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IMPORTANT NOTICES:

Submit your contract request to the appropriate office

The TCM-Rowdy Exchange portal is used for contracts requests submitted to:

= Contracts & Industry Agreements (CIA) — Used for sponsored program contracts and research related
agreements.
= Business Contracts Office (BCO) — Used for business service contracts.

Please select the appropriate Contract Request Template when submitting your request.

Found the right office — Who submits the contract request?

Financial Agreements <STOP>: If you need a research contract or sponsored project agreement that involves
a financial exchange, please contact your Research Service Center (RSC) before proceeding.

= |f this financial contract is for a project proposal that was previously routed through the RSC, and has
now been funded the sponsor, the RSC team will submit the contract request directly to our office. No
need to submit a separate contract request.

= |f you have a financial contract, but the project proposal has not been routed yet, then you must
coordinate with the RSC team to route the project for institutional approval. Once this is done, the RSC
will submit the contract request directly to our office. No need to submit a separate contract request.

Please see the Research Service Center website for further information on the proposal submission process,
located at: https://research.utsa.edu/ospa/rsc.html

Non-Financial Agreements < GO >: For research related agreements with no financial consideration, please
submit your contract request electronically through the TCM-Rowdy Exchange.
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1. Access Total Contract Manager (TCM) — Rowdy Exchange. Enter your myUTSA ID and
Password to log in. Access the TCM-Rowdy Exchange site by following the link below:

https://solutions.sciquest.com/apps/Router/SAMLAuth/UTSA

The University of Texas

at San Antonio™

UTSA Login

myUTSA ID:

myUTSA 1D

Passphrase:

Passphrase

2. The TCM Module in Rowdy Exchange (Medal/Ribbon Icon). In addition to Total Contracts Manager
(TCM), Rowdy Exchange system has multiple modules that can be implemented by an institution, including
systems for contracts, procurement, payment, and vendor management. Each one of the icons on the left
dark blue menu bar represents different modules. The TCM module for Contracts is the “Medal/Ribbon” icon.

Note: If desired, you can set the TCM-Rowdy Exchange Home Page to the TCM “Contract Requester
Dashboard” instead of the “Shopping Dashboard”, as described in Section 8. Please remember that while
setting your home page to the “Contracts Requester Dashboard” is helpful, doing so is not required to
complete a contract request.
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Rowdy<-Exchange

Shop * Shopping Dashboard

News Flash

RowdyExchange is Your one-stop shop for procurement and business contracting needs.

*ANMOUNMCEMENT -

New for FY24, we have added some new requisition fields. They can be found in the Departmea
the req. These mew fields will allow the depts and B5Cs to be able to pull reports in ways not pi
saving you fime and effort.

Please note - fields that are marked as optional do not have to be filled in.

* BSC dropdown menu — Simply select your BSC. If your dept does not belong to a B
option.

©+ Cart Description — Describe the order (e.q. Tools for PP-2123456-REPAIR FOR VEF

©+ ServiceNow Ticket (optional) — This replaces Cart Mame — you can put SericeNo
belong to @ BSC (ST1234367) or you give this order a unigue Cart Name.

© Imtenal tracking field (optional} — this is an optional field to be used if your dept h
add edditional information to be able to query against later.

© Additinnal infarmatinn fnntinnall - this is 3 200 antinnal fisld f0he nsad if vnor den

3. Completing a Contract Request

3.1 Request a Contract. To create a Contract Request, either
(i) Click on the Medal/Ribbon icon on the left tab, then on Request Contract under the Requests
tab; or
"~ Rowdye-Exchange

Contracts » Reports » Contracts that Require Attention: Review Pending

Contracts that Require Attention: Review Pending

Alert Type Review

Request Contract
Search Contract Requests
My Contract Requests

Requests Ready for Contract Creation

Reguests
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(ii)  If you have set your home page as the Contracts Requester Dashboard (ref.
Section 8), click Request Contract under Quick Links.

AT {—

Dashboards * Contract Requester Dashboard

Accounts Payable Dashboard Admin Dashboard BCO Business Contracts Dashboard Contract Requester Dashboard Contracts+ Shopping

Quick Links @ Contract Search Q)

Use "Search Documents” to look up your Contract
Requests and "Search Contracts” to find contracts. Search

Search Contract Parties | Advanced Search
My Contract Requests

Search Contracts

Request Contract

Document Search

All Orders ~ | Document Numbers, Supplier, Product Information Q,

SHORTCUTS
My Requisitions

My Purchase Orders

3.2 Submit a Contract Request. Give the request a name and click Submit to begin completing
the Contract Request.

(i) This particular request is named “Engineering Company Y_Smith, John_Project X”. We
recommend that for the Contract Request Name, you use the sponsor’s or partner’s
name, the name of Principal Investigator (Pl) or Lead, and the project name if there is one.

(i) For “Select Contract Request Template,” you will have two options: 1) Business Contract
request, or 2) Research & Sponsored Programs. You must select “Research & Sponsored
Programs” and then hit Submit if you need a research or sponsored program agreement.

Create Contract Request

*
Contract Request Name Engineering Company ¥_Smith, John_Project X

Select a Contract Request Type to filter... Q
Template *

Business Contract request |

Research & Sponsored

- Reguired Programs
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3.3 Informational Instructions Page. You should now be on the TCM Electronic Request Instructions
page (shown below). The Instructions page contains general information about submitting a research
contract request in TCM to Contracts & Industry Agreements (CIA) office, the steps needed for the
submission of financial agreements, and standard processing timeline.

Click the Next button on the bottom of the screen to proceed.

Instructions History | 7

Important Note: These instructions are for Research and Sponsored Program Agreement requests.

