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Workshop Objectives

* Need and Benefits

e System Considerations

* System Preview

* Implementation Timeline
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NEED AND BENEFITS



{ UNn’ \ »‘ v ,// ~-_\.\‘ ) /'."/./ :\
NG S / i Other Party \/

ERE

OBFS ~— \ » ! - SECRETARYof

| the BOARD
& Q .

UNIVERSITY  —— COMPTROLLER
Q COUNSEL DESIGNEE

Current Process — Paper Driven



UIC ™o

UNIT

OBFS

2011 BRINGING ADMINISTRATORS TOGETHER CONFERENCE

EXECUTIVE
OFFICE

Other Party
] s =y
SECRETARY of
the BOARD

UNIVERSITY COMPTROLLER
COUNSEL DESIGNEE

Electronic Process



UNIVERSITY OF ILLINOIS
AT CHICAGO

COUNSEL

o

rrrrr

DESIGNEE

VENDOR

2011 BRINGING ADMINISTRATORS TOGETHER CONFERENCE

User Benefits

* Provide one-stop solution for
management of contracts

e Streamlined approval process

* Electronic routing workflow

e Elimination of multiple systems
e Easy tracking of status

* Elimination of paper copies

* Enforce University policies and
procedures
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University Benefits

VENDOR

Improve the efficiency of the
resources that we manage

Continually improve customer
satisfaction

Communicate effectively,
internally and with others with
whom we work

Demonstrate compliance with
policy, regulations, and law
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SYSTEM CONSIDERATIONS



* Pre-approved
Templates

e New Contract
Requests

e Amendment
Requests

e Template
Requests

e Internal
Approvals
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Key Considerations

- * Vendor compliance and
performance tracking

HI;M J2 5 * Tacking of changes

* Tracking, Searching,

 User-friendly/easy-to-use Reporting, and Querying
e Electronic workflow  Email system alerts and
reminders

e Central location

e Access on all campuses

* Roles/Levels of security

* University customized workflow
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Training

Web-based Overview

Policy and Procedures Simulation by Roles
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Knowledge

e Policies and procedures
e Legislation

e Purchasing process for all
campuses

e Contracting process for all
campuses

Skills

e Generate reports

e Request system access
e MS Office Products

e Adobe Acrobat

e Web-based products

e Basic computer skills

e Email/attachments

e Scan
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Login Screen

prodagi0’|contract

User Name: i
Password:
Repository: CONTRACT DEV +

"] Remember my credentials

[+] More Options

15
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Main Screen

1. System Links 3. View Icons
: 2. Tab Row 1
v : ¥
pr{)daglf}‘ Help Preferences Logout V —l \ \
> L= ——— v 2 =7 #
' Personal Cabinets Reference Recent Subscriptions Favorites
Admin My Tazsks Reports Search
Cabinet . Karen Deering
=7 . =1 = . 7 P N 1 ]
a Bl BE Z) Bl & 14 Folder Action Icons 5 o> [ quick search - Go
Folders .  Karen Deering EE» V

Starts VWith S S TTTT T T e e e LR e e e L L L L LR R R LR L L EEEEEEE > Items Per Page: S0 - Show All Objects -

lg# CONTRACT_DEV -

TR “9  Name | Document Title | cateqory | Date Modified | Checked Out By |
@ Contract - Accounting - IT Consulting Inc. { Mike Devocelle-first test template (T-00022 v1.8) Payable Feb 22, 2011
@ﬂ Contract - TPDCP - Karen Deering ( CH-0007 Karen Deering First Test Template (T-00037 v1.0) Receivable Feb 22, 2011
@ Contract - TPDCP - Party Time { CN-00187 v Karen Deering First Test Template (T-00037 v1.0)  Receivable Feb 22, 2011
B - ontract - TROCP - Tasty Treats [ CH_00034 ) & Karen Deering Receivable Feb 21, 2011
'E_]CR-Payable-Karen Deering ( CR-000010 Contract Request (T-00011 v1.2) Payable Feb 22, 2011
'E_]CF‘.-Rece'rvable-TastyTreats(CR—EIEIEIEIEIB @ ;I:-.. Blank Word 57 / 2000 Document Receivable Feb 21, 2011

