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SCM-Reviewer
Quick Start Guide

Reviewer

The Reviewer is responsible for reviewing redlined agreement terms and conditions that are made within a
contract. The review is completed in the Negotiation Phase.
Reviewers can:

e Record comments o Redline agreements

e Download and upload agreements e Submit review

Phase Tracker
The phase tracker appears at the top of the page for each phase of contract. If you hover over a phase
within the tracker, it displays workflow status information.
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Document

INITIATION FORM DOCUMENT SIGNATURE ACTIVATION
PHASE PHASE PHASE PHASE PHASE
Initiation Initiate a new workflow process.
Form Populate the workflow-specific details and attach supporting documentation.
Document (Source) Upload the main agreement and associated documentation.
Negotiation Negotiate agreement terms with external and internal parties.
Executive Summary Perform final review of the negotiations and arrangements approved in the

negotiation phase as well as the attachments prior to signature.

Signature Collect signature on agreement from internal and external parties.
Activation Activate the fully executed agreement and associated documentation.
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SCM-Reviewer
Quick Start Guide

Participants

Before you can perform tasks as a Reviewer in the negation phase, the Phase Owner must add you as a
participant. You can view notifications by clicking the bell icon in the top menu bar.

Notification Example:

o | fou have been mentioned in the workflow New -

Courtney Lee, MD - WFa2eeb by Trainee 124

The Participant Info section displays all of the participants. The Participant Sequence section only displays
the participants that Phase Owner sequences into the workflow phase.

Phase Info Comments

»| Participant Info

Trainer 05

Reviewer

Trainee 110

'IPamcipant Sequence

No Participant Sequence Info
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Quick Start Guide

Negotiation Phase

As a Reviewer, you can view and update. When you need to act on a workflow, you’ll see a visual indicator
of this next to My Worklist.

1. Click on # pending my action next to My Worklist.

2. Select the workflow needing to be reviewed.

>4 's/ymplr

My Worklist S Jo Initiate New Workflow

3. Click the agreement(s) you need to review.
4. Make any edits/changes to the agreement.
5. Once your review of all agreements is complete, click Submit Review.
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Quick Start Guide

Comments

As a reviewer you can leave comments.

In the workflow, select the Comments tab.

Click Comments.

Click the blue plus icon to the right of the Comments section header.
In the comment pop-up window, type a message.

o You have the option to make the comment private.

5. Click Comment button to save.
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COMMENT Make Private
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6. The comment displays in the Comments tab, with the total number of replies.

v Comments [

Please review all of the form fields & provide approval

@trainee125@tractsoft.tech

6]

7. To view the comments thread, click the reply hyperlink.

~ Comments O

Form
. rainee _—. dtractsoftt.tecr \—. U UL .'_.'.'—...

Please review all of the form fields & provide approval
@trainee125@tractsoft.tech
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