If you need a business service contract, please complete the electronic request form for the Business Contracts Office, titled “Business Contract Request”.

Welcome to Total Contract Manager!

Below is some guidance to assist you with your research contract request.

The Contracts & Industry Agreements (CIA) team within the Office for Research, Economic Development. and Knowledge Enterprise (REDKE) supports UTSA faculty and
staff in their efforts to advance the research enterprise by facilitating, drafting, negotiating, and executing a variety of contracts and agreements. For more information
regarding the CIA office, visit Contracts & Industry Agreements.

Where to Begin

Financial Agreements. If you need help with an agreement that involves funding, the first step in the process is to work with your designated Research Senvice Center
(RSC). see Research Senice Center Information. The RSC staff will assist you with the routing of the project proposal to receive institutional approvals. Once you receive
the award, the RSC staff will submit a contract request directly to our team through the TCM system. ClA will review and negotiate the appropriate contract with the other
party. Examples: Sponsored Research Agreement (SRA), Contract, and Task Orders.

MNon-Financial Agreements. If you need help with an agreement that does not contemplate the exchange of funding, you can submit the contract request directly to our
team, ClA, through the TCM system. You will need to provide the required information and documentation for the type of agreement requested. If you do not know the type
of agreement you need. the CIA staff will help you make the determination based on the nature of the engagement. You will need to provide basic information regarding the
effort. CIA staff will then draft and negotiate the appropriate agreement with the other party. Examples: Maferial Transfer Agreement (MTA), Non-Disclosure Agreement
(NDA), and Memorandum of Understanding (MOL).

ClA staff will update the contract record on a regular basis, and you will be able to see the contract status in the TCM system.

As you complete this contract request, please note that “"Other Party” means the sponsor funding the project, external research collaborator, or potential partner in the
case of unfunded agreements.

Uploading Contract Attachments

Contracts and supporting documentation can be uploaded in the Attachment Page contained in this request form.
Please upload the contract document and supporting documentation as separate files and label the files accordingly.
[f you are submitting any sponsor/partner generated contract documents, please upload a modifiable MS Waord format.

Standard templates for commonly requested contracts are located on the Contracts & Industry Agreements website CIA Standard Contracts & Agreement Templates.

Contract Timeline

The negotiation and execution of research contracts can take varying amounts of time to complete. It depends on several factors. including the timely pravision of required
information regarding the proposed engagement, nature of the transaction, number of parties, and responsiveness of the other parties.

—
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3.4 Contract Title Confirmation. This screen simply gives you opportunity to adjust the name of
your contract request should you wish to do so. If you do not wish to change the title, click Next.

¢ Back to My Contract Requests

Engineering Company Contract Title Confirmation S Print Request | History | 7
Y_Smith, John_Project X

Form Number: 838210 *
Contract Request Name ; N . .
Request Status: Incomplete [ Engineering Company Y_Smith, John_Project X ] _

) Template Research & Sponsored Programs
Instructions
Contract Title Confirmati... Contract Type B
Attachments - Please upl.. o Description Research & Sponsored Programs contract request
Contract Information Contract Request Type Create Contract

Review and Complete

Discussion

Contract Request Workflow

3.5 Attachments Screen. This screen allows you to attach the proposed contract to the request if it
has been provided by the other party, scope of work, budget, relevant emails, forms, or other
documentation that should be submitted to the Contracts & Industry Agreements office for completion of
the contract. Simply click Add Attachments, then select files to upload the files and click Save Changes.
Please upload the contract and any supporting documentation as separate attachments. Click Next.

Add Attachments *

Attachment Type ® File (O Link

File
Select files... Done (&)
Sponsored Research Agreer 100% =

Max. File Size: 50.0 ME

* Required ‘ Save Changes Close
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Attachments - Please upload contract documents

Add Attachments

~ Request Attachments

Attachment

k3 Sponsored Research Agreement (SRA)_(CR)_Template_April 2022 .docx

& UTSA_Proposal_Budget_Template_FY23_ENotes.xlsx

TCM - Rowdy Exchange

S Print Request ~ History | 7

Size Actions
41 KB Actions
526 KB Actions

3.6 Contract Information Screen. The Contract Information page contains questions that must be
answered to complete the contract request. Required questions are indicated with a star. Depending on
your answer to certain questions, additional fields may pop up that need to be completed.

The Questions are detailed below with an explanation under each screenshot.
Tip: Click on the ‘?’ beside various fields for Help Information.

Note: At any point in time you can scroll to the bottom of the page and click “Save Progress” to save your
information. You exit the system by logging out or closing the browser window. When you log in again your
saved information will be available under “My Contract Requests.” The My Contract Requests fields and

related options are discussed in Section 5.

Rowdye-Exchange
Contracts » Reguests » My Contract Requests
{ Back to My Contract Requests

Engineering Company
Y_Smith, John_Project X

Contract Information - Page 1

Form Mumber: 834104 + On This Page

Request Status: Incomplete

Instructions

Contract Title Confirmation
Attachments - Please upl.. ©
Contract Information

Review and Complete

Principal Investigator/Lead Infermation (&)
Funding Consideration (5)

Contract Form (2)

Contract Number/ldentifier (1)

Type of Agreement (3)

Information of Other Party or Parties (8)
Other Party Requested Expedited Review (4)
Proposed Contract Term (4)

w Principal Investigator/Lead Information

v. 10.09..23
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3.6.1 Principal Investigator / Lead Information. This section in the Contract Information asks for
basic information regarding the Principal Investigator or Lead for the project/activities to be conducted under
the contract.

