and contents of the contract here. These comments will be
available to the public on the OhioBuys Browse Public Contracts page.

Controlling Board Number: If a controlling board number was obtained prior to creating the contract, or if one needs to be
added as part of the approval process, users can select it here.

Pre-Governance Contract: Activate this slider if the contract will be a pre-governance contract.

On Hold: This slider should be activated if the contract is to be put on hold.

Release and Permit: If a release and permit was obtained prior to creating the contract, or if one is required as part of the
contract approval process, users can select it here.

Contract Group: If the contract is part of a contract group, users can explain that here.

Biennium Fiscal Year 1/2: Users can select the biennium fiscal year(s) associated with the contract if applicable.

Biennium Fiscal Year 1/2 Amount: Users can set the dollar amount associated with the contract for a given fiscal year in the
biennium if applicable.

Order Supplier: Populate this field if there is a specific Order Supplier that the Supplier has indicated should be used on all
purchases referencing this contract.

Contract Dates

Contract Dates

Award Date ® Effective Date *
8/24/2023
Original End Date* Current End Date
8/31/2024
Max. End Date ® Min. Renewal Interval (in months) ®

In the contract date section, users must populate the following mandatory fields:

Effective Date: The contract start date.
Original End Date: The date the contract is scheduled to end prior to its first amendment (if applicable).

Additional date fields are:

Award Date: Will automatically populate with the date on which the contract is signed and awarded.

Current End Date: The date the contract is scheduled to end as of the current amendment (if applicable).

Max. End Date: The last date on which a contract amendment can be scheduled to end for this contract.

Min Renewal Interval: The measure in months of the minimum amount of time for a contract renewal via amendment.
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Contract Hierarchy

Contract Hierarchy

Parent Contract
Master Contract

Predecessor Contract

Successor Contract

In the contract hierarchy section:

¢ Predecessor Contract: The contract that preceded the contract currently being viewed. When a contract reaches the end of the

Contract Signature step, the Predecessor Contract will be updated by the system with the current contract's State Contract
Number in the "Successor Contract" field.
e Successor Contract: The contract that replaced the contract currently being viewed.

Both the Predecessor Contract and Successor Contract are editable by the following profiles:

e Agency Contract Analysts, Contract Analysts, Agency Procurement Managers, Procurement Managers, DOT Procurement
Managers, DOT Contract Analysts, Real Estate Contract Analysts, Printing Procurement Managers, and Printing Contract
Analysts

except in the following circumstances:

¢ If contract owner = DAS, OIT, or CRP then only contract analysts and procurement managers can edit.

e [f contract owner = DOT, then only DOT contract analysts and DOT procurement managers can edit.

e If contract owner = SPR, then only Printing contract analysts and printing procurement managers can edit.
e |f contract owner = DAS and contract type = real estate, then only Real Estate Contract Analysts can edit.

Note
Note that when the Contract Owner field is set to CNS, the Original End Date field is no longer mandatory.

Click Save

T

11. After completing the information on the contract Header tab 5 Contact:CTRO01378 - ONR Court RearterSevces Orat)
click Save. omie w P
N " Order Supplier ® ’
r——

Naiheation Date ©

Terminstion stifction

Renewal History

Renewal history



Contract Types and Sub-Types

Contract Type

Competitive Selection

Competitive Selection - Two
Phase

Waiver of Competitive
Selection

Agency Administered

Requisite Program

Comparison

Real Estate

Direct Purchase

Contract Sub-Type
. Statewide Contract
. Multi-Agency Contract
. Single Agency Contract
. Printing

O N T w

. Statewide Contract Pre-Quals

. Multi-Agency Contract Pre-Quals
. Single Agency Contract Pre-Quals
. Statewide Contract Quote

. Multi-Agency Contract Quote

. Single Agency Contract Quote

. DOT Multiple Awards

m -~ & n T o

. Master Cloud Services Agreement

. Master License Agreement

Master Maintenance Agreement

. Master Services Agreement

. State Term Schedule S&LG, GSA, DOD, or VA

o n T W

. Personal Services Agreement

. General Services Agreement

. General goods Agreement

. Professional Services Agreement
. Grant Agreement

. Memorandum of Understanding

-~ MO QO Nn T

—_

. DRC - Ohio Penal Industries (OPI)

. DAS - Community Rehabilitation Program

(CRP)

OOD - Business Enterprise Program

. DAS - Office of Information Technology (OIT)

. DAS - State Printing and Mail Services

. DMH - Ohio Pharmacy Services

. Ohio Facilities Construction Commission
(OFCQ)

8. OFCC Local Agency Administered Agreement

N

Nou s w

a. Comparison

a. Commercial Lease Agreement

a. Direct Purchase

Creating and Managing Contracts
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Who Can Create This Contract Type?

e DAS Office of Procurement Services

e DAS Office of State Printing and
Mail Services

e Department of Transportation

e DAS Office of Procurement Services
e Department of Transportation

e DAS Office of Procurement Services
(for all contract sub-types except
for Commercial Lease Agreements)

o All State Agencies (excluding DAS
Office of Procurement Services)

e Applicable Requisite Program
(i.e. OPI, CRP, OOD-Business
Enterprise Program, OIT, DAS-State
Printing and Mail Services, DMH-
Ohio Pharmacy Services, OFCC)

e The purpose of this is to allow DAS
to input items offered on punchout
catalogs so price audits can be
conducted to ensure pricing
offered on punchout catalogs is
consistent with contracted price.

e Real Estate Analysts

e Catalog Analysts

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.
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Completing the Contract Details

Topics
e Add Contract Contacts
* Request an IT Release and Permit (R&P) via the Contract Workflow
e Add Payment & Negotiated Terms
e Upload Supplemental Documents
e Confirm a Price List and Add Contract Tags
e Add Dealers
e Add Subcontractors
e Contract Authoring (MS Word)
e Reviewing a (MS Word) Contract Document
e Contract Authoring (Native)
e Review and Redline a Natively Authored Contract Document
e Submit a Contract for Review

The Main Documents section on the Documents tab of a contract is where users can create and collaborate on contract documents
and take advantage of OhioBuys contract authoring functionality and contract document workflow.

- “Main Contract,” and “Main Contract (Upgrade)” Both options will allow users to leverage the preconfigured templates and clauses
available for your organization in OhioBuys.

- Selecting "Main Contract” and choosing to leverage Native Authoring will provide you with the ability to leverage existing
clauses, view specific clause history, and add comments associated with each clause.

- Selecting “Main Contract (Upgrade)” will offer all of the same Native Authoring capabilities of the Main Contract option, plus a
more advanced commenting system and access to the contract document approval workflow.

The Electronic Signature section on the Documents tab of a contract is intended for uploading documents that will be electronically
signed using OhioBuys' integration with OneSpan Sign.

The Supplemental Documents section on the Documents tab of a contract is intended for contracts completed outside of OhioBuys
prior to being uploaded.

- Documents uploaded in the Supplemental Documents section on the Documents tab of a contract are not compatible with
Contract Authoring.
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o °
c@ﬁlﬂ' OhioBuys Adding Contract Contacts
e

Updated: 09/19/2025 02:15 PM Version: 9.0

© Purpose & Profiles

This job aid walks through the process of adding supplier contacts and internal team members to a contract record.

Profiles: Contract Analyst, DOT Contract Analyst, Printing Contract Analyst, Real Estate Contract Analyst, Agency Contract
Analyst, DAS Procurement Manager, Procurement Manager

& Used When

Reference this when a new contract record is created in OhioBuys.

Click Browse Contracts

Suppliers Shop  Procurement  Approvals  Invoicing
1. Log in to OhioBuys. From the Main Menu Navigation Bar, clicK Rﬁ o o o v s D 0 Qe - @
Contracts. > Admin omepage Q search oK E®

My pending validations See 2 results Welcome
“The selected content contains no text
Workflow = Actity  + Object ue date = History

CTRO01386 - Software 17 -
CAREWORKS TECHNOLOGIES

RFPODDD001775 - 0A1228 Personl
Tax Syste

Contracts s . K perseonoy7s.

My Recent Activity for Purchases

Click Browse Contracts

A L @uenme ~ @

2. Select Browse Contracts from the drop-down menu.

<
Administration He  schedule earct "o B O
Signatures
My pending validations  Browse Contract Documents ee2results Welcome

B The selected content contains no text

Workflow & Activi Brows

OH Contract M 1T
Contract Sh P - e R 1
ontracts op rocure el o e
: W, T e

Browse Contracts = S e—

Create

[ Schedule

Signatures

Browse Contract Documents
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Click the desired contract

Suppliers  Sourcing  Contracts  Shop  Procurement  Approvals  Invoicing,

3. Click the desired contract Pencil icon to open the contract. A D Qe

Release & Permit  Analytics  PublicRequest  Admin  Config  Integration  Settings

Browse Contracts Q search w ERE

TECHNOLOGIES  DNRContractAnalysto3  Administered

g Training
TECHNOLOGIES  DNRContractAnalyst02  Administered

crRoot0  EC - cTRO0I3%0 0000067707

CAREWORKS

Feining sency
CIROVIZER:  BAR CTRODIEE? 0000067707 ' TECHNOLOGIES DNRContractAnalysto3  Administercd

Pencil Icon:  4*

CAREWORKS  Training

a
CTRO01388 TECHNOLOGIES ~ DNRContractAnalysto2 Administered

DNR

CoNTRaCT CTRO01388 0000067707
DNR-

Contract -

CTRO01385 000067707 CAREWORKS  Training

CTRO01385 Agency
AL TECHNOLOGIES  DNRContractAnalysto1  Administered

Amendment
#

CAREWORKS (0 o e Competitive

Software 1T CTRO01386 0000067707 TedinG i Ocies Selection

CAREWORKS  Trining
Lot CTRNIES 0000777 TECHNOLOGIES DNRCantecthnaystOl  Adrinitered

Click the Contacts tab

Suppliers  Sourcing  Contracts  Shop  Procurement  Approvals  Invoicing

4. Navigate to the Contacts tab. G e A O O uertme -

Release & Permit  Analytics  PublicRequest  Admin  Config  Integration  Settings

Contract: CTR001386 - Software 1T (Draft) Q search " 88

=

cTRo013se
are 1T
| recHnoLosies
Contracting i Contract Type

ity
Draft DAS-Administrative Services Competitive Selection
Effective Date End Date

To add a Supplier contact, click the Select Existing Conta

Suppliers  Sourcing  Contracts  Shop  Procurement  Approvals  Invoicing

5. Click the Select Existing Contact. s 2 Qurm- @

Release & Permit  Analytics  PublicRequest  Admin  Config  Integration  Settings

Contract: CTR001386 - Software 1T (Draft) Q Ssearch = * 8 #H QO

[ submit | Notselectea | [ Other Actions ~

Supplier Contacts Internal team

‘Add Supplier Contact(s) Select user(s) ©

Select Existing Contact

< Profile

Responsible (Contract} -
© rsmduiongcon GRADUS Patrck

Note

o If the Supplier will be responsible for submitting redlines in
OhioBuys, then a contact must be selected in order for them
to be able to edit the contract. Supplier contacts not selected
will have view-only access.

e |f a Supplier contact does not exist in OhioBuys, please
reach out to the Supplier and ask them to update their
contacts.
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Click the contact checkbox

Suppliers  Sourcioz  Contracts ~ Shop  Procurement  Approvals  Invoicing.

b Select Contacts

6. Scroll to the relevant Supplier contact and click the Checkbox
) icon next to their name. The Supplier contact has been <
added to the contract record. : EZ

' Restrct search to current supplier's hierarchy.

Filters Restrict search to current supplier's hierarchy : v

Positon = Phone = CellPhone = Email Other assigned suppliers

Select Contacts f 3 NON= 4 RLOW BRYAN 132340000067707Lcom  CAREWORKS TECHNOLOGIES
Careworks Kurt 1234567890 CAREWORKS OGIES / CAREW...

Hughes Carletta 614-543-2100 chughes@gmai.com CAREWORKS TECHNOLOGIES

nadier caitiin CAREWORKS TECHNOLOGIES

Keywords Supplier
Bl scarch Reset. Ferrall david CAREWORKS TECHNOLOGIES / CAREW..

v Restrict search to current supplier's hierarchy

Filters Restrict search to current supplier's hierarchy : +

Position ¢ Phone ¢ Cell Phone ¢  Email < Other assigned suppliers
B sarowsrAN 13236@00000677071.com  CAREWORKS TECHNOLOGIES
BE corevorskurt P TECHNOLOGIES / CAREW..
[E  Hughes Carletta 614-543-2100 chughes@gmail.com CAREWORKS TECHNOLOGIES
B rader caitiin ilin.nadler@das.ohi CAREWORKS TECHNOLOGIES
Note

e You can also input a keyword in the Keywords field or select a Supplier from the Supplier field and then click Search to find a
specific Supplier contact.

e If no Supplier contacts exist or if a Supplier contact is not selected, make sure the Bypass Negotiation? checkbox on the
Header tab of the contract is selected. If this checkbox is not selected and no Supplier contacts have been added, the contract
will routed to your Agency Admins when the contract is submitted.

Select an internal team member

Suppliers  Sourcing  Contracts  Shop  Procurement  Approvals  Invoicing

7. The “Internal team” lists all state employees, who can be adde G e B0 Queen - @

Release & Permit Analytics  Public Request Config  Integration

as team members to view and approve the details of this contract 3
X ) ! . D 1 Contract: CTR001386 - Software 1T (Draft) " eRBe =HOE
Type the internal contact's name in the Select user(s) field. ===

Internal team

Select userls) ©

o-

© Phone ¢ CellPhone ¢ Position = Contact status = 2 Profile Contact ¢

m

Internal team

Active. Responsible (Contract) -
'] peradus@kpmg.com GRADUS

Select user(s) ®

=]
'
@

(<]

1
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Select internal contact

Suppliers  Sourcing  Contracts  Shop  Procurement  Approvals  Invoicing

o
8. Select the internal contact's name in the Select user(s) field e I v I S = Rl )

and select their name from the drop-down menu. < D & Contract CTRO01386 - Software 1T (Draft) a seaen ®eRB #O0
=

Kaizer o-

KAIZER Mike

KAIZER-REQUESTER Michac

| Phone ¢ CellPhone ¢ Position = Cor
123 KAISER ANGELA
. - KAISER BLAKE
ke 789
KAISER CARL
KAISER CARRIE
KAISER CRAIG
KAISER Daniel

KAISER JESSICA
KAISER JOHN

See All

If selecting a contact that shares a name with multiple users, click
See All to see more details and ensure the correct team member
is added.

