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To initiate a Contract Request, select “Requests” then 

“Request Contract” from the Contracts fly-out menu. 
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Enter a name for your Contract 

Request and “Submit”. 

The Contract Request Form field will default to 

“Contract Request” – do not change or delete. 
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The AggieBuy system 

will automatically assign 

a number to your 

Contract Request Form. 

NOTE: If your contract request includes an 

expense contract and the Second Party 

does not have an active profile in AggieBuy 

a W9 is required and should be attached 

to the contract request.  A W9 is not 

required if the contract is a non-monetary 

contract, the contract is a revenue 

contract, or the Second Party already has 

an active profile in AggieBuy.  If you do not 

attach a W9 when it is required, your 

Contract Request will be returned. 

NOTE: The Contract Request Form cannot yet be 

integrated with FAMIS.  If you wish to ENCUMBER 

the funds, DO NOT use the Contract Request 

Form, create a requisition instead and choose to 

route to Procurement Services.  Procurement 

Services will then submit your contract to 

Contract Administration for review.  

Click the “Next” button to proceed. 
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Unless you wish to change the Contract Request 

Name, this screen requires no action. 

Clicking the “Next” button advances the screen through the 

sections of the Request Form as they appear on this menu.  You 

may also navigate the Request Form by clicking the individual 

section names on the menu or the “Previous” button. 

NOTE: Clicking the “Next” button automatically saves any changes you make on the current screen 

before it advances you to the next screen.  Use the “Save Progress” button when you make a change 

on a screen but then wish to leave the Request Form or navigate to another screen via the menu.  

Anytime you need to leave the Request Form without completing it be sure to SAVE PROGRESS! 
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Depending on the type and scope of the Contract you are requesting be reviewed, 

you may be advised and/or required in a subsequent screen to add an attachment 

to the Request Form.  Attachments may include: a W9, vendor quote, vendor 

contracts, documentation, etc.  The system will accept virtually any file format, but 

in the unlikely event that the total size of all the attachments exceeds 25MB please 

contact the Department of Contract Administration office. 
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The “Questions” section is the heart of the Contract Request 

Form.  It may be navigated by either the Menu, the blue links 

found on the Questions screen, or the “Next” button. 

All “checks” will turn 

green once the Contract 

Request is complete. 
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Many of the questions in the Contract Request are “conditional”.  

This means that depending on how you answer a question, 

additional questions and/or sections may appear. 

Here is an example of an instruction to add 

an Attachment as  mentioned on p. 5. 

Required fields are 

designated by a star * icon. 
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First half of Contract Information screen – Different Scenarios: 

Scenario 1: Monetary Expense contract encumbering funds 

 

 

 

Answer is YES here because the contract is valued at over $10K. 

NOTE: When you answer YES to this question there will be 

additional questions on the next screen which require you to 

identify if the purchase is exempt or a sole source purchase.  If  

the purchase is within your delegated spend you will not be 

required to answer those questions on the next screen.   

NOTE: If you submit a requisition and attach a contract be sure to select “ROUTE TO 

PROCUREMENT SERVICES” – especially if your contract is valued at under $10K.  

Procurement WILL submit the contract to Contract Administration for review/approval.  

You DO NOT need to submit the contract through a Contract Request Form. 

If you stop at this point and 

go do a requisition instead 

probably best to delete 

your contract request. 
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Scenario 2: Monetary Expense contract NOT encumbering funds 

 

 

NOTE: 

Member = Texas A&M 

Because you are not encumbering funds a requisition is not 

needed and a Contract Request would be required. 



HOW TO CREATE A CONTRACT REQUEST IN AGGIEBUY (CONTRACTS+) 
 

10 

Scenario 3: Monetary Revenue contract 

 

 

Scenario 4: Non-monetary contract 

 

Only 3 questions to answer in this section when completing a 

monetary revenue contract request. 

Only 1 question to answer in this section when completing a 

non-monetary contract request. 
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Second half of Contract Information screen – Different Scenarios: 

Scenario 1: NEW contract with vendor supplied document 

 

When you answer YES to this question the Second Party Information screen will appear in 

the menu.  If you do not know the name of the Second Party and answer NO to this 

question the Second Party Information screen will not appear.   

NOTE: If you are attaching a contract for review (which was received from the Second 

Party) to the contract request or are requesting a template be created in order for you to 

contract with a Second Party, you should know the name of your Second Party.   

NOTE:  

- If it is a 1-day contract your start date and end date will be the same. 

- If you will be making a pre-payment of any kind your start date should be the day 

you are required to make the payment. 

- Be sure to include the expiration date of the contract.   

If the contract includes renewal information you may add that information here.  

Otherwise you can leave these questions blank since they are not required.  
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Scenario 2: NEW contract with Member award document 

 

When you select NO indicating that the Contractor/Supplier has not furnished 

a Contract document, you will have the opportunity to choose a Texas A&M 

Award Document.   

When you click on the magnifying class under “Select Award Document” a 

search box will appear that allows you to search and pick the appropriate 

award document.  Depending on which award document you pick additional 

questions will show up on a separate screen which provide for the “fill in the 

blank” in the award document. 