Contract Information - Page 1

+ On This Page

Principal Investigator/Lead Information (&)
Funding Consideration (5)

Contract Form (2)

Contract Number/|dentifier (1)

Type of Agreement (3)

Information of Other Party or Parties (7)
Other Party Requested Expedited Review (4)
Proposed Contract Term (4)

+ Principal Investigator/Lead Information —

Pl Name *

Title ™

Phone number

Email Address ™®

College/Administrative Unit

Department/ Center/ Institute

v. 10.09..23 9of31
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3.6.2 Funding Consideration. Please select the appropriate option. If you are requesting
an agreement that involves a financial exchange, then select “Financial”. If you need an
agreement with no financial consideration, then select “Non-Financial”.

(i) If you select Financial, additional fields will pop up that need to be completed. First, you
must indicate whether the Financial Agreement involves “Incoming” (UTSA receiving) or
“Outgoing” (UTSA providing) funds.

- If you select Financial and Incoming, then you must provide the link to Proposal ID
in the UTSA REDKE Routing System 2.0.

+ Funding Consideration

Funding Consideration *

@ Financial

(_) Mon-Financial

Incoming or Outgoing funds? *

@ incoming
() Outgoing

Proposal ID Number* @

To submit financial agreement request, you must have a Proposal ID Number. Please include the
link the Proposal ID in the Routing System.

Proposal ID Number * @

https:,f,fcomal.it.utsa.edufosp,fpages,:’proposal.php?pid:14528|

1942 characters remaining

- If you select Financial and Outgoing, an additional field will pop up you must
specify if the contract request is for a “Sub-Agreement” or “Other”. If Other, then
you must provide the details.
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~ Funding Consideration
Funding Consideration *

(® Financial
() Mon-Financial

Incoming or Outgoing funds? *

() Incoming

® Outgeing. (N

Is this contract a Sub-Agreement or other? *

() Sub-Agreement
© o (—

TCM - Rowdy Exchange

(ii) If you select Non-Financial, a different set of fields will pop up based on the “Type of Non-
Financial Agreement” you select. For example, if you select “Non-Financial” and “Material
Transfer Agreement (MTAOUT)”, then you will see a series of MTA specific questions in

the latter half of the intake form.

v Type of Agreement

Type of Agreement *

+ Funding Consideration @® New

() Amendment or Modification

() Renewal
Funding Consideration *

O Financial Type of Mon-Financial Agreement

® Nnn-Financial— )
Material Transfer Agreement (MTAOUT) v

110f31
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v Material Transfer Agreement _

Type of Disclosure *
() UTSA Providing

() UTSA Receiving
() Mutual exchange

Type of Material (check all that apply) *

[[] Biclogical (antibodies, cell lines) [[] Compound/chemical [] Plasmid [[] Human Specimen
[] Animal [] Other

Describe the Material (exact name and any other relevant identifier) *

V.

2000 characters remaining

Describe the purpose and intended use of the Material (research plan/scope of waork) *

V.

2000 characters remaining

3.6.3 Contract Form. Select “Yes” only if you are using a standard contract template
approved by the Contracts & Industry Agreements office. The answer is “No” if you are using the
contract template provided by the other party. Finally, answer “Yes” to certify that you have
uploaded the appropriate documents under the Attachments page.

+ Contract Form

Is this a UTSA standard form contract?
() Yes (O No

Required documents for this contract request have been uploaded. If the other party has provided a draft contract on their template, or if there is already a draft
contract on a standard UTSA template, please upload the MS word document.

) Yes

3.6.4 Contract Number/Identifier. If you are submitting a contract provided by the other
party and the contract has a number or identifier, please enter the information here. If the
document does not include a contract number, you can use this field to provide any other
relevant information that will help us better track the request, e.g., if request is related to
previous contract, aka parent contract.
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+ Contract Number/ldentifier

Contract Number/Identifier (if any) @

USAID2023-8029 _

3.6.5 Type of Agreement. Select appropriate option. You can indicate if the contract
request is for a “New” agreement, an “Amendment or Modification” to an existing agreement, or
a “Renewal” of a previous agreement. Once you have made a selection, then click on the
dropdown menu for the “Type of Financial Agreement” and select appropriate agreement
needed.

Please note that the dropdown menu options will correspond to the answer you provided under
the “Funding Consideration” section, either Financial or Non-Financial.

w Type of Agreement ~ Type of Agreement
Type of Agreement * Type of Agreement *
@® New o ® New
() Amendment or Modification (O Amendment or Modification
() Renewal () Renewal
Type of Norsinancil Agreemen: (NN type of Financia Agreement QN
Nen-Disclosure Agreement - Providing (NDAPRV) VI l Contract (CTR) v]
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3.6.6 Information of Other Party or Parties. Enter the information for the sponsor or partnering
organization, as well as the type of organization, and whether the organization is a US entity or not.

(i) If the Other Party is not a US entity, the selection of “No” will trigger an additional pop up field
where you must indicate the country.

(i) Add the name of the full name for the “Second Party Name”. If there are multiple second parties,
then also add the additional parties under “Additional Secondary Party Name” and/or “More
Secondary Party Name”.

(iii) In TCM the Contract file, UTSA will be the “First Party (Primary)” and the first other party will be
the “Second Party (Primary)”, every other party after that will be identified as “Second Party”.
Please note that this section is for the contracting parties, that is the entities/organizations entering into a

contract and signing said contract, thus accepting the obligations, responsibilities, and benefits specified
within the contract.

v Information of Other Party or Parties

Secondary Party Name *

Engineering Company X —

|s the Other Party a US Entity?