Click X to remove assigned profile

Suppliers  Sourcing  Contracts  Shop  Procurement  Approvals  Invoicing

i i i 1 Ghis jser Name: -
9. Click the Xicon to remove the assigned profile. TS s e, (iR i iy (e g B DR o
< 9w Contract: CTR001386 - Software 1T (Draft) Q search wERB H O

-

X lcon: 0 © Phone = CellPhone ¢ Position ¢ Contactstatus + Email < Profile Contact +

456 Active Responsible (Contract]
7890 peradus@kpmg com

Contributor/SME (Contract) [@}
mkaizer@kpmg.com KzeR

Select the desired profile change

Suppliers  Sourcing  Contracts  Shop  Procurement  Approvals  Invoicing

. . . i omionuys A 0O @ venome -
10. Click the Selector ( = ) icon and select the applicable & RoemoSPemit Avdyics  PublcRoqust Adrin ConyInsgation St ©®
Contract: CTR001386 - Software 1T (Draft) Q semen wesBd ® o0

v [t | soecs [N coecont Otrctors -

Contributor/SME (Contract) @ +

profile from the drop-down menu.

KAIZER
Mike

@ mkaizer@kpmg.com

Contract Document Approver 1

Contract Document Approver 2
Contributor/SME (Contract) € ~ Contract Document Approver 3
X Contract Document Approver 4
Legal (Contract Document}

Legal (Contract)

Other Appraver 1 {Contract)
Contract Document Approver 1 P
Other Approver 2 (Contract)

N @ & B Mg :

Contract Document Approver 2

Contract Document Approver 3

Contract Document Approver 4
Legal (Contract Document)
Legal (Contract)

Other Approver 1 (Contract)

Other Approver 2 (Contract)
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o Reviewer: This role allows a user to view and edit a contract.

¢ Legal (Contract): This role pulls in a user during the Legal Approver step of the contract approval workflow. This role cannot
edit the contract.

If you would like your agency's legal users to be able to review and redline your Main Contract documents when the contract is
being drafted and before it formally goes to the Legal Approver step of the workflow, please also assign your legal users the
Contributor/SME (Contract) profile if you would like for them to be able to edit the contract document. If you would like for them to
only review please refer to the Legal (Contract Document) role. If multiple Legal Approvers are assigned, they will each need to
approve the contract in order for it to advance. (e.g., if two Legal Approvers are assigned, and one Other Approver 1 is assigned,
both of the Legal Approvers will need to approve the contract before it goes to the Other Approver 1.

¢ Legal (Contract Document): This role pulls in a user during the Legal Approver step of the contract document workflow. This
role cannot edit the contract. If multiple Legal Approvers are assigned, they will each need to approve the contract in order for
it to advance.

This role cannot edit the contract.

Other Approvers can be selected in a sequential order with up to 4 levels (i.e., Other Approve 1, Other Approver 2, etc.) Multiple
approvers can also be assigned within each Other Approver level. All Other Approvers at a given level will need to approve the
contract in order for it to advance.

o Contract Document Approver 1/2/3/4: This role pulls in a user during the Document Approvers step of the contract document
workflow. This role cannot edit the contract.

Contract Document Approvers can be selected in a sequential order with up to 4 levels (i.e., Contract Document Approver 1,
Contract Document Approver 2, etc.) Multiple approvers can also be assigned within each Contract Document Approver level. All
Contract Document Approvers at a given level will need to approve the contract document in order for it to advance.

* Responsible (Contract): This role can be assigned to multiple users. The user(s) are responsible for managing the contract and
will receive automatic notifications from OhioBuys regarding renewals amendments, and change requests.

¢ Contributor/SME (Contract): This role allows a user to have the ability to find the contract in Browse Contracts page and
review/redline Main Contract documents.

Click the Save button

Suppliers _ Sourcing  Contracts  Shop  Procuremen t  Approwals  Invoicin

11. Click the Save button and continue to add additional contact s A 5 @y -

Pubic Request  Admin Config  Integration
as needed. O 1386 - Software 1T (Draft) Q search - e B

Select user(s) ©
o-

< Phone = CellPhone ¢ Position & Contact status al < Profile Contact =

123
Responsible (Contract) -
o “ radus@kpms com e
G o o Patrick

Contributor/SME (Contract] @

e e ODmE® - HQ

n

If you have questions or need additional assistance, please contact the VI Financial Suppo
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.
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Creating and Managing Contracts
Requesting an IT Release and Permit (R&P) via the Contract Workflow

'_\{I Requesting an IT Release and Permit (R&P) via the
CBM OhioBuys d 8 (REP)
s Contract Workflow

Updated: 10/13/2025 05:04 PM Version: 6.0

© Purpose & Profiles

This job aid covers the additional steps required to set up a contract that will need an IT Release & Permit (R&P).

Profiles: Contract Analyst, Procurement Manager, DOT Contract Analyst, Printing Contract Analyst, Real Estate Contract
Analyst, Agency Contract Analyst, Agency Procurement Manager

& Used When

Reference this when setting up IT contract that requires a R&P.

Header Tab

1. After opening a contract, navigate to the Header tab. "

Contract: CTR001435 - DNR Rugged Tablet Computers (Draft)
[ ]

cTRO01435

DNR Rugged Tablet Computers

Overview -

EndDate
12/30/2024

Contract tree view

Header

Negotiated Terms

Contacts

IT Checkbox
o e e e A e B o
2. Engage the IT checkbox in the General Information section of A B O veten
the Header D Contract: CTR001435 - DNR Rugged Tablet Computers (Draft) Q Search

swoscose | asve S submit [ Notslectes Extractall Documents to Zip File

A - Cauton: AnIT,

General information Contract Dates

Contract 1D Aviard Date ® Effective Date
crRont4s 123172028

Contract Type ontract Sub-Type™ Original End Date” Current End Date

. Bypass Negintor?
Sole Source:

Allow Bankt Orcers? Exempt rom CB Threshald  Waive STS/MMA




Creating and Managing Contracts
Requesting an IT Release and Permit (R&P) via the Contract Workflow

Note

If you are requesting biennium Controlling Board approval as part of this contract, select the Biennium Fiscal Year 1 and Biennium
Fiscal Year 2 and then enter the Biennium Fiscal Year Amount for each fiscal year.

Contract Group

Evaluation 9) P
= Dealers

Subcontractors Biennium Fiscal Year 1 Biennium Fiscal Year 1 Amount
A Eom 2022 - State of Ohio - 1,347,694.870

Biennium Fiscal Year 2 Biennium Fiscal Year 2 Amount
Supplier Change
Request 2023 - State of Ohio - 1,392,154.250

A Exceptions

Negotiated Terms

s PublicRequest  Admin

3. Navigate to the Negotiated Terms tab. 4 a8 @

Contract: CTR001435 - DNR Rugged Tablet Computers (Draft)

A - Caution: AnIT,

General information Contract Dates

Contract D status Aviard Date ® Effective Date
cTRootaas Dratt 123172028

Overview

Contract Type: Contract Sub-Type- Original End Date” Current End Date
Asency Adrinistered neral Goods. = 1213012024 s
Agrcemert

Max. End Date © Min. Renevwl nterval i months) ©

C o n t ra Ct t ree Vi eW v Bypass Negotiation? Oueride Contract

Sale Source single Source

Allow Blanket Orders? Exempt from CB Threshald  Waive STS/MMA

Header

Negotiated Terms

Contacts

Documents

Contract Not to Exceed

4. Enter the Contract Not To Exceed value on the Negotiated < B8 Que
TermS tab O Contract: CTR001435 - DNR Rugged Tablet ft) Q Search
o =
If you entered Biennium Fiscal Year Amounts on the previous ) pumsGme. g Pt e - f::““‘““””"““
page, enter the sum of those two values in this field. r—— frdcee® pdten Pemert .

Qi

Payment Tyne
Jursdicion Vene ayment Typ

Delivery Terms Renegotation Threshold

Contract Not to Exceed

24,999.000
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Save
. ) . . gy " P B ‘el G N
5. Click Save, then continue to populate the remaining details fo e °
yOUr contract O Contract: CTR001435 - DNR ‘omputers (Draft) Q search

m [ subrie [ ot seectes Extractall Documents to Zip File

Estimated ConractVale  Curency ContractNotto Brceed PaymentTems Chart of Account Values
s - 20999
o- [ 2] s ot
Fund Cote © Additonsl Payment Terms

Qg
i Orders

‘ Payment Type
Jurisdiction Venue Governing Law i i
a Save Renegotition Theshold
Delvery Tems

Controlling Board and Release & Permit

lease & Permit  Analyties  PublicRequest  Admin

6. Once your contract is submitted and any Supplier negotiatio

and internal approvals are received, your contract will automatica Contract

route for the necessary IT approvals (e.g., IT SIM, IT SME, EITC ‘ B
Analysts, etc.). After IT has completed their review, an IT R&P I e

number will be generated and will be linked on the : [mm—

Release & Permit field on the header of the contract. You will : o

Sourcing Project

receive an email notification once the necessary approvals have
been received.

Public Comments Controling Board Number

Controlling Board Number

Release and Permit

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.
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o °
cﬁﬁlﬂ' OhioBuys Aqding Payment & Negotiated Terms

Updated: 09/11/2025 04:26 PM Version: 11.0

O Purpose & Profiles

This job aid covers updating the Payment and Negotiated Terms tab on a contract record.

Profiles: Contract Analyst, DOT Contract Analyst, Printing Contract Analyst, Real Estate Contract Analyst, Agency Contract
Analyst, Procurement Manager

& Used When

Reference this when adding Payment and Negotiated Terms to a contract document.

Navigate to Contracts

1. Log in to OhioBuys. From the Main Menu Navigation bar, click
Contracts and then select Browse Contracts from the drop-down e My o Sl Tkt
menu. ? )

mmmmm

Contracts  Shop Procure | | ooty ZH N

Browse Contracts

Create
I Signatures
Browse Contract Documents
Browse Clauses

Browse Templates
Master Clauses

Clauses by Contract



Open the Contract

2. Search for the contract you would like to open using the
Keywords Search, or the available filters. When you have located
the contract you want to update, click the Pencil icon.

\J
Pencil icon: 4

Open Negotiated Terms Tab

3. Navigate to the Negotiated Terms tab.

Overview
Contract tree view

Header

Negotiated Terms

Contacts

Documents

Price list

Orders

Creating and Managing Contracts
Adding Payment & Negotiated Terms

Supplls Sowcg Corcts  Shop  Pracurenent Puble Raguest

Browse Contracts

crrontzze

cTRoatTe

Supslies Souces  Concts  Shop  ocuremant  RelewselPami  Anshics  PublicRequest  Admin  Confg

Contract: CTRO01378 - DNR Court Reporter Services (Draft)

cTRoatas

DNR Court Reporter Services
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Entering Payment and Negotiated Terms

Though not mandatory when creating a contract, users can fill in the information on the Negotiated Terms tab to serve as a sort of
"cheat sheet" for the contract as a whole.

Estimated Contract Value Currency Contract Not to Exceed Payment Terms Chart of Account Values

usD - -
d Fund Code
Fund Code ® Additional Payment Terms

- O Only Accept Pcard Orders M
Account

Jurisdiction Venue Goveming Law Payment Type .
ALl
Delivery Terms Renegotiation Threshold .
Department
Yz % Program
Warranty Terms Price Terms .
Grant/Project
% o % Project
Complaint Process Invoicing Terms
Report
7% Yz
Return Process Penalties
Save Chart Account Values
Y Yz
Choice Criteria Payment Terms
% Yz

The following fields on the Negotiated Terms tab have downstream implications in the purchasing process when users reference the
contract:

a. Revenue Share %: This field needs to be completed if the contract is part of a revenue share.

b. Fund Code: This field will pre-populate if the contract is part of revenue share. It denotes which fund Revenue Share payments are
deposited to.

c. Contract Not to Exceed: This field is important if there is a spend ceiling for the contract. Purchases against the contract that
exceed the ceiling will be blocked.

e The Not to Exceed field is required on Agency Administered contracts where the IT box is checked.

¢ Controlling Board and/or Release and Permit numbers are not required for certain types of agency-administered contracts (i.e.,
Grant Agreement, Memorandum of Understanding (MOU); contracts referencing Controlling Board exempt accounts or
Controlling Board Exempt suppliers).

¢ Any Agency Administered Contracts with - a not to exceed amount of less than than $50K and doesn't cause the agency to
exceed the Controlling Board threshold with the supplier, or - a Controlling Board exempt account code or supplier, or - a
Contract Sub-Type of "Grant Agreement" or "Memorandum of Understanding" will not receive alerts for being over the
Controlling Board Threshold.

e Any Agency Administered Contracts with a not to exceed amount of $50K or more, but a Biennium Fiscal Year 1 Amount and
Biennium Fiscal Year 2 Amount of less than $50K will not receive alerts for being over the DPA or Controlling Board thresholds.

d. Payment Terms: The value in this field transfers into OAKS. Will default to “due immediately” if no other value is selected.

e. Chart of Account Values (section): If pre-determined chartfield information for a purchase requisition needs to be established,
these values can be documented here. If COA values are established, they will still be editable on the purchase requisition.

f. The Account field is required for all non-IT Agency Competitive Selection contracts. This field will be editable at 'Draft' and
'Negotiation in Progress' statuses.
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Note

The following fields are also present on the Negotiated Terms tab, and can be completed to provide an at-a-glance overview of the
contract's terms. However they have no practical impact for users when purchasing from the contract:

a. Estimated Contract Value: Calculated total of contract based on contracted quantity x individual price point of items listed in
Price List.

b. Currency: Lists the currency the contract was negotiated in. (defaults to USD)

c. Jurisdiction Venue: Lists the jurisdiction venue that disputes regarding the contract would fall under. (if applicable)
d. Governing Law: Lists the law(s) covering the contents of the contract. (if applicable)

e. Delivery Terms: Lists any terms related to the delivery of goods on purchase orders.

f. Warranty Terms: Lists any warranties for the product(s) in the contract.

g. Complaint Process: Details how to process a complaint for the Supplier's overall performance or a specific order from the
vendor.

h. Return Process: Outlines the terms of returning delivered goods in order to receive a reimbursement for the purchase.
i. Choice Criteria: Any criteria outlined in the contract.

j. Additional Payment Terms: Outlines additional details related to the payment terms within the contract (e.g., standard payment
terms might be Net60, except when the total order value falls below a minimum threshold in which case the terms would be
Net30).

k. Payment Type: Indicates the preferred method of remitting payment for this agreement. (e.g., Cash, ETF, Pcard, etc.)

I. Renegotiation Threshold: Outlines a threshold that must be reached during the renewal process in order for all of the contract
terms to be subject for review and renegotiation.

m. Price Terms: Outlines any stipulations to the agreed upon price(s) within the contract.
n. Invoicing Terms: Lists any terms related to the billing of goods or services on purchase orders.
o. Penalties: Outlines any penalties for violating the contract terms.

p. Payment Terms (free text entry): Outlines any additional payment terms beyond the two captured in the Payment Terms or the
Additional Payment Terms fields.

Click Save

4. After entering in any desired Payment and Negotiated Terms,
click Save.

B Save

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.


mailto:OBM.ContactCenter@obm.ohio.gov

Creating and Managing Contracts
Uploading Supplemental Documents

o .
(ﬁﬁw’ OhioBuys (jp|oading Supplemental Documents
e

Updated: 11/03/2025 03:01 PM Version: 7.0

© Purpose & Profiles

This job aid covers this section walks through the process of uploading supplemental documents to a contract record in OhioBuys.