A A
6. Folder Structure 7. Central listing of contracts and documents
4 | [l 3
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prodagiolcomma

CONTRACT_DEV —
Right Click
it »

Document Dashboard

&) contract - Accounting - IT Consuling Inc. ( €
2] Contract - TPDCP - Karen Deering ( CN-0007
) Contract - TPOCP - Party Time ( CN-00197 v
#) Contract - TPOCP - Tasty Treats (CN-00034 [ ) &

é]cn-naym-xmnooemo(cmmw\
3] cr - Receivable - Tasty Treats ( CR-000008 B ©
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Open Dashboard |

“u
u
L

View
Edit
Check Out

nt | Properties

Action Iltems

Save a Local Copy

Email as Link

Start Predefined Routing
Start Ad Hoc Routing
Export to CSV

Feb 22,2011

Feb 22, 2011
Feb 22 2011
Feb 21, 2011

Assign Number

Feb 22, 2011

Add to Clipboard
Add to Favorites

Feb 21, 2011

Delete

Aszszign Relationzhip

View Locations
Subscribe to Changes

Unmsmor [Luvors

o Cutnen - SMOmeing
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Document Dashboard

Document Dashboard : Contract - Electrical and Computer - Partner Co { CN-00241 v 1.0)

B [ZE (0 | BB & g | & e 1. Available Actions

Jacket Actions : View Properties Edit Properties Update Number Print Properties Print All Properties  Signoff

General 3

Title: College of Engineering Tech Services
Document Number: CN-00241
Status: Contract Development
Contract Category: Receivable
Contract Sub Category 1: Professional & Artistic Services H
Contract Sub Category 2: 2. JaCket Actions
Contract Sub Category 3:
Contract Description: Engineering student to work on a project for company

3. Functions

Chart: 2 - Chicago
Organization Code: 284 - Engineering Admin
Fund (if Receivable or Payable):
PO Number|s):

4. Jacket Properties

Execution Date: Apr 27, 2011 and Information
Contract Amount: 5000

Amendment Amount: 0
UBIT:
University Template: ves

Contractor

Contracting Party Name: Partner Co
Contracting Party DBA:
Contracting Party Phone:
Contracting Party Email:

Contracting Party Address 1:
Contracting Party Address 2

18
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Choosing the Checklist

Select Checklist :

Checklist Type : confract -

Checklist
Category '
Checklist N\ame :  File Leazes with Secretary of State - &
File Leases with Secretary of State - A
File Leases with Secretary of State - B

File with Comptroller

Test Reject Checklist
RGA Templ Under SK Dept Signature Authority No Changes

RGATE ﬂ e =R C0 ﬂt THIET Il e LITalges
UIC Revenue

Iz E|r|; aath f"nrnp+rﬂ||ﬂ.r o Prods ;in Contract
RGA Mon-Templ
RGA Templ Over SK No Changes
RGA Templ w Changes

Receivable -

Choose the checklist
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Checklist

Document Dashboard : Contract - Electrical and Computer - Partner Co ( CN-00241 v 1.0)

B 40Tk | BB g |5

Checklist Actions : Select Checklist

Checklist [?] ltems Per Page: =0
Date Assigned Due Date Assigned To Date Completed Completed By

Assign ltem
Signature Required Assign tem

D JE? Campus Approval [2] Assign ttem

[]  0BFSContract Revie@ Assign ltem

D Send final contract to Other Party for signature [2] Assign ttem

D Import/Scan final centract with Other Party signature [2] |nStrUCti0nS or Supplemental Assign ttem

[] 2 universiy Signaturs (Comptroler) [2 information for each checklist item Sesion tem

D Send copy of fulty executed contract to 3rd party [21 Assign tem

20
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Approvals — Email Notice
r O e - Erecklist Task - Cuntwi

—/; kMessage Adobe PDF @
From: Patrida Menguito [prnenguit@uillinois. edu] Sent:  Frid/22/2011 12:03 PM
To: Jatico, Francis
CC
Subject: Checklist Task - Contract - Campus Recreation Department - Saint Anthony High Schoaol [ CH-00087 -

F Y

A Prodagio Checklist Task has arrived for your review.