Oves ® No {——
Please specify the country *

Germany {—

Organization Type

Business/ Industry [] Nonprofit [] Foundation [[] Academic
[[] Federal Government [[] Local Government [ State Government [] Other, specify

Additional Secondary Party Name

Science Company Y —

More Secondary Party Mame e

v. 10.09..23 14 0f 31
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3.6.7 Other Party Requested Expedited Review. Please indicate if the “Other Party”, aka sponsor or
partner has requested an expedited review and provide reason for the expedited review. Otherwise, the
request will follow standard processing time. It is important that you enter this information to prioritize
requests appropriately. The explanation below is provided as an example.

+ Other Party Requested Expedited Review

Please see instructions regarding standard contract timeline. If the other party has requested an expedited review,
please provided information below. *

() No, standard review is acceptable

® Yes

Provide reason for expedited review *

Per funding agency must
execute contract prior to
their fiscal year end

1929 characters remaining

Expedited review needed by? *

() Urgent (1-2 business days)
(@) Priority (1-2 weeks)
() Specific deadline

3.6.8 Proposed Contract Term. Enter the Start Date for the contract, then select “Expires On” or
“Term” as appropriate to enter the contract termination date.
(i) If you select Expires On, another date field will appear to enter the anticipated end date.
(ii) If you select Term, you must indicate the number of years, months, or days for the contract.
(iii) Please also indicate if the parties have initiated activities, subject to appropriate approvals.

+ Proposed Contract Term + Proposed Contract Term
StartDate* @ StartDate ™ @
08/22/2023 08/22/2023 —
mm/dd/yyyy mmy/dd/yyyy
[] Update Start Date Upon Execution @ [[] Update Start Date Upon Execution @
End Date* @ EndDate* ©
- @© ExpiresOn () Term () ExpiresOn @ Term_
09/10/2024 i s
10/ 1 % vears v
mmy/dd/yyyy
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3.6.9 Scope of Work or Proposed Activity. Please provide the appropriate information based on the
type of agreement.
(i) If you selected “Financial” under the previous “Funding Consideration” section, you will see a
section titled “Statement of Work” asking you to confirm that the detailed SOW uploaded in the
system as an attachment contains the appropriate level of detail.

v Statement of Work

Statement of Work (SOW) describes the scope of work required to complete specific project. It is a formal document and must be approved by

all contracting parties. The SOW must contain an appropriate level of detail to clearly understand the work required, duration, deliverables, and
standard of acceptance.

Please upload the latest version of the SOW in MS word document under the Attachment section

Project description is clear, complete, and accurate

Yes MNo

Activities are clearly outlined

Yes MNo

Deliverables are clearly outlined

Yes MNo

(ii) If you selected “Non-Financial” under the previous “Funding Consideration” section, you see a
section titled “Proposed Activity”. Please enter a detailed description of the activity or activities
to be conducted. If you have a separate document that includes this information, please
remember to upload it in the system under the Attachments section.

v Proposed Activity

Description of Proposed Activity *

i
2000 characters remaining
3.6.10 Funding Information. If the request is for a financial contract and you selected “Financial”
under the earlier “Funding Consideration” section, then you will see this section requesting the financial
details for the contract. Enter the required funding information. As a reminder, once you click “Save
Progress” on that page, the system will update the “Total Funding Amount” to include the appropriate
nomenclature, e.g., commas and period for cents.
(i) Payment Type — Select the requested payment type for the contract, either cost reimbursable,
fixed price, pre-paid, or other.
(ii) Indirect Cost Rate — Enter the appropriate indirect cost rate for the project and if it has been
approved by UTSA.
(iii) RSC staff remarks — Enter any relevant information regarding the payment terms, any discrepancies
between the proposal submitted and the agreement received, e.g., different funding amount. Please
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+ Funding Information

Total Funding Amount *

150,000

Paymenttype®* @

Cost Reimbursable ~

Indirect Cost Rate % *

50

Was the indirect cost rate approved by UTSA? *

(® Yes
() No
() Pending Approval

RSC staff remarks on payment terms @

Pl requested monthly
pa}fments.|

1970 characters remaining

* Required

usD

TCM - Rowdy Exchange

also feel free to use this section to indicate any other issues, like an incomplete or incorrect scope of
work or reporting requirements, incorrect Pl name, missing attachments, etc.

3.6.11 Intellectual Property, Human Subjects, and Export Controls. If the request is for a non-
financial contract and you selected “Non-Financial”’ under the earlier “Funding Consideration” section, then
you will see these compliance related questions instead of funding information questions.

v. 10.09..23

~ Intellectual Property

O lagree

() Highly Possible
() Somewhat Possible
() Not Expected

(i) Intellectual Property - Please complete this section. The information provided here will help us
assess the intellectual property considerations for this contract request.

| agree to be bound by and comply with the terms of The University of Texas System Intellectual Property Policy and to disclose to designated UTSA officials all inventions
and discoveries made by me, made under my direction, or otherwise known to me resulting from the work conducted under this grant, contract, research study, or
collaboration effort. For more information, visit The Office of Commercialization and Innovation. *

What is the likelihood of an invention, discovery, or other forms of intellectual property resulting from this project or engagement? *

17 0f 31
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(i) Human Subjects — Please complete this section. The information provided here will help us
assess any contractual requirements involving human subject research.

+ Human Subjects

Will there be any collection of data from human subjects through interaction or intervention, including interviews, experimentation, assessment, etc.? or will there be the
use of private, identifiable information, including data or biclogical specimens?* @

O Yes (O No

Is IRB approval required? *

O Yes (O No

(iii) Export Controls — Please complete this section. The information provided here will help us

assess any contractual requirements for project subject to export control laws and regulations.
v Export Controls

If you answered “yes” to any of the questions, please provide the details and attach appropriate documentation. For more information on export controls, vis
UTSA's Office of Research Integrity — Export Controls.

