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As a Document Administrator you will be responsible for managing the
Vendor Document Workflow.

Your tasks will include:

* Importing Vendor Documents into PeopleSoft

* Routing documents for Collaboration amongst relevant parties

» Finalizing Collaboration at the end of every round

» Dispatching Vendor Documents

» Ultimately updating document status to Executed

PeopleSoft’s Document Management will facilitate your completion of each
of the tasks.
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Document M anagement

Document Management

SetiD: TJU Ad Hoc ID:
Description: TJU

Administrator: Smith, Ashlee (DT)

Sponsor: Department:
Begin Date: 0511712011 Expire Date:
Version: 1.00 Created On:
Status: Draft

Last Modified On:

Imported Document

View and Edit Options: Review and Approval:
View Document Route Internally
Edit Document Route Externally

Add Attachments/Related Documents ApPOvE

Document Version History Internal Contacts/Signers

External Contacts/Signers

Document View Access

Return to Docu S
TJUSECURITY

05/17/11 12:00AM Document Details

051711 5.07PM

Other Document Actions:
Send to Contacts

Recreate Document
Prepare Document for Signing
Change to New Source
Deactivate Document

Where Used as Related Document
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The Vendor Document Workflow

Round 3
Final Review/Approval

Legal Review of

Final Documant if
Involved in Initial
Collaboration
Round 1 Round 2
Approval to Proceed Collaboration Businoss Roview
of Final
Document Callaboration on Document
Administrator VP Collaborates Vendor )
Imports for Approval to » Document with j— ho{ Final Physical
Executive Proceed all Necessary Signatures
Summary Jefferson Users
Financial T
Authorization of L 4
“| Final Documant Purchasing
{if not VP) AE:-‘:;::::« Contract Croated in
—»{ PeopleSoft and
Updates Status
to Executed Approved by
Contract Managers
VP Roview of

Final Document
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Managing the Lifecycle of a Document
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| mporting a Document

The Document Administrator will import the Vendor Document and be
responsible for it through its entire lifecycle. The initial document import
will be the Executive Summary Sheet that will be distributed for VP

approval.

If you have the Vendor Document, you can attach it to the Executive
Summary after importing. If not, in the second round of collaboration, you
will import the actual Vendor Document to be distributed for approval.

Note, all document types are accepted, but Microsoft Word is preferred.
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| mporting a Document

Executive Summary Sheet

DATE RECEIVED: DATE NEEDED FOR COMPLETION:
DATE SUBMITTED FOR REVIEWIDRAFTING:

ORGANIZATION: [(OTJH [OTu [JJuP CIMTH [JOTHER:-
DOCUMENT ADMINISTRATO! AuAur

DEPARTMENT:

ARE THERE ANY HARDWARE, SOFTWARE, SERVICES, SUPPLIES INVOLVED? IF YES, ISRF#:

PLEASE ATTACH ADETAILED LISTING.

CONTRACTING JEFFERSON IS THE VENDOR A REFERRING PHYSICIAN OR A POTENTIAL REFERRING PHYSICIAN? [dYes [INe

CHECK ALL THAT APPLY: finical services provided by hospital employees ormedical prof
LIVENUER SUPPLIED DOCY

n 1.4

CONTRACTOR-VENDORNA | 15 IHIS APATIENT CARE CONIRALT? Ll Yes |_INo {Any contract torthe provision o chinical sennces to hospital patients, excluding
k gh the hospital's medical staff office )

LIUULUMEN NEEDS 1UBY | ARE WE SERVICE PROVIDERS UNDER IHIS AGREEMEN1? |_| Yes |_[No | BUSINESS ASSUCIAIE? || Yes |_|No

PURPOSE OF REQUEST: | SITE: (The location(s) where the primary activityis taking place OR where the contractis administered from.)

IS CONTRACT PART OF APPROVED BUDGET? []Yes [JNo PROJECTED ANNUAL / TOTAL DOLLAR EXPENDITURE §
COSTIMPACT COMPARED TO PRIOR YEAR (+/-] IF KNOWN §

IDENTIFYING WHAT HAS BEH

o ing []Capital # IF CAPITAL, COMIMITTEE APPROVED []CHARGE CODE
StartDate / Inception Date _| | IfNO, indicate currentapproval:  CFO: C00: DEAN:
BRIEF DESCRIPTIONINCLUD] [ RESPONSIBLE VP OR SVP (Print Name and Signature Required) [Sipnare Date)

ATTACHANY ADDITIONAL RELEVANT MATERIAL OR RELATED AGREEMENTS, DOCUMENTS, STATEMENT OF WORK, QUOTES, ETC..