Due: Apnl 13, 2011
Priority: High 4 Click on Hyperlink

Task Description:
Department Head Approval

| Description: -
Department Head approval is mandatnry for all contracts, regardless of amount.

View Task in Prodagio >

21
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Approvals — Checklist Item

Task Manager: Checklist :

Checklist

Details

Sent Date : 0 i : o . Department Head Approval
Sender : Patricia Menguito -

Priority : 10

E Checklist Task - Contract - Campus Recreation Department - Saint

HNotification
. 04/13/2011

. .. Department Head approval is

Descrlptlur: mandatory for all contracts,

" regardless of amount.

Reguirements : Instructions :

\none Department Head Approval

Included By Sender
Document Name Modified

'E._j Contract - Campus Recreation 4132011 1:42
Department - Saint ... PN

E A

Add Note

To Complete This Checklist:

and ¥
Enter your Password and Comments below, then click the Complete butlorL._'Ehiewi'ch':orr;plete the
o Rk --l"‘

Password :

Comments

To Reject This Checklist:

Enter your Comments below, then click the Reject button. This will reject the Checklist.

Click to Open Document

Login required to verify identity

Approve
Reject
Take no immediate action




UIC e 2011 BRINGING ADMINISTRATORS TOGETHER CONFERENCE

Approvals — My Tasks

* .
D rﬂda g0 | Contract Management System Help Preferences Logout
' ]

@ o

Reportz Search

"uy
.
.......
L
LN

e —
Y My Tasks Recent Favorites | My Task view

Actions : My Workflows Workflow Reporting Start Workflow

TasksEEl | am available Items Per Page: =0 El
Priori Subject From Date Received Status Instructions
@ Checklist Tazk - CR - Rev Patient Care - Big Hospital Group [ C Francis Jatico 47222011 12:03 PM Department -
Concept View Delete
Approval
Checklist Tazk - Contract - Forum - BP, Inc { CN-00137 v 1.1 } Patricia Menguite 4/22/2011 12:02 PM Department )
View Delete
Approval E
@ Checklizt Task - Contract - Campus Recreation Department - Saint Patricia Menguite 4222011 12:02 PM Department
Head View Delete
Approval
Checklist Tazsk - Contract - CON - School Care - CPS { CH-00030 MNancy Dorsch 472212011 12:02 PM Import’scan in
contract with
3rd party View Delete
notes andfor
reguested
changes
Checklist Tazk - Contract - CON - School Care - CPS { CH-00030 Mancy Dorsch 4/ZF22011 12:02 PM OBFS
Contract View Delete
Review
@ Checklist Tazk - Contract - Dawn Colling - Chicage Police Depart Patricia Menguite 4222011 5:53 AN Campus )
View Delete
Approval I —
@ Checklist Tazk - Contract - College of Engineering - Motorola ( Patricia Menguite 42002011 12:01 PM College View Delete
Approval e —
Checklist ktem - Contract - Athletics - LocalSwimClub LLC { CH- Patricia Menguite 41972011 4.36 PM Department View Delete =

UNIVERSITY OF ILLINO
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Search

Advanced Search: General

General My Saved Searches | All Saved Searches

Comains: [FulText Seach < Fyl| text searching allows users to easily
Object Type: Al Atachments search for documents with specific content

Propertiest Category contains Users can also search for documents with

and = Category contains N 1fi
Add another property B specific property values (metadata)

Modified

prodagi0| contract Contract Management System Help Preferences Logout \
@ Anytime E——II ' 7

7 Reports | CustomReports | Crystal )
) From|[ Admin Documents My Tasks. _ Search

O" 97 Results for "contract” in CONTRACT_DEV - 4/24/2011 2:14 PM e L H

To
Search Results .~ S5 (#(e)Page[ 1 Jef2(3) Items Per Page: 50 ~
- 9 Name | Ranking| Document Title | category Date Modified|