Will the project/discussion involve participation, collaboration or access to information by foreign nationals (individuals with foreign citizenship), foreign governments,
foreign associations and corporations, or foreign political parties?™* @

QO Yes O No

Will the project/discussion involve the international shipment of equipment, technology, software, materials data or other information? *

Q Yes O No

Note: Please remember that your selection under the “Funding Consideration” section for either a “Financial”

or “Non-Financial” contract will trigger other fields withing the request. The same is true for your selection of
“Type of Agreement”.

3.6.12 Revise and Complete Page. Once all the Required Fields are completed, the Review and
Complete page will show green check marks that will say “No Required Fields” and “Required Fields Complete
if all the required information has been provided. If any of the Required Fields (questions with an asterisk
beside them) are not completed, the page will be shown as grey and say “Incomplete”.

v. 10.09..23
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Contracts » Requests » My Contract Requests

« Back to My Contract Requests

Engineering Review and Complete &\ PrintRequest | History | 2
Company_Smith, Jane

Form Number: 820843 +" Required fields complete
Request Status:  Incomplete

Section

Progress

Instructions

Instructions No Required fields
Contract Title Confirmation

Contract Title Confirmation o No Required fields
Attachments - Please upl. (1]

Attachments - Please upload contract documents @ o Required fields
Contract Information v

Contract Information Required fields complete —
Review and Complete
Discussion

* Required < Previous Complete Request

Contract Request Workflow
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Review and Complete =
1, All sections with required fields must be complete before you can complete your request

Section Progress

Instructions No Required fields

Contract Title Confirmation Q@ o Required fields

Attachments - Please upload contract documents Q@ o Required fields

Contract Information —

3.6.13 Submit Request. Click Complete Request to submit the Contract Request. The Contract
Request will be submitted and shown as “Under Review”.

ﬁ R(deymE@hange Allw Search (At+Q) Q 0.00USD W [v] |L° @1

O Success

Contracts » Reguests » My Contract Requests Contract Request submitted

My Contract Requests ?

» Filter Contract Requests Create New Contract Request

Engineering * Research & Jessica Under Research - 8/21/2023 8/21/2023 Actions w
Company_Smith, Sponsored Programs Fernandez Review Sponsored 12:02 PM 10:30 AM
Jane Programs

L)

Note: A Submitted Contract Request means that the CIA team has received your request, but it does not mean
that the Contract Request has been approved. The assigned Contract Negotiator reviewing your request will
contact you if there are any questions or missing information. If the Contract Request is complete, then the
Contract Negotiator will approve the Contract Request to start working on the Contract File.

4. Additional Options for Navigating the Screens in the Contract Request. As detailed above, completing
the Contract Request requires moving through different screen pages based on the selections and information
you provide, like the funding consideration and type of agreement. The required fields will pop up based on
your completion of the request.

4.1.1 Contract Request Screens. The screen pages are listed on the left side of the screen and are
labeled as follows: Instructions, Contract Title Confirmation, Attachments, Contract Information, Review and
Complete, Discussion, and Contract Request Workflow. To navigate between screens, you can use the “Next”
button, or you can go directly to the specific screen of the Contract Request by clicking on any of the titles on
the left side of the page.
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Contract Title Confirmation
Attachments - Please upl...
Contract Information

Review and Complete

Discussion

Contract Request Workflow
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Welcome to Total Contract Manager!

Below is some guidance to assist you with your research contract request.

The Contracts & Industry Agreements (CIA) team within the Office for Research, Economic Development, and Knowledge Enterprise (REDKE) supports UTSA faculty and
in their efforts to advance the research enterprise by facilitating, drafting, negotiating, and executing a variety of contracts and agreements. For more information regarding *
CIA office, visit Contracts & Industry Agreements.

Where to Begin

Financial Agreements. If you need help with an agreement that involves funding, the first step in the process is to work with your designated Research Senice Center (RS(
see Research Sewice Center Information. The RSC staff will assist you with the routing of the project proposal to receive institutional approvals. Once you receive the awar
the RSC staff will submit a contract request directly to our team through the TCM system. CIA will review and negotiate the appropriate contract with the other party.
Examples: Sponsored Research Agreement (SRA), Contract, and Task Crders.

Non-Financial Agreements. If you need help with an agreement that does not contemplate the exchange of funding. you can submit the contract request directly to our tea
CIA, through the TCM system. You will need to provide the required information and documentation for the type of agreement requested. If you do not know the type of
agreement you need, the CIA staff will help you make the determination based on the nature of the engagement. You will need to provide basic information regarding the ef
ClA, staff will then draft and negotiate the appropriate agreement with the other party. Examples: Material Transfer Agreement (MTA), Non-Disclosure Agreement (NDA), an
Idemorandum of Understanding (MOU)

CIA staff will update the contract record on a regular basis, and you will be able to see the contract status in the TCM system.

As you complete this contract request, please note that “Other Party” means the sponsor funding the project, external research collaborator, or potential partner in the cas
unfunded agreements.

Uploading Contract Attachments

Contracts and supporting documentation can be uploaded in the Attachment Page contained in this request form.
Please upload the contract document and supporting documentation as separate files and label the files accordingly.
If you are submitting any sponsor/partner generated contract documents. please upload a modifiable MS Word format.

Standard templates for commonly requested contracts are located on the Contracts & Industry Agreements website ClA Standard Contracts & Agreement Templates.