If you need a “go by” for context the award documents can also be found on 

our website (contracts.tamu.edu/resources).  We will have links posted to each 

of the documents when selected within the Contract Request soon. 
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Scenario 3: Amendment to Contract 

 

 

 

The Contract Number will be the number of the contract that this Amendment/Renewal is amending/renewing.  This 

may be a contract number from our old contract database (i.e. 2021-38150) or from the new Contracts+ system (i.e. 

C2021-2905) 

NOTE: When “Existing Contract” is selected the Second Party Information screen will not appear.  

Because the contract is an amendment/renewal to an existing contract the Second Party information 

will already be in the system. 
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Routing Determination screen – Exempt Categories Different Scenarios: 

Scenario 1: Exempt Purchase 

 

  

If your contract is an exempt purchase you choose YES, select Texas A&M University 

as you’re A&M System Member, and then select the appropriate exempt category. 

NOTE: If your purchase does not fall into one of 

these exempt categories then you will need to 

choose the next scenario – Sole Source Purchase 

or contact Procurement Services about bidding 

out the purchase. 
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Scenario 2: Sole Source Purchase 

REAL ESTATE: 

 

 

  

If your contract is a Real Estate purchase and the contract has 

been prepared and approved by the A&M System Real Estate 

Office you will select NO to exempt purchase, YES to Sole Source 

contract, and YES indicating that the A&M System Real Estate 

Office has prepared and approved the contract.  No additional 

questions/answers are needed.  

If the contract is not an exempt purchase and not a Real Estate 

purchase, then you will need to choose NO to the real estate 

question and proceed as provided on page 16 below. 
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OTHER SOLE SOURCE PURCHASES: 

 

REMEMBER: The Exempt Purchase and Sole 

Source questions ONLY appear when the 

contract is an expense contract that exceeds 

the Member’s delegated spend (i.e. over 

$10K).  These questions will not appear when a contract 

is 1) within the department’s delegated spend; 2) a 

revenue contract; 3) a non-monetary contract. 

For all other Sole Source Purchases, you will select NO to 

exempt purchase, YES to Sole Source contract, and NO to the 

real estate question.  The Sole Source Questions will then 

appear.  The answers to these questions will later be reviewed 

by Procurement Services to determine if this purchase qualifies 

as a sole source purchase.   

NOTE: Need to complete these questions as 

completely and accurately as possible.  You must 

answer all questions with a “*”.  Those that do 

not have an “*” do not require an answer in 

order to proceed.  Should you have questions 

concerning these Sole Source Questions please 

reach out to Texas A&M’s Procurement Services. 
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Routing Determination screen – Electronic Information Resources (EIR): 

 

NOTE: Instructions and/or definitions are 

provided, as needed, at the beginning of 

different sections throughout the Contract 

Request.  These instructions provide 

guidance in determining if your purchase 

involves and EIR. 

NOTE: It is important to remember that if there is 

information that should be attached to the request 

and you do not attach it, the Contract Request will 

be returned to you. 

If your purchase involves an EIR as defined in the definitions, you will need to 

identify that EIR here. 

If your purchase does not involve an EIR then select “This purchase does not 

involve an EIR listed above.” 

NOTE: when you indicate that your purchase does involve an EIR , the 

“Electronic Information Resources” screen will appear in the menu.  This 

screen will ask additional questions related to the EIR. 

Select “Next” to proceed to the next screen 
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Award Documents screen: 
  

 

NOTE:  This screen only appears if 

you have answered “NO” to the 

question “Has the 

Contractor/Supplier furnished a 

Contract document?” and chosen 

a Texas A&M Contract Award 

Document as your contract.  These 

questions are based upon the 

award document you choose. 

Answering these questions will allow 

Contract Administration to draft the award 

document you have requested.  If you need 

to see the document for context of the 

questions being asked you can find the 

documents on our website – 

contracts.tamu.edu/resources.  

We will soon have links posted to each of the 

award documents.  Those documents should 

be used for reference purposes only and 

should NOT be attached to the Contract 

Request. 
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 Electronic Information Resources screen: 
 

 

 

 

NOTE:  This screen only appears if 

you previously indicated that your 

contract involves an EIR and have 

designated which EIR on the Routing 

Determination screen.  If you answer 

“This purchase does not involve an 

EIR listed above” on the Routing 

Determination screen, this Electronic 

Information Resources screen will not 

appear. 

There are many conditional questions on this 

screen.  Depending how you answer one question 

may or may not result in additional questions.   

 

Clicking this link will take you to the Texas A&M IT Accessibility page for additional information. 

NOTE: If you know your contract involves an EIR it 

is more efficient to work with the IT Accessibility 

office to have your EIR approved prior to 

submitting the contract to our office for review.  

If you have not had your EIR approved and the 

Contract Request routes to the IT Accessibility 

office, it could cause delays.  

Should you have any questions related to how to 

answer these questions please contact the IT 

Accessibility office at 979-862-6834 or 

itaccessibility@tamu.edu 
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Departmental Information screen: 

 

Be sure to read and follow these 

instructions when picking your 

department in the “Department Name” 

section below.  