Profiles: Contract Analyst, Procurement Manager, DOT Contract Analyst, Printing Contract Analyst, Real Estate Contract
Analyst, Agency Contract Analyst, Agency Procurement Manager

& Used When

Reference this when a contract record is created in OhioBuys and has a contract document or supplemental documents that should
be attached.

Note

e Procurement Managers, Agency Procurement Managers, Printing Procurement Managers, or DOT Procurement Managers are
automatically able to add documents to certain types of contracts (e.g., Agency Procurement Managers can add documents to
Agency Administered contracts). In addition to these types of users, the user(s) listed as the "Contract Responsible" for the
contract can also add documents to their own contract; however, contract contacts who are not the "Contract Responsible"
and/or do not have a Procurement Manager profile will be unable to add contract documents.

e Users with the Contributor/SME profile on the Contact tab will not necessarily have the ability to add contract documents, but
will be able to review and redline Main Contract documents if they are added as Contract Document Approvers.

e When a contract is created from a solicitation, a Contract Analyst has the ability to select which solicitation documents are
carried over to a contract; however, if you would like to include Supplier uploaded documents that were part of a response to
a questionnaire, these documents must be downloaded from OhioBuys and manually uploaded to the associated contract. To
easily download these documents, navigate to the Analyze & Award tab of the solicitation, click the Checkbox icon(s) for the
Supplier proposals you would like to download, and then click Download selected proposals. Doing this will download all
Supplier upload proposal documents to your computer, which can then be uploaded to a contract as needed.

12

Invited Suppliers

[ad Y B Download selected proposals Compare Quotes by ltem

-
proposal I
Progress

aven't Logged In Yet Supplicr(s) Who Declined Participation

Submitted (UTC-4 Total @ Decision MBOD Status  Debarment End Date ¢ Agencies Debarred By

Note

If you plan to author the contract outside of OhioBuys, refer to the Contract Authoring section of this learner guide.



Click Contracts tab

1. Login to OhioBuys. From the Main Menu Navigation Bar, clicK
Contracts.

Contracts

Click Browse Contracts

2. Click Browse Contracts from the drop-down menu.

Browse Contracts

Click the Pencil icon

3. Locate the contract you would like to edit using the Keywords

search.
Once you have located the contract you would like to edit, clig

the Pencil icon to open it.

o s N
Pencil icon: &

Click Documents

Release & Permit

Analytics  Publ

Creating and Managing Contracts
Uploading Supplemental Documents

Administration Homepage

My pending validations

-
Mgt Users: Workflow = Activity

2 |
ke

OH RFx.

Workflow Posted

Draft Contract

Ready to be

< Object

CTRO01386 - Softwa

Income Tax System

My Recent Activity for Purchases

ement  Approvals

Invoicing

in  Config  Integration  Settings

Q. search

See 2 results

Duedate = History.

re 17

CAREWORKS TECHNOLOGIES

RFPO00QD0177S - 0A1228 Personal

Gotopage

4. Navigate to the Documents tab.

B Documents

Suppliers  Sourcing

o
i onioeuys
s

Releat
< 9 W Admi Ic

My pending validations
°

-
Manage Users Workflow = Activi
OH Contract

Workflow Draft)

200
o
Configure

OH RFx
Profiles Workflow

o

o
Browse Data

3

Suppliers  Sourcing

zﬁz{,ﬂf Oniosuys

Release & Permit

Browse Contract:
Suppliers

Keywords

Fiters Keywords

ontractID = Name &

Software 1T

[7lo a cmoouss

s a CTRO00456

Pitney Bowes
Software Inc.

Suppliers

1
onon
‘v:—ﬁ/w e

Release & Permit

Ready
Posted

Analytics

Sourcing

Contracts  Shop  Procu

Creste
Schedule
Signatures
Browse Contract Documents
Browse Clauses
Browse Templates
Master Clauses
Clauses by Contract

fobe  RFPO000001775
Income Tax System

My Recent Activity for Purchases

Contracts ~ Shop

Public Request

s

= Limit

State Contract Number & I

CTRO01386

MMA7466

Contracts  Shop.

Anaiytics  Public Request

Procurement

Admin

Procurement

rement  Approvals  Invoicing

Vn Config Integration  Settings

Q Search

See 2 results

Duedate = History.

elT-
|0LOGIES

0A1228 Personal

Gotopage

Approvals  Invoicing

Config Integration  Settings

Q search

tomy scope @ [N Reset

index Number = OAKSID < Supplier

CAREWORKS
0000067707 TECHNOLOGIES

PITNEY BOWES

0000084531 orTWARE INC

Approvals Invoicing

Admin  Config Integration  Settings

% Contract Responsible &

Gradus Patrick

Contract: CTR001386 - Software 1T (Draft) Q Search

Save & Close [ submit | otselected
Other Actions ~

CTRO01386

Software 1T
CAREWORKS TECHNOLOGIES

Status Contracting Enti
Draft DAS-Admiristrative Services
Effective Date End Date.

9/18/2023 10/25/2023

A D Queame + @

" & HQ
J

Welcome

The selected cantent contains no text

s 5 Qoo - @

Welcome

“The selected content contains no text

A O Quenne + @

Contract Type &

Competitive
Selection
Waiver of
Competitive
Selection

b0 Qunn- @

" ex8 HO

Contract T
Competitive Selection




Click Create Document

5. Under the Supplemental Documents section, click the
Create Document button.

Create Document

Select a Document Type

6. Select the desired document type.

¢ Confidential Document: Only visible to the contract team
in the confidential documents tab, and users with the
Confidential Documents role. An example would be
specific information related to a subcontractor like pricing.

¢ Internal Document: Visible to all agency users who can see
that contract.

¢ Public Document: Documents that are to be posted publicly,

An example would be a redacted version of the entire
contract document (since an authored document is not

posted to the public portal). These are visible to any agency

users who can see the contract internally and all public
visitors.

¢ Supplier Confidential Document: These documents are only

visible to the contract team, Suppliers on the contract, and

users with the Confidential Documents role. An example of

this would be floor plans of building that should only be

visible to the internal and supplier contacts on the contract,

not all State users with access to the contract.

Select a document type

Confidential Document

General Conditions

Internal Document

Principal Contract

Public Document

Supplier Confidential Document
Usage Report ETL

Creating and Managing Contracts
Uploading Supplemental Documents

Suppliers  Sourcing  Contracts  Shop  Procurement  Approvals  Invoicing

A L Quenme - @

Release & Permit  Analytics  PublicRequest  Admin  Config  Integration  Settings

Contract: CTRO01386 - Software 1T (Draft) Q search a8 B O

< Content editor

Select a docum

Other Actions ~

Main Documents

o)

Suppliers  Sourcing  Contracts  Shop  Procurement  Approvals  Invoicing

Release & Permit  Analytics  PublicRequest  Admin  Config  Integration  Settings

Tl D

D
Usage Report ETL

ent type e
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Enter the Document Title

7. Enter a name for the document in the Title field. &L Ou . @

%8 @0 x
[ oo ]
Information
T -—
. mple: Approved
- -
Tltle ® @ Click or Drag to add files
Document Sample 1|

Summary®
Contract

CTRO01386 - Software 1T

Insert Document Version

Suppliers  Sourcing

8. Update the document Version number as appropriate. G o

Public Document

Information

Version @* : s

1.1]

© @ Clickor Drag to add files

Contract

CTRO01386 - Software 1T

Enter Document Summary

) . . t@‘/fg oniopuys
9. Complete the Summary field by inserting a thorough W,
description of the document.
Title Information
Document Sample Approved
. Version ©" o]
11 @ & Click or Drag to add files.
Summary® a
& | summary®

Contract

sample
Sample

CTRO01386 - Software 1T

Upload document

. 8 %on—n«n e A O O uvername ©

10. Click the Click or Drag to add files button to a upload P s ©
document. Then select the document to be attached from your B0 o
desktop. Information

i . " ik orDrg o s
°
& Summary®
@ Click or Drag to add files '

Sample:

CTROD1386 - Software 1T




Creating and Managing Contracts
Uploading Supplemental Documents

Complete Upload

Suppliers  Sourcing  Contracts  Shop  Procurement  Approwals  Invoicing

Public Document

11. Click Save & Close.
33

Title Information
Title® Status
Dacument Sample 1 Fo—
Click or Drag to add fies
@

i He Version ®*
B Save as draft Save & Close Publish Delete i 11 © | Clickoor Drag to add iles
L]

Summary® 6N - Contract Document docx. ® ©

Sample. Contract

CTROD1386 - Software 1T

a. To save as a draft and finish later, click Save as draft.

b. To save as a draft and close the window, click Save & Close.

c. To publish the final version, click Publish.

d. If you have saved a draft, but wish to cancel the document
click Delete.

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys:
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.
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(4 .
‘Bﬁlﬂ' OhioBuys confirming a Price List and Add Contract Tags

Updated: 10/07/2025 04:12 PM Version: 6.0

O Purpose & Profiles

This job aid covers the process for reviewing the price list on a contract and adding contract tags.

Profiles: Contract Analyst, Catalog Analyst, DOT Contract Analyst, Printing Contract Analyst, Real Estate Contract Analyst, Agency
Contract Analyst, Agency Catalog Analyst, Procurement Manager

& Used When

Reference this when confirming the price list on a contract created from a solicitation in OhioBuys.

Note

e Confirming a price list is an opportunity for a user to review the details of items that have been transferred from a solicitation
or are being added as part of the contract setup process. The price list should reflect the items housed within the contract
document and functions as a “cheat sheet” for anyone viewing the contract record. It is also the precursor for a hosted
catalog. For more information managing catalogs refer to the Managing Hosted Catalogs Learner Guide.

e During negotiations, the catalog import process should be initiated and occur simultaneously with the contract approval
process. If not, items may be added to the catalog with missing information. For more information on the process for

importing a hosted catalog or initiating a punchout catalog, refer to the Managing Hosted Catalogs Learner Guide linked
above.

Navigate to Contracts

A L Quenn - @
1. Log in to OhioBuys. From the Main Menu Navigation bar, click -

Contracts and then select Browse Contracts from the drop-down e Wy ST

Th slctedcontent contin 1 e

menu.

Contracts Shop Procure ol i S " -

Browse Contracts

Create

Signatures
Browse Contract Documents
Browse Clauses

Browse Templates
Master Clauses

Clauses by Contract


https://procure.ohio.gov/state-and-local-agencies/resources/02_OhioBuys-Agency-Training/03_agency-training-catalog
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Open Contract

@nmm,, Swplrs Sy Conincts Shop  Procsment  Reeme&Pemit A PublicRemest  Admin  Conf A 0D O e - @

2. Search for the contract you would like to open using the <D BowseContacts )
Keywords Search, or the available filters. When you have located e
the contract you want to update, click the Pencil icon.

"

o Supler & ConractResponsble ¢ ConractType & ContctSubType & Conwract Owner & Contracting Etty

SSSETVORKS T Aoy
uc DNRConmscrahstlo  Adminisieed

crRoota crroatTn 006450
E

\J
Pencil icon: 4

B et oucozsiess [N s S oo =

S aroozan HENAW e siongney

g E
DASCantsctAnah 09 Sclcion E Ll

Open Price List Tab

S —— S, o B S Moo M
3. NaVigate to the Price list tab. < 9w Contract: CTR001378 - DNR Court Reporter Services (Draft) each
oo Iz

crvoosae

DNR Court Reporter Services

arote

EfectivoDate

Overview

Contract tree view

Header

Negotiated Terms

Contacts

Documents

Price list

Orders

Amendment Orders
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Updating Contract Tags
Create ltem
Contract Type Contract Tags
Agency Administered Agency Administered
Export Price List Update Date
Quantity Commodity Product Code ® Name Product Reference ® Price Currency uomMm Validity Start Date ® Validity End Date ® Tag Availability Sourcing Event In
Court Court
pl reporting 1.1 Reporter 39.000 usD Hours 9/30/2023 8/31/2024 . PRO00898 / 11_1
services Services
Court Reporter
yl reporting 1.2 Se"’vices 19.000 usD Hours 9/30/2023 8/31/2024 . PRO00898 / 11_2
services

or

2 Record(s)

Users should review the displayed item grid to see the goods and/or services that are offered as part of the contract. If you would
like add tags to your contract's price list, select the appropriate tags (e.g., Dealer, Mandatory - First Requisite Program, etc.) from
the Contract Tags field. Adding tags on this page will ensure the contract’s goods and/or services are displayed by default on

the Browse Items page. You should only add tags to your contract as applicable.

Contract Tags

Agency Administered (x =
[

Agency Contract

Comparison Item
Dangerous
Dealer

External Item

D Mandatory- DAS Contract Pr
Mandatory- First Requisite Programs
23 Mandatory- Second Requisite Programs
MBE Set-aside

23| Reauires Quote

See All

After updating the Contract Tags field with the appropriate tags, click Save.

Note

To remove a Contract Tag click the X icon next to the tag you would like to remove and then click Save.
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Review and Edit Individual items

Swplars  Soudg  Cowacs Swp  Poamment  Reswedlemt  Awhtcs  PublcReuest  Adnin

4. Review the individual items contained in the Price List. If : Contact: CTRG01378 - DNR Court ReparterServces Draf)
updates need to be made to an item, click the Pencil icon to its le : I e
to open it.
‘Quantity Commodity ¢ Product Code® ¢ Name ¢ Product Reference ® ¢ Price % Currency ¢ UOM ¢ Validity Start Date ® ¢ Val — f— NS
d reporting. n1 Reporter 39.000 usD Hours. 9/30/2023 Sr302023 /312004 PRODCE98 /1 2
s reporting 12 Reporter 19.000 usbD Hours 9/30/2023

services Services
or

2 Record(s)

Product Information

Product Information Detailed Description File Upload
Product Label Product Code* Existing Product Description* © @ Click or Drag to add a picture
Court Reporter Services 1.1 - Court Reporter Services - Normal Hourly charge
Product Reference ©* Type*
Y
CRO1 Services -

® @ Click or Drag to add files
‘Commodity * Characteristics Group

82111603 - Court reporting @ ~
services

Manufacturer * Link to Catalog Keywords
ASSETWORKS LLC -
Services Type @ Post to Catalog
Generic Product @ - Yes
Summary

Product Characteristics

Users with either the Catalog Analyst or the Agency Catalog Analyst profiles are able to make updates to the Product Information
page on an item in a contract price list. For more information on managing items and hosted catalogs, please consult the Managing
Hosted Catalogs Learner Guide linked at the beginning of this asset. If you do make any updates to the Product information, click
Save.