Contract Timeline

The negotiation and execution of research contracts can take varying amounts of time to complete. It depends on several factors, including the timely provision of required

) E3

4.1.2 Save Progress. If you start completing a Contract Request but are unable to complete it, please
remember you can save changes by clicking the “Save Progress” button at the bottom of the screen and
return to the Contract Request a later date.

Contract Title Confirmation #iPrint Request | History  ?

Contract Request Name * [

Template
Contract Type
Description

Contract Reguest Type

v. 10.09..23

Engineering Company Y_Smith, John_Project X ]

Research & Sponsored Programs

Research & Sponsored Programs contract request

Create Contract

{ Previous Next. »
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5. Retrieving & Accessing Your Contract Request. Once you exit and come back into TCM-Rowdy Exchange,
you can search and follow the status of your contract requests in multiple ways. Different methods of
accessing your Contracts Request are described in more detail below.

5.1 My Contract Requests. You can search by going to My Contract Requests through the Contracts
icon (Medal/Ribbon) menu. If you click on My Contracts Requests, a list of your Contracts Requests will be
displayed and you can identify the Contract Request you are searching for.

a Rowdye-Exchange

Conmtracts » Reports ¢ Contracts that Require Attention: Review Pending

Contracts that Require Attention: Review Pending

Alert Type Review

N Contrac

Reguest Contract

My Contract Requests

Requests Ready for Contract Creation

Requests

Nike Contract_Jane Smith Research & Sponsored Programs Jessica Incomplete - - 7/31/2023 10:33 7/31/202310:33 Actions w
Fernandez AM AM
Cat in the Box Research & Sponsored Programs Jessica Incomplete - - 8/18/2023 1:42PM  8/18/2023 1:43 PM Actions w
Fernandez
Wingspan_Lauren Benet Research & Sponsored Programs Jessica Incomplete - - 8/1/2023 3:01 PM 8/1/2023 3:01 PM Actions w
Fernandez
< > Page 1 of2 1-50 of 74 Results 50 Per Page -
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If needed, you can filter your Contract Requests by clicking on the Filter Contract Request option and
selecting the appropriate criteria for your search. If you are searching for “Incomplete Contract Request”
that you want to return to, then select only that option and click the Apply to see those Contract Requests.

a Rowdye-Exchange

Comtracts » Reguests ¢ My Contract Requests

My Contract Requests

v Filter Contract Requests _

Request Status ™ [] Approved
Incomplete
[[] Rejected
Returned
Under Review
Completed

 EE——

5.2 Form Number. You can search by going to Search Contract Request through the Contracts icon
(Medal/Ribbon) menu and entering the specific Form Number for the Contract Request you are searching.
You can also search by other identifiers, like sponsor name, or add other filters to the search.

a Rowdye-Exchange

Contracts » Requests » My Contract Requests

My Contract Requests

+ Filter Contract Requests

Request Contract
Search Contract Requests
My Contract Requests

Requests Ready for Contract Creation

| Requests

v. 10.09..23 22 of 31
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= Search Contract Requests

Created Date: Last 90 days ~ | 628248 _

TCM - Rowdy Exchange

M save As

® Q @

Current Pending
Workflow Step  Approver

- # Pin Filters

Add Filter = Cl¢

Requestor

Jessica
Fernandez

® Q @ | addFiler = -._..earAIFilte's

R

Quick Filters My Searches
E stat - Form Request Created
orm status O Name ¥ Number Form Status Date/Time ¥ Template Name
Incomplete @ [0 @ catanCorp 828248 Incomplete 8/16/2023 * Research &
3:54:37 PM Sponsored
Participant v Programs
Fernandez, Jessica o
Requestor v
Fernandez, Jessica o
Created Date: Last 90 days = | catan
Form Request Created Current Pending
O Name Number - Form Status Date/Time ~  Template Name Workflow Step Approver
O e catan 830330 8/23/2023 Research & - -
9:14:23 AM  Sponsored
Programs
(| ©® cCatan 830023 8/21/2023 * Research & - -
Expansion 4:12:31 PM  Sponsored
Programs
[0 © catancorp 828248 8/16/2023 *Research & - -
3:54:37 PM Sponsored
Programs

J Available Filters

F [7] Approved By
[] Approved Date
[] Completed Date
4 [] Current Workflow Step
[[] Form Status
[] Form Mame
4 [ LastModified
F L[] Participant
[[] Pending Approver
[] Request Number

5.3 From the Contract Requester Dashboard. If you have your Contractor Requester Dashboard set
up (ref. Section 8), go to Contracts Home and click on My Contract Requests in the Quick Links menu. A list

of your Contract Requests will be displayed.

Rowdy=-Exchange
Dashboards * Contract Requester Dashboard

Accounts Payable Dashboard Admin Dashboard

Quick Links ®

Use "Search Documents” to look up your
Contract Requests and "Search Contracts” to find
contracts.

Search Contracts

Search

Request Contract

All Orders

Business Contracts Dashboard

Contract Search

Document Search

Contract Requester Dashboard

All = Search (AR+Q)

Contracts+

Search Contract Parties = Advanced Search

v. 10.09..23

~ | Document Numbers, Supplier, Product Information Q

SHORTCUTS

My Requisitions

230f31
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My Contract Requests

* Filter Contract Requests [ Create New Contract Request ]

1-25 of 25 Results 100 Per Page +

Request Workflow Workflow Status Last
Contract Request Name Template Requested By Status Step Assignee Updated Created
Engineering Company_Smith, Jane Research & Sponsored Jessica Approved - - 9/1/2023 8:39 FM 8/21/2023 10:30 Actions w
Programs Fernandez AM
Catan Expansion Research & Sponsored Jessica Completed - - 8/21/2023 439 PM  8/21/2023 412 PM Actions »
Programs Fernandez

6. Difference between Contract REQUEST & Contract FILE; Viewing the Contract File

6.1 Contract Request “flipped” into Contract File. CIA staff will review your contract request and
if all the required information and documents are complete in the request, CIA will “flip it” into a Contract File.
Once CIA flips your contract request into a Contract File, your contract request will show as “Completed”

as displayed below. This means CIA has taken action on your request and created a contract file to start the
contract review and negotiation stage.