[ thave reviewed the hed contract and noted any di iesto the agreed upon business terms.

[1 Ihave reviewed the attached contractand it meets all agreed upon businessterms.
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Import a Vendor Document

Vendor Documents will be imported using PeopleSoft. All document types,
including Excel and Word, will be accepted.

Sponsor: @,
“Administrator: als020 @, Smith, Ashlee
a
Department:
*Begin Date: 041222011 [3) Expire Date: [
Cycle Start Date: 04/22/2011 Cycle Due Date:

*Description: Sutures

Click to select documents

@ Current Contract/Document

(Current CortractiDocument with no tormal amendmerts or history to load.)
© Amended Contract

(Single currert cortract as fully amended requiring an amendment number, History is optional,)
 Amended Contract and Amendment

(Current cordract as fully amended and a current separate amendment summary file. History is optional )
« Original and Amendment

(Oviginal contract as originally signed and a current separate amendment summary file. History is optional )

e Draft Status is used for
8 Details @

incomplete Vendor
File Hame Version Status Status Date Status Time Uplogg Clear DOC um ents .
Confract Document 1 |Draft 'i | By Clear EXeCUted Status WI” be

Prior Version is not applicable

used for finalized Vendor
Documents

Done with Import Cancel
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Vendor Document Security

After importing a Vendor Document, the Document Administrator must select
the Business Units that are applicable to the document for Security purposes.

» Each user has defined access to TJU, TJH, MHD, JUP

* Once Business Unit security is applied to the Vendor Document, only users
with the appropriate access can view it

Select All Deselect All

nits Assigned

Select Business Unit  Description Last Changed By
1 ¥l Jup Jefferson Univ Physicians Smith, Ashlee (DT)
2| @ MHD Methodist Smith, Ashlee (DT)
3| ¥ TJH Thomas Jefferson Hospitals Smith, Ashlee (DT)
4 |V TJU Thomas Jefferson University Smith, Ashlee (DT)

Save and Return
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| ncor porating Supplemental I nformation

Once the Vendor Document has been uploaded you can attach any additional
relevant documents by selecting the file(s) from your computer.

Additionally, you can relate a document by selecting another document that
already exists in the system within Document Management. This will allow
you to click on this existing document and see that document’s history.

Attachments and Related Documents

SetlD: TJU Ad Hoc ID: TEST

Upload another Document Attachment File

Attachments
Cher D

ﬁ escription il_ ]

Allow Email/Dispatch  File Name Title View Delete
) Agreement1.doc ;Emawl of Supplementary Info I View j

n Detais = [

Allow Visibleto A
EmailiDispatch Supplier Source Transaction SetiD Ad Hoc ID Internal  Document Status
B Ad Hoc » [ @ ([ToDAvsVALUE a B Draft [#|[=]
OK Cancel
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Collaborating, Editing, & Executing a
Document
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| nitiate Vendor Document Collabor ation

Once the relevant documents have been uploaded Document Administrators will
be responsible for initiating Vendor Document Collaboration Rounds.

Each round requires input and participation for specific parties:

Internal Contacts / Collaborators

SetiD: TV Ad Hoc ID: TJUSECURITY

Can Edit During Collaboration
Collaboration Status

*User Description Collaborator Date Time

4l

] Initial =+ =]

Select Collaborator(s) and provide instructions

Save Route Internally Return to Document Management

[U Jetferson
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Vendor Collaboration Rounds

There are three rounds of Collaboration:

Round 1: Approval to Proceed
= Routing Executive Summary
= Include all supplemental information necessary by attaching or
relating documents
= Route to appropriate VP for approval to proceed

Round 2: Collaboration
= Routing Vendor Document
= Route to all parties necessary for Vendor Document review (Legal,
Contract Manager, IS, etc.)

= Vendor will be routed to outside of the system for collaboration in
Round 2

= There may be several rounds of Collaboration embedded in Round 2

= At the completion of Round 2, Vendor Document should be in final
draft
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Vendor Collaboration Rounds (cont.)

Round 3: Final Review/Approval
= Route Vendor Document for the last time
= Route to:
— Legal (if they were involved in Round 2)
— Financial Authorization Delegate
— Business Review Delegate (Example: Contract Manager)
— The Appropriate VP
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Collaborating on Vendor Documents

Once the Vendor Document has been routed, the Collaboration request will
appear on the Worklist of the relevant parties. Collaborators will then
perform their edits or reviews using the Document Management page.
Collaborators can click the Edit Document button to edit a copy of the

document using Microsoft Word or the View Document button to review a
read-only copy.

