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ePROCUREMENT 8.8 

CONTRACTS 

Create the Contract (MTA) 
 
 
Create the Contract (MTA) using the below navigation.  
 

• Enter a Contract ID name using the Vendor, Month, and Year 
• For Contract Process Options, select Purchase Order 
• Click the Add button 
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On the Contract Screen, enter the following minimum information: 
 

• Vendor/Vendor ID 
• Begin Date 
• Expire Date 
• Maximum Amount (total to be spent on the Contract) 
• Check Allow Open Item Reference 
• Check Price Can Be Changed on Order 
• For Line 1 of the contract, enter a Description, UOM, and Item Category 
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Click the Line Details icon for Line 1 (circled in red above) then enter a Price Location 
 

• Expand the Pricing Information area 
• Click the Price Loc lookup icon 
• Select USD 
• Click the OK button at the bottom of the screen 
• Click OK to ignore the warning that says “Warning – Unit price has no value on line 1.” 
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Finish the Contract: 
 

• At the top, change the Status to Approved  
• At the bottom, click Save 
• Click OK to ignore the warning that says “Warning – Unit price has no value on line 1.” 
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Create the Task Order (PO Release) 
 
 
Create a PO Release the same as you create a regular PO: 
 

• Add a new PO number to the system 
• Enter the Buyer and the Contract’s Vendor 
• Copy the requisition onto the PO 
• In the Lines area, click the Contracts tab 
• Search for the Contract  ID with the lookup icon (magnifying glass) 
• Process the PO as usual. (The Item Category should match that of the Contract.) 
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Viewing Contract Releases 
 
 
Standard on-line Inquiry Screens and Reports can be used to view PO releases (Task Orders) 
placed against the contract. To use the Review Contracts by PO Inquiry screen: 
 

• Navigate to the Review Contracts by PO screen as shown below 
• Enter or search for a Contract ID 
• Click the PO with Contract box 
• Click the Search button 

 

 
 

A list of POs associated with the Contract is displayed.  To view information about the PO or go 
directly to the PO: 
 

• Click the box to the left of the PO 
• Click one of the links at the bottom of the screen 
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The Contract screen itself gives you a summary of the total release amount on the Contract 
 

 