6.2 Securing a Contract Number and Viewing Contract File. You will be able to access the Contract
File from your Contract Request. Once CIA flips your request into an actual contract file, a contract number
will be created. The contract number will be shown in your Contract Request on the left side of the screen.
The contract number will include letters at the beginning that indicate the type of agreement. For
example, “NDAMUT-2023-1" would be a Mutual Non-Disclosure Agreement, then you have the year and a
system generated file number. Click on the contract number to get to the actual Contract File. In the

Contract File, you can see additional information (some of which is added by CIA) and monitor your
contract status.

Rowdye-EXxchange

Contract = Search (Alt+Q) (=} 0.00 USD E
Contracts » Requests » My lequests
¢ Back to My Cont
s Contract Request has been Completed Request Actions v

Catan E)(pansion Contract Requegt Workflow S Print Request  History 7
Form Number: 830023

Request Status: Completed )

Contract: RSA-2023-16 Show skipped steps a

Instructions ExzmEies Horizontal v

Contract Title Confirmation

Attachments - Please upl.. o > Research Sponsored Programs v

Submitted =~ ——— Approved v ——  Completed

Contract Information V4 8/21/2023 4:31 PM  Jessica Fernandez 8/21/2023 4:37 PM

Discussion

Contract Request Workfl...

X Required

If you are the contract requester, you can also monitor your Contract Request by clicking on Contract
Request Workflow on the left-hand menu. For example, if you are a UTSA researcher and you need an
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MTA, Non-Financial Agreement, you can submit the contract request directly, or you could ask your Lab
Assistant to submit the MTA request on your behalf. If the latter, then your Lab Assistant will be the
contract requester and he or she will be the one with access to the Contract Request. Once the Contract
Request is turned into a Contract File, CIA staff will add you, Principal Investigator, as a Stakeholder to the
Contract File and you will also have access to the file to monitor the contract status.

Note: A Completed Contract Request does not equal an executed contract. This means that CIA has created a
Contract File to work on the contract review and negotiation.

6.3 Timeline for Review of Contract Request and Flipping of Contract Request Into Contract File.
Once you have submitted your Contract Request, CIA will assign a Contract Negotiator to your Contract
Request within 1-2 business days. The Contract Negotiator will review your request in detail within 1-2
business days and will contact you if any information and/or documents are missing. Once CIA has all the
needed information and documents, CIA will approve the Contract Request and flip it into a Contract File.
The complete negotiation and execution timeline will vary depending on a number of factors, including the
type of agreement, type of sponsor, and the nature and complexity of the project.

Rowdye-Exchange

Contracts » Requests » My Contract Requests

¢ Back to My Contract Requests
This Contract Request has been approved.

Engineering Contract Request Workflow
Company_Smith, Jane

Form Mumber: 829843

sh kipped st
Request Status: Approved e

Orientation .
Instructions Horizontal

Contract Title Confirmation
Research Sponsored Programs

Attachments - Please upl... [ 1] = v
Submitted Approved v ——  Completed
Contract Information v 8/21/2023 12:02 PM v Jessica Femandez 9/1/2023 8:39 PM
Discussion
contractRequestworkt.. <
* Required
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7. Contract Request Discussion Page. The Discussion page in the Contracts Request provides the option to
submit comments along with the request. If you would like to add any additional comments for CIA, click on
the Discussions page on the left hand menu. CIA staff will be able to see your Message and reply within the
system.

Contracts » Requests » My Contract Requests
< Back to My Contract Requests

H A N " i i ?
Nike_Michael Cale Discussion Fomm Request Actions #print Request  History | 7

Form Number: 829649
Request Status: Under Review Aiind Mustl

Instructions v Topics Sortby Most Recent First v

Missing Attachment C of Contract (0)
Missing Info (0)

Contract Title Confirmation

Attachments - Please upl... ®
Contract Information +  ~ Missing Attachment C of Contract
Hi Jason, The contract provided by sponsor is missing the referenced attachments. Please request the complete file and resubmit request. Thank you, J
Discussion _ Added 9/8/2023 &t 10:35 AM by Jessica Fernandez
Contract Request Workflow  Reply To This Thread |

~ Missing Info
Alicia - Need the right attachment.

Edit Added 8/18/2023 at 2:55 PM by Jessica Fernandez

Reply To This Thread

Post a New Message

iact ¥
Subject Missing Attachment C of Contract

*
Message Hi Jason,

The contract provided by sponsar is missing
the referenced attachments. Please request
the complete file and resubmit request.

Thank you,
I

4846 characters remaining

Add Attachments

Send Notification To Fernandez, Jessica *

* Required Post Message

v. 10.09..23 26 0f 31
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8. Setting your TCM- Rowdy Exchange Home Page to the Primary TCM Site (Contracts Dashboard). The
TCM Contract Dashboard site is the primary TCM home page. To view the Dashboards you have access to,
click on you User icon and then click on Dashboards.

To change your TCM home page, click on the dropdown arrow beside your name again and click “Set My Home
Page”. Set the “Contract Requester Dashboard” as your Home Page and click “Save Changes”. Anytime you wish to
return to the Home Page, select the house icon on the top left side of the screen.