Worklist for smk180: Kotarski, Steve

Work List Filters: - Feed
From Date From Work ttem Worked By Activity Priority
Smith, Ashlee 050512011 COllaboration 5o, ment Maintenance
Review
Created On: 03/03/11 12:00AM Docum
Business Unit

Last Modified On: 03/03/11 9:03AM

Checked Out On: 03/03/11 9:03AM

Checked Out By: smk180

Document Administrators can control the edit access for each Collaborator
by setting the Collaborator options on the Collaborator list page.

@}cﬂ'rrum
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Editing a Vendor Document

Both the Collaborators themselves, and the Document Administrators, will have
the opportunity to edit the Vendor Document. To make edits you must check
out the document. Once checked out, no other user can make edits until the
document has been checked back in.

When editing the document, you will use Microsoft Word functionality to
accomplish any review of the document (track changes, compare, spell check,
etc.)

Once your review is complete, save the document to your computer and upload
to PeopleSoft. Version history is stored and old versions can be retrieved.

Imported Document

This document tequlres yuur feedhack Review document, then enter an:l save curnments When dune {:lld\ Flurk as Reviewed.
|+ Collaboration Comment

| Add Collaboration Comments

Add any comments and Mark as Reviewed
Save I Mark as Reviewed
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Finalize Collaboration

Whenever Collaboration activities are complete the Document Administrator
will receive a notification email and it will appear in their Worklist.

At the end of each round Document Administrators will then finalize

collaboration.

Document Man agement

SetiD: TJU

Description: TJU

Administrator: Smith, Ashlee (DT)

Sponsor:

Begin Date: 051772011

Version: 1.00

Status: Collaborated, Pending Review
| Finalize Collaboration

Ad Hoc ID: TJUSECURITY
Department:

Expire Date:

Created On: 051711 12:004M
Last Modified On: 05/26/11 10:25AM

Return to Document Search

Document Details
Business Unit
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View Document History

Throughout the lifecycle of the document you can view the Document

History.

There you can see any document actions taken, who took them, and click

direct links to view all versions of the document.

Document History

SetlD: TJU Ad Hoc ID: GEMNS_AMALYZER

Docurnent Action:

-

y | Comments

L
Document Detsils

Custonize | Find

Eeturn to Document Managemsnt

B I

DateTime

Document Action

Last User to Take Action

03/02111 2:08PM Reviewed Internally Smith, Ashlee (OT)

03102111 2.08PM Reviewed Internally 55 TestUser 1

03/0211 2:08PM Reviewed Internally Horowitz, Kate (DT)

03/02i11 2:08PM Cancelled Check Out 55 TestUser 1
03/02¢11 2:07PM Checked Out 858 TestUser1
03/02i11 2:07PM Routed far Internal Review 85 TestUser1

03102611 2:07PM Cancelled Check Out 85 TestUser1

03102611 2:04PM Checked Out Haorawitz, Kate (DT)

03/02i11 Z:03FM Fouted for Internal Review g8 TestUser1

0300211 12:00AM Imported Document 58 TestUser1

Beturn to Document Managerment

=
i
g
£
g

=
=

=
=

=
=

=
=

=
=

=
=

o
=]

=
=

=)
=)

=
=
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Dispatching a Vendor Document

Once all rounds of Collaboration are complete you will Bypass Approval in order
to dispatch and execute the documents. In the contacts field select to email all
signors; then dispatch to retrieve final signatures.

2  Files To Be Sent
Version: 1.00
Administrator: Smith, Ashlee || Current Document

; Attachments
Email: ashleesmith@deloitte.com

Related Documents

*Delivery Method: Email -
Send as File Type: Word Dacument {.doc) - | Set to Checked Out

[¥] send Copy to Administrator
Subject:

Documents for Review/Signature - Contract ID: TEST
Description: -
This email contains documents for contract TJU/TEST,

| Contacts zo | g | #2 | it K1 4o 1 s
Selected ContactiD MName Title Email ID Description
v Steve Kotarski \Vendor Distributor stephen kotarski@jeffersonhos ﬂ
Select All Contacls Clear All Contacts
OK Cancel

When dispatching be sure to incorporate all necessary documents to ensure that
the signors have enough information to comfortably make an informed decision.
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Updating Status to Executed

Upon Dispatch required signors of the documents will receive an email that
includes the Vendor Document and all attachments and related documents.
Additionally, the signors are able to go into the system to view all document

history.

