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REVIEWING & APPROVING A CONTRACT IN CMM
There are 2 main ways you can review and approve contracts in the CMM System:

e via Email link
e via CMM “My Approvals” tile

There are also a few options you can choose when reviewing the contract:

e Approve
o Use this when everything is in order and you have no outlying questions
e Approve with Advisory Notes
o Use this when you have concerns or questions regarding a certain part of the contract
(e.g. “please note that we must give 30 days notice to terminate so please increase the
renewal reminder by 3 weeks”)
e Reject
o Use this when major changes need to happen, you already know of similar software/etc.
we are currently using at the University, or if a re-work needs to happen with the any
part of the contract

Reviewing & Approving via Email

Please note, the system emails come from CMMSystemEmail@wwu.edu and all links within are safe to
click.

Approval within the Email
This option is best if you are already familiar with the contract details or are unable to log into the CMM.

1. Key contract details are summarized in the body of the CMM generated email.

2. Attached are the documents for review (contract and any additional details, e.g. Terms &
Conditions or email messages).

3. If this is enough information for your approval, you can approve the contract by clicking the blue

“approve” link.
4. Once you have clicked the link and approved, the workflow will move onto the next approver.

Review and Approve within the Email
This option is best if you would like to approve with Advisory Notes or reject from the email.

1. Click on the blue “Review” link to open the record in the CMM.

2. From here you can add in Advisory notes.

3. Change the Approval Status/Approval Action to Approved/Approved with Advisory
Notes/Rejected.

4. Once you save, the workflow will move onto the next approver.
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Email Example:
Tue 12/24/2019 11:52 AM
CMMSystemEmail
Contract # 8057 requires approval « | ] || H B |

T N

1) I there are problems with how this message is displayed, click here to view it in a web browser

8057 TAC.pelf B} 8057 Quote.pdf } *— s opy/ of/Documents, for Review

129KB 455KB

The contract # 8057 titled Vehicle Sensors requires approval of someone on the Contract Administration Team.}
notes and decide whether to approve directly (select Edit to make changes to the approval record).

Please note that you must click on the icon at the bottom of the screen to edit the Approval record.

1D: 9663

Approval Title: Contract Administration Approval H H H m

Csﬂlract Title: Vehicle Sensors A—IE[Q )g w4t~h~ n»g JI)er Ln QM M t add
Approval Team: Contract Administration Team H

CEEIract Company Name: CivicSmart Inc _,,Qt_e,g _,n.'gt__,s/ Q_J Ll _!g _/t

Contract Description: The vehicle senors will be used to track the use of vehicles using using the loading zone parking spots.

Contract Requester Name: Shelby Zimmerman

Contract Start Date: 01/01/2020

Contract Type: Service

Contract Annual Cost: $64.785.00

Total Cost if all Renewals Exercised:$64,785

Reviewing & Approving via the CMM System

To approve directly in the CMM, log in and click on the “My Approvals” tab.

ESM Contract User Portal

Search

'L My Profile Q Request/Submit a Contract

ser pecille Submita

w contract & WWU Contracts My Contracts

= My Contracts == WWU Contracts
=] e s

sly submitied contracts Wiew all public WWU contracts

= le Approvals =

ontracts pending your approval

Your Pending Approvals will appear. Click on the “Edit” icon to the left of the Contract you are going to
review.

\™ Approvals: My Pending Approv

Status: 1 record(s) found, 1 page(s}glick for details....

Approval
Contract Title Abiil‘évaf"l'e'alﬁ Approver(s) SLatuszpproval

729  FIG Consultant  Department/Unit Approvers  Steven VanderStaay  Pending Approval

NOTE: If you click on the “ID” link it will send you to a summary screen, where you cannot make any
changes.
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Need to make changes to the document before you “Approve with
Advisory Notes”?

Once you have clicked into the “Edit” icon, view the contact document (Tab 3), click on the document,
and when the pop-up appears choose “Edit and Checkout”.

2380 - Descriptive Title Here for Performance Date.docx

Download/Save | View File  Edit and Checkout

A few question pop-ups will appear. Click yes/approve/etc. to all (it is just confirming that you want to
open a document and yes, it is encrypted and trusted).

Once you have the document open, make any changes you would like and hit SAVE before closing the
document.

Your document will now be “redlined” (i.e. showing track changes in red to the Contract Admin team).

Make any Advisory Notes in the Approvals tab (including the fact you made edits to the text) and switch
the dropdown to “Approved with Advisory Notes”.

Then save and it will move the workflow onto the next approver.
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