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Strategic Sou rc¡ ng Contra cts

Overview
This job aid is intended for those who need to submit non-procurement contracts (those unrelated to a purchase related

to a supply event).
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lnitiation Process

L. Within the Workday search, enter and select Create Contract Request report.

2. Select the General Contract Request link. Workday Strategic Sourcing will be opened in a new tab.
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3. Under the Contract Summary tab, complete all request form questions. Depending on responses, additional

questions may be asked
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L€ds Got Started
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4. Under the Attachments tab, add contract document.
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ATTACH DOCUMENTS

Attâch âny liles hêre that ðre relevant to yollr cont.âct.

SIGNÊD DOCUMENIS oæufiiV"

Afler selecting ðñd sendiñg your documents tÕ Dôcuslgn, âô eñvelope wíll bè c.eated he.e. I wlll contèin ãll the

documents ánd intormètioh you sent to. signâturê. More ¡nformôtion can bê fouñd on Docusiga.

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

lnv¡te internal team members lo collðborate,
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6. Select Submit Request. You will receive information regarding a point of contact and may now close this tab
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STA¡<EHOLDERS

lnvite ¡ntêrnal leam membe¡s lo collâbo.atê-
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#2077 _ CONTRACT JOB AID
has been successfully sent to sourcing!
You will receive a confirrnation email.

Arrnon l(srmEni will review your contract.
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Your request
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