Note
e Allitems flipped from a solicitation will need to be updated to include commodity codes on the price list.
e The Bidder/Supplier will carry into the item information as the Manufacturer. To avoid errors during purchasing, the Supplier

must be identified as a Manufacturer. To add the Supplier as a Manufacturer, submit a request to the Catalog Management
team by emailing ohiosharedservices@ohio.gov.

e For more information on how to use these fields, refer to the Managing Hosted Catalogs Learner Guide linked at the
beginning of this document.


mailto:ohiosharedservices@ohio.gov
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Edit Additional Item Information

5. To make updates to additional item information, scroll down Hem: 1.1 Cout ReporterSevies
the Other Items section and click the Pencil icon next to the item. °
.
Other Items | :

Supplier % Retail Price ¢ Currency y # UOM 2 ValidityStart© ¢ Validity End® 4 Status ¢ Options  Deliverydelay ¢ Item Reference s Name
usp L gsbunied  pours /3012028 w32 Approved
ASSETWORKS Unted o son ey Asproved o =
1 Record(s) o

> ®

Additional Item Information

Item tag
Item description Pricing
Item Code Name* Validity Start Date
Monthly virtual training (2 one-hour trainings per £ 3/21/2023

Supplier* Validity End Date

#1 Supply & Rental LLC o @ 9 4/30/2023
Supplier Contact Status*

KIEHL Melissa o~ ~ Approved o-
Punchout Retail price (Total)
Packaging Retail Price (Excl. Tax)
Incoterm Currency*

. usD o~
Incoterm Location Minimum Order Quantity
Shipping Mode Negotiated Quantity
- 20.000

Contract* uomM®

CTRO13387 - Managing Contracts LG test @ & Each o-
Effective Date
To (include)

4/30/2023 Quantity* ¢ Price (ExcLTax)  Price (Incl. Tax)* 2
Catalog Link ~ -

0} 0.000 650.000 650.000
Example ©

O Comparison ltem Quantity=1 Price=650
Comments Options and Substitute Items

Is an option ©®
v Select Options ®

On this page, users can confirm additional information about the item such as validity dates and pricing. For more details on how to
use these fields, and on creating and managing items more broadly, please refer to the Managing Hosted Catalogs Learner Guide
found on the OhioBuys Agency Training Website.

Note

If added to the Team, the Approvers and the Supplier will be able to review item information updated on the Price List tab.


https://procure.ohio.gov/state-and-local-agencies/resources/02_OhioBuys-Agency-Training/03_agency-training-catalog
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Save Updates
6. After completing your updates and confirming the price list, <D % Conact CTRODIOTB- DNR Court Reportr Senvies (Draf
click Save.

o

e s ProduiReference® s Prke ¢ Cumency s UOM S ValdiySuriDste® ¢ VldiyEmdDate® s Tog o Avalbily | Souchg Ewent i

39.000

19.000 sz poren PROGGeT8 /11,2

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.


mailto:OBM.ContactCenter@obm.ohio.gov
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Adding Dealers
c@ﬁlﬂ' OhioBuys aqding Dealers
Updated: 11/03/2025 03:11 PM Version: 7.0

O Purpose & Profiles

This job aid covers the process of adding dealers to a contract record.

Profiles: Contract Analyst, DOT Contract Analyst, Printing Contract Analyst, Real Estate Contract Analyst, Agency Contract
Analyst, Procurement Manager, Agency Procurement Manager

& Used When

Reference this when a contract record is created in OhioBuys and dealers will need to be listed on the contract.

Click Contracts

Sippias  Sourcing Shop_Procurement  Approvals

1. Log in to OhioBuys. From the Main Menu Navigation Bar, clicK

Release & Permit  Analyfics  Publj in  Config Integration Settings

Contracts. 0 Administration Homepage Q serh

My pending validations See2 results Welcome

The selected content contains no text

Workflow = Activity < Object
OH Contract CTRO1386 - Softviare 1T
i ;. " N " 200 Workflow Draft Contract  CAREWORKS TECHNOLOGIES
Suppliers Sourcing Contracts Shop Procurement Release & Permit Analytics Public Request ‘-
Coniigne OHREx Readytobe  RFPODO0001775 - 0A1228 P
Profies Workflow Post Income Tax System

Create Request To Purchase Public Records f —
5

My Recent Activity for Purchases
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Click Browse Contracts

Suppliers  Sourcing  Contracts  Shop  Procurement  Approvals  Invoicing

Sy OhioBuys. —_— jser Name
2. Select Browse Contracts from the drop-down menu. @ N = i s 2 2 O @

Create
Administration Hc Schedule Q search

Signatures

My pending validations  Browse Contract Documents See2resuls  Welcome

Browse Clauses The selected content contains no text

202 o O cbyconmet OLOGES
Browse Contracts S i

Create

My Recent Activity for Purchases Go'topage

Schedule

Signatures
Browse Contract Documents
Browse Clauses

Browse Templates

Master Clauses

Clauses by Contract

Click the Pencil icon

Suppliers  Sourcing  Contracts  Shop  Procurement  Approvals  Invoicing

3. Locate the contract you would like to edit using Keywords G oo e S - Ro
search. Once you have located the contract you would like to edit,

Browse Contracts Q search

click the Pencil icon to open it. -

Keywords Suppliers

Limit to my scope ©

Fiters Keywords

Pencil icon: ?‘ oD o] Name o] SuieComt b o bex oo o] OAKSID o Splir 8| GortactPamparsiie o ConictTion 8

caRewoRKs competive
[Pl croowss somaeir  creoosss conons7707 SAREWORKS s paic Compe

Waerof
Competive
Sion

Pitney Bowes PITNEY BOWES

/7@ CTROO4ss  CLVEONET MmAzass 0000084531 o AoMe

Click Dealers

Suppliers  Sourcing  Contracts  Shop  Procurement  Approvals  Invoicing

4. From within the contract, navigate to the Dealers tab. et v s o o s D B @ v
Contract: CTRO01386 - Software 1T (Draft) Q search " gx 8

CTROD1386

oftware 1T

foRKs TECHNOLOGIES

= Dealers

Contracting Enti Contract Type
4 DAS-Administrative Services Competitive Selection

Effective Date End Date
9/18/2023 10/25/2023




Click Add Dealers

5. Click the Add Dealers button.

Add Dealers

Note

o Dealers are entities that are authorized to resell a product,
supply or service from a product or supply manufacturer,
and/or service provider.

e For example, Lenovo would be the parent Supplier or
contractor on a contract, but a dealer would be a Supplier
that fulfills the purchase order for the State.

Enter Dealer Name

6. Type in the name of the dealer in the mandatory Dealer field.
Select them from the drop-down menu when they appear.

Dealer*

Select Dealer ID

7. Complete the Dealer ID field as appropriate.

Dealer ID

Note

e The Dealer ID will be appended to the end of the contract
number (e.g. “-1") to create the dealer's contract record in
OAKS and referenced on the purchase order line (when
applicable). This field is not automatically populated.

& e O0m

@

*

Creating and Managing Contracts
Adding Dealers

Suppliers  Sourcing  Contracts ~ Shop  Procurement  Approvals  Invoicing

A D Quenme - @
Release Permic  Anaytcs  PublcRequest  Admin  Config Itegration  Setings
Contract: CTR001386 - Software 1T (Draft) Q search weRS = O

F;"em

0 Record(s)

Suppliers  Sourciog  Contracts  Shop  Procurement  Approvals  Invoicing

Dealer Manage B8 OOX A O O uvenne - @

" EexB 2O
tion
oftware 1T

Dealer”
[ #1 RADON TESTER -

=

Dealer Effective Date ®

Suppliers  Sourcing  Contracts  Shop  Procurement  Approvals  Invoicing

Dealer Manage 8 OAX A L Ouvenme - @

Dealer Information

" EexB #HO0

Contract
CTRO01386 - Software 1T

Dealer®
#1 RADON TESTER
Dealer ID
l 123

Dealer Effective Date ®
]

Dealer End Date ©

=]

Status



Dealer Effective Date

8. Update the Dealer Effective Date as appropriate.

Dealer Effective Date ®

Select End Date

9. Update the Dealer End Date as appropriate.

Dealer End Date ®

Note

e For MBE dealers, the OAKS contract interface will fail if the
contract's dates are outside the date range of the dealer’s

MBE validity dates. For example, if a dealer's MBE

certification became effective after the contract effective
date, insert the effective date of their MBE certification in the
Dealer Effective Date field - this will be interfaced to OAKS as

the effective date of the dealer's contract record.

Indicate if Dealer is MBE

10.

Click the slider to indicate if the Dealer is MBE, if necessary.

O Dealer is MBE

Creating and Managing Contracts
Adding Dealers

Suppliers  Sourcing  Contracts  Shoy o invoicing

Dealer Manage B8 OOX A O O vene - @

" Ex8 HO
Dealer Information
Contract
CTRO01386 - Software 1T
Dealer”
#1RADON TESTER

Dealer ID
123

Sequential ID

Dealer Effective Date ©
817172025

A
Status

Suppliers  Sourciog  Contracts  Shop  Procurement  Approvals  Invoicing

Dealer Manage B OB X A L O uvem - @

T
" eaxB8 #HQE

Dealer Information

e

[ 1 mavonTesTeR

DealerID

Suppliers  Sourcing  Contracts  Shop.  Procurement  Approvals

woicing
Dealer Manage B8 OAX A O Ouvename - @

" gxB8 B

Dealer Effective Date ®
B1/1/2025

Dealer End Date ®
£12/31/2025
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Click Save & Close

Suppliers  Sourciog  Contracts  Shop  Procurement  Approvals  Invoiciog.

Dealer Manage B OOX A O O uvenne - )

11. Click Save & Close. If you need to add another dealer, click
Add Dealer and repeat the pervious steps as necessary.

11 =

weRxe HO

Sequential ID

Dealer Effective Date ®
1/1/2025

Dealer End Date ®
112/31/2025

B Save Save & Close Close ] -
= . O Does not accept Purchase Orders.

@) Desleris MBE

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.


mailto:OBM.ContactCenter@obm.ohio.gov
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o °
cﬁﬁlﬂ' OhioBuys Adding Subcontractors
e

Updated: 09/26/2025 12:54 PM Version: 6.0

O Purpose & Profiles

This job aid covers the process of creating a contract record within OhioBuys.

Profiles: Contract Analyst, DOT Contract Analyst, Printing Contract Analyst, Real Estate Contract Analyst, Agency Contract
Analyst, Agency Procurement Manager, Procurement Manager

& Used When

Reference this when a contract record is created in OhioBuys and subcontractors will need to be listed on the contract.

Click Contracts
1. Log in to OhioBuys. From the Main Menu Navigation Bar, click G e T . T A O Quenm - @
contraCts' < 9 w Administration Homepage Q. Search A B3 INC)

My pending validations See2resuts  Welcome
The selected content contains no text
Workflow & Activity ¢ Object Duedate = History

OH Contract Ouaft Contract CTRO01386 - Software 1T
Workflow raft Contract  CAREWIORKS TECHNOLOGIES

OH RFx Readytobe  RFPOOOD001775 - 0A1228 Personal
Posted Income Tax System

Contracts ot oz,

My Recent Activity for Purchases




Click Browse Contracts

2. Select Browse Contracts from the drop-down menu.

Contracts Shop Procure

| Browse Contracts |

Create

Schedule

Signatures
Browse Contract Documents
Browse Clauses

Browse Templates
Master Clauses

Clauses by Contract

Click the Pencil icon

3. Locate the contract you would like to edit using the Keywords!
search. Once you have located the contract you would like to edit,

click the Pencil icon to open it.

Pencil icon: 4"

Click Subcontractors

4. Navigate to the Subcontractors tab.

— Subcontractors

mnm : Name

7o

el

CTRO01386  Software 1T CTRO01386 0000067707 SEEENORS ¢ Gradus Patrick

CTRO004ss  DUNEYBOWES  npazges 0000084531

Creating and Managing Contracts
Adding Subcontractors

See 2 results Welcome

The selected content contains no text

Duedate = History

el

Clauses by Contract ~ |OLOGIES
RFPODDD001775 - 0A1228 P
Income Tax System

My Recent Activity for Purchases

Suppliers  Sourcing  Contracts  Shop  Procurement  Approvals  Invoicing

A O @Quenare + @

Release & Permit  Analytics  PublicRequest  Admin  Config  Integration  Settings

Browse Contracts Q search weERE O®

Suppliers

Limit to my scope © Reset

< State ContractNumber ¢ IndexNumber = OAKSID ¢ Supplir = ContractResponsible ¢ ContractType < Cor

CAREWORKS Competitive
Selec

PITNEY BOWES Yalies

Competitive
Software In. SOFTWARE INC Selection

A O Quenme ~ @

Release & Permit  Analytics  PublicRequest  Admin  Config  Integration  Settings
Contract: CTR001386 - Software 1T (Draft) Q Search k. * 8 #H QO

CTROD1386

JCAREWORKS TECHNOLOGIES

Status. Contracting Entity Contract Type
Draft DAS-Administrative Services. Competitive Selection

End Date.
9/18/2023 10/25/2023



Click Add Subcontractors

5. Click Add Subcontractors.

Add Subcontractors

Note

Subcontractors are companies that have been contracted to
perform a portion of the work within the contract. These entities
will be selected by the primary Supplier on the contract.

Enter Subcontractor

6. Enter the name of the Subcontractors.

Subcontractors™®

Enter Effective Date

7. Click the calendar icon to enter the Effective Date.

Effective Date

Creating and Managing Contracts
Adding Subcontractors

Suppliers  Sourcing  Contracts  Shop  Procurement  Approvals  Invoicing,

@yj}yamums A O Quenme - @

Release & Permit  Anaytics  PublicRequest  Admin  Config  Integration  Settings

Contract: CTR001386 - Software 1T (Draft) Q search " exe HO

Save & Close [ submit | otselected Clone Contract

r Management

Add Subcontractors

0 Record(s)

Subcontractors

Suppliers  Sourcing  Contracts  Shop  Procurement  Approvals  Invoicing

Subcontractors Manage W 8 @M% A L O e @

Subcontractor Payment
Information
D Contract

0Recordls)

Subcontractors”
Effective Date
Embedded Dollar Amount

Embedded Percentage

Estimated Dollar Amount (Non-
Embedded)

Suppliers  Sourciog  Contracts  Shop  Procurement  Approvals  Invoicing,

Subcontractors Manage B BOEAX A O O verme~

Subcontractor Payment
Information

D Contract

CTRO01386
Software 1T 0Recordls)
Subcontractor
CAREWORY o-
TECHNOLOG]

Effective Date Expiration Date
a 8
Embedded Dollar Amount

Embedded Percentage

Estimated Dollar Amount (Non-
Embedded)
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Enter Expiration Date

Suppliers  Sourciog  Contracts

. . . . S ubcontractors Manage T User Name w
8. Click the calendar icon to enter the Expiration Date. 2 J Subcontractors Manag 200 ©

" AR B HO0Q

Subcontractor Payment
Information

[} Contra
0Recordls)
Subcontractors”
CAREWORKS @
TECHNOLOGIES

Expiration Date

Effective Date Expiration Date
: : £9/19/2023 a

Embedded Dollar Amount

*» I @ g 8 @ m

s Embedded Percentage

Estimated Dollar Amount (Non-
Embedded)

Enter Embedded Dollar Amount

Suppliers  Sourcing  Contracts  Shop  Procurement  Approvals  Invoicing

9. Enter the Embedded Dollar Amount if appropriate. Z | Sebeoggmors Manage kB BOOX 420w - @
T

Expiration Date
£9/20/2023

" a8 HQE

tract

Estimated Dollar Amount (Non-
Embedded)

Embedded Dollar Amount

*» 11 @ g ¢ @ @

Estimated Percentage (Non-Embedded)

© @ ClickorDrag toadda file

v Active Status

Note
Embedded Dollar Amount applies to competitive contracts only.