When you select the magnifying 

glass under “Department Name” 

this “Work Group” box pops out.  

The steps to choosing the Dean’s 

Office under College of Education 

& Human Development are as 

follows:  

- Click the “triangle” next to CLM-

Texas A&M to open the options 

- Click the “triangle” next to 

“College of Education & Human 

Development” to open further 

options 

- Mark the appropriate 

department. 

 

 

This should be the 

person who knows 

the most about the 

contract.  If Contract 

Administration has 

questions concerning 

the contract this is the 

person who will be 

contacted.  
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Second Party Information screen: 

 

NOTE:  This Second Party Information 

screen will not appear if you select 

that your contract is an Existing 

Contract on the Contract Information 

screen.  Because the contract is an 

amendment/renewal to an existing 

contract the Second Party 

information will already be in the 

system. 

Be sure to read this instruction!  

The last four digits of the Second Party’s 

Federal Tax ID Number or SSN MUST be 

entered for ALL EXPENSE contracts wherein 

the Second Party does not have an active 

profile in AggieBuy.  If you submit an 

expense contract wherein the Second party 

does not have an active profile in AggieBuy 

and you do not provide the last four digits, 

or you enter “none” or “otherwise”, the 

Contract Request will be returned to you 

and not processed until the correct 

information is received.  

 

 

NOTE: Fax number is not required.   Only provide if you have it. 

If you choose “YES” indicating that there is 

more than one Contractor/Supplier 

participating in this contract, you will be 

asked to fill out the same information for 

the additional Contractor/Supplier.  It will 

look like this.  
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Back Office screen: 

 

 

NOTE THIS 

The “Back Office” section is intended for use by Procurement 

Services, Contract Administration, and FMO ONLY.  Please do not 

complete ANY information on the Back Office screen. 

NOTE: The check mark beside the Back Office section in the menu 

defaults to green, while the check marks beside the other sections in 

the menu will turn green when the section is complete. 
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Review and Complete screen: 

 

 

 

The “Review and Complete” screen indicates the overall completion 

status of the Contract Request Form.  When all sections of the 

Contract Request Form are complete, the “Complete Request” button 

becomes active and all “checks” are green.  

When you select the “Complete Request” button the Contract 

Request is submitted to Contract Administration. 
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Discussion screen: 

 

 

The “Discussion” screen allows you to post 

messages to, and receive replies from, anyone 

who has access to the Request Form, such as the 

approvers and Procurement Services and/or 

Contract Administration personnel.  Clicking the 

“Start New Thread” button pops up this “Post a 

New Message” box.  

NOTE: Attachments 

can be added to a 

message.    

This is where, how, and by whom messages and replies are posted.  The 

person who posted the message also can Edit the message after it’s posted.     

The person to whom you send the message to will receive a notification 

either in their email inbox or in the “notifications” section of AggieBuy 

depending on how they have their notifications set. 
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Contract Request Workflow screen: 

 

 

 

 

 

 

 

 

  

 

 

Think of this screen as the Transmittal Form 

This “Contract Request Workflow” screen indicates 

graphically the approval path your completed Request 

Form will follow.   

NOTE: The “Document Check/Catch” step is a temporary 

step to allow Contract Administration and system 

administrators to monitor the approval path during the 

early days of the system’s launch. 

NOTE:  The “Specialized Approval” step only occurs when 

your request involves an EIR that has not been previously 

approved by the IT Accessibility office. 

The “Procurement Services” step only occurs if the contract is 

an expense contract over $10K. 

The  “New Supplier Set-Up” step only occurs when the Second 

Party does not have an active profile in the AggieBuy  System. 
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Contract Request Notifications: 

The following are examples of Notification emails that the contract requestor will receive if they have their Notifications preferences set to “email”:    

 

 

 

 

 

 

 

 

 

 

 

 

When the Contract Request is complete this DOES NOT mean that the Contract review/approval by Contract Administration is complete.  Think of the 

Contract Request as the transmittal form.  When the Contract Request is complete that means the Contract Transmittal form has been completed and 

signed and is now ready to be submitted along with the contract to the Department of Contract Administration for review.  Once the Contract Request is 

complete the following will occur: 

1. Contract Administration will convert the Contract Request into a Contract 

2. The Contract will receive a “C” number (i.e. C2021-2970) 

3. The Contract will be reviewed and approved and sent out for signature by Contract Administration 

4. The contract requestor (who is also known as the department stakeholder) will receive a notification when the contract has been approved by 

Contract Administration and is fully executed.   

This is an example of a notification email received by the contract requestor when a step in 

the Contract Request Workflow has been completed.  If the requestor has their notification 

preferences set to email they will receive an email each time a step is approved.  

This is an example of a notification email received by the 

contract requestor when the Contract Request has been 

completed and is ready to be converted to a Contract.   

When you receive this email, 

clicking this link will take you 

directly to the Contract 

Request.  You can then click on 

the “Contract Request 

Workflow” screen to see what 

step the Contract Request is in. 


