CREATING A CONTRACT REQUEST
1.

Login to the SAP Portal at
https://authentic.txstate.edu/idp/profile/SAML2/Redirect/SSO?execution=e1s1

2. Click on TSUS Marketplace icon under the “General Business Apps”

3. On left side menu bar, click the Contracts icon.

4. Select the “Requests” option then select the “Request Contract” option.

5. A pop-up screen will appear. In the “Contract Request Name” field, enter a name that will allow
you identify the contract.
6. In the “Contract Request Template” field, click on the magnifying glass. This will show a list of
the available contracts. Select the contract that best fits for your request. If you select the
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incorrect type or are unsure, Procurement can change the type of Contract. Click on the
“Submit” button.

7. The next page will give you instructions for what is required based on the type of contract you
chose. The page will default to the Instructions Tab on the form request. This Tab lists all the
documents that you may need to attach on your request. Click on the “Next” button.

8. The “Details” page will allow you to change your “Contract Request Name” (If needed). Click
on the “Save Progress” button and then the “Next” button.

9. The “Attachments” page is where you will attach all documents needed for the completion of
this Contract Request. Any items listed on the Instructions page as well as a Scope of Work, or
any supporting attachments or exhibits that are required. (Note: the FS-06, and/or Proprietary
Justification should be approved by P&SS before attaching). Click on the “Next” button.
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10. On the “Questions” page, you bill be asked to complete fields depending on the type of contract
you selected. Only fields that pertain to the particular contract type will be shown. (Note: fields
with an asterisk “*” next to them are required fields)

11. The “Review and Complete” page will identify if any areas are incomplete. In this instance, the
“Questions” page is missing required information. Click on the “Questions” option on the lefthand menu bar. Click on the “Save Progress” button and then on the “Next” button until you
return to the “Review and Complete” page. When all sections are green, click on the “Complete
Request” button. The request will be sent to Procurement and Strategic Sources for review and
creation of the contract.
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12. Procurement and Strategic Sourcing will route the contract request to other departments via a
workflow (if established) that will need to be reviewed and approve the request.
13. Once the contract is generated, it will be routed for signatures.
14. Once the contract is fully executed, Procurement and Strategic Sourcing will send an email
informing you that the contract is executed. You can then go into the contract section in the
TSUS Marketplace and view the contract.
***NOTE: Once the request has been submitted, you will be unable to edit or attach documents.
Please contact P&SS at contracts@txstate.edu if you need to make any changes needed to submit
additional documentation.

RETREIVING THE EXECUTED CONTRACT
When you are notified that the contract is fully executed, it will include the contract number. This is
what you will use to search for your contract.
1. Login to the SAP Portal at
https://authentic.txstate.edu/idp/profile/SAML2/Redirect/SSO?execution=e1s1
2. Click on TSUS Marketplace icon under the “General Business Apps”.
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3. On left side menu bar, click the Contracts icon. Enter the contract number from the email in the
search field. Click on the magnifying glass.

4. Click on the contract number.

5. On the contract details page, click on the “Attachments” options on the left-hand menu bar.
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6. On the attachments, click on the “Fully Executed Contract” option under the “Attachments”
heading. This will bring up the fully executed contract.

Should you have any questions, please contact purchasing at 512-245-2521 or email
contracts@txstate.edu.
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