Enter Embedded Percentage

Suppliers  Sourcing  Contracts Approvals Invoicing

10. Enter the Embedded Percentage if appropriate. G ovnr Subcortizctsrs Manage "B BOOX AL Quenn @

" a8 HQE

£9/20/2023

: [ R
Embedded Percentage Y . K

tract

Estimated Dollar Amount (Nor-
Embedded)

Estimated Percentage (Non-Embedded)

© ¢ ClickorDrag toadda file

v Active Status

Note
Embedded Dollar Percentage applies to competitive contracts only.
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Enter Non-Embedded Dollar Amount

Suppliers  Sourcing  Contracts  Shop  Procurement  Approvals  lnvoicing

11. Enter the Estimated Dollar Amount (Non-Embedded) as 7y )| sibeonaciors Mansgs #B BOOX A0 Quw- @
required. If not required, leave this field blank. i = EEE)

ce weax8 O

£9/19/2023 £9/20/2023

tract

Estimated Dollar Amount (Non-
Embedded)

Estimated Percentage (Non-Embedded)

© @ ClickorDragtoadda file

v Active Status

Enter Non-Embedded Percentage

12. Enter the Estimated Percentage (Non-Embedded) as require : Subcontracors Mansse %8 BOOX 4 0 Quner @
If not required, leave this field blank. i d EIEEE) T,

£9/19/2023 £9/20/2023

E Embedded Dollar Amount
1000

[Sr—
Estimated Percentage (Non-Embedded) B @

| [Emetarocentss Ron Erbedied

© @ ClickorDragtoadda file

v Active Status

Click Save & Close

Suppliers  Sourcing  Contracts__Shop o als Invoicing.

7 ohiosuys Subcontractors Man; w8 OB X A A Quene- @

Repeat this process to add any additional subcontractors. > % L ®exB # 0

Subcontractor Payment
Information

13. After completing adding the subcontractor, click Save & Close,

o Contract
CTROD1386 -
Software 1T 0 Recordis)
Subcontractors”

CAREWORKS
TECHNOLOGIES

- ——
£9/19/2023 9/20/2023
Save & Close b Dot Ao
- 1000

Embedded Percentage
I

Estimated Dollar Amount (Non-
Embedded)

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.


mailto:OBM.ContactCenter@obm.ohio.gov
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o °
cﬁﬁlﬂ' OhioBuys contract Authoring (MS Word)
e

Updated: 10/07/2025 04:24 PM Version: 10.0

O Purpose & Profiles

This job aid covers the process of authoring a contract directly in OhioBuys using Microsoft (MS) Word Authoring.

Profiles: Contract Analyst, DOT Contract Analyst, Printing Contract Analyst, Real Estate Contract Analyst, Agency Contract Analyst,
Procurement Manager, Agency Sourcing Associate

& Used When

Reference this when authoring a contract using Microsoft Word.

Navigate to Contracts

1. Log in to OhioBuys. From the Main Menu Navigation bar, click
Contracts and then select Browse Contracts from the drop-down
menu.

Contracts Shop Procurel

I Browse Contracts

Create

Schedule

Signatures
Browse Contract Documents
Browse Clauses
Browse Templates

Master Clauses

Clauses by Contract



Open Contract

2. Open the contract you would like to edit by clicking the Pencil
icon.

g
Pencil Icon: ¢

Navigate to Documents

3. Navigate to the Documents tab.

Training Contract

B Documents

Add a Contract Document

4. Under Main Documents, click Add and select Main Contract.

Main Documents

Main Contract

Other Documents

Creating and Managing Contracts
Contract Authoring (MS Word)
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Users should upload a Main Contract document when they would like to utilize the contract authoring functionality and/or the contract
document approval workflow that is independent of the larger contract workflow. With this workflow, users can assign up to 4 layers of
document approvers, which can each contain multiple users, as well as a Legal Approver on the Contacts tab of the contract record. Users
assigned as approvers will be notified via email whenever there is a contract document that requires their review. Approvers will be able to
open and edit the contract document as needed as well as add comments. Any comments or updates made by approvers will be tracked in
the contract document for subsequent approvers.

Users can also upload Other Documents in the Main Documents section of Documents tab. These documents do not go through an
approval workflow.

Create a Contract Document with MS Word Authoring

5. Select MS Word Authoring and click OK.

Create New Document Using...

Native Authoring
Build your document using the Clause Library
Edit directly with the application.

Oor

©MS Word™ Authoring
Import a Word™ document and edit with full MS
Word™ Rediining functionality

-

Note
Only the user(s) listed as Responsible on the contract team will have the ability to add Main Documents. All other team members
will have the ability to edit the documents after they have been added.

Note
In order for a user to participate in the contract authoring process, they must be assigned the Contract Authoring profile.



Creating and Managing Contracts
Contract Authoring (MS Word)

Complete the Contract Document Header

6. Complete the mandatory Document Name field as well as an
additional fields (e.g. Summary).

Header

Document Name * Status
MS Word Authoring Document Approval in Progress Version 3
Vi ISnqu‘iher
Needed?
Supplier Comments Summary
Visible to Supplier
P
State Contract Number Contract ID Contract Name
CTR001403 CTR001403 Training Contract
Note

The Visible to Supplier field will default as selected. If the Supplier will be involved in editing or redlining the document, the Visible
to Supplier and Supplier Input Needed? checkboxes must both be populated.

Upload the Contract Word Document

7. Click the Click or Drag to add a file hyperlink to upload the

word document for the contract if necessary. The uploaded
document will be displayed underneath the link.

Upload a Document
@ & Click or Drag to add 2 file

[ e—

@'|Contract Documentdocx @ ®
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A template can also be utilized for the contract document. Click Use a Template then check the box of the template you would like
to use and click Save.

Use a Template

Browse Contract Documents OO X

Keywords Troe Status Contact

ol B O Search Reset
Filters Type: Contract Templates
Create Document
Title s An Contact Last Modification (UTC-4) Creation Date (UTC-4) & \ValidityEndDate &  Version
8 JBINSON Robert 3/27/2023 2:08:01 PM 2021 1:26:13PM

1 Recordls o

Load the Contract Document

8. Click Save & Close to load the uploaded contract document.

Preview

= Ms_Word Authoring ...

[——
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Edit the Contract Document in MS Word

9. To further edit the document, click Edit Document. The
contract will open in Miscrosoft (MS) Word.

Note

Microsoft (MS) Word must already be installed on the user’'s computer in order to edit the contract. In addition, it is highly
recommended to turn Track Changes in MS Word on before making edits.

Complete MS Word Authoring

10. When finished editing the document, click the Save icon in
Word. Then close Word.

Save icon:

Preview

= MS_Word Authoring ...

The Contract Document preview will showcase the updated
changes that were made in MS Word.
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Submit the Contract Document for Approval

11. Click Submit to enter the document into the Contract
Document Workflow.

Contract Documents added using Main Contract Document will have a contract document approval workflow that is separate from
the contract record approval workflow.

Workflow

o

Supplier Input._no
Needed?

Document
Approver 1
needed?

Document
Approver 2
Needed?

Document
Approver 3
Needed?

Document ;
Approver & —|
Needed?

Document
Approver 4

After submission, the contract document will be routed to any team members that have been assigned the Contract Document
Approver role. Up to 4 persons can be given this role, and they each must approve or reject the contract document.

If the Supplier Input Needed box is checked, the contract document will then go to the Supplier for review/redlining. The contract
document will turn back to the user(s) responsible for the contract for any additional review of Supplier edits (the document will go
back to the Supplier if edits are made after Supplier Review).

Next, the contract document will be routed to any Legal (Contract Document) users. After approval, it will be routed back to the
user(s) responsible for the contract for final review and submission.

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.



mailto:OBM.ContactCenter@obm.ohio.gov
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o~

tqfﬁia' OhioBuys Reviewing a (MS Word) Contract Document

Updated: 10/03/2025 01:16 PM Version: 6.0

O Purpose & Profiles

This job aid covers reviewing a (MS Word) Contract Document as an approver.

Profiles: Contract Analyst, DOT Contract Analyst, Printing Contract Analyst, Real Estate Contract Analyst, Agency Contract
Analyst, Procurement Manager, Agency Sourcing Associate

& Used When

Reference this when reviewing a contract document as an approver that has been authored using Microsoft Word.

Note

Contract Document Approvers, Legal (Contract Document), and Suppliers will receive an email notification whenever they are
requested to review and redline a contract document in OhioBuys.

Before the contract document is submitted, these roles must be assigned to members of the contract team.

If the Supplier will be involved in editing or redlining the document, the Visible to Supplier and Supplier Input Needed? checkboxes
must both be populated

Navigate to My Pending Validations

1. Login to OhioBuys. From the My Pending Validations pane,
click on the Object hyperlink to take you to the contract document

My pending validations See 18 results

Workflow $ Activity  + Object Duedate ¢ History

| OH Contract Authoring
Workflow Dxett

OH Contract Workflow Draft Contract

1 - CAREWORKS

Open for

OH RFx Workflow Bidding



Update Contract Document Details

2. Review the details of the contract document Header. Update

any information as necessary. Users can review a preview of the
contract document directly within OhioBuys.

Document

Header
Document Name* Status
MS Word Authoring Document Draft Version
vi Supplier
Input
Needed?
Supplier Comments Summary
Visible to Supplier
4
State Contract Number Contract ID Contract Name
CTR001403 CTR001403 Training Contract
Linked to Contract

CTRO01403 - Training Contract - CAREWORKS TECHNOLOGIES

Creating and Managing Contracts
Reviewing a (MS Word) Contract Document

A 6 Quen- @

e -]

A CONTRACT BETWEEN
AGENCY DNR
AND
CAREWORXS TECHNOLOGES, LTD.

THIS CONTRACT, from 178 g, on Ucenuing, i
betwesn tha State of Otia, through Agency ABL, and Careworks Tochnalagies, L1, {the “Contractor')

The Comtract fs the reseit of agreed 10 tha (T8 its attachs inchuing
any written amendmants to the (T8, any materials incorporated by rederonca in the I8, the Contractor's
Bid, and wrltten, authorized amendments 3ad darfications to the Contractor’s Bid. It ssc includes and
change oeders kseed under the CoNKrC.

This Contract consists af.

Trss ane-page Cantract in is final foem;

The attached, amendid and Cariied version of Comracior’s Bid i reponss to B 123 dated on

Septesmer 21, 2023 ("Contractor's Response™). Comtracior's Response kncludes Attachment Theee
Goneral Terms 3 Conditions, 3ad all other Attachmants, Exhibit 363 materisis inchuded in

Contractor’s Response as accepted by tha State: and

The attached Cost Proposal Workbook dated September 21°, 2023

Change Orders 3N AmEnamants 550ed et the Contract i XECHED Mly Expressly Cange the
peavisions of the Contract, If they 40 50 exprussly, then th mest recont of them wil 13k precedance
‘over saything else that & part of the Coatract

The torm of the Contract will from tha awant dste wri tha the
State 30 the Contractor Is paid of kene 30, 2025, whichever is soonee. The State may ronow this
Coneract for up 1o Twe (2) 3ddiona¥ twa (2) year teemis), subject o and contiegent on the decretionary
ecision of the Onic Gensral Assembly t0 IpProgaty funds for this Comtract i aach oaw biannium for 3
manimum contract term expiing June 30, 2029. Any such renewab of a or part at the Contract alsa s
subject ta the saBsBciory of tha Contractoe of the State.

TO SHOW THEIR AGREEMENT, the parties have executed this Contract as of the dates 2elow

STATE OF OHIO
AGENCY ABC
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Reviewing a (MS Word) Contract Document

Update Contract Document in MS Word

3. Click Edit Document to open the document in Microsoft Word
and make changes to the contract document.

Edit Document

Note

If you do not see the Edit Document button, the contract document has been authored directly within OhioBuys. Refer to Review
and Redline a Natively Authored Contract Document for instructions on how to review a natively authored contract document.

Reference the Following Document(s):

Review and Redline a Natively Authored Contract Document

Save the Contract Document

4. Click Open Word to allow your computer to open the
document. Review the contract document and make any necessaryd 8 g .~ —— —  ——
updates and comments. The document will be locked in OhioBuys = | -
until finished. When finished click the Save icon in MS Word, and
close the document to have your updates sync with OhioBuys.

Open Word?

Save icon: [

Note

By default, all contract documents from OhioBuys redlined in Microsoft Word will have Track Changes enabled. Updates made to
the documents in Word will be traceable using the MS Word user interface.


https://ohio.opuseps.com/app/content/tasks/142939

Creating and Managing Contracts
Reviewing a (MS Word) Contract Document

Download the Contract Document

5. The updates to the contract document have been saved to
OhioBuys. Click Download and then select if you would like to
download a Word Document or a PDF Document.

& Download ~

@ Word Document

PDF Document

Submit the Updated Contract Document

6. Click Submit to send the contract document to the next stop i
the workflow.

Note
If the Supplier Input Needed? checkbox has been selected, they will get to review and redline the contract after the contract
document approvers. After Supplier Review, the contract document will go back to the user(s) responsible for the contract. If the
user(s) responsible for the contract makes more edits then it will go back to the Supplier. This process will repeat until the contract
responsible submits without making anymore Supplier edits.

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.


mailto:OBM.ContactCenter@obm.ohio.gov

Creating and Managing Contracts
Contract Authoring (Native Authoring)

o °
@ﬁlﬂ' OhioBuys contract Authoring (Native Authoring)

Updated: 10/07/2025 04:21 PM Version: 8.0

O Purpose & Profiles

This job aid covers the process for creating a new contract document in OhioBuys using Native Authoring.

Profiles: Contract Analyst, Procurement Manager, DOT Contract Analyst, Printing Contract Analyst, Real Estate Contract Analyst,
Agency Contract Analyst, Agency Procurement Manager

& Used When

Reference this when creating a new contract document using Native Authoring.

Browse Contracts

1. Log in to OhioBuys. From the Main Menu Navigation Bar, clicK o & 0 Qumnm- @
Contracts and select Browse Contracts from the drop-down menu ° R MAgET *

My Open Scheduled T

Contracts Shop Procurel

Browse Contracts

Create

Schedule

Signatures
Browse Contract Documents
Browse Clauses
Browse Templates

Master Clauses

Clauses by Contract



Open the Contract

2. Search for the contract you would like to create a document f
using the Keywords Search, or the available filters. When you have

located the contract you want to open, click the Pencil icon.