Once you receive the final signed Vendor Document you will scan the
document into Meditract , import into PeopleSoft, and update the contract

status to executed

SetiD:
Description:
Administrator:
Sponsor:
Begin Date:

Version:
Status:
Redispatch

Execute Contract

Document Management

TJU
TJU
Smith, Ashlee (DT)

05/17/2011

1.00
Dispatched

Ad Hoc ID: TJUSECURITY
Department:

Expire Date:

Created On: 0517111 12:00AM
Last Modified On: 05/26/11 10:30AM

Returnto [

Be sure to hold on updating status to executed until all required signatures
are received.
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Key Take Away Points

*  Document Administrators are responsible for shepherding Vendor
Documents through PeopleSoft and soliciting feedback from the
appropriate Collaborators.

e The 3 rounds of collaboration include the Approval to Proceed,
Collaboration, and the Final Review/Approval.

*  Document Administrators can attach or relate all supplementary
information needed

* As tasks are assigned, a notification will be sent to the user and they will
be on the users’ Worklist.

* Document history tracks all activities that have occurred throughout the
lifecycle of the document as well as versioning history.

Questions?

22
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Appendix: Document Administration Process
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o Favortes | 2 | Intemet Explorer Enhanced.., 88 Suggestad Shes = B Wik Bos Gallery =
88 Erigioyse-Facng reqetry content

@i

Fisvegites | Man Menis

|Menu BEE

®
b TJ Custom Piocadsss
i Employes SeifServce
 Manager SeX-Genice
% Bupplier Conlracts
¥ Customans
& Order Managomont
o Man:

D Manng

¢ CostAccouning

b Vanders

¥ Procuremnent Condracts

i Real Estate Managemeant
I Accounts Receivable
It Accounts Payable
T #Semamans
© AEEAE Managamant
ik

: ]

D Cnsh Management

o Deal Managemen

P Fmancial Gateway

& Giondral Ladgar

T Al aB0NE

% SCH Integrations

¥ Get Lig Financisissgusply Chain
! Enberprize Componerts
I Bachground Frocosies
o Wondist

o Trbs Manager

I Reporting Tools
 PeopleTools

= My Py

[ bt e | T

Step Action

1. Click the Supplier Contractslink.
[l Supplier Contracts]
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Workdet | AddfoFevarder | Sgnou

18 Base Narvigation Fage
Favopites | Man Menu & Suppler Contracts
&3 Supplier Contracts
o, Authonre, Simaceten, and Compiance
[ Mhoniton and Upelale Amuermerds t_d Manas Conlract Libtary
TR Track contract ngreenerls i dekvevaties ] -

7 Lite Cycle sctvt

Crwate Comiacts sl Docsments
1 Seun Agreerenty
7 Lsige A

PSRl Crests and manten cortracts and documents
I Connc Eniry
e o2 Seatus
rDocimect Pralmatcat [T p—r
7 Condonck. Alerl Yorkdier Thkre
r,t' Susplier Contracts Sotun 1| Sesshconten
B} Dating document sutmoring lements uted theoughout T nppscason. (S Prwionn fullied and stirieuse searches 1o find epecinc confent
) Bisries
F] comtrast Hoturse Processes ! smbcation and Messaan i Futatio Links
@' i winichers PUBMR 5743 BubsciBe CORract NAomAlion Wil exiemal Kyitems. * Rins, Vendons and Purchase Crast
I Parers Aty e
L Sorrecl Acihviy [T
o ¥ Dason 10
likae,

Greate Contract Fipses
rmct By

7 Bt Wound [vcaptions
= Futiish Ot Messoon

o0 e Pagee Salely e Tk - 7

T [ trated e
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Step Action

Click the Create Contracts and Documents link.

2.
Ereate Contracts and Documents

Click the Document M anagement link.

