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About the Contract Management System

Submitting a Contract Request

Effective Searching

Approving a Contract

Navigating the Contract Management System

Setting Work Status to “On Vacation” and adding a 

Backup Person

Creating a Digital ID Signature in Adobe

Signing a PDF with a Digital ID

https://www.dartmouth.edu/finance/forms-policies-systems/training_guidance/system_training/cms/#About%20the%20Contract%20Management%20System
https://www.dartmouth.edu/finance/forms-policies-systems/training_guidance/system_training/cms/#Submitting%20a%20Contract%20Request
https://www.dartmouth.edu/finance/forms-policies-systems/training_guidance/system_training/cms/#Effective%20Searching
https://www.dartmouth.edu/finance/forms-policies-systems/training_guidance/system_training/cms/#Approving%20a%20Contract
https://www.dartmouth.edu/finance/forms-policies-systems/training_guidance/system_training/cms/#navigation
https://www.dartmouth.edu/finance/forms-policies-systems/training_guidance/system_training/cms/#vacation_setting
https://www.dartmouth.edu/finance/forms-policies-systems/training_guidance/guidance_best_practices/adobe.php
https://www.dartmouth.edu/finance/forms-policies-systems/training_guidance/guidance_best_practices/adobe.php#Signing%20a%20PDF%20with%20a%20Digital%20ID


Is the Individual 
working within 

the United 
States?

Yes

Independent 
Contractor 

Questionnaire

Completed by 
the Individual

Procurement 
Services

Decision 
Notification 

to Department & 
Individual

No

International 
Staffing 

Questionnaire

Completed by 
the Department

International 
Staffing 

Committee

Decision 
Notification 

to Department & 
Procurement

If 
Approved

Contract Request 
Submitted by 
Department

If Individual is a 
new vendor, 
Procurement 

generates 
PaymentWorks 

Invitation 

https://www.dartmouth.edu/finance/purchasing/buying_paying/contracts.php#contracting_in_cms
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https://www.dartmouth.edu/finance/tuition/other_payments/return_funds.php
https://www.dartmouth.edu/finance/tuition/other_payments/merchant_accounts.php#centralmerchantaccount


Submit a Central Credit Card Processing Request:
Name of department or program

Department Contact & Phone number

Chart string for Revenue

Description of service or event  

For Events Submit: 

Event Simple Checkout Request

Provides a Buy Now button for 
each item to be embedded on 
your event website for registrants 
to sign-up and pay for your event

https://forms.office.com/r/pPQF77Y9vp
https://forms.office.com/r/7SW3xeRJtn
https://forms.office.com/r/yuKQwFtnD6
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https://onbase.dartmouth.edu/sso/app/fcdataprovider/CreateNewForm.aspx?DocTypeID=237
https://oa.dartmouth.edu:8007/OA_HTML/AppsLogin
https://onbase.dartmouth.edu/sso/app/fcdataprovider/CreateNewForm.aspx?DocTypeID=590
https://onbase.dartmouth.edu/app/FCAssets/assets/pages/FIN_INITIAL.html
https://onbase.dartmouth.edu/sso/app/fcdataprovider/CreateNewForm.aspx?DocTypeID=416
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https://www.dartmouth.edu/finance/documents/employee_services_tab_documents/supplemental_payment_request.xlsx
https://www.dartmouth.edu/finance/documents/employee_services_tab_documents/supplemental_payment_request.xlsx
https://www.dartmouth.edu/finance/documents/employee_services_tab_documents/supplemental_payment_request.xlsx
https://onbase.dartmouth.edu/sso/app/fcdataprovider/CreateNewForm.aspx?DocTypeID=416
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https://policies.dartmouth.edu/policy/code-ethical-business-conduct
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In situations where you prefer to place an anonymous confidential 

report, we advise you to use this hotline, hosted by a third party, EthicsPoint. 

•

•

http://www.dartmouth.edu/rmi/compliance/index.html
https://policies.dartmouth.edu/policy/code-ethical-business-conduct
https://secure.ethicspoint.com/domain/media/en/gui/35378/index.html
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If you work any of the 

Winter Break days, 

you should record 

your hours as normal.
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mailto:Invoice@dartmouth.edu
mailto:Admin.and.Provost.Finance.Center@Dartmouth.edu
mailto:Arts.and.Sciences.Finance.Center@Dartmouth.edu
mailto:Geisel.Finance.Center@Dartmouth.edu
mailto:Accounts.Payable@Dartmouth.edu
mailto:Institutional.Accounting@Dartmouth.edu
mailto:Procurement.Services@Dartmouth.edu
mailto:Procure-to-Pay@dartmouth.edu
mailto:Agiloft.Help@Dartmouth.edu
mailto:Expense.Reporting@Dartmouth.edu
mailto:Oracle.Processing@Dartmouth.edu