) >
Pencil Icon: &

Documents Tab

3. Navigate to the Documents tab.

Overview

Contract tree view

Header

Negotiated Terms

Contacts

Documents

Price list

Orders

>l
T ovoner

&n o

:
a CTRO01404

/2 ® © CTRoouos

20 A CrRooz

Contract: CTR001404 - Court Reporting Services (NA Contract) (Draft)

Creating and Managing Contracts
Contract Authoring (Native Authoring)

Suplles Souring  Conacts  Shop  Procurement  Release S et Analylics  Public Request  Admin

Conie

Browse Contracts

Supplers

PT—

S Nar % StateContract Number = IndexNumber = OAKSID & Supplir = ContractResponsible < ContractType & Contract Sub-Type =

Bre Teining Competitic ingle Agency
crro0id0s 0000231659 g iic DASContractAnalyst10  Selection Contract

CAREWORKS T
CTRO01403 0000067707 TECHNOLOGIES  DNRCantractanalyst1o

Genersl Services
Agrecment

haency
Adminisered

CAREWORKC

crRoo1402 TECHNOLOGIES

000067707

oment  Release & Parmit Analyecs  Publc Request  Adrin

A L O username .

-

‘Clone Contract Other Actions -

o ] oo Wl ] e

CTROD1404 o Public

Court Reporting Services (NA Contract)

Contracting Entity
Das

Effective Date EndDate
112 1213172020



Select Main Contract

4. Under Main Documents, click Add and select Main Contract.

Main Documents

Main Contract

Other Documents

Note

Creating and Managing Contracts
Contract Authoring (Native Authoring)

Swpllers  Soucing  Contacts  Shap  Procurement  Release S et Analylics  PublicRequest  Admin

Confis

Contract: CTR001404 - Court Reporting Services (NA Contract) (Draft)

o =3 T

add ~

0 Recordt)

Supplemental Documents

Only the user(s) listed as Responsible on the contract team will have the ability to add Main Documents. All other team members

will have the ability to edit the documents after they have been added.

Note

In order for a user to participate in the contract authoring process, they must be assigned the Contract Authoring profile.

Native Authoring

5. Select Native Authoring and click OK.

Create New Document Using...

@ Native Authoring
Build your document using the Clause Library
Edit directly with the application.

Or

O MS Word™ Authoring
Import a Word™ document and edit with full MS
Word™ Redlining functionality

|
1

=}
44
i
[}
@ ¢
L]
L]
@«
@
a
*

Header

Document

State Contract Number

References

URL
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Contract Authoring (Native Authoring)

Document Name

s Publc Request Adin
Document

6. Input the Document Name.
P e

vi

Suppler Comments
v Visile o Supsli

Document Name*

P
State Contract Number a Contract Name.

L]
|
@
-
@
*

Summary

Document

7. Users can optionally provide a Summary to describe the
contents of the document.

Suppler Comments B
o Visile to Supsiicr

State Contract Number Contract D, Contract Name.

Summary

Note

Users can optionally indicate whether the document should be Visible to Supplier(s) or whether Supplier Input is Needed by using
the associated checkboxes.

Version

V1 Supplier
Input
Needed?

« Visible to Supplier

Note that if the Supplier will be involved in editing or redlining the contract document, both of these checkboxes must be
populated.

Save

o Relesse S Permit Analvtics

Document

8. Click Save.

Header

Document Name'”
Court Reporter Services Contrac

Suppler Comments
v Visble o Suppli

State Contract Number Contract 1D,

L]
|
@
-
2]

* 1
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Contract Authoring (Native Authoring)

Importing Templates and Clauses

Document

9. Scroll down and optionally use the
Template and Clause Library to insert preconfigured Contract :
Templates and Master Clauses. ° pr—

 Reload crrent document

xport
rag to 204 e

-

Template & Clause Library

8
8
8
@
@
a
=
*

Select Template

Add a clause

2> Reload current document



Creating and Managing Contracts
Contract Authoring (Native Authoring)

Template and Clause Library

Users can optionally leverage the Template and Clause Library when creating a contract with Native Authoring. From the library,
users can insert Contract Templates and Master Clauses.

e Master Clauses: Preconfigured contract clauses with common language used by the state when drafting contracts (e.g., a
General Provisions clause)
» Contract Templates: Collections of Master Clauses organized and ordered into a draft contract agreement

To insert a template, click on the Select Template field and select an option from the drop-down menu.

Template & Clause Library

Select Template

| -

DAS - OTB - Single Agency

To insert a Master Clause, click on the Add a Clause button.

Add a clause

Use the Keywords field to search for a clause name, then click the Insert ( "E ) icon next to it. Then click the X icon to close the pop-
up window.

Master Clauses Bx i
Keywords Contracting Entity Status

DAS-Administrative Services Q- Active m Reset

Filters Status: Active Contracting Entity: DAS-Administrative Services x

Label Content Contracting Entity Status Last Modified Instructions
Amendments to Contract Terms and Conditions

Amendments : -

1o Contract The following Amendments to the Contract Terms and Conditions DAS-Administrative . TRCYEEFS

Terms_ and do hereby become a part hereof. In the event that an amendment Services Y

Conditions conflicts with the Contract Terms and Conditions, the Amendment
will prevail.
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Note

In addition to importing templates and clauses using the OhioBuys Template and Clause Library, users can optionally import
Contract Templates using a PDF or Word file.

v Import/Export
® & Click or Drag to add a file

Template for Export

@ @]

In addition, the current template constructed in OhioBuys can also be exported as a PDF or Word file by clicking the associated
icon(s).

Save

10. After adding in any Contract Templates and/or Master e
Clauses, click Save.

B Save

i
8
]
8
@
I
g
=
*

Managing Clauses

11. Users can also edit a clause by clicking on its contents, or us
the action buttons that appear between clauses.

Article 2 - STANDARD TERS AND CONDITONS

( Merge > ( Insert Master Clause ) < Insert Clause >

O & 0@ B -

* 1
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Editing and Managing Clauses

Editing a Clause

Clauses can be edited by clicking on them and typing text directly, or pasting it from another source.

[ source ] B @& « B I US|[x x|}z := £ o=

o
-
(-T2

™ QM= Q= E I, Stles ~ | Font > 19 | A- B~

4
o
@
B
5
-
3
4
3
a
8
o]
5
2
&
4
=
2
3
3
o
5
2
z
g

Instructions, Terms and Conditions for Bidding that apply to SRC0000012345.the-seficitation:

Note that contract documents created using Native Authoring will always have track changes enabled. Additions made to the
contract document will be highlighted in green, and text deleted from the document will be highlighted in red, as in the image above.

Managing Clauses

New clauses can be added within a document using the action buttons that appear between clauses.

J/

-
M
erge _ ||\

N [/ N\
Insert Master Clause ) ( Insert Clause )
AN J

-

e Merge: Combine the clauses directly above and below where the action button is being clicked
¢ Insert Master Clause: Insert a Master Clause following the same instructions outlined in the Importing Templates and Causes

section of this document
¢ Insert Clause: Insert a new blank clause

Instructions, Terms and Conditions for Bidding that apply to SRC0000012345.the-seficitation:

All clauses have three actions that can be acted upon: clause information, clause lock, and clause options.

¢ Click on the Clause Information ( 0 ) icon to see what type of clause that OhioBuys has determined you have created.
OhioBuys will do this automatically. If it is incorrect, you can click on the icon to select the correct clause type from the drop-

down and click Save & Close.

Clause Information 8 0OX
Save & Close
I Clause Type
\ Acceptance (Best Match) [x %

e Click on the Clause Lock or Unlock ( d‘ ) icon to make a clause editable or non-editable. A locked clause cannot be edited. An
unlocked clause can be edited. Note that some Master Clauses in OhioBuys are locked by default, and should not usually be

edited.
o Click on the Clause Option Ellipses ( ** )icon to either open the revision history of the clause, or delete the clause

altogether.



0 & [~

D Open revision history

W Delete clause

Creating and Managing Contracts
Contract Authoring (Native Authoring)

e Clicking on the Open revision history option allows the user to view the differences between changed clauses in the same
version or compare clauses between different versions of the contract.

Clause Summary

The Summary section can be used to rearrange previously created clauses, or to delete clauses by clicking the X icon. Clicking on a
clause takes you directly to that clause in the contract.

Summary

X

X

STATE OF OHIO

SPECIFICATIONS AND
REQUIREMENTS

STANDARD TERMS AND
CONDITIONS

SPECIAL CONTRACT TERMS AND
CONDITIONS

AMENDMENT TO CONTRACT
TERMS AND CONDITIONS

INVITATION TO BID
INSTRUCTIONS

SPECIAL INSTRUCTIONS TO
BIDDERS

To rearrange the clauses, click on a clause and drag it to a new location in the contract order. Click Ok to confirm the movement.

envus

! Move

Save

s03.ivalua.app says

item "SPECIFICATIONS AND REQUIREMENTS" ?

Gancel

12. After completing any updates to new or impo
click Save.

rted clauses,

[}
L]
]
@
o
@
*
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Contract Authoring (Native Authoring)

Submit to the Workflow

ot RelesseSPermit  Analvics  PublicRequest  Admin
Document

13. After all updates have been completed, click Submit to ente
the document into the Contract Document Workflow.

Ery———

Summary

X STATEOFOHIO

Artide1-

x SPECIFICATIONS AND.

REQUIREMENTS
Artide2-

X STANDARD TERMS AND
CoNpiTioNs

Aricea-
% SPECIAL CONTRACT TERMS AND
ConDITioNs

3

1
% AMENDMENT TO CONTRACT
TERMS AND CONDITIONS.

Ariced -
% INVITATION TO BID
INSTRUCTIONS

Arides -
X SPECIALINSTRUCTIONS T
BIDDERS

=}

i
e
C]
C]
@«
@
=)
*

Note

While using Native Authoring, users can switch to MS Word Authoring by clicking the Switch to Word Redlining button. However,
once the switch has been made Native Authoring can no longer be used to author future versions of this contract document.

Switch to Word Redlining



Creating and Managing Contracts
Contract Authoring (Native Authoring)

Contract Document Workflow

Contract Documents added using the Main Contract document type have a contract document approval workflow that is separate
from the contract record approval workflow.

Workflow

o

Document
Approver 1
needed?

Supplier Input._no
Needed? Legal Approver

Document
Approver 2
Needed?

Document
Approver 3
Needed?

Document
Approver 4
Needed?

After submission, the contract document will be routed to any team members that have been assigned the Contract Document
Approver role. Up to 4 persons can be given this role, and they each must approve or reject the contract document.

If the Supplier Input Needed box is checked, the contract document will then go to the Supplier for review/redlining. The contract
document will turn back to the user(s) responsible for the contract for any additional review of Supplier edits (the document will go
back to the Supplier if edits are made after Supplier Review).

Next, the contract document will be routed to any Legal (Contract Document) users. After approval, it will be routed back to the
user(s) responsible for the contract for final review and submission.

To complete the steps for reviewing and approving a contract, refer to Review a Contract.

Review a Contract

If you are authoring a contract using MS Word Authoring, refer to Contract Authoring (MS Word).

Contract Authoring (MS Word)

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.


https://ohio.opuseps.com/app/content/tasks/129297
https://ohio.opuseps.com/app/content/tasks/141489
mailto:OBM.ContactCenter@obm.ohio.gov
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Reviewing and Redlining a Natively Authored Contract Document

iy | Reviewing and Redlining a Natively Authored Contract
@ﬁ‘a’ OhioBuys & & y
v Document

Updated: 10/07/2025 04:10 PM Version: 8.0

© Purpose & Profiles

This job aid covers the process for reviewing, redlining and approving a natively authored contract document in OhioBuys.

Profiles: Contract Analyst, DOT Contract Analyst, Printing Contract Analyst, Real Estate Contract Analyst, Agency Contract
Analyst, Procurement Manager, Agency Procurement Manager

& Used When

Reference this when you have been assigned as an approver for a natively authored contract document in OhioBuys.

Note

Contract Document Approvers, Legal (Contract Document), and Suppliers will receive an email notification whenever they are
requested to review and redline a contract document in OhioBuys.

e Before the contract document is submitted, these roles must be assigned to members of the contract team.

o If the Supplier will be involved in editing or redlining the document, the Visible to Supplier and Supplier Input Needed?
checkboxes must both be populated.

Version v

Vi Supplier
Input
Needed?

v Visible to Supplier
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My Pending Validations

Sl Sourng  Conicls Shay  Procusnent  ReeeSPemit Awhes  PblcReousst  Adwn  Conlig

1. Log into OhioBuys. From the homepage, scroll down to the PR S—
My Pending Validations section. If you have been assigned as a | =

contract document approver, it will appear with an Activity that
matches your assigned role. Click the Object hyperlink to open it.

iing
Contrets i to
e

My pending validations See 11 results

Duedate ¢ History

Workflow s Activity  Object
OH Contract Authy Document
Wo:m;“ MRome Aps“m't:;'l Court Reporting Services (NA Contract) - Court Reporter Services Contract

Instructor - Approve a Contract Document Authoring Training - Instructor -

OH Contract Authoring
ElnalReview Approve a Contract Document Authoring Training

Workflow

Group 1 - Approve a Contract Document Authoring Training - Group 1 -

OH Contract Authoring .
Final Review Approve a Contract Document Authoring Training

Workflow

Exporting for Outside Redlining

@’v“,m.m
2. Users can optionally Export the document as either a PDF or Document
Word file for review and redlining offline in the Import/Export
section by clicking on the associated icon. 53 st
Ll
P
v Import/Export -

® @ Click or Drag to add a file

Template for Export
[3521] Q-

@ @)
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If edits or redlines are made to the contract document offline, users should use the Click or Drag to add a file button to upload the
revised document.

® @ Click or Drag to add a file

OhioBuys will display a comparison of the original, and updated documents.

Authoring import =] X

[ Cancel Import

Show  Merge Field values €@ ~

Before import After import

STATE OF OHIO
DEPARTMENT OF ADMINISTRATIVE SERVICES STATE OF OHIO
DEPARTMENT OF ADMINISTRATIVE SERVICES
GENERAL SERVICES DIVISION

OFFICE OF PROCUREMENT SERVICES OFFICE OF PROCUREMENT SERVICES
4200 SURFACE ROAD. COLUMBUS. OH 43228-1395

GENERAL SERVICES DIVISION

4200 SURFACE ROAD, COLUMBUS, OH 43228-1395

MANDATORY USE CONTRACT FOR: UNDEFINED

MANDATORY USE CONTRACT FOR: {CONTRACTS_CONTRACT _LABEL} CONTRACT No.: UNDEFINED
CONTRACT No.: {_STATE_ CONTRACT_NUMBER} CONTRACT ID: UNDEFINED
CONTRACT ID: {CONTRACTS CONTRACT. ID} EFFECTIVE DATES: UNDEFINED to UNDEFINED

SUPPLIER: UNDEFINED

To complete the import, click Validate.

Note

Please note if you see Edit Document and Download buttons at the top of the page, the contract document has been authored in
Microsoft Word.

A Note
Please refer to the Reviewing a (MS Word) Contract Document content for instructions on how to review a Microsoft Word contract document.

Reviewing a (MS Word) Contract Document


https://ohio.opuseps.com/app/content/tasks/144704
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Redlining Directly in OhioBuys

7 Dot faseSRemk  Anis kb Adma  Confg A D Quenm- @
3. Users can review and redline a contract document directly Document asx =

within OhioBuys by clicking within a clause. Once a user has clicke

inside of a clause, they have the option to make edits or add T mm—

comments. Any new additions will be highlighted in green, and an
content that is removed will be highlighted in red. This is also true
for any additions made by previous authors to the document.

