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Strategic Sourcing Contracts

Overview
This job aid is intended for those who ne
to a supply event).
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Initiation Process
1. Within the Workday search, enter and select Create Contract Request report.
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2. Select the General Contract Req

uest link. Workday Strategic Sourcing will be opened in a new tab.

Create Contract Request -
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3. Under the Contract Summary tab, complete all request form questions. Depending on responses, additional
guestions may be asked.
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4, Under the Attachments tab, add contract document.
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No attachmants

SIGNED DOCUMENTS

After selecting and sending your documents to DocuSign, an envelope will be created here [t will contain all the
documents and Information you sent for signature. More information can be feund on DocuSign

5. Under the Stakeholders tab, add any additional users who may need to be involved.
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Your request

#2077 — CONTRACT JOB AID

has been successfully sent to sourcing!
You will receive a confirmation email.

Armon Kermani will review your contract.
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