3.
Qucumem Managemenﬂ

Document Administration
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o Favosites |2 @ Intemet Explorer Erharced.., 88 fugpered Shes = B ek Bios Galery =
Favgites  ManManu § Suppler Contracts Create Contracts Dooumant - -
Add a Document = I 4 S
Baron rariestsi I |
Add & Documeant Copy Documunt fenpt & Dotument Fing an Exisfing Desgymani
[prm [ I [ Tnnbed ses Ta=How -
Step Action
4. Enter the desired Ad Hoc I D.
5. Enter an appropriate Description.
6. Click the Import a Document button.
Import & Document
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i Favortes. |2 8 | Intemet Explorer Enhanced.., 88 Sugorsted Sher v @) Wk Sio Gabery v

Favgrtes  Man Menu ©  Suppler Confracts @ (Creats Combracty + Document

Import Document
Sell: T Ad Hot: 10 GENS_ANALYZER
Sponsor: | &,
* RSty abor; 58 _TEST] A, 53TestUser!
a@,
Dupastment:
“Frogin Duie: CET LI Expire Dove: ]
Oyt Start Dt 01021201 i Due Dt
“TheSeriptian: @eckman Counter Gens Analyzer

% Current Contract Docunent
(urrent G v i
 Armended Contract

(S Ty Fioey i3 cptonad.
 Armended Contact and Amendment
= Ty

€ Ouiginal and Amendment
[

Cantract Docament | | = i
Prioe Version is nol applicable
om0 with Imgor Ganced
1|
e =T [T T tnstend s

| Worbiet | A to Fevartes

L o

Vo= 0%~

Step Action

7. Enter the Version number.

8. Click the Statuslist.
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Favogites | ManMenu § Suppler Contracts & Creats Contracts ¢ Document Manage
Import Document
Sell: T Ad Hot: 10 GENS_ANALYZER
‘Spomeor: &,
* RSty abor; 58 _TEST] A, 53TestUser!
a@,
Dupastment:
“Frogin Duie: T ECTT Expire Dove: ]
Oyl Start Dt 0DI0N Cyche Dues Dratir:
“TheSeriptian: @eckman Counter Gens Analyzer
Bmipant Oetinn

% Current Contract Docunent

Erpwvingew DHep @ customss Page B nap 5

Type Fite M Version Sestus Status Date Sewtus Tame Aipload Chowr
Cantract Dotament 1 = C1 Upigud Gl
—
Expiulpd
Do wit mwo Gancet =
4| = M
e [ [ [ tonberdsies o= Fiow -

Step Action

9. Select Draft.
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o Favortes | @ | Intemet Explorer Enhanced..,  #8 Suggeted Stes v B ek Sy Galery v

Favegies  ManMenu i Suppler Confracts »  Crests Contracts Documant

Import Document . St

Sui: T Al Hoc 1D GENE_ANALYTRR

Sponsor: 4,

“Rcministr ator; '58_TESTI @, 55 TestUsert

Durastmunt: &

*Fingin Diate: SEUECLTTI Expire Date: o]

Cyce Stait Dt 030011 e Due Drstie:

"TheSer iptsin: @eckman Couller Gens Analyzer

mpartiwion

fr-:::dcwum " :

(Snge Tulty rioey i optonel. )
€ Bimended Contract and Amendrment
© w1 Tulty ot seper summary fle. History i cptioral )
Contratt Dotument 1 -] jC Vpioay
Prios Version is nol applicable
Do with Impor Cancel g
1| = > B
[perm I O O ™ T e i~
Step Action
10. Click the Status Date button.
11. Select the desired date.
12. Click the Upload button.
Lpload
13. You will then locate the file from the appropriate place on your hard drive by clicking
the Browse... button.
Browse. ..
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v Dooamenks i & Contract_TEST

Loarer Cocument - TAH

e _Tocumeed_:_TAH_ASeDTT
[RECOMUINANT contr sLDATLDASH

SourancEdts

~vontrast Decument

i e o o e == e

Step

Action

14.

Select the file you want to upload.
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[ 15] =]

PRy | 0 1 o ot}

Upload Centract Decument

o o o 7o [ - ]

Step Action
15. Click the Upload button.
16. Click the Done with Import button.
| Done with lmport |
17. confirmation message will appear. Read and click the Y es button.
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e X Ve Pavtes Tok b
o Favortes | 2 | Intemet Explorer Enhanced.., 880 Suggertad Shes = B Wik Bos Gallery =

Fawgftes | ManMenu : Suppler Contracts » Oreats Conbracts + Dooument

Document Management

el TJL A Hoc Ilx. GENS_ANALYZER
Derscription: Beckman Couter Gans Anatyer
Acsminisarator; 58 Testiger 1
Spenso: Dupartmu:
Duegin Dol G200 Excpiire Dasber:
Version: 100 Croated On: 00T 1200AM
Status: Dreatt Last Modifiad On: 0T 20IPM
Irmposteed Docurment
Wiew and Edit Dgiions: Penigwr amd Approval:

View Documant Reauts Intam ity

it Documant ot Extenay

Approve

| orkint | AddioFevarier | Sgnou

Ealym Docymant Sasreh

Dagurmert Datails

Ottes Document Actions:
Bend lo Conlacts
Recreata Dotument
Changit 10 Niw Bourte
Deaclivile Dotument

I I I Ve~ oo

Step

Action

18.

