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Quick Reference Guide 

 

1) Navigate to the Contracts Icon> Contracts> Search Contracts 
 

 

 

 

 

 

 

 

 

 

 

 

2) You will see the Simple Search Fields, to see All contracts available, select All on 

Active for Shopping and By Start/End Dates and All Dates on Created Date, on the Contract Field you can type 

In any word that the contract record might contain as the contract number, contract name, description. 

You can also click on Advanced Search to search by specific fields. 

 

 
 

 

 

 

 

 

 

 



  

Page 2 of 3 Last Revised 6/27/2025 

 

 

 

3) By clicking on Advanced Search, you can search by Contract name, Contract number, Second Party (Party to the 

Contract/vendor). Ensure all pre-populated fields show “All” Selected and on e-procurement select All under 

Active for Shopping  
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4) If your department is selected on the contract record, you can search by selecting your department on APPLIES TO 

  

5) If any results are populated, you will see them as in the below screenshot, to open the contract record, click on 

the contract number in blue 

 

 

 

 

 

 

 

 


