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Viewing the status of Contracts 
  Total Contract Manager (TCM) 

 

WHAT IS TOTAL CONTRACT MANAGER (TCM) 
Total Contract Manager (TCM) is a web-based tool to assist with contract administration and is designed to enable 
organizations to manage the complete lifecycle of contracts from authoring to approval.  
 
The UNTS Office of Contract Administration can assist with questions and negotiations but only officially begins 
working a contract when received via a Contract Request in TCM. 
 
 

ACCESS TO RECORDS IN TCM 
Access to contract records in TCM is granted by roles and permissions. You may have limited access 
to certain sections of Contract Records depending on your role. If you don’t find a contract or 
information you would like access to, contact the Office of Contract Administration for assistance. 
 

Finding Information from the REQUISITION 
 

UNTS/UNT/UNTD campuses in UNTS Marketplace will see the requisition workflow on the 
“Sourcing & Contract step and know that the BUYER has submitted the associated contract to the 

OCA in UNTS Marketplace TCM. Use the requisition number to search for the Contract Request & Record. 
 

  
 
UNTHSC Contract Liaisons will monitor the requisition progress in UNTS Marketplace and the contract 
in HSC TCM. If you see the requisition workflow on the “Sourcing & Contract step, the BUYER has sent 

a message to you reminding you to submit a Contract Request in HSC TCM.  
 

Searching for Contract Request in TCM 
Step-by-Step 

1. Navigate to Contracts > Contract Requests > Search Contract Requests 

2. In the search bar, enter the keyword criteria 

3. Click Apply. Contract requests that match the filter criteria are listed. 

 
 

Contract status = DRAFT | Internal Review | External Review 
 

http://www.bing.com/images/search?q=Access+Granted+clip+art&view=detailv2&&id=F30ABBCC0C819F1EAE699E4522166A0CBF2918C6&selectedIndex=7&ccid=JemDYzoG&simid=607999114897000978&thid=OIP.M25e983633a0629eb3c5163c1fb3cb97dH0
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Check the “Review Round”, “Comments” and/or “Communication Center” for status updates for the contract. 
 

  
 
 

Contract status = Out for Signature 
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DIRECTIONS TO TCM GUIDES AND JOB AIDS 
 

HSC Campus UNTS/UNT/UNTD campuses 

https://myunt.sharepoint.com/sites/HSCFinanceWebs
ite/SitePages/Total-Contract-Manager-(TCM).aspx  

https://finance.untsystem.edu/contract-
administration/total-contract-manager.php  

 
 
For additional help, contact:  
 
UNTS Office of Contract Administration | UNTS Office of Procurement 
Department Email: UNTScontractadmin@untsystem.edu  
 
HSC External webpage: https://www.unthsc.edu/division-of-finance/contract-administration/ 
HSC Internal webpage: https://myunt.sharepoint.com/sites/HSCFinanceWebsite/SitePages/Contract-
Administration.aspx 
 
UNTS OCA webpage: https://finance.untsystem.edu/contract-administration/index.php 
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