Click the Route I nternally button.

Foute Internally
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Favopites | Man Menu & Suppler Contracts Create Contracts Dooumant

Internal Contacts / Collaborators

[Pore [ T [ ket e ET
Step Action
19. On the Internal Contacts/Collaborators page you will select the people you want to route

the document to.

Click the Look up User button.

20. Enter your known information to locate the desired User 1D.
21. Click the L ook Up button.

22. Select the desired User.

23. Click the Collaborator option.
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Step Action
24, Click the Can Edit During Collaboration option.
25. Note that you can add additional Contacts/Collaborators by clicking the Add a new
row button.
26. When you have added all the desired users, click the Route I nternally button.
Foute Internally
217. The document was routed successfully.

33
Document Administration




efferson@

University and Hospitals

¢’

{2 Dean b | PropleSolt Enterprine Sign in

Wil Terd eriscd Fgilurer

G'\v le [ T oo
Fle Ede Vew Favortes Toos  Help

s Favortms | g Intemet Explorer Enbhanced... 8 ugoead Shes w1 ek B Caler, =

6 Crade | Paopletioft Lrkerpriss g | | -8 o Pagee Saleye tuke e 7

Jefferson.

OraclePeopleSoft- FSeaol . [EE0N

Ubsar B0 [imiai 4

Sebect a Languane:

Capyright (000, 3010, Ormels andive by 26ilmer 18 rights resarvad. Ormshs in 3 regpmemsd tracamark o7 Oraely Compargion sndior b
b Ut of fhns 1w e

irims. wharrames may
aprre

TS T

Step Action

28.

Click the Sign In button.

The collaborator will now log-in to review and edit the document.
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Step Action

29. Click the Worklist link.
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‘o Favortes. |2 8 | Intemet Explorer Enhanced... 88 Sugorsted Sher v @) Wk Sho Galery v
| Workit | AddtoFevorter | Signout
Dato From Wk lem Wik By Activity
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Reviern

Hutrush
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Step Action

30. Select the document you want to review.
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Step Action

31. Click the Edit Document button.
Edit Document
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Step Action

32. Enter any edits you want to make.
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Step Action
33. Once your edits are complete, save the document to your hard drive.

Click the File menu.

34. Click the Save As... menu.
| Save fs...
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Step Action

35. Enter a File name to locate the file on your hard drive.

36. Click the Save button.

Save
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Step Action
37. Once saved, click the Close button.
38. Once you have saved the edited document, upload the new version.

Click the Check I n button.

Note, if you had no changes, you can Cancel Check Out.
Check In
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Step Action

39. Click the OK_ button.

40. Click the Browse... button.
Browse. ..
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Step Action
41. Select the edited file from your hard drive.
42. Click the Open button.

Open
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Check In Document

Step

Action

43.

Click the Upload button.
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Step Action

44. Enter all relevant comments in the Add Collaboration Comments field.

45. Click the Mark as Reviewed b_utton.
Mark as Reviewed
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Step Action

46.

Click the Sign In button.
gn In

The document administrator will now log in finalize collaboration.
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Step Action

47. Click the Worklist link.
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Step Action

48. Select the document you want to finalize.
49. You can click the View Document button if you wish to review the document at any time.
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Step Action
50. Click the Document Version History link.

[Cocurent Yersion History |
51. Here you can see all actions taken on the document.

Click the Return to Document M anagement link.

[Feturn to Document Management |
52. Once you've reviewed the document click the Finalize Collabor ation button.

If you want to initiate a new round of collaboration, you must finalize the current.

Finalize Collabaoration
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Step Action
53. Click the Approve button to bypass approval.
Approve
54, The Status will change to Approved and the document is available for Dispatch for
signatures.
Click the Dispatch button.
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Step Action
55. Here you will enter the contact information for all the people you want to dispatch the

document to for signatures.

Once the information is entered, click the select button next to their name.

56. Click the OK_button.
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Step Action
57. Click the Execute button to change the status once all appropriate signatures have been
obtained.
Execute

58.

End of Procedure.
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