QUANTITY AND DURATION: This Invitation to Bid is considered to be a one-time offer for the

ice(s) as listed herein.
performance of the awarded contract upon receipt of an official State of Ohio Purchase Order. Upon completion of the contract and upon receipt d
ordering agency. The contract will then be considered as complete and no further purchases may be placed against the contract. With the excep
deviations from the quantity listed in the awarded contract shall not be permissible nor acceptable.

This Contract is available td (ST PARTIGIPATING AGENGIES the Department of Administrative Services (DAS), ps applicable.

When editing in OhioBuys, contract language can be formatted as needed using the the toolbar in the image below. Note that
hovering over an icon will display a tooltip explaining its functionality.

[} Source Ll B @ @ B I US|Xx x|/ | 9 |[= & 2 E
@ ™ EZMM= Q= B I, Stes -~ | Font - | Size - A-B- Q b3 O

~ IS CONITAct CONSISIS 01 U1e [01I0WINg 111 (IS OTUer 01 precedence:

his one-page Contract Signature Page in ifs final form;

I.T
2. The Offeror's proposal, as negotiated, clarified, and accepted by the State and dated: insert date of BAFO: and
3. This RFP, as amended.
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Adding Comments

Users can also redline and add comments to contract documents directly within the OhioBuys interface. To leave a comment, click
on the Add a Comment ( u ) icon.

Bsource J) | X D B @ @ B I US| x x = E

wr

-
-
mw
U]

™ M= Q= E I, Stes ~ | Font -

>
8
o

When entering comments, users have the option to indicate whether or not Suppliers should be able to see the comment by toggling
the Visible to Supplier slider.

DASContractAnal...

now

Q Visible to Supplier

Please update to 5/31/2025

v 4

3

)]

After entering a comment, users can either Save ( @ )or Cancel (2 ) the entry by clicking the associated icon.

Comments entered by user can be either tagged to an entire clause. or to specific text within the clause. When there is a comment
associated with part of a clause, the text will have a yellow highlight. Clicking on the yellow highlighted text will display the comment
on the right side of the screen.

The Department of Administrative Services has accepted bids submitted in response to Invitation to Bid No. (SRG#SRC0000012345k).
The bidder(s) listed herein have been determined to be the lowest responsive and responsible bidder(s) and have been awarded a con

including the Instructions to Bidders and Standard Terms and Conditions, special contract terms & conditions, any bid addenda, specific
by reference and accepted by DAS become a part of this Contract.

When reviewing comments, users can use the action buttons to either Resolve ( ¥ ) the comment, Edit ( i ) the comment, or
Delete ( o ) the comment.

Complete Review

4. After completing the review and adding any additional edits,

redlines, and comments click Submit to advance the document
forward in the contract document workflow.
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Note

If the document should be sent back to the original author, reviewers can click Reject to send the document back.

Note that after rejecting the document, users will be required to add a comment explaining the reason for the rejection.

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.



mailto:OBM.ContactCenter@obm.ohio.gov
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Submitting a Contract for Review

o °
c@ﬁlﬂ' OhioBuys s,pmitting a Contract for Review
e

Updated: 09/29/2025 02:18 PM Version: 6.0

O Purpose & Profiles

This job aid covers submitting a contract record for review.

Profiles: Contract Analyst, DOT Contract Analyst, Printing Contract Analyst, Real Estate Contract Analyst, Agency Contract
Analyst, Procurement Manager, Agency Sourcing Associate

& Used When

Reference this when you have completed the contract record draft and are ready to submit.

Navigate to Contracts

1. Log in to OhioBuys. From the Main Menu Navigation bar, click
Contracts and then select Browse Contracts from the drop-down
menu.

Contracts Shop Procurer

Browse Contracts

Create
Schedule

Signatures
Browse Contract Documents
Browse Clauses

Browse Templates
Master Clauses

Clauses by Contract
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Open Contract

2. Open the contract you would like to submit by clicking the

Pencil icon.
Trainir
Z# @ © CTRO01403 C';n:r;%l CTR001403
Submit the Contract

3. Click Submit if no further updates are required. The contract

will then be sent to the Supplier unless the Bypass Negotiations?
checkbox on the Header tab of the contract has been selected.

+ Bypass Negotiation?

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.



mailto:OBM.ContactCenter@obm.ohio.gov

Creating and Managing Contracts

Reviewing & Executing Contracts

Topics
e Reviewing and Approving a Contract
¢ Send a Contract for Signature Using OneSpan Sign
¢ Upload a Signed Contract
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Negotiating with a Supplier

‘@ﬁw’ OhioBuys Negotiating with a Supplier
e

Updated: 10/13/2025 04:52 PM Version: 6.0

O Purpose & Profiles

This job aid covers how to negotiate with the Supplier for a contract document.

Profiles: Contract Analyst, DOT Contract Analyst, Printing Contract Analyst, Real Estate Contract Analyst, Agency Contract
Analyst, Procurement Manager, Agency Sourcing Associate

& Used When

Reference this when Supplier Input Needed? has been checked for the contract document, and the document has been sent to the
Supplier for review.

Note

Negotiations with a Supplier can be bypassed. If negotiations are not bypassed, a Supplier will be able to review the draft contract
and return it to the Contract Responsible team member(s) and the workflow will proceed to the “Review and edit if necessary
(rejects back to Supplier if edits are made)” step of the contract workflow.

The responsible user(s) will receive an email notification when you have a contract to review, and it will also be visible on the
OhioBuys homepage as an open workflow task in your My Pending Validations box.

Suppliers can review the information on the contract header and the contract documents but are unable to request any updates as
part of this workflow step.

Navigate to the Contract Document

D 1y jaistration Homepage Q search LI NO)
tions Seed6results  Welcome
The selected content confins no text

‘wmm + Actity = Obleat Duedste & History

1. As the Contract Responsible User, log in to OhioBuys. Click o
the Object hyperlink next to the contract that requires your revie
The contract should be in the Review and edit if necessary (rejects
back to supplier if edits are made) step.

OH Order
flow

OH Orde POO0O010B0 - Red,
172212024

Workflon PO Create Encumbrance

Workflow % Activity %< Object
My Recent Activity for Purchases
OH Contract Review and edit if

Authoring necessary (rejects back to
Workflow supplier if edits are made)

Goodman Legal Services -
Contract Document
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Review the Supplier Edits

Supliers  Sourcing

e 08X

2. Review the contract document and the edits made by the Docimen
Supplier. Click Edit Document if further changes are necessary.

For details on how to update the contract document or review comments, refer to the following document(s):

Contract Authoring (MS Word)
Contract Authoring (Native Authoring)

Note

If edits are made, the contract document will be rejected back to the supplier.

Finalize the Contract Document

rocurement  Aporovals  Invoicing  Release & Permit

“B 0AX ©

3. Click Submit to move the contract document into the Final
 caDoaument !mb

Review step once no further edits are needed.

Header

Dacument Name

Contract Document legotiation in Version v
Proress. 5 Supr
P

Necded

Supplier Comments — Summan
v Visible to Supplier

State Contract Number Contract ID Contract Name.
CTRoD1448 CTRo01428 Goodman Legal Services

Linked to Contract
CTRO01448 - Goodman Legal Services - ASSETWORKS LLC.

=-=—————-—

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys:
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.



https://ohio.opuseps.com/app/content/tasks/141489
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Reviewing and Approving a Contract

o .
@M OhioBuys Reviewing and Approving a Contract
e

Updated: 10/03/2025 01:19 PM Version: 7.0

O Purpose & Profiles

This job aid covers the process of reviewing and approving a contract record.

Profiles: Contract Analyst, DOT Contract Analyst, Printing Contract Analyst, Real Estate Contract Analyst, Agency Contract Analyst, IT
SIM, IT SME, EITC Analyst

& Used When

Reference this when a contract is routed to a Legal, IT, or Other Approver during the contract workflow.

Note
e Contacts with the Legal (Contract) role will be pulled in to review during the Legal Approver step in the workflow.

e Contacts with an assigned approver level (e.g. Other Approver 1, Other Approver 2, etc.) (Contract) role will be pulled in to
review during the corresponding Other Approver steps in the workflow.

e Ateach step in the workflow, if there are multiple approvers added, all assigned users will need to approve to push the
contract forward. (e.g., multiple people with Other Approver 1, Legal Approver, etc.)

¢ You will receive an email notification when you have a contract to review and it will also be visible on the OhioBuys homepage
as an open workflow task (“Legal Approver” or “Other Approver”) in your My Pending Validations box.

My Pending Validations

1. Under My Pending Validations, click the object hyperlink next
to the contract that requires your review.

Workflow ¢ Activity ¢ Object

OH Contract Legal
Workflow Approver

CTRO01377 - JTL 8/21
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Reviewing and Approving a Contract

Review the Contract

2. Toreview the authored contract, navigate through the sectio
of the contract record making sure to review the Header,
Negotiated Terms, and any other section that has been completed

Note

The following fields will be read-only: Contract ID, Amendment .
Number, Award Date, Original End Date, Bypass Negotiation, pestlN
Override Contract, State Contract No., Supplier, Contract
Responsible, On-hold Slider, Termination Date, Termination
Justification, CB Number, and Release & Permit

Pencil Icon

3. Navigate to the Documents tab and click the Pencil ( f )ice
of the contract document(s).

Final Review

4. Navigate to the Workflow tab of the document and ensure

that the contract document has completed the Final Review step.
Then, click Save to return back to the contract record.
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Reviewing and Approving a Contract

Approve
5. When your review is complete, click Approve. Cmmmmngﬁm o | R T TS
ez B
Note

IT SMEs can add additional comments in the IT SIM Peer Review step in the
contract workflow. At the IT SIM Supervisor step, a comment is also
mandatory when approving.

Note

If you would like to reject the contract, click Reject.
Reject

You will be required to enter a reason for your rejection. The contract will be returned to the Draft status and the Responsible team
member(s).

Reason :

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.
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Sending a Contract for Signature Using OneSpan Sign

o °
@ﬁlﬂ' OhioBuys sending a Contract for Signature Using OneSpan Sign

Updated: 09/23/2025 12:40 PM Version: 7.0

O Purpose & Profiles

This job aid covers the process of sending a contract for electronic signature using OneSpan Sign.

Profiles: Contract Analyst, DOT Contract Analyst, Printing Contract Analyst, Real Estate Contract Analyst, Agency Contract Analyst

& Used When

Reference this when a contract has been created and undergone all review and approvals and will be digitally signed.

When all of the necessary approvals for a contract have been received, the contract will enter the Contract Signature step of the
workflow and appear in the Pending Validations for the Contract Responsible user(s).

My Pending Validations

1. Log in to OhioBuys and select the name of the contract in thef 888 =™
Pending Validations section. S

My pending valdations

Workflow &  Activity < Object

v

OH Contract Contract CTRO16796 - test contract - "I Can Do
Workflow Signature It" Learning Center




Creating and Managing Contracts
Sending a Contract for Signature Using OneSpan Sign

Create Signature Transaction

2. Navigate to the Documents tab and select the Checkbox (
next to the final version of the contract. Then, click Create Signatu
Transaction.

B Documents

Create Signature Transaction

Launch Signature Process

3. Click +Add Documents if there are any additional documents P
that need to be signed. If not, click Launch Signature Process. R

> Generalinformation

+ Add documents

# Launch Signature Process

Note
You will automatically be redirected to OneSpan Sign.
o If your internet browser is configured to block pop-ups, then you will need to turn off your pop-up blocker and perform this

step again
e There is a limit of 16 MB for files being packaged in a OneSpan signature transaction; if users have multiple files that total

more than 16 MB, the documents should be sent in separate individual signature transactions
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Sending a Contract for Signature Using OneSpan Sign

+ Add Recipient

4. Once inside of OneSpan Sign, you will need to add recipients. Documents
These individuals will be everyone that needs to sign the docume 1 T ectoricDiscisres an Sratures Consers
within the State and on the Supplier side. By default, you will be D e
added as the first recipient. To add additional recipients, click | @ D tiestouon

+ Add Recipient. ® sopoocent
Recipients
@  Crawford ol 10005976@id ohio.gov

Enter the recipient's First Name, Last Name, Email Address, Title,
and Company. All recipients will receive access to complete their
signatures via email.

L Jordan Landsberg jordanlandsberg@kpmg.com KPMG Company

e To add additional recipient details, or to remove a recipient,

click the Ellipses ( °°° ) icon
e To manually assign the signature order on the contract,
toggle the Set signing order radio button

Set signing order ‘

o [f the Set signing order button is engaged, users can click and
drag to the left of users' names to move them up or down in
the signing order; note that the contract will not go to the
second user until the first user has signed, and will not go to
the third user until the second user has signed, etc.

Next

5. Once all recipients have been added, and the signing order ha
been documented as applicable, click Next.

10005976@idohiogow

NEXT >

jordanlandsberg@kpmg.com
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Sending a Contract for Signature Using OneSpan Sign

Signature Fields

6. After adding all of your recipients, you will need to add the
signature fields. To add a signature field:

Select the name of the recipient that should sign & &t o | pmpsermvcs
Select the type of field you would like to add (e.g., Signature, 1+ New clause

st changes new soff

Signer Initials, Signing Date, etc.)
Dr3g and drop the field on the area of the contract where yo
would like the user to add this information

Crawford Wall >

Jordan Landsberg >

[0 AcceptOnly

FIELDS

f Signature

JL Signer Initials
Signing Date
& Signer Name
Signer Title

Signer Company

e Each field will be color coded to match the color for each recipient.

o Fields can be re-sized to fit the area allotted within the contract document.
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Sending a Contract for Signature Using OneSpan Sign

Send to Sign

7. After inserting all of the correct fields, click Send to Sign. [reresest o 2 B

OneSpan Sign Consent and Disclosure (“eSign
Disclosure”)

By clicking co accep this eSign Disclosure you are consenting: () to execute documents with
OneSpan using its e Span Sign: i) that OneSpan may record and

gnature tool, One
ings of Vi

SENDTOSIGN <4

contact the.
consent may slow the speed a¢ which OneSpan can complete transactions with you and may
potentially delay the delivery of Products and/or Services t you.

Note

An email will be sent to each recipient with a link to the contract,
and the order of these emails will be based on the recipient order
that was established for the contract

Note

Active signature transactions can be tracked in the Electronic Signature section of the Documents tab.

~  Electronic signature

Createdon(UTC-4) ¢ Documents  Signers  Status & SubmissionDate (UTC-4) ¢ Createdby ¢ Launchedby ¢ RemoteStatus ¢ Completed on
s 0 © 9/11/2023121010PM & Inprogress  9/11/202312:1020PM  Wall Crawford  Wall Crawford  DRAFT

1 Record(s) £

Please note, the Electronic Signature section does not update automatically. To check the status of a contract signature, click the
Refresh ( L3 )icon.

After signing through OneSpan Sign is complete, you may wish to store a copy of the signed contract on the Supplier Confidential

Documents tab. To download the signed contract, click the PDF ( &) )icon.

