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Advance notifications in Total Confract Manager (TCM) can be set up for contract start

dates, end dates and renewal dates. The purpose of the nofifications is to:

» Inform

» To provide a reminder to take action (when applicable) prior fo an event occurring
+ Contract compliance & monitoring

When a confract has an expiration or renewal date, the Office of Contract Administration
setfs up at least 3 nofifications in Total Confract Manager (TCM). The general formula for
when you willreceive a Notification in TCM is based on the termination language in the
contract. We set up the Nofifications so that you receive them early enough to have time
to determine further action on the contract.

0 When you receive an End date or Renewal Date Advance
Nofification from TCM, you wiill:
1. Review the Contract Record in TCM
“ 2. Review the contract attachment(s) in TCM
. 3. Notify OCA of intent to terminate, amend, or renew the
confract by forwarding the Nofification email to us and
including your response

If we do not receive any correspondence from you, we will
assume you intend to allow the contract to expire or
automatically renew accordingly.

We will utilize the Review Date Passed notification when the contract does not have an

expiration date. When you receive a Review Date Passed Nofification from TCM, you wiill:

1. Review the Contract Record in TCM

2. Review the confract attachment(s) in TCM

3. Review the Comment section in TCM to see the “Reason for Contract Review”

4. Reply to the Comment Thread in TCM. Note: You will only receive ONE reminder for the
“Review Date Passed” Notification.

Contact the UNTS Office of Contract Administration for assistance or questions: NEW Department Email:
UNTSconfractadmin@untsystem.edu. More fraining material is available fo you on our website: HSC Internal webpage:
https://insite.unthsc.edu/fiscal-services/contract-administration/ | UNTS OCA webpage:
https://finance.untsystem.edu/contract-administration/index.php.
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For the fime being - Nofifications will be from both TCM contract
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For the time being - Notifications will be from both TCM contract modules. The training samples may be
from either system. The function is the same however the messaging may be different.
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> Advance notifications in Total Contfract Manager (TCM)
can be set up for contract start dates, end dates and
renewal dates.

> The purpose of the Nofification is to:
= Inform
- To provide areminder to take action (when applicable) prior to
an event occurring

» Contract compliance & monitoring F
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Email: End Date - Advance Notice
UNT System Contracts Team <untsystem@sciguest.com>

ING DATE NOTIFICATION for 2017-1207, with Covenant

these emails.

This is an example of the email you will receive from TCM. The email will come from the TCM System
therefore, you may need to periodically check your Junk Mail & Clutter folders to ensure you are receiving

The type of notice you are receiving will be described in the Subject line. The body of the email will
contain the contract name, contract # and date that triggered the notification.
You can access the Contract Record in TCM by selecting "View Contract” button.

UNT SYSTEM"
Email: End Date - Advance Notice

+

hsc™

Re: CONTRACT ENDING DATE NOTIFICATION for 2017-1207, with Covenant
Hospita - Plainview

Dear Charles Chassay,
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Email: Renewal Date - Advance Notice “ Email: Renewal Date — Advance Notice
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Re: RENEWAL DATE NOTIFICATION for 16047aTexas Health Research &
Educalion ettate
Dear Aleta Wheeler, Summary of the Contract
This email is to remind you of the renewal date regarding the contract listed in the

f R ——
Subject. Please check below for additional information. o

Notification Type: Renewal Date - Advance Notices b
End Date: 5/31/2020 11:59 PM CDT -~

Use the link below to access the contract within the application as appropriate. u |

When your contract has renewals and the automatic renewals are coming to an end. You will receive this
notice letting you know there are no more or zero renewals. You will receive the notice at the beginning

of the last term.
“ Email: Review Date Passed

hsc™

Re: KEY DATE NOTIFICATION for Carol Bunker DSHS CNM PSA Bunker
RS00016

Doar Patico Victor,

156 check below for additonal nformaton.
ypo. Conlract Roviow Dato
ale’0/112020

Viow Conrac

Here is an example of the Review Date Passed notification. This notification is slightly different because
we typically set this notification on contracts that do not have an expiration date. The email looks the
same but the Action Steps we are asking you to complete are slightly different. See below.

REVIEW DATE PASSEL 4w ETRN
Example: Contract Record s

2016000051 Contract Header

When you Receive a Review Date Passed notification, review the Comments Section.

REVIEW DATE PASSED
Example: COMMENT on Contract Record

» Open the comment section with “Reason for Review"
as the Comment Thread header.

Look for the Comment Thread with “Reason for Review” as the header. The comment will explain why we set
up the notification for you to review the contract. Once your review is complete & you are ready to respond,
you will “Reply to the Thread”
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OCA Staff on Contract Record
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Question for OCA staff about Comment? Direct your question to the Contract Manager listed on the Contract
Record or send the question to our department email.

/—‘ UNT SYSTEM" /—‘ UNT SYSTEM"
T . ., Notification Action It .,
Nofification Action Items \ a2 ofificailon Aciion lrems \ a2
>
REMINDER e
END DATE & RENEWAL DATE REVIEW DATE PASSED N OI’WCQ you haveresponded to a NO'IfIqu!OH you
» Review the Confract Recordin > Review the Contract Record in received in TCM, you can freat the additional
™M reminders as informational reminders only.
> Review the confract > Review the contract
atfachment(s) in TCM attachment(s) in TCM Note: You will only receive ONE reminder for the “Review
> Notify OCA of intent to > Review the Comment section Date Passed" Nofification.
terminate, amend, or renew in TCM to see the “Reason for
the confract by forwarding the Contract Review" e
Nofification email to us and Reply fo the C tThread K:"\ot\
including your response > Reply 1o The CLomment inrea u
inTCM )
a

UNTS Office of Contract Administration
NEW Department Email: UNTScontractadmin@untsystem.edu

HSC External webpage: https://www.unthsc.edu/fiscal-services/
HSC Internal webpage: https://insite.unthsc.edu/fiscal-services/contract-administration/

UNTS OCA webpage: https://finance.untsystem.edu/contract-administration/index.php
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