Step-by-Step Instructions
CobbleS


https://ggc.cobblestone.software/Core/
mailto:contracts@ggc.edu

o Foundation Building: If your contract involves a foundation property choose
which one from the dropdown or choose N/A if this does not apply.

o Technology or Software: Choose yes if your contract is for technology or
software and no if not. If you are questioning what to answer, ask yourself
whether this contract should be reviewed by the IT Department. If it should,
select yes.

e Dates:

o0 Effective Date: List the date that the contract will begin. This date can be

updated later, if necessary. a



Notification of GGC signature: You will receive an email alert after your contract is
signed by the appropriate GGC individual. An example of this alert is attached to these
instructions.

o0 If the contract has not been signed by the other party, obtain the counter-
signature and then upload the fully executed contract to the contract record in
CobbleStone. After you have uploaded the fully executed contract, approve your
final task.

o If the contract has already been signed by the other party, approve your final
task.



—

A new contract is ready for review. Please see task alert below:

Task Name: New Contract Signed
Employee Assigned To: Smith, Jane
End/Due Date: Jan 31 2020

Notify Days: 15


https://ggc.cobblestone.software/core/default.aspx?navto=ApproveDeclineContractTask.aspx%3FID%3D194%26action%3Dapprove
https://ggc.cobblestone.software/core/default.aspx?navto=ApproveDeclineContractTask.aspx%3FID%3D194%26action%3Dreject
https://ggc.cobblestone.software/core/default.aspx?navto=TaskDetails.aspx?ID=194
https://ggc.cobblestone.software/core/default.aspx?navto=ContractDetails.aspx?ID=78

Record's Files & Attachments

File Name File Type \Date Uploaded
Signed vendor agreement |.pdf 1/16/2020
Vendor agreement pdf 12/11/2019

(These will be links to the documents attached to your contract record.)

Please log in and review this alert.

https://qgc.cobblestone.software/Core/

Note: If your contract has already been signed by the counter-
party, approve the task and your contract will update to active
status. If your contract hasn’t been signed by the counter-party,
obtain the counter-signature and then upload the fully executed
contract to your contract record. After you have uploaded the fully
executed contract, approve the task and the contract status will
update to active.


https://ggc.cobblestone.software/Core/



