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STEP DETAIL 

 

As a Stage approver, you will receive a system generated email when a GSAL is in your queue in the workflow.  

1 

Sign in to iContracts through https://ucm.icontracts.com/ 
You must VPN into TCNJ’s network 
Click Company Single Sign-On 
Username: TCNJ login 
Password: your password 

Process Name: Approving GSALs 
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2 

Click the “Click Here” link in the email or Notification Center in iContracts  
Choose the Contract to review  

3 

Click on the Documents tab 
Open the Excel GSAL file  
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4 

Review the file. 
Sign & add notes or changes as needed. 
Save the signed version with your initials & reviewed 
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Upload your signed version & make that one the Primary version  
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Click the Green check  
Click the Approved radial button & enter your initials & the date.   
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