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STEP DETAIL 

1 

Sign in to iContracts through https://ucm.icontracts.com/ 
 
Click Company Single Sign-On 
Username: TCNJ login 
Password: your password 

2 

 Click Add a New Contract 

3 

Enter the Contract Attributes in the available fields 
- Contract Type 
- Workflow (takes the place of Routing Form) 
- Contract Description 
- Responsible Parties: Budget Manager, Secondary & Tertiary Approver 
- Contract Folder 

Process Name: Entering a Contract 
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4 

Choose your Contract Type 
 
Note: not all contract types will be available to all users 
 
 

5 

Choose your required Workflow (this replaces the routing form)  
 
Note: this may autopopulate depending on the Contract type. 
          You can choose another workflow. 
 
 
To make sure the Workflow is correct, 
click Preview Workflow 
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6 

Assign the Workflow Approvers 
 
 
 
 
 

Note: Only the people in the Workflow will approve the contract. 
If you do not choose a workflow with Secondary approval, but assign 
a Secondary person, they will only have Viewing access.  

7 

Click Continue to Date Entry 

8 

Enter the Terms of the Contract 
 

http://today.tcnj.edu/


 

4 
 

TCNJ Today 

9 

Enter Contract Terms & Vendor Information to populate our TCNJ contract. 
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10 

Click –  
Save and Continue to Template Creation: to populate contract terms into an unsigned TCNJ Contract 
 
Save and Continue to Document Upload: to upload signed contracts or Vendor Created Contracts & supporting docs (ex. W9) 
 
 
 
 
 
 
 
 
**Note: Save and Continue to Container will push your contract into Approval Workflow. 

11 

Save and Continue to Template Creation 
- Choose the Contract Template that supports your contract type 
- Click Click to Fill Fields for that template 
Note: not all templates will be available to all users  
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12 

- Enter Template information 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
- And verify Contract Terms 
- Click Enter Fields into Template & Preview 
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Your created contract will pop-up with the terms populated. 
Click the X in the upper right.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note: You will be able to edit the document once you move to the Container. 

13 

Choose the action that best supports your Contract.  
- If you need to upload a W9, click Continue to Document Upload 
- If you are ready to push the documents to Approval Workflow, Continue to Contract Container 
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14 

Save & Continue to Document Upload 
Drag and Drop all supporting documents, signed contracts or Vendor Created contracts here.   

15 

Choose the action that best supports your contract.  
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16 

Contract Container 
The Contract is now in Approval Workflow (routing form)  
 
 
 
 
 
 
 
 
 
 
 
 
 
Workflow Stages  
 

17 

Edit the Document 
Use this to add COA/POETAF or other information to the created contract 
Click Edit in Cloud.  This will create a 2nd version of the Document. Mark it as Primary.   
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Enter the information on the Contract 
Click the X in the upper right to Save & Close  
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18 

Routing Contract for Signatures 
 Once the Contract has gone through Workflow, it is ready for signatures. 
 
 
 
 
 
 
Use Adobe sign to send it through for signatures 
- Check the box next to the document 
- Click Adobe Sign & sign in with your TCNJ SSO 
- Click Upload 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
- Insert the email address of those that must sign the contract 
- Insert the signature and date fields in your document via Adobe Sign  
- Click Send 
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Downloading the Signed Contract 
- Click Refresh to access the Download button 

  
- Click Download 

 
 
 
 
- Click the document name of the signed Contract  
 
 
 
 
 
 
 
 
 
 
- Click the document file to download it to your computer 
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