- Search (Alt+Q) Q ooousp w0 w Dy —

q User
Jessica Fernandez '

View My Profile

Manage Searches

Manage Search Exports _

Set My Home Page

Search Help For A Solution

You do not have any recent orders

s

Set My Home Page

) Default Home Page
Shopping Home

@® Current Page
Contract Requester Dashboard

You can also access your home page by pressing Alt+ 1

Save Changes Close
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Contract Requester Dashboard. From this Dashboard, you can search for Contracts that have been created
from the Contract Requests you have submitted. You will see Action Items displayed. In the Quick Links
section, you can click on a Quick Link to go directly to a specific task.

Rowdy=-Exchange Alw

Dashboards * Contract Requester Dashboard

=

Business Contracts Dashboard Contract Requester Dashboard Contracts+ Shopping Dashboard

Accounts Payable Dashboard Admin Dashboard

Quick Links @ Contract Search

Use "Search Documents” to look up your Contract Requests
and "Search Contracts” to find contracts. Search

My Contract Requests Search Contract Parties = Advanced Sear

Search Contracts

Request Contract

Document Search

All Orders v Document Numbers, Supplier, Product Information

SHORTCUTS

My Requisitions

My Purchase Orders
My Vouchers

My Approvals

Advanced Search
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9. Search Your Executed and Approved Contracts. TCM-Rowdy Exchange provides users the ability to search
for your existing contracts as well contracts that have been approved by CIA but are pending final signature.
To search for a specific contract, hover over the TCM Module (Medal/Ribbon). Under the title Contracts,
click on Search Contracts. TCM provides options for both a Simple Search and an Advanced Search.

9.1 Simple Search. The Simple Search, shown below, is helpful if you are searching for a certain
contract and you know the basic contract information, such as title, number, or summary. CIA recommends
selecting the “All” option for the Start/End Date field.

a Rowdye-Exchange

Comtracts » Contracts » Search Contracts

Search Contracts

| Contracts Contracts Home

Search Contracts

View Saved Searches

Search Contract Attachments
Create New Contract...

Create and Manage Export Templates

Contract Import/Export...

Rowdy.,.EKchange All » Search (Alt+Q)

Contracts » Contracts » Search Contracts

— Contract @ Engineering n

Active for Shopping All v
PR o ¥ _
Created Date All Dates G

v. 10.09..23 290f 31
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After entering the information, click on the magnifying glass and TCM will display your contracts meeting
your search criteria. Click on the Contract number to see the contract.

Rowdye-Exchange

Contracts b Contracts b Search Contracts

¢ Back to Search Start Over

Search Details ?

Search Terms
Contract

Engineering

Filtered by
By Start/End D
[remove ]

Active for Shopping
Al

Save New Search [iSnepEaud

Refine Search Results ?

Custom Fields
GL Unit

Show assaciated forms and non-catalog requests

Contract Search Results

< > Page 1 of 2 1-150 of 166 Results

Contract Details

2023-13369

Intelligent Engineering Services BVB Mech Rm Concrete Deterioration Assessment PP-22333638

Second Party:  |NTELLIGENT ENGINEERING SERVICES ~ Start Date:

Contract Type: JOCs Minor End Date:

status: Active for Shopping

2023-13235

Chapman Engineering CO1 Natural Gas Distribution & Cathodic Protection PP- 22210519

Second Party:  Chapman Engineering, Inc.  Start Date: 7/28/2023
End Date: 8/31/2023

Contract Type:  Change Orders Minor

Status: Active for Shopping: No

All = Search (Aft+Q) a 0.00USD W Q™ @J
s
Sort by
Best Match v
150 Per Page
Open Summary | w
8/15/2023  Version Type: original
8/26/2023  Renewal No.: o
No ‘Amendment No.: 0
End Date Change Count: 0
Open Summary | ¥
Version Type: Original
Renewal No.. 0
Amendment No.: 0

End Date Change Count: 0

9.2 Advanced Search. To use the Advanced Search, shown below, change your search option in the
upper right from Simple Search to Advanced Search.

Rowdye-Exchange

Contracts » Contracts » Search Contracts

Search Contracts

Contract @ Engineering
Active for Shopping All v
By Start/End Date All v
Created Date All Dates ¥,

All > Search (Ait+Q)

Advanced Search '

If you have contract specific information, you can search by Contract Number, Contract Title, or other

identifying information.

If you do not have or remember your contract information, you can search using any of the options in
Advanced Search in any combination.

For example, you can select “Any” under Contract Manager, and “Me” under Contract Stakeholder, and then
click on “Search”. If you submitted the Contract Request or are identified in the Contract Request as the
Principal Investigator, you will be considered a Contract Stakeholder and will be able to view the Contract

File.

v. 10.09..23
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Search Contracts - Advanced mple sesren
Contract Number Second Party @ Anyof O Allof
Type to filter... Q
Contract Title
Work Group Type to filter... Q
Keywords
By Start/End Date All "
Contract Type Type to filter...
YP Q Created Date All Dates v
Contract Status Type to filter... Q
Approvals Completed All Dates v
Contract Version Type -
_ Scheduled Termination All Dates v
Contract Manager An}r O Me O Pick... pate
Contract Stakeholder O Ay @ Me (O Pick. _ Confract Term Bxtended M
Summary Include Archived No v
Contract Ended Early v
Jurisdiction Type to filter... Q

Expand All = Collapse All

» Contract Value

» Contract Party Options
» Custom Contract Fields
» Renewal

+ eProcurement

m) =3

10. Support. Please feel free to contact our office if you have any questions, via email at: vpr-ocia@utsa.edu
or call us at 210-458-6575. You can also visit our website Contracts & Industry Agreements for additional
guidance.
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