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STEP DETAIL 

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 

2 

 Click Add a New Contract 

3 

Enter the “Contract” Attributes 
- Contract Name: GSAL A/B: Term Year - Name Date 

    ex) GSAL A: Fall 2023 - Devon Manfredo 9/21/2023 
 

- Contract Type: GSAL A or GSAL B 
 

- Workflow – automatically fills when Contract Type is chosen 
 

- Contract Description: meaningful description w/details of GSAL 
 

- Responsible Parties:   

GSAL A 
Budget Manager: COA & FacFunds-Devon Manfredo, POETAF-Tina Albertson 
Secondary: Leave blank (autopopulates with workflow) 
Tertiary:  Leave blank (autopopulates with workflow) 
 

   GSAL B  
Budget Manager: COA & FacFunds-Devon Manfredo, POETAF-Tina Albertson 
Secondary: Leave blank (autopopulates with workflow) 
Tertiary: Leave blank (autopopulates with workflow) 

 

- Contract Folder  
 

Process Name: Entering GSALs 

 

http://today.tcnj.edu/
https://ucm.icontracts.com/
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Workflows 
 

GSAL A    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
GSAL B  
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4 

Click Continue to Date Entry   

5 

Enter the Terms of the Contract 
GSAL A: Enter the Semester start & end dates 
GSAL B: Enter the start & end dates of work  

http://today.tcnj.edu/
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6 

Enter Contract Information 
- Department: Choose the Department or Organization from the POETAF of the Project 
- Grant – COA: Enter the Grant ID or the COA string 
- Detail: Enter the description from the GSAL form  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click Save & Continue to Document Upload 
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Save & Continue to Document Upload 
Drag and Drop completed GSAL form.  GSAL form must be saved as an excel document.   
Make the GSAL form the Primary Document. 
Click Upload & Continue to Container – this will put the GSAL into approval workflow. 
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