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.
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Uploading a Signed Contract

o °
@ﬁlﬂ' OhioBuys (jp|oading a Signed Contract
e

Updated: 10/07/2025 04:11 PM Version: 6.0

O Purpose & Profiles

This job aid covers the process of signing a contract document outside of OhioBuys then uploading the signed document.

Profiles: Contract Analyst, DOT Contract Analyst, Printing Contract Analyst, Real Estate Contract Analyst, Agency Contract Analyst

& Used When

Reference this when a contract has been created and undergone all review and approvals outside of OhioBuys.

When all required reviewers and approvers have approved a contract, the contract will enter the Contract Signature step in the
workflow and appear in the My Pending Validations section for the Contract Creator.

My Pending Validations

1. In the My Pending Validations section, select the name of the
contract.

OH Contract Contract
TRO01377 -JT 2
Workflow Signature CIReO1377 JTLg.2l
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Uploading a Signed Contract

Create Document

[ —
Contract: CTR001377 - JTL 8/21 (Dratft)

2. Navigate to the Documents tab. Under the Supplemental
Documents section, click Create Document.

B Documents

Create Document

Document Type

ontract: CTRO01377 - JTL 8/21 (Draft)

cuments

3. Select your document type.
#*8 @8 x

Select a document type

Confidential Document
General Conditions

Internal Document

Principal Contract

Public Document

Supplier Confidential Document
Usage Report ETL

Note

Signed contracts should be uploaded as Supplier Confidential Documents. This allows both internal and Supplier teams to see the
contract. These documents will also be visible to users with the Confidential Documents role. These documents will also be visible
to users in the contracting organization with the Confidential Documents role. For more information on the different security
restrictions and uses for each document type, refer to the training materials with instructions for Uploading Documents.

a8 Confidential

Documents
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Uploading a Signed Contract

Title and Version

Contract: CTR001377 - JTL8/21 (Dratft)

4. Complete the mandatory fields; insert the Title of the OO a5
document and insert the Version number of the contract.

Main Documents

Supplier Confidential Document

Title

Title*

Version ®*

Summary and Attachments

Contract: CTR001377 - JTL 8/21 (Dratft)

5. Complete the non-mandatory fields as necessary; insert a
thorough description of the document in the Summary tab and/o
add attachments by clicking Click or Drag to add files.

Summary®

@ Click or Drag to add files

Save, Close, Publish, Delete

6 Contract: CTR001377 - JTL 8/21 (Dratft)

After completing the document fields and uploading the docume
as an attachment:

Toasave as a draft and finish later, click Save & Draft

Tdbsave as a draft and close the window, click Save & Close

Tocclose the document without saving, click Close

Tadpublish the final version, click Publish

If you have a saved draft, but wish to cancel the document
click Delete
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Uploading a Signed Contract

Approve

7. After uploading the signed contract, click Approve.

Approve

You have now completed the steps for uploading a signed contract in OhioBuys. To manage a contract during its lifecycle, refer to
Managing Contracts for instructions on processing contract change requests, creating amendments, suspending contracts, and
terminating contracts.

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.


mailto:OBM.ContactCenter@obm.ohio.gov

Creating and Managing Contracts

Managing Contracts

Topics
e Process a Change Request
e Create an Amendment
e Suspend a Contract
e Clone a Contract
e Terminate a Contract
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Processing a Change Request

o °
@ﬁlﬂ' OhioBuys processing a Change Request
e

Updated: 10/07/2025 04:11 PM Version: 7.0

O Purpose & Profiles

This job aid covers the process of fielding a change request for a contract from a Supplier in OhioBuys.

Profiles: Contract Analyst, DOT Contract Analyst, Printing Contract Analyst, Real Estate Contract Analyst, Agency Contract Analyst

& Used When

Reference this when a change request is submitted in OhioBuys by a Supplier.

Note

Suppliers can submit a change request for various reasons. When a change request is submitted, the contract will appear in the
Pending Validations for the Contract Responsible user(s).

You will receive an email notification when you have a contract change request to review and it will also be visible on the OhioBuys
homepage as an open workflow task (“Analyst Review") in your My Pending Validations box.

My Pending Validations

1. Login to OhioBuys. Under My Pending Validations, click the

object hyperlink next to the contract change request that requires
your review.

OH Contract Analyst CTR001348 - DNR Test Correct - CAREWORKS
Workflow Review TECHNOLOGIES
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Processing a Change Request

Supplier Change Request

2. Navigate to the Supplier Change Request tab to view the

request details.

= Supplier Change

Request

Supplier Change Requests

Supplier Change Request Supplier Change Request Description —
Changes to Scope, Deliverable or Timeline  Can we provide an updated timeline given the project's new objectives?

1 Record(s) -]

Approve Supplier Change

3. To approve the change request, click Approve Supplier Change

and an amendment will be created. If not approving, you can click
Reject Supplier Change and provide a reason.

Approve Supplier Change

To reject, click Reject Supplier Change. You will be required to
enter a reason for the rejection, and the contract will remain in
Signed status.

Reject Supplier Change

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.
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Creating an Amendment

o | °
(Zjﬁw OhioBuys (Creating an Amendment
e

Updated: 10/08/2025 04:51 PM Version: 9.0

© Purpose & Profiles

This job aid covers the process of creating an amendment to an existing contract in OhioBuys.

Profiles: Contract Analyst, DOT Contract Analyst, Printing Contract Analyst, Real Estate Contract Analyst, Agency Contract Analyst

& Used When

Reference this when a change to a contract or its details needs to be made and reviewed/approved in OhioBuys.

Note

e Amendments can be created after a need arises internally within the State or Agency, or at the request of a Supplier. The
change request must be fully approved first.

e Amendments can also be future dated meaning the Effective Date can be set for a date that is after the date the amendment
was created. The amendment won't supersede the original contract until the effective date occurs. The original contract will
no longer be active once the amendment is effective.

¢ If needed, the Contract Responsible field can be edited / updated as part of an amendment process. Please note, this field is
only present on contracts that interface to OAKS and is not present on Agency Administered contracts.

e Asincreases in the contract value are needed, agencies can create an amendment and increase the Contract Not to
Exceed field. If the contract is not an Agency Competitive Selection contract, OhioBuys will check the updated value against
the cumulative balance of the Controlling Board Number referenced.

e Ifan T Contract is amended and the value of the contract is increased, the associated Release & Permit value will
automatically increase accordingly, unless the value of the contract and amended contract are less than $25,000 in which case
the agency's IT Blanket Release & Permit will be applied. In the event that a contract was originally for less than $25,000 and
the amendment causes the value to exceed $25,000, a standard IT Release & Permit will be issued for the difference between
the amendment's Not to Exceed value and the original contract’s Not to Exceed value.

e Auser can create an amendment on a contract with an "awaiting effective date" status. These amendments will allow the
user(s) responsible for the contract to make updates to the contract and carryover the edits in the contract awaiting effective
date. Please note that this functionality is not available on agency-administered contracts.



Creating and Managing Contracts
Creating an Amendment

1. To create an amendment, log in to OhioBuys. From the Main
Menu Navigation Bar, click Contracts and then select Browse
Contracts from the drop-down menu.

Contracts

Browse Contracts

2. Search for your contract using the Keywords field and click t

»
Pencil ( ? ) icon next to the contract that needs to be amended.

Keywords
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Creating an Amendment

3. Click Other Actions and then select Create Amendment from
the drop-down menu.

mLe/7

Other Actions ~

Extend End Date (renew)...

Create Amendment

Extract all Documents to Zip
File

You will be asked if you are sure you want to amend the contract.
Click OK to proceed. A new contract will be created in Draft status
that will be listed as a child of the original contract.

envus03.ivalua.app says

Are you sure want to amend this contract?

KKKKKKKKKKK

4. Make updates to the contract as needed. If you are amending
contract that has a price list, be sure to navigate to the Price List ta

and click the Update Date button to ensure that price list item

validity end dates are updated to match the current end date of t
contract.

S Cuency s UOM s ValdiySariDate® ¢ ValdtyEndDate® ¢ Tog ¢ Avalab

2000000 USD waas
2 e 2,000000 USD orzoans tarsvaoes

B Pricelist
a 2000000 USD  weoos wrsuacns

Update Date
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5. Click Submit. Amendments will go through the full approval

Contract: CTR001384 - JTL9/7 Amendment #1 (Draft)

process for contracts. EEEa

JTL9/7 Amendment #1

Note

e OhioBuys will send a notification to any Requesters/Requisitioners with an in-flight requisition that references a contract
currently undergoing an amendment. The notification is sent when the Draft step is completed and when the Hold Until
Effective Date step of the contract workflow is completed.

e To amend a contract document, navigate to the Documents tab within the associated contract. In the Main Documents section,

»
click the Pencil ( f ) icon next to the contract document to open it.

E Documents

o Select Create a New Version in the pop-up window if you are creating the one new version per the amendment. Click Edit
Document if you need to make minor changes. Never create multiple new versions of a document within the same
amendment draft.

o When editing the document/new version, mark in-line changes with an asterisk (*) and use an asterisk footnote to
indicate the effective date of the amendment

= Footnote example: *Indicates update to __ with ___, effective 02/02/25

o Update the Summary of Amendments table with the newest amendment at the top of the list of amendments. If a
Summary of Amendments is_not present, create a table for it as a subsection of an Amendments section.

o The new amended contract document will need to be resubmitted into the contract document workflow

e To compare versions of a contract document, navigate to the Documents tab. Within the Main Document section, click the
hyperlink of a version to compare (e.g., V1).
o Inthe pop-up window, use the drop-down to select the versions for Compare Version and With Version. Then click, See
Comparison. A Word document will open with changes displayed in the Track Changes feature.
o V0 is the template that was used to create the document for the solicitation. V1 is the original contract. Any subsequent
versioning (V2, V3, etc.) denotes amendments.

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.
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o °
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Updated: 10/07/2025 04:21 PM Version: 9.0

O Purpose & Profiles

This job aid covers the process of suspending a contract or "putting it on hold" in OhioBuys.

Profiles: Procurement Manager, Agency Procurement Manager, DOT Procurement Manager, Printing Procurement Manager

& Used When

Reference this when a contract in OhioBuys needs to be put on hold or suspended.

Contracts: Browse Contracts

T A L Qe ©
1. Log in to OhioBuys. From the Main Menu Navigation Bar, click 5 | Contactarase =

Contracts and then select Browse Contracts from the drop-down - -
menu.

Contracts Shop

Browse Contracts

My pending valdations

Create

Schedule

Signatures
Browse Contract Documents
Browse Clauses

Browse Templates
Master Clauses

Clauses by Contract
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Suspending a Contract

Pencil Icon

2. Search for your contract using the Keywords field and click th
Pencil icon next to the contract that needs to be suspended.

. g
Pencil icon: &

Keywords

On Hold Slider

A D Quanne- @
3. Navigate to the Header tab. Engage the On Hold slider. -

1 Header

Q On Hold

Suspend/Terminate

G vorer sl
4. CIle SUSpend/Terminate. < D Contract: CTRO01384 - JTL9/7 (Running)

Suspend/Terminate

Nosteation e Noseston e montl ©

After clicking the Suspend/Terminate button, you will be asked to
confirm the suspension with a browser pop-up message. Click OK
to suspend the contract. If suspended, the contract status will be
updated to "Terminated" and the validity will remain "Running"
until the termination date is reached.
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Note

The contract is then moved to a status of Suspended and sent to the Pending Validations for individuals with the Procurement
Manager profile. Other individuals are pulled in based on the contracting entity, contract sub-type, contract type, or how the
contract is administered (state-wide or agency administered). DOT Procurement Managers, Printing Procurement Managers, Real
Estate Contract Analysts, and Agency Contract Managers are pulled in respectively in those cases.

The users pulled in have the ability to reactivate the contract by clicking Un-suspend if there are no changes (i.e., contract
amendments) needed. Alternatively, the Contract can remain in suspended status and the Contract Responsible user(s) can create
an Amendment.

Un-suspend

Refer to the "Terminate a Contract" section for instructions on terminate a contract prior to its original end date.

Terminate a Contract

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.
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Updated: 10/07/2025 04:12 PM Version: 6.0

© Purpose & Profiles

This job aid covers the process of cloning a contract in OhioBuys.

Profiles: Contract Analyst, DOT Contract Analyst, Printing Contract Analyst, Procurement Manager, Real Estate Contract
Analyst, Agency Contract Analyst

& Used When

Reference this when a contract in OhioBuys needs to be duplicated, but not amended.

Contracts: Browse Contracts

1. Log in to OhioBuys. From the Main Menu Navigation Bar, click
Contracts and then select Browse Contracts from the drop-down
menu.

| Browse Contracts

Pencil Icon

2. Search for your contract using the Keywords field and click th
Pencil ( f ) icon next to the contract that needs to be cloned.

Keywords Suppliers

wimittomy scope © ([FCRRER  Reset
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Clone Contract

3. Click Clone Contract.

Clone Contract

Click OK in the subsequent pop-up box

envus03.ivalua.app says

Clone contract?

To clone a contract, you must be currently set as the contract responsible.

A copy of the existing contract has been created. All of the information from the Header of the original contract will carry over to
the duplicate except for the Market Type field. You will also need to update the Effective Date so that it is not back-dated.

Contacts and Negotiated Terms will also carry over to the duplicated contract, but information from other tabs will not (e.g.,
Documents, Price List, Dealers, etc.)

The cloned contract should be edited and set up as a new contract. It will also need to go through the appropriate approval
workflow according to how the contract is set up.

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.
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Updated: 10/07/2025 04:22 PM Version: 7.0

O Purpose & Profiles

This job aid covers the process of terminating an active contract in OhioBuys.

Profiles: Procurement Manager, Agency Procurement Manager, DOT Procurement Manager, Printing Procurement Manager

& Used When

Reference this when a contract that is active needs to be terminated prior to its end date.

Note
Terminating a contract is a decision that is pre-determined prior to initiating the process in OhioBuys. Contract Analysts have the

capacity to initiate the termination process; however, the Procurement Manager is required to complete the termination process
by entering the Termination Date and Termination Justification.

Contracts: Browse Contracts

L r— A D O uvetome- ©
1. Login to OhioBuys. From the Main Menu Navigation Bar, clicK > ¢ rac aroge

Ll
Contracts and then select Browse Contracts from the drop-down
menu.

My Open Scheduled Task List

Contracts Shop

Browse Contracts

My pending validtions

Create

Schedule

Signatures
Browse Contract Documents
Browse Clauses
Browse Templates

Master Clauses

Clauses by Contract
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Terminating a Contract

Pencil Icon

2. Search for your contract using the Keywords field and click th
Pencil icon next to the contract that needs to be suspended.

- »
Pencil icon: &

Keywords

Termination Date and Termination Justification

3. Navigate to the Header tab. Enter a Termination Date and
Termination Justification.

Termination

Termination Date

Termination Justification
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Terminating a Contract

Terminate

4. Click Suspend/Terminate. The contract will expire when the
termination date is reached.

Suspend/Terminate

You will be asked to confirm the suspension with a pop-up
message. Click OK to suspend the contract.

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.
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