Any Size

) - _ Receivable - Quarlerback Club { CR-000025 v 1 = & 87% Contract Request Receivable Apra2, 2011 Edit Check Out

U of | - Contract Request Form General Decument Number CR-000026 Status Contract Development Contract Request Type Receivable ..

iti . . . . [ ; 8% Contract Reguest Receivable Apri2, 2011 i Edit Check Qut
Additional: [T Find hidden objects 8] c7 - Receivable - Yes We Can ( CR-000034v 1.0)

U of | - Contract Request Form General Document Number CR-000034 Status Contract Development Contract Request Type Receivable

[C1Find all versions ) )
86% Contract Reguest Receivable Apri2, 2011 Edit Check Qut

] cr - Recewvable - Quarterback Club ({ CR-000029 v 1

U of | - Contract Reguest Form General Document Number CR-000026 Status Contract Development Contract Reguest Type Receivable ..

] cR - Receivable - National Association of College ant E5D Conisacetequest Hecsuatic] Sroglag 0 (Exdi g Checi O

U of | - Contract Reguest Form General Decument Number CR-000031 Status Contract Development Contract Request Type Receivable ..

S Payable - test { CR-000025 v 1.0 ) m 85% Contract Request Payable Apr13, 2011 i Edit Check Out

U of | - Contract Request Form General Document Number CR-000025 Status Contract Development Contract Request Type Payable Ch

IEI__] CR - Receivable - Amendment - Schutt Sports ( CR-0 g 85% Contract Reguest Receivable - Amendment Apr 18, 2011 View Edit Check Qut
U of | - Contract Request Form General Document Number CR-000016 Status Contract Development Contract Request Type Receivable ..
IEI__] CR - Receivable - Testing Company ( CR-000019 v 1 85% Contract Reguest Receivable Apr18, 2011 View Edit Check Qut
ntract Reguest Form General Document Number CR-000019 Status Contract Development Contract Reguest Type Receivable ..
" ”
Se arc h Re su Its fo r “co nt ra Cts able - Mooris High School ( CR000022 v & &% Contract Request Receivable Apr 14, 2011 View Edit Check Out
tract Regquest Form General Document Number CR-000022 Status Contract Development Contract Reguest Type Receivable ..
85% Contract Reguest Payable Apr15, 2011 View Edit Check Out

'E._] CR - Payable - Test Co. Inc. ( CR-000023 v 1.0 )

UNnERsm oF IILINOIS
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Reports

Checklist Assigned Tasks (Open)

Checklist Azsigned Tasks (Completed)
Checklist Azzigned Tasks (Rejected)

Checklist Azsigned Tasks (Open or Completed)
Checklist Tasks Workload (Assigned and Open)
Deleted Documents Report

Obligaticn Az=ignments

Obligation VWorkload

Cbligations by Contract

Obligations by Location, Category, Rezponsibility
Principal Documents by Status

Preferences Logout

Help

e 6ev

Admin Documents My Tasky

Standard Reports

o

Search

-~
Pleaze select a Report from the list
s
L
pr{]dag 10 | contract Contract Management System Help  Prefers
Reports Custom Reports Crystal
[repons "
‘w“" Comptroller Filing Report NU'IS

Leazse Filing Report

IRGFIELY

Custom Reports

Payable and Receivable Leases

Payable Contracts Owver SK

Payable Leases

UBIT Report on Revenue Generating Contracts
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TIMELINE
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Timeline

12/1 - 3/25
9/15 - 11/5 Configuration
Business 11/10- 11/25 (Workflow Routing,
Requirements Gathering Configuration Templates/Forms Config,
(AS-IS Workflow, DB Analysis Workshop Report Development,
Forms/Document Standardization)  w/Imagitek DB Conversion)
AN AN

Complete
4/6 - 8/3
Training Development,
Change Management Efforts, 8/3 - 10/3 10/3 - 1/3 1/3-6/1
User Acceptance Testing End User Training Pilot Testing/Roll-out Phased-Implementation
AN AN AN AN

Y Y Y A

May June July August September October November December January February March April May

6/1/2012
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Questions / Concerns?
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